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Make a sketch

What is the type of report? What are the final 
requirements and purpose of this report?

Who will be the last readers? What are their 
expectations?

Which data are available in the datasets? Which 
data will be relevant and useful for the report?
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Quality report plan

Think of a story you want to tell. 

Find the details and the best answers to these questions.



Do

General rules

Choose the right data for your story and for 
each dashboard. Ensure the data
is properly scaled.
Use consistent units and select the most relevant
and informative values.

Select appropriate visualization tools for each 
data type.
Which ones are needed and how many.

Keep the report simple, convenient, and
easy to understand.  
Even for readers with no prior knowledge of Power BI.

Clear guidance and support buttons.

Don’t
Don’t include misleading or irrelevant 
information in the report.
The information does not support the report’s
main objective.

Don’t add excessive amounts of data. 
Too much content can overwhelm the reader
and reduce clarity.

Don’t confuse the reader. 
Mixed different scales or measurement units
on the same page.

Keep it lean and simple



Organize Structure 

What story do we want to tell through the report?

How much data is needed to support that story?

How many dashboards will be created?

Which data should be displayed on the same page?

How many layers will appear on each page?

How should we organize the flow of information?
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Less is more.

Understanding the “Reading gravity”, the 
reading trend of reader.
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Positioning structure

Understand the concept of “reading gravity” – the natural reading pattern of users.

Create a strong point
of entry here with main 
heading or strong visual

Create a clear and obvious 
path through the page 

• Place the text and visuals in a way 
that fits with a reader's typical 
pattern of moving back and forth 
and down the page

• Since strong visual elements draw 
readers' attention, creating a clear 
path helps readers notice the text 
as well as the visuals

Don't give up readers
a reason to jump down 
here first, or they may 
move on, overlooking 
other parts of the page



The Layout

What do I want to communicate?

Think in more detail about the story you want to tell, and organize the 
information in a logical order. Make a list of all the key elements needed in each 

dashboard and arrange them in appropriate places.

What

Where

Why

How
When

When

When

Structure

Main KPI

Map

Pareto

Compare
Date

Date

Date



Company logo
do not place the 
logo right on the 
edge, always provide 
a clear space around
the logo

Filters/slicers/
buttons
leave some
empty spaces 
between them
 

Names, titles and 
description
do not put too much text 
in one frame or a layer, 
leave some empty 
spaces in frames
of texts
 

Layers
align them with each 
other and leave some
empty spaces between 
them to maintain 
readability and user 
engagement
 

The Layout

List all the key elements needed in each dashboard and 
arrange them in suitable places in the right way.

First layer
Ex: region, year, category… Second layer

Ex: Trend

Third layer
Ex: detail situation of sales

Significant
number

NAME OF THE REPORT

Significant
number

Significant
number



The Layout

Try to follow a few basic rules to make your layout more 
user-friendly and visually appealing.

Use the box or 
vertical dashes
to distinguish data.

Leave some empty 
spaces in the 
visualization.

Do not overuse 
chart shadows.

Less text, more 
visuals.

Break up the text 
and bulleted points.

Do not place logos, 
texts and visualisations 
right on the edge of a 
containing box, always 
provide some clear 
space around them.

See more useful
tips here:

10 tips for better
user experience

https://www.youtube.com/watch?v=r9SLqTu5eXE


Visualization Management  

What is the main color/background color
in your report?

Which color will be chosen for each element/ 
indicator/data/chart?

Which feature will be the most important and 
should be paid attention to?

How to make the reports become more 
eye-catching?
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Keep it simple.



The types of color in the report: 

1. Primary color: also known as the dominant color. 
It is the main color of the design. That's the color 
you need to rely on to choose the right and 
meaningful colors to support the report.

2. Secondary colors: These are less dominant and 
support the primary color. They contrast and 
highlight them.

3. An accent color or a highlight color: An accent 
color has two meanings.
a) Either complement the secondary color or the 
primary color

     b) Or it will emphasize, attract the viewer's  
     attention to key elements

Color management

Usage
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Color management

Do 
Use branded colors for presentations 
Customizing your data’s visualizations to match your company’s 
color scheme helps you align with your brand and keeps your 
messaging consistent. It also helps with brand recognition. 

Use one color and its shades to represent 
continuous data 
Representing continuous data and ranges by varying  
the saturation or value of color makes your chart  
straightforward and easy to read.

Use contrasting colors for comparisons
Contrasting colors help the viewer differentiate the data quickly 
(ex: profits and losses).

Highlight the most important information 
Color can be a great way to guide the viewer’s eye to key points 
on your chart. We suggest using muted colors with one bright 
color to bring attention to your most important information.

Clear guidance and support buttons.



Color management

Don’t pick colors that are too hard
to distinguish
It’s important for your viewer to be able to understand the data 
you are presenting. If they need to quickly make comparisons, 
the colors need to be easy to distinguish

Don’t use background colors or images that 
reduce legibility.
Ensure sufficient contrast between the background and your text 
or visuals to maintain readability and user engagement.

Don’t use too many colors
Try to avoid the rainbow effect! Less is more. Make sure  
the colors you choose have a purpose and make your chart 
easier to read, not harder.

Don’t forget some people are color blind 
Avoid some color combinations, which are especially  
hard on people who are color blind.

Clear guidance and support buttons.

Don’t 

colors as seen
with normal vision

same colors as seen with
red-green color deficiency

Color management

Avoid color combinations:

green & red; 
green & brown;
blue & purple;
green & blue;
light green & yellow; 
blue & grey;
green & grey;
green & black.
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General advice

Clear guidance and support buttons.

Color wheelLink to: Creating custom themes based 
on company colors: 

Link to:

Use a consistent color scale to avoid 
overwhelming the viewer — color wheels 
can help you find matching shades.

Use custom report themes to find most 
suitable colors for your dashboards.

https://color.adobe.com/create/color-wheel
https://learn.microsoft.com/en-us/power-bi/create-reports/desktop-report-themes


General advice

Themes GalleryLink to:

Browse the Themes Gallery for inspiration on 
colors and design styles that fit your report.

Use icons for navigation and custom backgrounds, 
either by creating them yourself or by requesting 
them from a graphic designer.

FlaticonsLink to:

https://community.fabric.microsoft.com/t5/Themes-Gallery/bd-p/ThemesGallery
https://www.flaticon.com/search?word=report&shape=outline


1. Planning (Sketch)
� Define the report type and its purpose.

� Identify the audience and their expectations.

� Review available data and select only what is relevant.

� Think about the story you want to tell.

2. General Principles
� Use appropriate data and scales.

� Maintain consistent units.

� Choose suitable visualizations.

� The report should be simple and easy to understand – even for non-BI users.

� Add clear navigation and support buttons.

� Avoid: too much data, misleading information, mixing units.

3. Structure and Layout
� Decide how many dashboards you need.

� Define layers: overview – trends – details.

� Arrange elements logically (logo, KPI, filters, texts).

� Leave spacing for readability.

� Do not place elements too close to the edges.

� Remember: the “reading gravity” – start with a strong entry point, then guide the user clearly through the page.

4. Visualizations and Colors
� Define the main color of the report.

� Add complementary colors and accents.

� Use brand colors.

� For continuous data – use shades of one color.

� For comparisons – use contrasting colors.

� Use a muted palette + one bright accent for important data.

� Avoid: too many colors, rainbow effect, hard-to-distinguish combinations (e.g., red/green).

5. Additional Tips
� Use icons and simple graphics to support content.

� Avoid too much text – use more visuals.

� Leave white space.

� Get inspired by theme galleries and color wheels.

� Remember: If needed, you can always contact a designer.
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