
How to Design Professional-
Looking Reports

Your Guides: Rob Greca and Wes McCoubrie



• Introduction
• Design Principles
• Examples
• Other Great Resources

Agenda



• Take 5 Minutes

• Turn to a Person Near You

• Introduce Yourself

• Business Cards

Let Rego be your guide. 
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Introductions



The Presentation Layer



Let Rego be your guide. 

5

Before…



Let Rego be your guide. 
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After…



Visual display of the most important information needed to 

achieve one or more objectives; consolidated and arranged on a 

single screen so the information can be monitored at a glance.

Let Rego be your guide. 
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What Are We Trying To Achieve?



Edward Tufte

Let Rego be your guide. 
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Napoleon's March

Let Rego be your guide. 
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Dr. John Snow Plotting Cholera Deaths

Let Rego be your guide. 
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The Power of Visual 
Perception



986454651234619784621345672134566117984627840924
065707057027907280320802900730250270237008374082
078720272007089247802602703793775709707377970661
462097094702780927979709456648013249013164802347

Let Rego be your guide. 
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Preattentive Processing

How many fives are in this list?



986454651234619784621345672134566117984627840924
065707057027907280320802900730250270237008374082
078720272007089247802602703793775709707377970661
462097094702780927979709456648013249013164802347

Let Rego be your guide. 
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Preattentive Processing

How many fives are in this list?



Let Rego be your guide. 
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Preattentive Attributes
Color
Hue

Intensity

Position

Form
Orientation

Line length

Line width

Size

Shape

Added marks

Enclosure

Adapted from “Information Dashboard Design” by Stephen Few



Let Rego be your guide. 
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Gestalt Principles of Visual Perception

Proximity

Adapted from “Information Dashboard Design” by Stephen Few

Enclosure Closure



Let Rego be your guide. 
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Example of “Closure” in Practice

Adapted from “Information Dashboard Design” by Stephen Few



Let Rego be your guide. 
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Data/Ink Ratio

Reduce the non-data pixels/ink



Let Rego be your guide. 
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Perception overload



CIO Dashboard

Let Rego be your guide. 
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Before and After Examples



Let Rego be your guide. 

Be
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Let Rego be your guide. 
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Let Rego be your guide. 
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Be
fo

re



Let Rego be your guide. 
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Af
te

r



Let Rego be your guide. 
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Be
fo

re



Let Rego be your guide. 
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Af
te

r



Let Rego be your guide. 
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Be
fo

re



Let Rego be your guide. 
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Af
te

r



The User Experience



It’s all about your audience

Let Rego be your guide. 
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• The audience should not have to spend 
any time trying to understand what the 
report is attempting to convey 

• It’s all about what your audience perceives 
to provide value

• It’s not what you think 



Let Rego be your guide. 
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Let Rego be your guide. 
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Help Your Customers Stay 
Focused



Let Rego be your guide. 
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Goal, Question, Metric (GQM approach)

Forecast Portfolio Demand

Question Metric / Data

What is the average product time 
to market?

Product Inception to Launch

Balance Portfolio Spend
Question Metric / Data

Are we effectively managing our 
Capex vs. Opex spend?

Aggregate of portfolio dollars by 
Capex and Opex

What type of work are resources 
forecasted to work on?

Resource Capex ETCs vs. Resource 
Opex ETCs

What type of work have resources 
worked on?

Resource Capex Actual Hours vs.
Resource Opex Actual Hours

What is the total project spend by 
spend type?

Total Capex vs.Opex spend by 
project

Manage the Project Portfolio
Question Metric / Data

What are the major risks for the 
portfolio?

High priority / impact risks by 
program / project

How effective is our gating 
process?

Stage Throughput (Avg time /gate)

Manage the Project

Question Metric / Data

Are we meeting the project 
schedule?

Project End Date Variance 

Are risks and issues being managed 
effectively?

Number of active or high priority 
risks and issues



Let Rego be your guide. 
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Questions?



Instructions for PMI credits 
• Access your account at pmi.org
• Click on Certifications
• Click on Maintain My Certification
• Click on Visit CCR’s button under the Report PDU’s
• Click on Report PDU’s
• Click on Course or Training
• Class Name = regoUniversity
• Course Number = Session Number
• Date Started = Today’s Date
• Date Completed = Today’s Date
• Hours Completed = 1 PDU per hour of class time
• Training classes = Technical
• Click on I agree and Submit

Let Rego be your guide. 
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Thank You For Attending regoUniversity

Phone
888.813.0444

Email
info@regouniversity.com

Website
www.regouniversity.com

Let us know how we can improve! 
Don’t forget to fill out the class survey.

mailto:info@regoconsulting.com
http://www.regoconsulting.com/

