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Benefits:

1. Visually indicate items with no data in 
the current filter context for faster 
insights

2. Make filtering reports and dashboards 
more user-friendly

3. Filter PivotTables, Excel Tables, and 
Charts

4. Connect to multiple PivotTables

5. Multi-select & clear all filters at your 
fingertips

6. Slicers can be cut & pasted into a new 
sheet to create stylish dashboards 
and reports.

Disable Slicer Pull Handles

• Select the Slicer >  CTRL + 1 to open 
the Format Slicer pane

• Expand Position and Layout settings

• Check the “Disable resizing and 
moving” option

Why:
To prevent users accidentally moving and 
resizing of the Slicer in your reports

Anatomy of a Slicer

1. Clear All Filters Button

2. Multi-Select Tool (for use on tablets)

3. Selected Data

4. Data not selected

5. Scroll bar

6. Items with no data
Slicer Settings

How: Select Slicer > Slicer Tab > Slicer Settings

1. Slicer object name

2. Appears in the Slicer 
header

3. Sort settings

4. Sort in a user-defined 
order

5. By checking this 
setting, Slicers only 
show items having 
data in the current 
filter context

6. Shows items with no 
data in a washed-out 
state

7. Shows items with no 
data at the end, 
irrespective of sort 
order

How to Reshape a Slicer

How: Select Slicer > Slicer Tab > Select 
number of columns and button height

What’s a Slicer?

Slicers are an intuitive way to filter Excel 
Tables, PivotTables & Charts

Slicers are additive, i.e., when multiple 
slicers exist for the same data, the filters 
are applied on top of one another.

Custom Slicer Styles

1. Select Slicer > Slicer Tab > 
Slicer Styles Group

2. Right-click on a style > 
Duplicate it

3. Name your custom style

4. Select element to format > 
Click format

5. Select your desired format 
settings

6. Apply new custom format 
to your Slicers

Tip: Set as the default Slicer 
style for the workbook.

TEACHING YOU CAREER TRANSFORMING SKILLS

How to Connect a Slicer to 
Multiple PivotTables

Limitations:

1. Can only connect to multiple 
PivotTables, not Excel tables

2. All PivotTables must share the 
same data source

How to Insert a Slicer

Tables
• Click anywhere in 

your Table

• Go to Table Design > 
Insert Slicer

• Choose the columns 
to create slicers for

PivotTables
• Click anywhere in your 

PivotTable

• Go to PivotTable Analyze 
(or Options) > Insert Slicer

• Select the fields you want 
to create slicers for

How: Select Slicer > Slicer Tab > Report Connections

Or in each case, 
insert from the 
Insert tab > 
Slicer
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Select multiple PivotTables 
to connect to a single slicer.

Tip: You can also 
adjust overall height 
and width to suit your 
design requirements.

Bonus Tip

Dragging Slicers 
while holding the ALT 
key snaps the Slicers 
to the Excel grid, 
enabling perfect 
alignment with cells. 

PivotTable2

PivotTable1

Why:
Give your reports a cohesive 
look in keeping with your 
brand or theme.
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