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Power Query
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|. Understanding
Power Query Basics

 Prerequisites
* Who is Power Query For?
« What is Power Query?

 Benefits of Learning Power
Query within Excel

e Why use Power Query?
 Navigating the Interface




Prerequisites - Individual

Intermediate Excel Experience
Power Query is integrated into Excel and Power BI, so a solid understanding of Excel
functionalities will be helpful:

» Basic formulas (e.g., TEXT functions, IF statements).

» Understanding of Pivot Tables and how data is structured in tables.

» Experience working with tables, named ranges and structured references.
« Experience working with v-lookups, matching, index...

Understanding Power Bl or Excel Data Models
If your goal is to use Power Query in Power Bl, it's important to understand:

» Fact and Dimension Tables (for structuring clean models).

 Relationships between tables (One-to-Many, One-to-One, Many-to-Many).



Prerequisites - Technical

Software Requirements

» Power Bl Desktop (Free) — Power Query is built into Power Bl for data
transformation.

» Excel (2016 and later, or Microsoft 365) — Power Query is available in the "Get &
Transform™ section.

* Windows OS (Windows 10 or later recommended) — Power Query in Power Bl is
optimized for Windows.

Optional:

» Power Bl Service (Pro or Premium Per User License) — If publishing reports online,

you'll need a Power Bl account



Prerequisites — Technical

Understanding Data Connectivity & Storage Options
Power Query allows you to import data from various sources, and where your data is

stored affects how you access it.

1. Local Storage vs. Cloud Storage
Local Files/Network Drives (Excel, CSV, etc.) — Power Query connects easily, but

refresh automation requires a gateway. (On premises or private)

SharePoint & OneDrive — Recommended for cloud-based access; OneDrive links are
easier to manage but might have refresh delays in Power BlI.

Databases (SQL, MySQL, etc.) — Requires database credentials and proper
configuration.

Webpages — Already in the cloud, easy to connect to.



Understanding Data Connectivity & Cloud
Storage Options cont’d.

2. Gateway vs. OneDrive/SharePoint A~
« On-Premises Data Gateway y
(Required for Local Files & Databases) \ ' f
* |f your data is stored locally (e.g., l -
Excel on your computer, SQL

Server), you need a gateway to
refresh data in Power BI Service.

» The gateway allows Power Bl to
connect to on-premises data
sources for scheduled refreshes.

« Example: If you store an Excel
file on your local computer and
publish a Power Bl report,
without a gateway, the report

won't refresh online. On-premises data sources
Microsoftlearn.com

On-premises O _______
data gateway




Power Bl Desktop

1]

Power Bl service

CONNECT
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Power Bl gateways

ACCESS

PUBLISH
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Prerequisites - Technical

OneDrive/SharePoint (No Gateway Required)
* If your files are stored in OneDrive for Business or SharePoint Online, Power Bl can
access and refresh them without needing a gateway.

» Best Practice: Use SharePoint Online file paths instead of OneDrive local sync
folders for better reliability.

« Example: Uploading an Excel file to SharePoint Online lets Power Bl refresh it
automatically without additional setup.

Use web path to your link to SharePoint files address instead of file path. Otherwise,
when other users attempt your Power Query it will fail because of access and your
online files will not be able to refresh.



Prerequisites - Technical

Understanding Refresh & Automation

» Manual Refresh — Run refresh in Power Bl Desktop.
» Scheduled Refresh (Power Bl Service) — Requires a gateway for local files but not

for cloud sources (SharePoint/OneDrive).
» Incremental Refresh — Available in Power Bl Premium or PPU, useful for large

datasets.



Essential Settings PQ

| x |

Options
Activate Formula Bar
Data Load I Display the Query Settings pane I
. G ErEr » Display the Formula Bar

Open the Query EdItOI‘ DirectQuery Data Preview

CI iCk Vi eW tab R Scripting Display preview contents using a monospaced font
Security ¥ Show whitespace and newline characters

Check the Formula Bar checkbox Privacy .
Updates ™ Always allow parameterization in data source and transformation dialogs
Usage Data

- Or- Diagnostics

Click File tab :Z:E;::::;es
Select Options & Settings

CURRENT FILE

Select Options
Se|eCt GIObaI Reigional Settings
Privacy

Select Query Editor R
Check Display the Formula Bar

QK Cancel




Who is Power Query For?

User Group

How Power Query Benefits Them

1 Business Analysts

Allows them to pull, clean and transform data from various
sources without advanced coding skills.

2  Data Analysts aka Data Wizards

Simplifies data reshaping, cleaning & transformation for further
analysis.

3  Financial Analysts and Accountants

Automates repetitive tasks like merging data, filtering, and
transforming columns.

4 Excel & Power Bl Users

Provides seamless integration to clean and prepare data for
pivot tables, reports and visualizations.

5 Non-Technical Business Users

Offers a user-friendly point-and-click interface for performing
complex data transformations easily.

6  Developers

Helps prototype data transformations or prepare data for
complex models, especially Power Bl or ETL processes.




What is Power Query?

« Power Query is a data engine and editor. Itis a powerful data
connectivity and transformation tool available in Microsoft Excel and
Power Bl. Using Power Query, users can extract, transform, and load (ETL)
processing of data. It enables users to:

» Connect to Various Data Sources: Import data from multiple sources,
such as Excel files, databases, web services, and more.

» Transform and Clean Data: Automate the process of cleaning,
reshaping, and preparing data without manual effort or repetitive
tasks.

» Streamline Workflows: Build repeatable processes with no coding
required, using an intuitive, user-friendly interface.

» Enable Advanced Transformations: Use M code (Power Query
Formula Language) for complex scenarios when needed.




.|.

Automate Transformations

- Filters

- Adding/Removing

- Renaming Columns

- Replacing Fields

- Extracting Characters
- Adding Calculations

- Appending/Merging

\\ Downloads
. from Email |

SINGLE
REPORT




Get Data

Search All

Kl Excel Workbook
All

) B Text/CSV
File

XML
Database =

. i JSON
Microsoft Fabric

Folder
Power Platform

PDF
Azure

. . Parquet
Online Services

Other

a SharePoint folder

SQL Server database

Access database

SQL Server Analysis Services database
Oracle database

IBM Db2 database

IBM Informix database (Beta)

IBM Netezza

MySQL database

Certified Connectors Template Apps Cancel




Internal ERT

Intermal DWW

External API
Excel Files ——
£L3% Files —

- Intermal Exports
-External Downloads
- hanual Logs/Spreadsheets

Extermal API Q

Webpages
SharePomnt/One

Mix, Mash, Merge, Append, Calculate

B Power Query

4

—>

—

—

Microsoft Azure
Data Lake Storage

Microsoft
Dataverse

Microsoft Excel

Further Calculate, Publish
& Share, Reftresh

Microsoft
Power BI

Microsoftlearn.com
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creditrisk

monitor:

News
COVID-19 Impact
My Current News
All Current News
Recent Fitch Ratings

Darant Mandu'e Datinne
ACcountZip

AccountCountry
YearReported
MonthReported
TotalReceivables
DBTIndex
AverageDBTIndex
Businessld
BusinessName
BusinessAddressl
BusinessAddress2
BusinessCity
BusinessState
BusinessZip
BusinessCountry

BenchmarkTotalReceivables

BenchmarkDBTIndex
FRISK(r)Score

LOOKUP ~

CONFIDENTIAL

Download Accounts

PORTFOLIO~ TRADEx NEWS~ HELP

information about your Accounts in CSV (Comma Separated Values) format, select the
column layout you want, select which subset of your Accounts to include, then click on the
Jad as CSV File" button.

Choose a Layout: | Detail with Scores ~|
Choose your Accounts: () Download only Accounts with FRISK® scores

(") Download only Accounts with recent Financial Statements

Action Reports «

Receivables w

Customers -

I

(") Download only Accounts matched to “major” Businesses

# Date

Sou Administration An; @ Download all of my Accounts

—l

5/10/2025

[J Include inactive accounts ino balance in last 18 months)

CRMZ News Se riie yjpjoad 4

FKISK b Months Uld
FRISK 5 Months Old
FRISK 4 Months Old
FRISK 3 Months Old
FRISK 2 Months Old
FRISK 1 Month Old
FRISK This Month

ExperianFnone
ExperianDisputelndicator

ExperianBankruptcylndicat
ExperianSICCode

DOWNLOAD AS CSV FILE

(Mote that, if vou have contributed trade payment information for a large number of accounts, this downlead
may take several minutes to complete, depending on the options you select above. "Download all of my
Accounts® is the most time-consuming option.)

ExperianNumberOfEmpl‘:Uul IUU FRLANIL, sl VD ITWAD ] s L W JUUI LWL WP T il ey LRI el T WA R

ExperianFSRScore sV File" button.

ExperianfSRClass  choose a Layout: [ Detail with Scores v
ExperianFSRScorefFs

ExperianFSRScoreri00S€ YOur Accounts: () pownload only Accounts with FRISK” scores

ExperianFSRScor
ExperianFSRScr
ExperianTotal
ExperianCor

() Download only Accounts with recent Financial Statements
() Download only Accounts matched to “major” Businesses

® Download all of my Accounts

ExperianCr [ Include inactive accounts (no balance in last 18 months)
Experianf
Experia’ DOWNLOAD AS CSV FILE

Experigote that, if you have contributed trade payment information for a large number of accounts, this download
Expe may take several minutes to complete, depending on the options you select above. "Download all of my
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Boost New File

Boost is a web-based, self service tool that allows you to get in-depth insights on your customers and
prospects. In a few easy steps you can append data to your customers and prospects including the
delinquency risk score, buying behavior information, demographics, parent-child relationships, and
payment information. See a sample Boost file.

Choose the type of Boost Insights:

(@) Risk Boost - $1.00 per match
Includes Delinquency Risk Score, Payment Score, Fayment Details and more.

} Boost with Spend - $1.50 per match
Includes purchase behavior across all segments (shipping, materials, operations and other), in
addition to the risk boost.

s
o

.::_j. Boost with Trend - $1.50 per match
Includes purchase trends for all segments, in addition to the risk boost.

() Boost Plus - $2.00 per match

N

Includes both spend AND trend across all segments, plus the risk boost.

e

IZ\_:ZI Credit Decisions and Credit Limits - $3.00 per match
Includes credit decision, recommended limits and Boost Plus fields.
Select your scorecard to apply:
Default &

First, click "Browse" to choose a file and then click "Submit File" to continue to the Map Fields page.

New BOOST File: No file chosen

File Format: (@) Comma Delimited () Tab Delimited () Pipe Delimited

Ma-x.imt..lm ﬁi& éize is.s-.ﬂ MB - céll us if you you have a larger file. Click here to learmn

about required fields.



l SOUTH
ﬂ_&QM ATLANTIC

ssociation of Credit Management, Driving Results

HOME SERVICES ~ CREDITTOOLS ~ LOGIN ePAY ABOUT = CONTACT

Lien and Legal Reports

NACM offers statewide and regional legal reports to help credit and finance
professionals manage accounts receivable and even prevent bad debt losses.

Subscription Details
Reports are published and distributed weekly for the states listed below (North Carolina, Florida, and Virginia). The report format is a native, optimized, and

searchable PDF format. (Opens fast and takes up less space on your PC).

s North Carolina
e Florida
* \irginia

North Carolina Lien and Legal Report
The North Carolina Lien and Legal Report is published weekly and subscribers receive email notification
when the report has been posted to their member account (login required to access the report).

P )
NACM 5.1
—maa e | ATLANTIGE ) . L3 Al
[ Bankruptcy records are very current and many times our members see a bankruptcy listing in the legal

Statewide North Carolina'Lien & Legal Bullétin report or a NACM Credit Report before receiving a notification from the bankruptcy court in the mail.
Eners Duate L‘h‘l\l_-w)l'! -

Other records come from multiple sources including physical trips to counties to review and key in data
in person. These records may not be from the prior week but in every possible way we make the effort to

@ED} post public records as quickly as possible.
: The sample report for the North Carolina Lien and Legal Report is available for download.

Report Area Details Monthly Price



Connect Excel to Smartsheet via Power Query

Sn-l'art Si1EE't Asked 10 years, 4 months ago  Modified 9 years, 1 month ago  Viewed 3k times

Get Data

Search

All

File

Database
Microsoft Fabric
Power Platform
Azure

Online Services

Other

Certified Connectors

>
B® Microsoft Azure Scale or stop services at any time
Pay only for what you use beyond >
free amounts.
X
Report this ad
Online Services a |'have been trying to pull data from one of my Sheets in Smartsheet using Power Query without no
v's Data.World - Get Dataset (Beta) 2 3 i
A luck. | generated an APl token from Smartsheet that | used in the Power Query Wizard but still
& GitHub (Beta) .
0 failed.
m LinkedIn Sales Navigator (Beta)
-atf Marketo (Beta) - smar(sheet—api powerquery
n Mixpanel (Beta)
@ Planview Portfolios
@ QuickBooks Online (Beta) Share Improve this question Follow asked Dec 22 2014 at 12:01
Smartsheet (Legacy) Ivan Oboth
4191 0b

G SparkPost (Beta)
1 SweetlQ (Beta) .
ﬁ Planview Enterprise Architecture -
Topcon Aptix Insights 1 Answer Sorted by Highest score (default) *
o Asana
A 5
ol e mile Vieves - 1. In power query editor | basically hardcoded the autharization header + APl token:
# Autodesk Construction Cloud
A )
-, Automation Anywhere W 2 = \Web.Contents(

Template Apps

"https://api.smartsheet.com/1.1/sheet/U4693183612381660"

Cancel ad Headers = [

#"Authorization" = "Bearer YOUR_API_TOKEN"
|




Connecting to Extra Data Sources

Useful External Data Sources for Credit Managers
 Credit Risk Monitor

Moody's Boost Report

Legal Review

Public Information Websites

WSJ Prime Rate

Other 3" Party Downloads



Internal ERT

Intermal DWW

External API
Excel Files ——
£L3% Files —

- Intermal Exports
-External Downloads
- hanual Logs/Spreadsheets

Extermal API Q

Webpages
SharePomnt/One

Mix, Mash, Merge, Append, Calculate

B Power Query

4
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—

—

Microsoft Azure
Data Lake Storage

Microsoft
Dataverse

Microsoft Excel

Further Calculate, Publish
& Share, Reftresh

Microsoft
Power BI

Microsoftlearn.com



Organizing Data Sources

Create folders for Data Sources:
* Look Up Tables
» Department Hierachy
e 3" Party Downloads

e ERP Exports

 Historical Trend Reports
» Daily Reports
e Manual Data Sources

Downloads

ERP Export Data

Historical Trend Folders

.

(O Name
I_l:”:lh:l_lp TEl:]lES- B AR Open Balances.xlsx
B Billing Transactions Table.xdsx
B Customer Tablexlsx
Manual Tables t

B Employee Tablexlsx
B Orders Tablexlsx

B Payrnent Application Tablexlsx

i
il

Status Date modified

23/2024 9:23 AM

2/2024 2:06 PM

2/20249:38 PM

024 11:26 PM

9/22/2024 11:25 PM

9/23/2024 11:21 AM



Why use Power Query?

S S o

Efficiency- Reduce redundancy, build reports once and refresh
Speed — Data refresh reports, Data cleaning and transforming
Consistency — Increase accuracy with stored calculations
Preservation - Documentation of steps as audit trail.

Duplication - Automation of complicated reports others can update

Enhancement — Combine data from multiple sources and added
calculations.



Existing Challenges with Data

How Power Query Helps

Inconsistent Data Formats

Automatically detect and standardize data formats (e.g., dates,
numbers, text).

Manual Data Cleaning

Automates repetitive data cleaning tasks like removing
duplicates, changing case, or splitting columns.

Combining Data from Multiple Sources

Easily merges data from different files, databases, and web
services into a single unified table.

Large and Unmanageable Datasets

Handles large datasets more efficiently by querying only
relevant data and allowing load on demand.

Data Entry Errors (typos, extra spaces,
missing values)

Provides tools to correct data entry errors (e.g., trim spaces, fill
missing data) automatically.

Difficulty Refreshing Updated Data

Allows users to refresh datasets with one click when the
underlying data source is updated.




Existing Challenges with Data

How Power Query Helps

7 Complex Transformations Requiring Streamlines complex transformations using an intuitive, step-
Multiple Steps by-step interface, which is repeatable and modifiable.
8  Combining Multiple Worksheets into One Power Query can easily append multiple worksheets into a
single table.
9  Datafrom Non-Excel Formats (e.g., CSV,  Easily imports and converts data from various file formats
JSON, XML) without requiring manual reformatting.
10  Pivot Table Source Data Management Cleans and reshapes data to provide well-structured, reliable
sources for pivot tables.
11  Difficulty Tracking Data Changes Keeps a record of all transformations, making it easy to review
and adjust as needed.
12 Complex Filtering and Sorting Provides advanced filtering, sorting, and custom column

creation without needing complex formulas.




Power Query really shines when you need
to combine multiple tables together from
various sources and of various types
repeatedly and add your own
customization and calculations.



Connecting to Data Sources

Supported Data Sources
» Excel Tables
» Excel files, CSVs and text files
» Databases (SQL Server, Oracle)
» Online services (SharePoint, web API’s, SmartSheet)
» Folders
» SharePoint Folders



According to Microsoft, Data
preparation can consume up
to 80% of business users time,
delaying analysis and
decision-making tasks. Several
Issues contribute to this
condition, Power Query helps
with many of them.
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Benefits of Learning Power Query in Excel:

1. Excel is familiar territory for all of us
2. Increased opportunities for internal use leads to wider application

No SQL Coding Required, Easy drag and drop interface, Formula like
approach

Increased usage cases leads to increased experience
Small quick wins will encourage motivation to learn more.
Logical transition to Power PI

Low- Risk Learning — No impact on Raw Data

w

~N o o0 B



POWER QUERY

NAVIGATING
THE INTERFACE




Let’s start on familiar territory with some
o - spreadsheets!!



1. Load Excel SharePoint Data Sources as Web Links

1. OPEN Power Bl
1. ADD New Data Source from Web
2. PASTE file path into from Web Url.

From Web

() daakic Srtvarded

LIRL

o




Accessing e

Powe r Q u e ry i n Filee Home Insert Page Layout Formulas % o.eview View Automate Developer He
le PW E Queries & Connections A
- E=i FE m %
Excel S g, |

£ Search

P From Weh [(% Recent Sources

Get Refresh 2l iy =
Data ¥ % From Table/Range [‘éExisting Connections All v [h ’ Y g Organiztion Suickes

pnnections Data Types

From Excel Workbook o
|

R\
D Fromfile (E) 3

I:% From Database 4

& From Azure 4 ? From XML

@ From Power Platform 4

Ijz) From Online Services 4 7or| From PDF

i’ &

From Text/CSV

From JSON

7 87 [&

From Folder

[@o From Other Sources 4

% Combine Queries »

From SharePoint Folder

Bl 7 |

@ Launch Power Query Editor...
I:%. Data Source Settings...

Query Options




AR Tri

© Info

{n) Home
AR Trial Balance 2019-05

13 New OneDrive - Southland Industries » Documents - Accounts Receivable Brandt 1 » Events

Loading Power
Quiery In Exce;

&= open ‘ |2 Share ‘ ‘ @ Copy path J ‘ @ Copy local path ‘ ‘ [=Z Open file location

1

Get Add-ins Protect Workbook

Control what types of changes people can make to this workboc

Info
2 Search
File Home Insert Page Layout Formulas Data  Review View Automate Developer Help  BLUEB
[E From Text/CSV E‘El From Picture ~ |_ Queries & Connections
(& E> =[S i g
e [%Frqm Web [E.;Recent Sources i f'U;‘ l2:] Properties o s
e efresh — O izati Stocks 5 z il
Data v % From Table/Range [% Existing Connections At~ [B fganization oc . AwL
Get & Transform Data Queries & Connections Data Types
Al = | J
i A | B | C | D | E | F | G | H | | J | K | L
1 |
2_
3 ©
4| From Web Paste
5_ ® Basic ' Advanced
6 . =4"
o URL Delete: "?web=1
= Beginners/Sample%20Data/AR%20Trial%20Balance%202019-05 xisxweb=1| |
9
10 |
12
13




Data Load Options

Where can you load?
» Excel Tables
» Power Pivot Data Model
» Power Bl
« Connection Only

Import Data ? >

Select how you want to view this data in your workbook.
] @ Table
ﬂ O PivotTable Report
i3 O pivotcChart
[h ! Only Create Connection
Where do you want to put the data?

Existing worksheet:

I
25
I=»

(s
e T

@' MNew worksheet

[ :Add this data to the Data Model

Properties. 8] Cancel




Untitled - Power Bl Desktop

File Home Insert Modeling View Optimize Help

,O Search

External tools

OF s © I ® b B leacrvarars

Get Excel Onelake SOL  Enter Datsverse Recent
datav workbook data hubv Server data

Clipboard
Common data sources

SOURCEs v datav wvisual

Transform New @@ﬁgﬁ@@*

[A] d&

Text  More

box wisualsv

ueries Insert

Calaulations

Sensitivity

G
i B
o= G
I3
[&
I
B
E
K

B

Excel workbook e

Power Bl semantic models
Dataflows

Dataverse

SQL Server

Analysis Services
Text/CSV

Web

OData feed

Blank query

Power Bl Template Apps @

More...

Import data from Excel

1. OPEN Power BI Desktop
2. SELECT Get data under Home Menu
3. SELECT Excel workbook under Common data sources

Add data to your report

Once loaded, your data will appear in the Data pane.

i d

Import data from SQL Server Paste data into a blank table Use sample data

Get data from another source —

Share
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1. Load Excel SharePoint Data Sources as Web Links

1. OPEN Power Bl
1. ADD New Data Source from Web
2. PASTE file path into from Web Url.

From Web

) daic Arhvaried




Get Weblink for an Excel File on SharePoint

1. OPEN Excel Data Source file in Excel to get web address.
1. CLICK File
2. SELECT 'Info",
3. CLICK 'Copy path' button to copy file path.

O SefeCore Sample Dataxiex & - Saved

@ Info

Hami
® SafeCore Sample Data
D s Ornelriee - Veritas Visson Anslytics = Documents - Credit Deparbment = Evends = NACM Credit Congress 2025 = Sesson 2 Power Query Proficiency = SafeCore Sample Dataxiss
B Open Y Share % Copypath | | ."-El Copy local path | | Open file location
= n Protect Workbook Properties =
[} Control what types of changes people can make to this workbook.
Size 2A5MB
Protect
Savea CEIP}' Workbook = Title fidd s hitle
Tags #dd 2'tag
Prnt Categovies Add a categoey
Inspect Workbook
Share @ Before publishing this file, be aware thet it contains Related Dates
Chaesc o " Documient prapties, decumsnt Send praperties, cantant type infodmaticn,
Expont Hisuies = authoa's name and shsolute path LA W e
®  Hidden raws Created QU220 11224 P
Chose = Custom NML diata Lagt Prnted

" Links bo other fifes



4, PASTE file path into from Web Url.

X
From Web
(®) Basic Advanced
URL
we- | |

5. DELETE everything after .xIsx. Delete ?web=1

https://thedigitalbrewery.sharepoint.com/sites/CreditDepartment/Shared%20Documents/Events/NACM%20Credit%20Congress%202025/Session

%202 %20Power%20Query%20Proficiency/SafeCore%20Sample%20Data.xIsx?web=1

6. CLICK Ok



SELECT Tables to Load

CLICK Ok

Navigator

#
Display Options * (2
4 W https/itl Only selected items

B g v Ensble data previews

B B CollectionMotes]
.E CustomerTable
B E EmployeeTable

[[1 & PaymentsTable
B RegionsTable

1M salesTable
C1EF Billing

O ER CollectionNotes
CIEH Customers
[JEH Employees
[1EF Payments
[C1EH Regions
C1ER sales

RegionsTable

Parent

SafeCore Holdings, LLC
SafeCore Holdings, LLC
SafeCore Holdings, LLC
SafeCore Hddll"'éi LiC
SafeCore Holdings, LLC
safeCore Holdings, LLC
SafeCore Holdings, LLC
SafeCore Holdings, LLC
SafeCore Holdings, LLE
SafeCore Holdings, LLC
SafeCore Holdings, LLC
SafeCore Holdings, LLC
SafeCore Hoédings, LLC
SafeCore Holdings, LLC
SateCore Holdings, LLC
SafeCore Holdings, LLC
SafeCore Hoddings, LLC
SafeCore Hoddings, LLC
SateCore Holgings, LLC
SafeCore Holdings, LLC
SafeCore Holdings, LLC
SafeCore Holdings, LLC
SafeCore Holdings, LLC

<

Subsidiaries

SafeZone installations

Safeione Instalations
Safelone Installations

SafeZone instaliations

SafeZone installations
Safelone Installations
SafeZone instaliations
SafeZone Instaltations
SafeZone Instailations
SafeZone installations
Safehetrix

SafeNetrix

SafeNetrix

SafeZone installations
SafeZone installations
SafeZone Installations
Safelone Instaitations
SafeZone installations

SafeNeurix

SafeNetrix
Safelone Installations

Safelone installations

SafeZone Instaflations

TradeCode TradeAbbrv LL]
1 ACS
J.MS
5 MON
S-MUN
2/ 0CTY
2| CCTY
3 CYB
JICYB
FEVSI
?-S"f‘Si
5|5WD
5 5WD
4 HWD
I ACS
5 MON
2| CCTY
3| L8
7|5YSl
E.EWD
4 HWD
1 ACS
5 MON
ZIG.TI"\"

KN




OPEN Example File:
SafeCore Sample Date.xIsx

SELECT Tables to import:
e DimCustomer
* DimEmployee
* DimRegions
» FactSales

PREVIEW Sample Data

CLICK Transform Data to
open Power Query

Navigator

Display Options =

|

pe

B
()

SafeCore Sample Data.xdsx [14]

] DimCustomer
B 7 DimEmployee
[1EH DimProducts

B [ DimRegions1
|

FH Factlnvoices

Ol FactPayments

B FactSales

[1EH DimCustomers

| DimEmployees

[[1EHA DimRegicns

Fact_lnvoices
[l Fact_Payments

Fact_Products

O Fact_Sales

FactSales

Orderindex_SK

T O B N I S I P L S B B s
Lo (b | e | (Ao | Do N on ke b | b e

Wit @ bW |

OrderDate
1/1/2021
1/1/2021
1/1/2021
1/2/2021
1/3/2021
1/3/2021
1/3/2021
1/3/2021
1/5/2021
1/5/2021
1/5/2021
1/6/2021
1/6/2021
1/8/2021
1/8/2021
1/8/2021
1/9/2021
1/8/2021

1/10/2021
1/11/2021
1/11/2021
1/11/2021
1/12/2021

OrderiD
1000000
1000001
1000002
1000004
1000005
1000006
1000007
1000008
1000009
1000010
1000011
1000012
1000013
1000014
1000015
1000016
1000017
1000018
1000019
1000020
1000021
1000022
1000023

OrderAmount

Load

352850
248312
283777
417563
411681
385785
336069
157109
313227
230738
474525
337555
152917
2859515
352736
375642
430646
365247

46835

72956
185539

37881
481800

[3

CustomeriD_FK Cust

2821130 K
6806858 B
2827187 K
1318704\
6471569 ¢
6616163 N
70520584 B
2731478 R
4654785 5
7111486 7
4231597 F
7604813 C
1733509 E
6655263 +
6528366 F
9273098 C
6612223 Z
6385727 N
7727969
2731478 R
8526042 B
1654300 F

7208217 7 i

(4 )

| Transform Data | | Cancel




Step 1

Create Group Folders to organize your data
sources:

» Datasources

» Staging Table (Optional)

e DataModel

Step 2

* Move your date source files to your
Datasource folder

» Disable load for each

Step 3

» Reference each of your tables to create
copies. (Right Click choose reference)

* Move to your DataModel folder

* Rename for user friendliness.

Step 4

e Setyour data types.

* Rename your Columns to make them
user friendly in natural language.

* Remove Extra Columns.

» Perform additional transformations as
needed.

Step 5

» Create Your Date Table
(Use .txt file/Select Blank Query/Advanced Editor)

Step 6
» Click Close and Apply

1 | | = | Untitled - Power Query Editor

Home Transform Add Column

w B E [a

Close & MNew  Recent Enter  Data source

Apply~ Source~ Sources ™ Data settings

Close 6 MNew Query Data Sources

Queries [9] £
1]

-

.-@ DimCustomer |
B FoctSales e
[ DimEmployee |
B DimRegions |

! .k-. 1r..u .m !I!.

] DateTable
Other Queries

~ e e |

Wiew

Manage
Parameters ™ Preview = [ Manage =

Farameters

Tools Help

D [“EProperties
IS ]
= 1 Advanced Editor

Refresh

&

Choose

Manage Columns

o/l

Keep Remove

Columns~ Columns~  Rows™ Rows~™

Reduce Rows

4

8
lh =

Split  Group

Column~+ By 1\,;_. Replace Values

Sort Transform

Data Type: Whole Number =
D Use First Row as Headers »

= Table.TransformColumnTypes(Source, {{"Payments_Received”, Currency.Type}, {"Order_Balance", Currency.Ty

5™ 12; Orderindex_SK | - | =] orderDate

W N o n s W ha ks

[~]1% orderip ~1's OrllerAmnunto [~]123 customeriD_FK
1/1/2021 1000000 382,880.00 2821
1/1/2021 1000001 245,312.00 5805
1/1/2021 1000002 283,777.00 2827
1/2/2021 1000004 417,562.00 1318
1/3/2021 1000005 411,681.00 6471
1/3/2021 1000006 389,785.00 8515
1/3/2021 1000007 336,069.00 7002
1/3/2021 1000008 157,109.00 2731
1/5/2021 1000009 313,227.00 4584
1/5/2021 1000010 230,738.00 7111
1/5/2021 1000011 47432500 4231
1/8/2021 1000012 337,555.00 7604
1/8/2021 1000013 152,917.00 1723
1/8/2021 1000014 269,515.00 5555
1/8/2021 1000015 352,735.00 8529
1/9/2021 1000015 375,642.00 9273
1/8/2021 1000017 430,645.00 5512
1/9/2021 1000018 365,247.00 8385



2. Rename Data Source Files

Renaming your imported files in Power Query with prefixes like src and later creating
references renamed with stg follows a well-structured, professional data modeling practice
rooted in the principles of layered query architecture. This brings multiple benefits, particularly
when working on scalable, maintainable, and collaborative Power Bl or Excel data models.

Renaming helps with clarity of purpose and source. It becomes instantly obvious to you and
others what a query is doing and what the source is just by loocking at its name.

ie.

src_xls for Excel data pulls

src_web for Websites data pulls

src_sql for SQL data pulls

src_ERP for ERP data pulls

There is no rulebook for naming sequence.



src_Excel DimRegionsTable
src_Excel Collection Notes
src_Web_DimCustomerTable
src ERP DimEmployee Table

O oo on

src_ DW FactBillingTransactions

Table

Regions
Collection Motes
Customers
Employee

Billing Transactions

New Name

src_xls_DimRegionsTable
src_xls_DimCollections
src_xls_DimCustomerTable
src_xls_DimEmployeeTable

src_xls_FactBillingTransactions



3. Create Groups to Organize your Queries by Folder

Groups can keep your gueries organized as your tables increase and grow, making it easier to
trace stages and solve problems. A few optional name ideas are:

Data Sources

Staging Tables
Data Model
Farameters

To Create a New Group:

1. RIGHT CLICK on Queries field
2. SELECT 'New Group'
3. NAME Your Group

Mew Query

Mew Parameter...

Mew Group...

Collapse All




4, Create References for Your Tables before Transforming them.

1.. Right click on each table
14. SELECT Reference to create a copy of the table.

4 DataSources [5] 2
Cepy
= X Delete

e llI Rename

Enable load

r|:‘ Duplicate
1683y Reference

Movwve To Group

Mowe Down

Create Funchion...

P Sak !  Advanced Editor
Properties...

4 Cither Querizs [1]
5 AR _Measures

22
23



5. Rename Reference Tables as Staging Tables as Needed

Table New Name
src_xls_DimRegionsTable stg_DimRegionsTahble
src_xls_DimCollections stg_DimCollections
src_xls_DimCustomerTahle stg_DimCustomerTable
src_xls_DimEmployeeTable stg_DimEmployeeTable
src_xls_FactBillingTransactions stg_FactBillingTransactions

Renaming your reference tables with prefix "stg_" for "Staging” helps separate your queries by
layers and mimics the architecture used in data warehouse.



src_ (Source): This table or query is a direct pull from a raw source (e.g., Excel, CSV, Web, ERP,
SQL). It should ideally remain unmodified.

Layer Prefix Description
Source  src_ Raw data import only. Minimal to no transformation.
Staging stg Transformations applied: renaming columns, changing data types,

filtering, etc.

Model dim_, Tables used directly in the data model. Clean and optimized for DAX.
fact

It encourages single responsibility per query, making debugging and maintenance easier.



1. Avoids Breaking Changes

When you reference a src_ query and perform your transformations in a new stg_ query:

* You can repoint the source (e.g., swap the Excel file for a SOL source) without affecting
downstream logic.

= If a transformation needs to be adjusted, you don't acecidentally overwrite or corrupt the
source logic.

2. Improves Reusability
If multiple tables (e.g., fact and dimension tables) need to reference the same data:

= Keep sre_ raw and reusable.

= Use multiple stg_ queries for different transformation pathways.

3. Team Collaboration & Documentation

= Maming conventions provide a shared language for your team.

= Helps new developers or analysts understand data flow without needing deep
walkthroughs.
= Aligns with standard ETL practices from tools like SSIS, Data Factory

4. Aids in Performance Optimization

= You can disable lead for src_ queries, and load only the stg_ and final model tables.
* Reduces memory footprint and refresh time.



6. Disable Load of Data Source and Staging Tables.

1. RIGHT CLICK on Queries
2. UNCHECK 'Enable Load'

4 Darasources [5]

I src_Excel DimRegionsToble

£z :m:_,Wtb_D:m-CEI_E'
fH src ERP DimEr @
M sc DW FoctBi
4 El:llm_:fir1-|_:pTﬂ|:r-||5PEE

[ stg_FoctBilling| ¥

M stg Excel Colie V'

B2 stg DimCustor B3

(3 stg DimEmplo @
4 DataMadel [5]

FH Customers

3 AR Trial Balanc

2 Dates

E Salesperson

5 Regions 5;
40 Other Queries [ 2y

Copy

Delete

Fename

Enable load |
Include in repart refresh
Duplicate

Reference

Move To Group
Maowve Up

Mleve Down

Create Function...

Advanced Editor
Properties...




7. Format the Data Types on each of the Staging Tables

1. SELECT Columns that show data type errors
2. SELECT the correct Data Type under menu 'Transform' and 'Data Type'

Transpose Data Typee: Text 'r
i Decimal Number ype
L Fized decimal number

Whale Number

Percentage

Date Time
Crate
¢ Time
Date/Time Timezone
i Diuration
1 Text

5 True/False

7 Binary



. SELECT ‘'Fixed decimal number' for currency and other decimal numbers instead of
"Decimal Mumber. This is optimization that rounds to 2 decimals and can reduce data siz

2. REDUCE Date & Time to Just Dates column if possible. Separate Date and Time by splitti

columns if necessary for data optimization.

1

3. REVIEW for Errors.

SELECT View menu

2. CLICK 'Column profile' - Understand column characteristics and outliers. Provides

LI

detailed stats: min, max, count, average, text length, etc

. CLICK 'Column distribution’ - Detect duplicates, data skew, or unexpected categorie

Shows frequency distribution, distinct and unique counts.

-Distinct - The count of all different values, regardless of how many times they
occur. For values: a, A, B,C @ 3 (A, B, ) Ask yourself: "How many types?"

Distinct tells you how many different customers you're dealing with.

- Unique - The count of values that appear only once in the dataset. For values: 4,
B,C @ 2 (B, c) Ask yourself: "How many appear just once?"

Unique helps spot data anomalies, duplicates, or entries that need validation — for
example, if only one invoice number is used multiple times.

. CLICK Column guality - Quickly identify missing, invalid, or problematic data. Displar

% of Valid, Error, and Empty values for each column

. CLICK Monospaced” - Easier to visually detect alignment and spacing problems.

Displays text in a fixed-width font

. CLICK 'Show Whitespace' - Prevents joinfmatch errors due to unseen text issues.

Highlights invisible spaces (leading, trailing, internal) Use Trim & Clean.

8. Watch for Data Errors

DATA
FORMATTING
TIPS:



Cleaning Data

iy - 4

Promoting Headers oy v TIVANN 5
Changing data types for consistency. | |

. ‘ e A okt : =
Removing Bottom Rows e o e |11

. Freg S - Qe o207 T |
Removing Columns Vo / ]

. . \ -
Removing Duplicate SN ' : B o [cune

Filtering blank rows and errors
Handling null values: Replace or remove
Replacing Values

© 0o N o g bk~ wDd -

Trimming, Extracting & Parsing
10. Reduce Data — Filtering Rows
11. Sorting Data




x
>
=
4
o)
~
=
=
e |

Shaping Data |

r DATA T
e :
1. Splitting and merging columns o i -
1. Splitting delimited text (e.g., names, w| L - A E
addresses). o | 1t -]
2. Combining multiple columns into one. W= CCUOERRE =
2. Pivoting and unpivoting: n q" ":' 0o B B )
1. Pivoting for summary views. . EEeREEEEEE T
2. Unpivoting for better analytics and @ |
modeling. E =fnlafo )
Duplicating Columns : l S
Filtering rows based on conditions. | ol [
Adding Index Columns N -

Adding Conditional Columns
Adding Date Columns

Adding Columns by Example

. Grouping Data for Aggregations
10. Creating Lists

© N oGk W




Introduction to PowerQuery M Code

M Code, also known as the Power Query Formula
Language, is a functional, case-sensitive language
used in Power Query for data transformation within

grouped = Table.Group(
Table.FromRecords ({

Microsoft Power Bl, Excel, and other Microsoft [CustomerID = 1, price = 20],

prOdUCtS. [CustomerID = 2, price = 18],

[CustomerID = 2, price = 28],

. . [CustomerID = 1, price = 18],

It is a mashup language to create queries that [CustomerID = 3, price = 20],
[CustomerID = 3, price = 5]

combine data similarto F# programming language. o s

"CustomerID",

M enables users to write custom scripts to import, {"total", each List.Sum([price])} // aggreg

modify, clean, and manipulate data efficiently by
creating query steps that form a data
transformation pipeline.

grouped




M-Language examples

Today’s Date = Date.From(DateTime.LocalNow())
Date Add = Date.AddDays([Document Date], 30)
IF Statements =if2>1then2else 1l
=if 1 =1 then "yes" else "no"
Nested IF Statements = if logical _testl then valuel if true else
if logical_test2 then value2_if true else value2_if false
Complex IF Statements = if logical_testl then
if logical_test2 then value2_if true else value2_if false
else

if logical_test3 then value3_if true else
if logical_test4 then value4 if true else value4 _if false

AND Logic = if logical _testl and logical _test2 then value_if true else
value_if false

OR Logic = if logical_testl or logical_test2 then value if true else
value_if false

Example: M Custom Column = ((JAmount]*.18)/365)*([Document Age]-35)




Parameters & Functions

A Power Query Function is a predefined or custom operation in Power Query that allows users to
manipulate, transform, and cleanse data within Power Bl, Excel, or other Microsoft data tools. Power Query
functions are written using the M language, which is the scripting language behind Power Query.

Two Types
e Built In Functions
e Custom Functions

Purpose of Functions
Data Transformation - perform repetitive data transformations, such as filtering rows, changing data types.

Reusable Logic - Functions can be defined once and reused across different queries, promoting code
reusability and consistency in data transformation processes.

Error Handling - Power Query functions include error-handling capabilities, allowing users to catch and
manage errors gracefully during data transformation processes, which is crucial for ensuring data quality.



Functions

Built-in Functions - Power Query provides a wide range of built-in functions,
categorized into different groups like text, date, time, number, table, and list functions.
These functions help users carry out common tasks like text manipulation, date
calculations, and numerical computations.

Examples of Built-in Functions
» Text.Upper(): Converts text to uppercase.
» DateTime.LocalNow(): Returns the current date and time.



unctions — Power Query Library of Functions

W |H e s Record Tools  Untitled - Query Editor

Home Transform Add Column Wiew Convert
A [ [ [ 2emm
\ Dy s |
= - = =} Advanced Editor

Close & New Recent  Enter Manage Refresh Choose Remove

Apply~  Source ~ Sources = Data Parameters =  Preview ~ Manage T Columns Columns
Close Mew Query Parameters Query Manage Columns
Queries [2] S | = #shared

Queryl
|E Queryl
_Tahlel

@ _Table1 GoogleAnalytics.Accounts

Value.ResourceExpression 7

Resource.Access Funciion

Cube.Parameters Function

Cube.ApplyParameter Function

SapHana.Database Funciion
SapHanaRangeOperator.Type Type

SapHanaRangeOperator.GreaterThan

SapHanaRangeOperator.LessThan

SapHanaRangeOperator.GreaterThanOrEquals

SapHanaRangeOperator.LessThanOrEquals

SapHanaRangeOperator.Equals

SapHanaRangeOperator.NotEquals

appFigures.Tables F

appFigures.Content

comScore.Reportitems F

comScore.MavTable ©

Github.Contents F
Github.PagedTable Function
Github.Tables Function




9. Create your final Data Model Tables by Referencing & Renaming

Customers
AR Trial Balance

Salesperson

* Regions

Ideally, if you've staged your data properly, the Data Maodel group should contain clean,
optimized, and report-ready tables.
This means:

* Columns are renamed user-friendly (e.q., CustomerName instead of cust_nm)
« Unnecessary columns are removed (for size and clarity)

« Key fields are preserved for relationships

* Dimension and fact tables are shaped according to a star schema

« Data types are finalized

* Row-level filtering is done (e.g., removing future dates)

Changes You Might Still Make in Data Model Group
While the goal is minimal change, here are a few valid adjustments:

Add a calculated column only if you missed something in staging

L]

Change data types that weren't detected properly
* Rename columns for clarity after seeing them in visuals

L]

Filter rows based on a reporting reguirement that arises later (e.q., remove test customers)




10. Create Your Date Table

|. SELECT MNew Data Source from Menu
2. SELECT Blank Query
3. SELECT Home in menu
. OPEN Advanced Editor
. COPY and PASTE Calendar Code from file

Iy SEHLELULE OULULilgsS,, Lo

20 SafeCore Holdings, Lo

il’.‘nre Holdings, L. Safe.

e e L b Ll

Mew Query Bl Ercel Workboo

Mew Parameter... SOL Server
Analysis Services
Tewt TSV
Weh

Galiie F OData feed
Blank Cuery

More...

Mew Group...

Combine

Recent Sources

 2TROWS  Cotumn profiing basad on top 100 =




Paste M Code in Advanced Editor

let

Source = List.Dates,

#"Invoked FunctionSource" = Source(#date(2015, 1, 1), Duration.Days(DateTime.Date(DateTime.FixedLocalNow()) - #date(2015,1,1)), #duration(1, 0, 0, 0)),

#'"Table from List" = Table.FromList(#"Invoked FunctionSource", Splitter.SplitByNothing(), null, null, ExtraValues.Error),

#"Added Index" = Table.AddIndexColumn(#'Table from List", "Index", 1, 1),

#"Renamed Columns" = Table.RenameColumns(#"Added Index" {{"Columnl", "Date"}}),

#"Added Custom" = Table.AddColumn(#"Renamed Columns", "Year", each Date.Year([Date])),

#"Added Custom1" = Table.AddColumn(#"Added Custom", "Month Number", each Date.Month([Date])),

#"Added Custom2" = Table.AddColumn(#"Added Custom1", "Day", each Date.Day([Date])),

#"Added Custom3" = Table.AddColumn(#"Added Custom?2", "Day Name", each Date.ToText([Date],"ddd")),

#"Added Custom4" = Table.AddColumn(#"Added Custom3", "Month Name", each Date.ToText([Date],"MMM")),

#"Reordered Columns" = Table.ReorderColumns(#"Added Custom4" ,{"Date", "Index", "Year", "Month Number", "Month Name", "Day", "Day Name"}),

#"Added Custom5" = Table.AddColumn(#"Reordered Columns", "Quarter Number", each Date.QuarterOfYear([Date])),

#"Duplicated Column" = Table.DuplicateColumn(#"Added Custom5", "Year", "Copy of Year"),

#"Renamed Columns1" = Table.RenameColumns(#"Duplicated Column" {{"Copy of Year", "Short Year"}}),

#"Changed Type" = Table.TransformColumnTypes(#'Renamed Columns1" {{"Short Year", type text}}),

#"Split Column by Position" = Table.SplitColumn(#"Changed Type","Short Year",Splitter.SplitTextByRepeatedLengths(2) {"Short Year.1", "Short Year.2"}),

#"Changed Typel" = Table.TransformColumnTypes(#"Split Column by Position" {{"Short Year.1", Int64.Type}, {"Short Year.2", Int64.Type}}),

#"Removed Columns" = Table.RemoveColumns(#'Changed Typel"{"Short Year.1"}),

#"Renamed Columns2" = Table.RenameColumns(#"Removed Columns" {{""Short Year.2", "Short Year"}}),

#"Added Custom6" = Table.AddColumn(#"Renamed Columns2", "Quarter Year", each NumberToText([Short Year]) & "Q" & Number.ToText([Quarter Number],"00")),
#"Reordered Columnsl1" = Table.ReorderColumns(#"Added Customé" {"Index", "Date", "Day", "Day Name", "Month Number", "Month Name", "Quarter Number", "Quarter Year", "Short
Year", "Year'}),

#"Changed Type2" = Table.TransformColumnTypes(#"Reordered Columnsl" {{"Date", type date}, {"Day", Int64.Type}, {"Index", Int64.Type}, {"Month Number", Int64.Type}, {"Quarter
Number", Int64.Type}, {"Month Name", type text}, {"Quarter Year", type text}, {"Year", Int64.Type}})

in

#"Changed Type2"
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Best Practices for Query Design

Optimize query performance

Only load the data you need

Filter unnecessary rows & columns

Keep your steps together to reduce number of steps in queries
Watch your steps! Be careful in deleting previous steps

Name queries and steps for clarity.

Avoid changing column names

Safeguard your data sources

Avoiding resource-intensive actions (e.g., nested joins).
Organize Queries in Groups, Src, Stg, Final/Data Model

Documenting transformations using comments in M Code.
Keep Exports in Designated Places to Reuse, Refresh by Overwriting
Test thoroughly




11. Load Your Tables into Power Bl

12. EXTRA CREDIT

1. Add Custom Columns to calculate Sales Tax, %
2. Add Custom Column for Bad Debt WO Date

3. Lien Deadline

4. Add Cateqgories,

5. Add Prime Rate

5. Add Aging Buckets

7. Connect to SharePoint Folder




Connect to SharePoint Folders

Go to a Source File Applied Step
Copy the first part of web address for SharePoint Addre




Connect to SharePoint Folders

You can only connect to top
level folders in SharePoint

Go to a Source File Applied Step
Copy the first part of web address for SharePoint Address

Get Data [ A mem

Al 1 o Regi

Employees
m Excel Warkbook

B Test/CSV

File 5 s SharePoint folder

Database
[#] ison Site URL @

Folder Hac > j hl‘tps;f"."ﬁ":d;g'ituIbr\cm:ry.shas:pointcoma"sitl:sf'crl:dit[}cpartrncnd

=l poF

Microsoft Fabric

Power Platform

Azure

= A % Parguet
Online Services

SharePoint folder
Other >

SOL Server database

u Arcess databass
SharePoint
SOL Server Analysis Services database

B https://thedigitalbrewery.sharepoint.com/sites/Cred...

Oracle database

1 s .
IBM D2 database Windows You aren't signed in

1BM Infarmin: database (Bata)
Microsoft account
IBM Netezza Select which level to apply these settings to

MySQL database hitps/thedigitalbrewery.sharepoint.com/sites/CraditDepartment

Certified Connectors Template Apps Connect




https://thedigitalbrewery.sharepoint.com/sites/CreditDepartment

Coatent

Birary
Birary
Binary
Binary
Birary
Birary
Bimary
Binary
Birary
Binary
Binary
Birary
Binary
Birary
Birary
Binary
Rlrary
Birary
Birary

Birary

Mame
PEI Credin Managers? jpg
File-gqp e T3 Sa W TRARO NALIG R webip
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'ﬂ The data in the preview has been tuncated due to size= limits.

‘Transform

Data’
Combine & Transform Data Transform Data Cancel

SELECT ‘Transform Data'




FILTER Folder Path: "Historical Trends”

: | 4B Folder Path ~

bt 8] Sort Ascending
BT Z| Sort Descending
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Search for your
underlying Folder
name.

Name the file folder
something unique
and identifiable.

Additional Option
to Locate: Text Filte
to File Contains: ‘AR
Trial Balance
Historical’



FILTER Extension to .xlsx only:
Jlsx or .csv depending on your file type to error proof against a FOF or a wrong file being

I Filter Date
FILTER Column ‘Date Created" to "Is Latest" to grab only the most recent file (or) Created Column
e S for Latest File if
S you only want
the most recent
e file pulled in.

i;, Sort Descending

| Search Before...
(Sedect All) After.
1/20/2025 5:33:17 PM Between,

1/20/2025 80730 FM
1/20/2025 10:04:02 PM
& 1/20/2025 11:01:29 PM

In the Next._

In the Previous.,

| | o Leave to append
e R o all files. Headers
ot ik | must be EXACT

Year

Cuarter
Maonth

| Sheet name

Day

: must not be

Minute v

* unique

Custom Filter.




OPTIONAL FILTER Most recent files, or last 12 or 18 months of
files to limit data

{or) FILTER in "In the Previous" 12 to get the 12 most recent files. Or use a Parameter

Filter Rows

Apply one or more filter conditions to the rows in this table.

& Basic

Keep rows where 'Date created’

iz in the previous * 12 months

®And ([ 0r




DUPLICATE File Name Column
SELECT Split by Delimiter Left-most Center 'Space’ to separate Period from File Name

Trhle el i el d " Loy LI Fowfes Orlly", " | - oo |

Fo
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split Column by Delimites
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4 PROPERTIES
9/1/3034 Name
16841 s 2024 | H i
11/1/2024 ial Bal : All Properties

1237172034

Cn

4 APPLIED STEPS

Source

Fitered Histoncal Trends Fold...
Filtered dsx Ondy

Filtered 12 Months Only
Dupplicated Name Column

sphit Column by Delimiter
|  Changed Type




Select Period Column:
Transform > Date > Month >End of Month

to change to Month-End Date

_:__E:i Trigonometry = 5 ' Ly o o EI
£ Roundin sy . '
3.0 g

A=l

: Time Duration Text  Vision Azure Machine
2] Information - .

Analytics Learning

Statistics Standard Scientific

From I+ Age n Date & Time Al Insights

Date Cnly .
Table.TransformColum ‘iod™, Date.EndOfMonth, type datel}}) b
Parse

: [ oA [+] i [on] aB [+ i
EE!;. Date accessed | Year %o Date created | @ Attributes [t A Folder Path ] ﬁ Penod ﬂ

1/20/2025 5:33:17 PM Becord https://thedigitalbrewery.sharepoint.com/sites/C.. 9/30/2024

Month Manth
Start of Manth Quarter 1/20/2025 8:07:30 PM Becord https://thedigitalbrewery.sharepoint.com/sites/C.. 10/31/2024
End of Month Week

Days in Month Day

MName of Month Subtract Days

1/20/20258 10:04:02 PM Becord https://thedigitalbrewery.sharepoint.com/sites/C.. 11/30/2024
1/20/2025 11:01:29 PM|Becord https://thedigitalbrewery.sharepoint.com/aitea/C.. 12/31/2024

Combine Date and Time

Earliest

Latest




Select Period Column:
Right Click and Select:
‘Move’ and ‘To Beginning’

":i—'ﬂ 4 PROPERTIES
il B :

ﬁ Period :

Left

Right

T Beginning
To End

Remove
Remove Other Columns
Duplicate Column

Add Column From Examples...
Remove Duplicates

Remove Errors

Change Type

Transform

Replace Values...

Replace Errors...

Group By...

Fill

Unpivot Columns

Unpivot Other Columns
Unpivot Only Selected Columns
Rename...

Move

Drill Down
Add as Mew Query




Keep ‘Period’ and ‘Content’

Remove Other Columns

= Table.ReorderColumns(#"Calculated End of Month®™,{"Pericd”, "Content", “Han

Period @ Content ++) aB. Name

B C

Remove Columns
Remove Other Columns
Add Column From Examples...
Remove Duplicates
g
lemove Errors
Fill
Change Type
Transform
Merge Columns
Group By...
Unpivot Celumns
Unpivot Other Columns

Unpivot Only Selected Colurnns

Mowe




CLICK the Double Down Arrows to Expand Binary Content

= Table.ReorderColumns(#"Renamed (o

4l =] content

8/1/202¢ Binary
10/1/72028< Binary
11/1/2024 Binary

12717204 Binary




Leave First File as
Example:

All Sheets must be
Named the same!!

Default Sheetl simplest

Click OK

Combine Files
Select the object to be extracted from each file. Leasn mare

Sampl= File: | Firs

First file

Di=play Options =

Parameter] [1)]

D Sheetl

Suggested Tables [1]

E Table 1 [Sheet 1)

Skip hi=s wath =rors

Select First File
Select OK

CustomerlD
326x115
[aqesar
5402975
5412585
6332230
SIOFA5E
330373
8555788
BH4756E
4721026
5555875
160902
SIE08E2
€y i
Fi03507
418585
G4TF3TT

2575111

SEF1045 Shamahan, Lengaarh and Hamil

B545985

Customeshlame
Jobnson-Hermiston
Hyart inc
Duigley-rioras

Wiza-Greanfelder

veus, SChidt and Ghover

Savwmyn-Schownlter
Jerdie-Fatey

Biolan-Mcliure

Herman, Goldner and Stiedemann

Simonis and Sons
McCuSough-Reymodds
Wl 5 Groan
Boetim-Jaskoizki
WonRusden Group
Rodrigusr Graup
‘Wiza-Greantelder
Trantew-Kris

Hodkiswicz-Maggo

Ptz LLC

OrderiD
1063474
IoRIEs:
10024&0
logess
102583
100744
lon26a4
1002737
1007323
1002850
10008E]
1002865
1M0ITET
1002877
1002878
logreed
lgnzEz2
Sl PR
1002599
1002844

SalesRepiD

>

)




Power Query will make the connection * APPLIED STEPS

Source

and expand the files.

Filtered Rows1

Duplicated Column
Split Column by Delimiter

You will see several auto generated

Renamed Columns

Applied Steps on Right and Queries Removed Columns

Calculated End of Month
I f Reordered Columns
C re ate C O n e t Removed Other Columns
Filtered Hidden Files1
7% Invoke Custom Function1

Removed Columns

Queries [5]
Expanded Transform File
- Transform File from Query1 [2] Filtered Rows2?

E Helper Queries [3]
Parameter1 (Sample File)
@ Sample File
ft Transform File

B Transform Sample File

Fl Other Queries [1]
2 Queryl



Select Step that says Invoke Custom 4 LIS

Source

Function 1 to return to stage where Fitered Rows

Filtered Rows1

Table was created. Duplicsted Column

Split Column by Delimiter
Changed Type

Renamed Columns

We need to insert our Period Date into ot
Final output. oo Ot ot

Filtered Hidden Files1
7% Invoke Custom Function
Removed Columns

Expanded Transform File
f;'r = Table.AddColumn(#"Filtered Hidden Filesl", "Tramsform File", each #"Transform File"{[Content])}) Filtered Rows2

. =] content 425 Transform File [ae]
1 8/30/2024 Binary Table

10/31/2024 Binary Table

11/30/2024 Binary Table

12,31 /2024 Binary Table




4 APPLIED 5TEPS

Source

Select Invoke Custom Functionl. i
Delete All Steps after this Applied ool oy el
Ste p : Changed Type

Renamed Columns

Removed Columns

Caleulated End of Month

. Reordered Columns

Your Table should appear as below: Removed Other Colurmns
Filtered Hidden Files1

#< Invoke Custom Function
Removed Columns1
Expanded Transform File
Filtered Rows2

4 APPLIED STEPS

Source

Filtered Rows

Filtered Rows1

Duplicated Column

Split Column by Delimiter
Changed Type

fx = Table.AddColumn{#"Filtered Hidden Filesl", "Transform File”, each #"Transform File"([Content]))

22z E Content ﬁg Transform File ,ﬁr*
T .

Renamed Columns

89/30/2024 Binary Table
. Removed Columns
10441 2025 | Brnary mahle Calculated End of Month
11/30/2024 Binary Table Reardered Columns
12/31/2024 Binary Table

Remaved Other Columns
Filtered Hidden Files1
< Invoke Custom Function1




Delete the Content Column that has
. fx = Table.AddColumn(#"Filter‘ed Hidden Filesl", “Transform File", each #"Transform File"([[nntent])}
Binary rows. EECER - e

5/30/2024 Binary
10/31/2024 Binary
11/30/2024 Binary

12/31/2024 Binary

L
X  Remove

Remowe Other Columns
Duplicate Column
f. Add Column From Examples...

Your remaining table should appear & v

Change Type

el g | =

Transform
Replace Errors...

= Group By..
Fill

5= Unpivot Columns
Unpivot Other Celumns

f.t’ = Table.RemoveColumns (#"Invoke Custom Functionl",{"Content®}) Unpivot Only Selected Columns

Dv Period | =] E[ Rename...
Move

1 89/30/2024 Table
Drill Down

10/31/2024 Table
1/30/2024 | Table

Add as New Query

12/31/2024|Table

CLICK the arrows on the ‘Transform File’ with tables as rows to

expand



CLICK the arrows on the ‘Transform File’ with tables as rows to

fx = Table.RemoveColumns (#"Invoke Custom Functionl™,{"Content"})

22z Period

| Search Columns to Expand

® Expand O Aggregate

9/30/’2-9.?4Table— {Select All Calumns)

10/31/2024 Table id

11/30/2024 Table CustomerlD

12/31/2024 Table Customeriame
OrderlD
SalesReplD
Division

CHOOSE what columns in your

InvoiceMo

spreadsheet you want to include. -Han

Invoice_Amoun

UNCLICK the Use Original column =

DBT

name as prefix to shorten column @ oockge

Current v
M _n nnnT

name U ':| Use original column name as prefix |
A List may be incomplete. Load mare

CLICK Ok when done. [




CLICK the arrows on the ‘Transform File’ with tables as rows to

fx = Table.RemoveColumns (#"Invoke Custom Functionl™,{"Content"})

22z Period

| Search Columns to Expand

® Expand O Aggregate

9/30/’2-9.?4Table— {Select All Calumns)

10/31/2024 Table id

11/30/2024 Table CustomerlD

12/31/2024 Table Customeriame
OrderlD
SalesReplD
Division

CHOOSE what columns in your

InvoiceMo

spreadsheet you want to include. -Han

Invoice_Amoun

UNCLICK the Use Original column =

DBT

name as prefix to shorten column @ oockge

Current v
M _n nnnT

name U ':| Use original column name as prefix |
A List may be incomplete. Load mare

CLICK Ok when done. [




VERIFY All your Periods show in Filter.
UPDATE Your Data Type for each Column Type
RENAME as necessary.

NAME your Query

REFERENCE your Query as Staging or to DataSource for further edits.
Customizations. le. Top 10 Customers, Specific Division.

2676 CYB-SCR

1423 SWD-CHI
1783 ACS-SFPR
2182 CCIV-5FR

ADD new files to your folder as needed or scheduled.
REFRESH your data to see additional changes.




Next Steps for Learning

« Practice in Excel Power Query before
moving to Power BI.

« Experiment with different data
sources like CSVs, databases, and APIs.

« Experiment with different online data
sources

« Follow guided tutorials (Microsoft
Learn, YouTube, blog posts).

« Work on real-world projects to
reinforce concepts, even if its just for you.




Attend a Free 1 Day Event Workshop:
Microsoft Dashboard in a Day

DASHBOARD
IN A DAY

Frexa Training Course

Dashboard ina Day - UB )
Technology Innovations,
Inc. - United States

09/25/2024 | 10:00 - 18:00 (CDT)

&% Digital
& English (United...
% Training

Dashboard in a Day -
PragmaticWorks - United
States

0972772024 | 0800 - 16:00 {CODT)

@ Digh
% English (United...
& Training

Pragmatic Works DAX Cheat Sheet for Beginners

Dashboard in a Day - A
OmniData Insights -
United States

09/26/2024 | 08:00 - 16:00 (COT)

5 Digital
g3 English (United...
s Training

Registration and details =

Dashboard in a Day -
smart Bl - United States
10/01/2024 | 08:00 - 16:00 (COT)

ﬂ Digital
€% English (United..
& Tralning

e -

Hands-On, Practical Learning Experience

Rapid Skill Acquisition

Guided Instruction from Experts

Structured Learning Agenda

Real-World Application of Skills

Access to Workshop Materials & Resources

Networking Opportunities

Personalized Feedback & Support

Boosts Confidence with Power B

Preparation for Advanced Learning

Cost-Effective Training Option

Immediate Insight into Power Bl's Capabilities

Exposure to Power Bl Service Features



2" | Learn Click to start:  Microsoft Learn

700 xP

Get started building with Power B

= Microsoft Learn

Beginner Data Analyst Business Analyst  Business User  Functional Consultant  Power Bl I ntrod u Ci ng a new a p proach to Iea rni ng

i @ o

Learn about Power Bl, the building blocks and flow of Power Bl, and how to create compelling,

interactive reports.

This module helps prepare you for Exam PL-200: Microsoft Power Platform Functional Consultant.

Learning objectives

In this module, you'll learn:

* How Power Bl services and applications work together.

» Free Access to High-Quality Content

* Explore how Power Bl can make your business more efficient.

* How to create compelling visuals and reports, o Structured Learnlng Paths
® Add * Hands-on Labs and Interactive Exercises

» Official and Up-to-Date Content
* Integration with Certifications
» Gamified Learning Experiences (Points, Badges)

Prerequisites
None

This module is part of these learning paths

Create and use analytics reports with Power Bl ° Self_Paced Lea rn | ng
Get started with Microsoft data analytics . .
Get started with Power Bl } ¢ Community and Q&A Integration

» Comprehensive Coverage of Power Bl Features
» Scenario-Based Learning Modules



by (2 ENTERPRISEDMA

Beginhers Guide
to DAX

Beginner

Beginners Guide
to Power Bl

Total points: 358 XP O © 2 hours

FREE COURSE - Ultimate Beginners Guide To Power BI -

Total points: 407 XP O

Course by (2 ENTERPRISED

© 3 hours

http://portal.enterprisedna.co/p/ultimate-beginners-quide-to-power-bi

FREE COURSE - Ultimate Beginners Guide To DAX -

http://portal.enterprisedna.co/p/ultimate-beginners-quide-to-dax

FREE - 60 Page DAX Reference Guide Download -

https://enterprisedna.co/dax-formula-reference-guide-download

NA

) ENTERPRISE DNA

‘@’ Sam McKay, CFA

Some Free Courses else Paid Subscription

Click to start:

Expert-Led Training & Courses
Focus on Real-World Scenarios & Problem-Solving
* Finance Focused
Comprehensive Course Catalog
Access to Learning Summits & Workshops
Extensive Resource Library
* Power BI .pbix file downloads
Customized Learning Paths
Innovative Data Challenges & Projects
Supportive Community Forum
Access to Power BI Showcases
Focus on Advanced Analytics & Al Integration
On-Demand, Self-Paced Learning
Gamified Learning Experience (Points & Badges)
Certification Programs
Emphasis on Visualization & Design



Q&A and Closing

Questions?




