
 

 

Tableau Tutorial for Beginners 

Introduction 
Have huge Excel files that make your head spin, or meaningful, interactive charts that 

tell a story? Confusing interfaces slowing down your analysis? Tableau makes complex 

data visualization fast and fun. This tutorial will guide you through connecting data, 

building dashboards, and transforming numbers into powerful insights. 

Ready for the roadmap to becoming a data visualization pro? Download our 

comprehensive Tableau course syllabus now! 

Why Students or Freshers Learn Tableau? 
The below reasons shows why students or freshers should learn Tableau: 

●​ High demand for data skills: Almost any industry requires professionals who 

can visualize and interpret data. Tableau is the highest in-demand tool for 

business intelligence and data analysis jobs. 

https://www.softlogicsys.in/tableau-course-syllabus/


●​ Helps drive decision-making: Learning Tableau lets you transform complex 

spreadsheets into interactive dashboards, which will make you indispensable 

when it comes to evidence-based business decision-making. 

●​ Easy to Learn Drag-and-Drop: Unlike complex programming languages, 

Tableau offers a highly intuitive drag-and-drop interface that allows you to 

produce powerful visualizations in no time. 

●​ Career Advancement: This skill is one of the most desired for positions such as 

Data Analyst, Business Analyst, and BI Developer, which offer an excellent 

starting salary and very fast career development. 

●​ Complementary Skill: It pairs perfectly with database knowledge of SQL and 

analytical skills in Excel/Python to create a full-stack data skill set. 

Ready to show off your skills in data analysis? Download our essential Tableau 

Interview Questions and Answers! 

 

Step-by-Step Tableau Tutorial for Beginners 
Tableau is the leading tool for visual data analysis! This tutorial walks you through how 

to set up Tableau Desktop and build your first interactive visualization—a must-have 

skill for any data professional. 

Step 1: Installation and Setup (Tableau Desktop) 
Tableau has a number of products, but its core tool for creating visualizations is Tableau 

Desktop. 

https://www.softlogicsys.in/tableau-interview-questions-and-answers/
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1.1: System Requirements Check 
First, make sure that your computer meets the minimum requirements for running 

VideoScribe: Windows 7 or newer, macOS 10.13 or newer, 64-bit processor, minimum 2 

GB RAM. 

1.2: Download Tableau Desktop 

●​ Go to the official website of Tableau and click on the Products link. 

●​ Download Tableau Desktop – Free Trial (there are often free annual licenses 

available for Students and Teachers). 

●​ Launch the executable file, downloaded (\.exe or \.dmg) 

●​ Follow the installation wizard, accept the license agreement, and select the 

default installation path. 

●​ Open Tableau Desktop. You will be prompted to register the product or start the 

free trial. 

1.3: Understand the Start Page 
When you open Tableau, you first see the Start Page. This page is divided into three 

main sections: 

●​ Connect: Where you select data source, such as File, Server, and Saved Data 

Source. 

●​ Open: Lists recently opened workbooks. 

●​ Discover: Links to training resources, blogs and Tableau Public gallery. 

Step 2: Connecting to Data 
The first step in any analysis is connecting Tableau to your raw data. 

2.1: Connect to a File 
For this walkthrough, we’ll use a standard Excel file, which is readily available. 



1.​ In the Connect pane, to the left, under the To a File section, click Microsoft Excel. 

2.​ Open a plain, clean Excel file from your computer. An example might be a list of 

sales transactions, where each transaction lists the Region, Product, Sales 

Amount, and Date. 

Note: Tableau comes with sample datasets; you can also use the Superstore Sample 

Data provided under Saved Data Sources for practice. 

2.2: The Data Source Page 
After connecting, Tableau takes you to the Data Source page. 

1.​ Connection Pane (Left): Displays the files and sheets within your connection. 

2.​ CANVAS (Center): This is where you drag the sheet that you want to use-such 

as “Orders” or “Sales”-onto the canvas. 

3.​ Data Grid (Bottom): This shows a preview of the top few rows of your data. 

4.​ Data Interpreter: If your Excel file contains merged cells, extra headers, or 

empty rows, use the Data Interpreter, shown at top right, to automatically clean 

the sheet before loading. 

5.​ Rename/Check Fields: Make sure Tableau accurately detected the field name 

and data type (for example “Sales” should be a number, “Date” should be a 

date). To change the data type click the icon above each column header. 

Step 3: Understanding the Tableau Workspace 
When you have prepared your data, click the Sheet 1 tab at the bottom of the screen, or 

the Go to Worksheet button in the top menu, to access the main visualization 

workspace. 

3.1: Components of the Workspace 
The main workspace is where you spend most of your time: 



1.​ Data Pane (Left): This lists all the fields from your data source and organizes 

them into two key groups: 

○​ Dimensions (Categorical Data): These include fields that are qualitative 

or categorical in nature, like Region, Product Name, and Customer ID. 

They define how the data is grouped. 

○​ Measures (Quantitative Data): Fields containing numerical, quantitative 

values that can be aggregated. Examples include Sales, Profit, and 

Quantity. These define what is measured. 

2.​ Shelves (Top): This includes the Columns Shelf and Rows Shelf. Dragging fields 

here will create the structure of your visualization. 

3.​ Marks Card (Center Left): The most powerful element. It controls the visual 

properties of your marks (data points): 

○​ Color: Changes the color of the marks. 

○​ Size: Changes the size of the marks – for instance, larger bubbles for 

higher sales. 

○​ Label: Shows the actual value of the data on the mark. 

○​ Detail: Adds more granularity to the view without changing the 

aggregation. 

4.​ View (Center): The area where your visualization is built and displayed. 

5.​ Show Me (Top Right): A pane that recommends visualization types based on 

the fields you have currently selected. 

Step 4: Creating Your First Visualization – Line Chart 
Let’s create a Time Series Line Chart to see how Sales have changed over time. 

4.1: Create the Time Series Axis (Columns) 

1.​ In the Dimensions pane, find the Order Date field. 

2.​ Drag Order Date and drop it onto the Columns Shelf. 



○​ Tableau will automatically aggregate the date to the Year level and create 

a header for each year. 

4.2: Set up the Sales Value (Rows) 

1.​ Find the Sales field in the Measures pane. 

2.​ Drag Sales and drop it onto the Rows Shelf. 

○​ Tableau automatically aggregates Sales using the SUM function and 

draws a single mark – a dot – since there is only one data point for the 

overall sum of sales per year. 

4.3: Drill Down to Detail 
To create a line connecting the dots (line chart): 

1.​ Click the + sign on the YEAR(Order Date) pill on the Columns Shelf. 

2.​ This “drills down” and adds Quarter (Order Date) to the view. Tableau redraws 

the visualization as a line chart, displaying sales broken down by quarter within 

each year. 

3.​ Click the + sign again to drill down to Month (Order Date) for a more granular 

view. 

4.4: Add Color Encoding 
Let’s see the contribution of different product categories to the overall sales trend. 

1.​ Find the Category field (a Dimension). 

2.​ Drag Category and drop onto the Color button on the Marks Card. 

3.​ The single line chart is now split into three separate lines, coloured according to 

different categories, such as Furniture, Technology, Office Supplies. A Legend 

will automatically appear. 

Step 5: Building a Second Visualization (Map) 
Let’s create a geographical map that compares sales across states or regions. 



5.1: Create a New Sheet 
Click the New Worksheet icon (the grid with a plus sign) at the bottom of the screen next 

to “Sheet 1”. Name this new sheet “Sales Map”. 

5.2: Create the Base Map 

1.​ Find the State or Region field (a Dimension). 

2.​ Double-click the State field. 

○​ Tableau instantly recognizes this as a geographic field, and puts it onto the 

Detail shelf while it places the generated Latitude and Longitude fields 

onto the Rows and Columns shelves, respectively, creating a dot map. 

5.3: Encode Sales by Color and Size 

1.​ Find the Sales field (a Measure). 

2.​ Drag Sales and drop onto the Color button on the Marks Card. 

○​ The colour of the map will now reflect the total value of sales within each 

state – a “Filled Map” is often more effective, which can be selected via 

the Show Me pane. 

3.​ Drag Sales and drop it onto the Size button on the Marks Card. 

○​ The dots will now be larger/darker for states with higher total sales, giving 

a dual encoding of the map fill intensity. 

Step 6: Creating an Interactive Dashboard 
A dashboard is a combination of different visualizations on a single canvas to offer an 

overview of the data. 

6.1: Create a New Dashboard 
Click the New Dashboard icon at the bottom of the screen – the four-panel grid. 

6.2: Add Sheets to the Dashboard 



1.​ The Left Dashboard Pane lists the sheets you created: Sheet 1/Time Series and 

Sales Map. 

2.​ Drag the Sales Map sheet into the center of the dashboard canvas and drop. 

3.​ Drag the Time Series sheet, and drop it underneath the map. Tableau will 

automatically arrange them. 

6.3: Make the Dashboard Interactive (Filters) 
The strength of a dashboard is interactivity. Let’s make the map filter the line chart. 

1.​ On the dashboard, select the Sales Map visualization. 

2.​ Click the small funnel icon (Use as Filter) that appears when you hover over the 

visualization in the dashboard pane. 

3.​ Test It: Now click on one of the states in the map below. The time series line 

chart underneath it will immediately refresh, displaying the sales trend for only 

that clicked state, providing strong regional drill-down analytics. 

Step 7: Saving and Sharing Your Work 

7.1: Save the Workbook 

1.​ Click File → Save As. 

2.​ Save the file as a Tableau Workbook (.twb) if you want to save only the 

visualization structure, or a Tableau Packaged Workbook (.twbx) if you want to 

save the structure and a copy of the underlying data in order to share the file 

easily with other users who don’t have access to your original data source. 

7.2: Sharing Options 

●​ Tableau Public: Free Service for public sharing of visualizations online. 

●​ Tableau Server/Cloud: Enterprise platforms for enabling secure, private sharing 

within an organization. 



●​ Export: You can export the dashboard as a static image or PDF via File → Print 

to PDF. 

You have connected data, created two basic types of visualizations-a line chart and a 

map-and combined them into an interactive dashboard. You’ve gone from raw data to 

data-driven insights, which is the backbone of a successful data analyst’s job. 

You will practice complex calculations, the use of LOD expressions, and the design of 

dashboards for particular business questions to achieve mastery. Download our 

essential Tableau Visualization Challenges and Solutions Pack! Work through 

practical tasks like “Creating a Dynamic Top N Filter” and “Calculating Year-over-Year 

Growth” to build real-world Tableau expertise!  

Real Time Examples for Tableau Tutorial for Learners 
Practicing these scenarios will help you translate drag-and-drop Tableau skills into 

meaningful business insights:  

Executive Sales Performance Dashboard 

●​ Objective: Create a one-page dashboard that summarizes key sales metrics: 

Total Sales, Profit Margin, Quantity Sold, by Region and Time Period.  

●​ Concepts Learned: Creating KPI text tables in a dashboard, introducing 

calculated fields, such as those that calculate the Profit Ratio, using quick filters 

for date or region, and best practices in designing the dashboard for layout and 

color coding.  

●​ Real-World Application: Providing leadership with a single source of truth to 

track monthly and quarterly business performance.  

Customer Segmentation Analysis using Scatter Plots and 
Parameters 

https://www.softlogicsys.in/challenges-in-tableau-for-beginners/


●​ Objective: Visualize the relationship between Sales and Profit per customer and 

identify high value, low profit and loss making customers.  

●​ Concepts Learned: Building a Scatter Plot to visualize two measures, using 

Color and Size to encode a third variable (e.g., Quantity), implementing 

Parameters to allow users to dynamically change the minimum acceptable profit 

threshold, and creating sets to group customer segments.  

●​ Real-World Application: Marketing and product teams use this to decide which 

customer groups to target or which to retire products.  

Website Traffic/E-commerce Funnel Visualization 

●​ Objective: Visualize steps of conversion, such as Visited Site → Added to Cart 

→ Purchased, to identify at which point customers drop off.  

●​ Concepts Learned: Creating a Gantt Chart or Funnel Chart to display process 

flow, applying Table Calculations such as Percent of Total in order to display 

drop-off rates, and data blending if the funnel data originates from multiple 

sources, for example, Google Analytics and sales data.  

●​ Real-World Application: Website design and user experience optimization for 

better conversion rates and ultimately more revenue.  

Are you ready to build an impressive data visualization portfolio? Get our list of 

advanced Tableau Project Ideas, complete with sample data links and visualization 

goals!  

FAQs About Tableau Tutorial for Beginners 
1. Is Tableau easy to learn for beginners? 

Yes, Tableau is comparatively easy to learn for a beginner. The core functionality of 

Tableau is built on the basis of a very intuitive drag-and-drop interface that lets users 

create powerful visualizations without writing code. The main learning curve involves 

understanding data preparation, best practices for visualization, and the Tableau Object 

Model (Dimensions and Measures). 

https://www.softlogicsys.in/tableau-project-ideas/


2. How to start learning Tableau? 

Download Tableau Public or a trial of Tableau Desktop. Use the built-in Superstore 

Sample Data for practicing connecting data, creating simple bar charts and line graphs, 

and building basic dashboards. Go through Google’s official tutorials and practice 

creating calculated fields. 

3. What is 80 20 rule in Tableau? 

The 80/20 Rule in Tableau means that, like the Pareto Principle applied in many fields, 

about 80% of data issues and complexity in visualization usually come from 20% of your 

data fields or processes. This helps analysts invest efforts only in the most impactful 

fields and calculations to gain maximum insight in minimum time. 

4. What are the 7 types of Tableau? 

The main Tableau products include: Tableau Desktop for building visualizations, Tableau 

Server for on-premise sharing, Tableau Cloud as SaaS sharing, Tableau Public for free 

public sharing, Tableau Prep Builder for data preparation, Tableau Mobile for viewing 

dashboards, and Tableau Reader for viewing packaged files. 

5. Is SQL used in Tableau? 

Yes, SQL is very useful in Tableau. Even though it’s not used to write for basic 

visualizations, SQL is used behind the scenes by Tableau for querying relational 

databases. Understanding SQL is key to connecting with and manipulating efficiently 

large databases before import or usage of data in Tableau. 

6. What skills are needed for Tableau? 

The key skills include strong analytical thinking, basic statistical concepts, knowledge of 

best practices in data visualization, proficiency in cleaning data, which is often done in 

Excel or Tableau Prep, and telling a story clearly using the data. SQL and database 

knowledge very much come in handy. 

7. Can I learn Tableau in 1 week? 

You can learn the basic interface and create simple charts and dashboards in 1 week. 

But for proficiency at advanced topics such as Level of Detail (LOD) expressions, 



complex table calculations, and performance optimization, several weeks or months will 

be required with continuous hands-on practice. 

8. Do I need coding for Tableau? 

No, you do not need to code traditionally, like in Python or Java, for the core 

functionality of Tableau. You will, however, have to write formulas in Tableau’s native 

language to create calculated fields and Level of Detail expressions, which form the 

bedrock of advanced analysis. 

9. Is Tableau in high demand? 

Yes, Tableau is a tool in very high demand. It is one of the leading Business Intelligence 

tools used worldwide. Jobs like Data Analyst, Business Analyst, and BI Developer have 

Tableau listed in their job descriptions as a must-have skill or highly desirable skill 

across almost all industries. Explore Tableau developer salary for freshers. 

10. Can a non-technical person learn Tableau? 

Absolutely, a non-technical person can learn Tableau easily. It is aimed at visual 

exploration and storytelling, without complex coding. If you have good business 

acumen, are curious about data, and have logical thinking, then you can become very 

effective in using Tableau.  

Conclusion 
You have connected data, visualized its core with charts and maps, and interactively 

presented it in a dashboard. Now you have the necessary foundation to turn raw data 

into clear, actionable insight, which is the root of Business Intelligence. Having covered 

the basics, your next step is mastering advanced topics such as LOD expressions, 

advanced dashboard actions, and performance tuning to stand out in the competitive 

job market.  

Build a professional portfolio and learn to tell your data story like a pro through our 

Advanced Tableau Certification Course in Chennai. 
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