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Menus
Lots of options to 
manipulate data, customize 
formatting, print, save, etc.

Quick-Options
Quickly select common 
options.

UNDO is the most 
important!!!!!
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Create 
visualizations 
by moving pills 
to different 
shelves, using 
the Drag 
and Drop 
Interface.
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Data Fields
All the fields available in the data.

Split into two categories:
● Dimensions 

○ Factors to split the data by
○ Usually strings, etc.

● Measures 
○ Values to aggregate
○ Usually numeric

Data Types
● Data types are indicated by 

symbols to the left
○ # : Numeric
○ Abc : String
○ Calendar : Date
○ Globe : Geographic
○ = : Calculated Field

● Defaults can be easily changed
○ R-Click for options

Automatically 
Generated Fields
These are created by 
Tableau

Number of Records is used 
to count rows (very useful!)

Measure Names & Measure 
Values are used in complex 
viz’s with multiple 
measures.

Latitude and Longitude are 
used for maps.
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Spreadsheet-Style Reports

● Move lots of dimensions onto the Rows Shelf.
○ Measures should be converted to Dimension, Discrete (R-Click on Pill)

● By default, Tableau only allows 6 Dimensions.
○ Menu > Analysis > Table Layout > Advanced
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Pivot Tables in Tableau

Split by Dimensions
● Rearrange dimension pills to change the groupings

Aggregate Measures
● Put pill on the Text shelf

○ Pill has “T” icon to left
● Can change aggregation type with 

R-Click / Triangle-Click
○ E.g., Sum, Average
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Filter
● Drag Pills to Filters Shelf
● Filters all data on the 

worksheet
● Field does NOT need to be 

used elsewhere in the viz

Interactive Filter
R-Click > Show Filter

Triangle-Click the Filter for lots of 
options.
Particularly useful options:

● Filter Type
○ Single vs Multiple Value
○ (list) vs (dropdown)

● Apply filter to multiple worksheets
○ Particularly “All using this data 

source”

R-Click > Edit Filter
Select values to keep.
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Use Show Me to easily change 
between visualization types.

Will Automatically move Pills to 
different Shelves

● Rearrange the Pills to change the Viz 
layout.

Adds color, size, etc. Legends to viz.

Look for Dimensions and Measures 
requirements at bottom of Show Me 
menu
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Use the Marks Card to add 
details to the Viz.

Color
Size
Tooltip

● Rollover text
Title 

● Defaults to Tab name
● R-Click > Edit Title to edit

Label
● Percent of total 

○ Triangle icon
○ R-Click > Quick Table 

Calculation > Percent of Total
● Format Numbers

○ R-click > Format -- Pane > 
Default > Numbers > 
Percentage
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Menu > File > Save to Tableau Public

Creates a unique URL to workbook.
● Options to make it downloadable, viewable by others, etc.
● Uncheck the box Allow workbook and its data to be 

downloaded by others
● Check ‘Show Workbook Sheets as Tabs’
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Publish to Tableau Public web server


