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Chapter 1 - Getting Started

CHAPTER 1 - GETTING STARTED

1.1 Getting Started in Power Bl Desktop

This chapter describes the basic workflow you’ll use to build a report in Power Bl Desktop:

Stage Details

Loading and Loading one or more tables from various data sources, cleansing the data and
transforming data | linking the tables together if necessary.

Creating a report | Using the data that you've loaded to create a report, including visuals like charts.

Publishing this Publishing the results to your report server (usually Microsoft's Power Bl Service)
so that other people can view your reports.

You'll find much more detail on the ideas mentioned in this chapter in later parts of this courseware.

Example for this Chapter

To demonstrate the basic process of building a report, we’'ll import a table of data from a webpage
and create and publish a report based upon this:

AT A GLANCE SNOW REPORTS At the time of writing these are the snow
conditions at selected resorts courtesy of
Sort By: Most Popular Resorts | Uppers Slopes | Lower Slopes | Last Snowfall | A-Z | Country https://WWW.inUSki.COm/SnOW-reportS .

/ We'll transform the data to tidy it up (for

Resort Country Upper Slopes Lower Slopes Last Snowfall example, we can remove columns we
Austria 335cm 70cm 12em don’t need).
orts Austria 160cm 80cm 4em
s Austria 335cm 70cm 12ecm

200

Snow lcmt

We’ll then present this data using visuals such as this chart:

\

. . Austria Switzerland
We can use the imported, cleaned data to create a variety of Country
VISU6|S, such as this chart. @ Average of Upper Slopes @ Average of Lower Slopes

Finally we will publish this report to the Power Bl Service,
so that anyone in your organisation can see it:

Snow conditions ~

@ D File ~ 1— Export ~ ¥ Share iﬁ Chatin Teams g§ E

® snow forecas [ I HE B

250.7

o d
i L)
Snow lcm)
=1
=)

The final report published to Power Bl Service, and viewed 607
through your browser.

Apps Austria Switzerland

Training
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Chapter 1 - Getting Started

1.2 Working with Files

Creating New Files

You can create a new report in Power Bl Desktop in the following ways:

A v New

I Home Insert Maodelin Home
= o
Get Excel — |
data~ werkbook = ‘ ' &

Qpen

I Clipboard Report

a) If you already have Power BI b) Click on this icon to create a new

Desktop open, select the File menu. report.

Opening and Saving Files

You can open and save files using options in the File menu:

a) From the Power Bl Desktop menu choose the File menu.
©®©
File Home
b) Choose one of these menu items to open or save a report (the | _w @ Home
dialog box which appears is similar whichever you choose). B  Open
Save
Files P: > Exercises > Power Automate > Fles A year ago
Save as b
Share
Snow report phbix Cancel
L Browse this devi{"g ‘ ") m
o T V\
c) Click on this button to find the d) Files that you save in e) Click on this button to open
folder which contains (or will Power BI Desktop will have the report you’ve chosen or
contain) your report. a pbix extension. to save this report

Every time you open a Power Bl Desktop report a new instance of the application
will launch, leaving the current report you’re working on unaffected. To close a report
you must close down the Power Bl Desktop application containing it (there is no
option to close a report but still leave Power Bl Desktop running).

© Copyright 2025 A | WiseOwl Page 14
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Chapter 1 - Getting Started

1.3 Views in Power Bl Desktop

The most important components of the Power Bl Desktop screen are as follows:

These tools allow you to switch between This is the Power You can use the Pane Switcher to change
the 3 main views in Power Bl Desktop: Bl Desktop menu what to look at. The two main views are
Report view, Table view and Model view. and ribbon. Data and Format, as explained below.

Snow conditions

Andy Brown O

File Home sert Modeling View Optimize Help External tools
Iﬁ |:| [ | Gridlines ? Filters @ Performance analyzer
Aa Aa Aa Aa . E]
¥ . Snap to grid 3 Pane switcher v Bookmarks [y Sync slicers
LT AL I||I|‘ ||I||I|I‘ ‘ll'lllll‘ Poge | Mobie | L1SMF®og _ H 7
views layout D Lock objects E’E Selection
Tl‘em_as Sc;: to fit ‘,'cgila Fage oﬁti:ns Show E:l‘as o
N s
B Snow forecast <
&g g 400 - 3300
g 200 607 Iz?s
N &
oel] a )
B o
Country
@ Average of Upper Slopes @ Average of Lower Slo.,
] D Page 1 I I @
Page ['o1 \ < I -—h— + 90%

These tools allow you to switch between
designing reports for viewing on desktop
computers or mobile phones.

Switching Panes

You can use the slider to zoom in and out, although you
may find it easier to hold down the key and use your
mouse wheel instead.

You can use the icons on the right-hand side of your Power Bl screen to choose what to show:

O Country

you currently have selected (in this case a chart visual).

[J 2 Last Snowfall

> Size and style

[0 Z Lower Slopes
O Resort

[0 Z Upper Slopes .
view.

You can also use these tools on the View tab of the
Power Bl Desktop ribbon to choose what you want to > Title

+%@

o % @k/ Click on this icon to see the data tables in your model ... Format »
L Search | L | £ Search

+ s | ' ! e
~ B Forecast : ... or this icon to see the format properties of the thing | Visual Properties

View Optimize Help External tools

Format

[] Gridlines

Data / Dri
? B Data E’E Selection

l 5 U
II w Page Mobile I:‘ Snap to grid Fiiers Pane 7 Format @ Performance analyzer
view v ayout [] Lock objects switcherv [ Bookmarks 3 Sync slicers
Scale two fit Mobile Page opticns Show panes

© Copyright 2025
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Chapter 1 - Getting Started

Report, Table and Model View

You can switch between the three views of a report using the tools on the left of the screen:

View

Icon

What it shows

Example view

Report

| \% Report view
i
—

The report that
you're creating,
consisting of visuals
and shapes.

Snow forecast

Table

Table view

Yy

The tables of data
that you've loaded
into your model (you
can see one table at
a time in this view).

~| Country [~
Austria

Switzerland

Upper Slopes [~

335

Lower Slopes [~

Model

Model view
I
-

The links between
the tables in your
model, called
relationships in
Power Bl Desktop.

Forecast

Country
Z Last Snowfal
> Lower Slopes
Resort
> UpperSlopes

Collapse

9

The 4" icon — if present — allows you to create queries in DAX to interrogate the data
upon which your report is based, but this is definitely not something to consider in
this courseware chapter!

© Copyright 2025
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Chapter 1 - Getting Started

1.4 Getting Data

The first stage in building a report is to find some data!

Home

ipboard

Insert

& [a © B

Entq
da

Get
data v

Common data sources

[

Meodeling View

Data SOCL
workbook hub~ Server

Excel

Excel workbook

a) From the ribbon, choose Home | Get Data then choose a type of
data source. Here we’re choosing a Web source.

b) Each type of data source requires different information to allow
your report to connect to it. For a web source you need to enter
the URL of the page and then click OK. You may also be asked to
enter credentials if the website requires some.

ﬁ"_‘@ Power Bl semantic piodels
[?.9 Dataflows
From Web
(@) Dataverse
@ Basic Advanced
(B saLservér L
[% Analyéis Services o - [https:_a'.f'wwv.'.igIuski.com_a'snow-reports ]
(g ™#/csy
| Eé I\"\"Eb r‘\

[

OData feed

c) Tick which table you want to
import from this page (the best
way to see what each looks like
is to click on it).

Display Options
a HTML Tables [1]
1% B3 Tablet

a Text [2]

[E] HTML Code

[=] Displayed Text

d)

Click on this button to load the
data into your model.

—_
Add Table Using Examples q Transform Data

Table View

Table 1

Columnl

Resort

St Anton snow reports

Ischgl snow reports

Obergurgl snow reports

Lech snow reports

Saas Fee snow reports

Flims Laax snow reports

Zurs am Arlberg snow reports
Solden snow reports

Zell am See snow reports

Web View

Column2
Country
Austria
Austria
Austria
Austria
Switzerland
Switzerland
Austria
Austria

Austria

Column3
Upper Slopes|
335cm
160cm
15%cm
335cm
310cm
350cm
335cm
2B3cm

148cm

[

You can optionally rename a table after importing it into your report:

a)

Click on this icon to show the Data pane.

Data

Choose Rename from the menu which
appears.

‘ KX Search

Enter a new name for your table and

press .

Data >

1;/JSearch

[l
| iy

wr AR ToLIo A

Select

MNew measure

MNew column

Mew quick measure

Refresh data

Edit query

Incremental refresh
Janage aggregations

Rename Q[lrr

-
Nalste fram madal

_|_
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Chapter 1 - Getting Started

1.5 Transforming Data

You'll often need to make changes to the data you have imported so that it can be presented easily
in visuals. This process is known as transforming data.

. A% Resort ~ | A% Country | 123 Upper Slopes ~| 123 Lower Slopes
2 Ischgl snow reports Austria 160 80
2 3 | Obergurgl snow reports Austria 159 85
We will change the column || ... e
headlngs turn some 5 | Saas Fee snow reports Switzerland 310 70
) ’ Flims Laax snow reports Switzeriand 350 a5
column into numbers and 7 lzurs smowreports Austia ass 7
. 8  Soldes ports Austria 283 30
remove the final column. s w

As with everything else in this chapter, we will go into this topic in much more detail
later in this courseware.

Editing Queries / Transforming Data

Each table that you import into a report generates a query which tells Power Bl Desktop which data
to get (and how to getit). You can edit these queries in (at least) 3 different ways:

Data You can right-click on a table in the Fields pane and choose Edit
query...

=
| ~' Search

~ [ Forecasts

...or you can choose this option from the Home tab of the ribbon
(although it says it's doing something different, transforming data and
editing a query are actually the same thing!).

MNew measure
MNew column

Mew quick measure olumn3

Refresh data olumnd

Edit query {,,, elurnn5 Home Help External tools Table tool

Incremental refresh

Manage aggregations ~ E% [E @ [%1@ @

2

Copy ©
! Get Excel Data SQL Enter Dataverse Recent ransfarm Refresh
datav workbook hub~ Server data SOUNCES ¥
¢ e th arer rooadr C n r, = n
Use the Power Query editor to connect, prepare, and transform @  ancform data
, data. FEB‘
=, Data source settings
Columni ~ | Column2 |~ | Column3 [~ | Columnd |~| C Df} g

Alternatively, you could click on this button at the point at which you're

| Transtorm DW“ first loading data to go directly into the Power Bl Query Editor.

L)
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Chapter 1 - Getting Started

The Power Bl Query Editor

Choosing to edit a query as described above opens the Power Query Editor tool within Power Bl

Desktop.

Although you're still working in the
same Power Bl Desktop file, the
Power Query Editor has a different
ribbon with options related to
modifying data.

When you have finished cleaning your
data click Close & Apply to close the
Power Query Editor.

Home Transfarm Add Column View Tools Help
=% I — 8 =] & [igProperties
[} |
= - == % [ Advanced Editor |
Close & MNew Recent  Enter Data source Manage Refresh __ Cho
Apply*  Sourcer Sources T Data settings Parameters = Preview T Manage ~ Colun
oase Mew Query Data Sources  Parameters Query Ma
Queries [1] .
Queries [1] < Jx = Table.TransformColumnTypes(#"Extracted Tablg
.| Forecasts Resort Country Upper Slopes
St Anton snow reports Austria 335cm
Ischgl snow reports Austria 160cm
Obergurgl snow reports Austria 158cm
Lech snow reports Austria 335cm

This program to edit Power Bl queries has gone by many names in the past! This
courseware will call it Query Editor, although this name seems to have been
abandoned by Microsoft. Little known fact: everything that you can do using Query
Editor in Power Bl Desktop you can also do when getting data in Excel.

Promoting Row Headers

For our example the first thing you need to do is to make the first row your table headers:

1 |Resort Country Upper Slopes
2 | St Anton snow reports Austria 335cm
3 Ischel snow reports Austria 160cm

!

M ~5- Resort - AB- Country

v | B Upper Slopes

1 St Anton snow reports Austria

Ischgl snow reports Austria

335cm
160cm

Query Editor ribbon:

Data Type: Text ~
[ Use First Row as El\eaders =
p
2 Replace Values

Transform

a) To tell Power Bl Desktop to use the first
row of the table as column headers, click
on this tool on the Home tab of the

el £

Query Settings

%

PROPERTIES
Mame
Forecasts

All Properties

%

APPLIED STEPS

b) Query Editor will add two steps: one to promote your row headers (as
requested), and then another to change the data types of the columns
following this step. Query Editor will often insert silent additional steps like
this to second-guess your intentions, and (to be fair) nearly always gets

these right.

Source

Extracted Table From Html

\ | > Promoted Headers

Changed Typel

© Copyright 2025
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Chapter 1 - Getting Started

Replacing Values

To allow us to average snowfalls for our data we need to remove the cm suffices then convert the
resulting data to integer numbers:

. E— g a) Select the first column whose cm suf‘ﬂges you
T s om want to remove, then hold down the key
160cm gon X o - and select the last one (this is the easiest way to
Remove Other Celumns . . .
158cm g5cn _ select multiple columns in Query Editor).
[ Add Colurmn From Examples...
335cm T0cn
310cm T0cn Remove Duplicates
R Ei . .
oem o ——— b) Right-click on the selected columns and choose
335cm 70cn 5 Replaca\i&es... 4+— | | I |
283cm 30cn Fill R to replace values.
148cm 20cn Change Type R
Transform 3
Replace Values
Replace one value with another in the selected columns.
Walue To Find
e v em
. : eplace With
c) Choose to replace the text cm with nothing, then select . - -
Changing Data Types
You can now change the data -y — e e— T |
———
types of the 3 columns you have 335 5
Selected 160 %  Remove Columns
155 Remowve Other Columns
335 [ Add Column From Examples...
310 Remowve Duplicates
350 Remowe Errors
=2 . Replace Values...
Right-click on the 3 columns and “E Fil N
choose to change their data types — Chaa T ; Decirmal Mo
to Whole Number (note that this || T fg " X Eematumber
. ransrorm
would have generated errors if we Fixed decimal number
had done this earlier). Merge Columns Whole Nupoer
S e Percentage

Removing Columns

Finally, we’re not interested in the last snowfall depth, so we’ll remove this column.

| 123 Lower Slopes - W

335 70
160 80 5 Remove ‘M
159 85 Remove Oth&f Cold Right-click on the Last Snowfall column and remove it
335 70 Duplicate Column from your query.
© Copyright 2025 A | WiseOwl Page 20
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Chapter 1 - Getting Started

1.6 Creating Visuals

Visuals are the tables, charts or other gizmos which display the data in your report. There are many
types of visual ( you'll learn a lot more about them in later chapters of this courseware).

Inserting a Visual

Probably the easiest way to add a visual to a report is as follows:

Clipboard

A =

=
&5

| o] Reportview €—— |
[

visuals!

a) Make sure that you're in Report view, otherwise you won’t be able to add

b) Click on the side bar to the right of the visuals pane (this appears on both
the Home tab and the Insert tab of the ribbon).

New
visual

Bar and column

=X ] = T
=g

Line and area

| b Im— In

OOoHEe~zEEBE

here:

you can always change it after creating your visual by clicking

d:_m_ E[EH E o B % b o4 EI E b) Choose which visual you want to create. If you get this wrong,

E

/

5 & o#

@ Select or add data to populateth ¥ s

@ Build a visual X

Visual types
@ int & < B ]

(®07) Suggest a type

: +Add data :

Assigning Grouping Fields to a Visual

Once you have inserted a visual you can begin assigning fields to it:

@ Select or add data to populateth U s i .-

Data

> d‘k : = > Search
L) Build a visual v X

~ B Forecasts

Name 'Forecasts'[Country]

[l e= e b — |

.Z Suggest a type

+Add data \

+Add data

| +Add data i

The easiest way to
assign fields to a visual
is to click on this tool.

You can then click on
each part of a chart
(here we’re saying what
will appear on the
horizontal axis of this
column chart) then tick
the field you want to
include.
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Chapter 1 - Getting Started

Assigning Numerical Fields

You can assign numerical fields in the same way, then change how you want to aggregate them:

5?/ - , a) Click on the Y axis box the field well and choose to
g Build a visual VX o
show the Upper Slopes snow depth to get this:
i Visual types
‘ @ @ | v ‘ Data X X-axis
Suggest a type |/D Search | e X1
f:_ailf ___________________________ ~ B Forecasts | “Add data
il Country X | > l Y-axis
H +Add data Sum th',::uper Slopes X |
——————— i s
Y-axis [ 2~ Upper Slopes
& |
1 +Add data ‘c:, . . , .
‘ e —— b) Click on the field you've added and change it:
el
S 8
Alass / ---------------------------- e
B2l @ Build a visual v X i fee
{['sum of Upper Slopes X | > ‘ Sum of Upper Slopes v
E‘ Visual types 7 agg'—
mE=E=Er || - | [sum v
Suggest a type -
X-axis = | Average
| Minimum
Country X | > ]
| +Add data Data e ) - - )
— - c) Once you've assigned a numerical field to a
— ‘ | / | chart you can click on it to say how you want to
| ~ : )
Average of Upfy Slopes X | > | | Average of Yoer Slopes aggregate it (here we've changed from
Aggregatio - summing the upper slopes’ snow depth for each
[—t +Add data ; - :
| | | Average vl country — which would be fairly meaningless —
(=g ‘ to averaging it).
] i1
© Copyright 2025 A | WiseOwl Page 22
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Chapter 1 - Getting Started

1.7 Three Ways to Format Visuals

Much of your time in Power Bl Desktop will probably be spent applying formatting like this:

Average of Upper Slopes by

Country The chart as it initially appears — the

title is hard to read and doesn’t stand

200 4| out, and it could do with a bit of oomph.
200
100

, A chart which has been formatted within

330.0

L
(=]
o

250.7

P
(=]
o

Average of Upper Slopes
r bound level lemi

210
o an inch of its life (including the addition /
& ® of data labels showing the average o
Country upper bound snow level by country). Switzerland  Austria
Country
In Situ Selection
There are a few parts of a chart that you can edit on the chart itself:
Average of Upper Slopes by Country] The parts of the chart you can edit directly are shown in red boxes.
w
g o g
o When you double-click on any of these with the chart selected you will
5 be able to change the text displayed.
2 oo
=
5 Cl
o Average of Upper Slopes by
m
5 w
Z ) é- 300
0 pis
Ll g o
R
Count °
— ‘ & 100

Changing what’s on your Chart

You can choose to add or remove some parts of your

chart using the following icon: Add to your visual - X

Title
[ Zoom slider

[ Data labels

Click on this icon to add or remove certain chart
components (here we can add or remove the title, data
labels or a slider).

The More options button is less useful than you might think: it just takes you to the
Format pane on the right-hand side of Power Bl Desktop.

Training
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The Format Pane

You'll spend much of your time in Power Bl Desktop using the Format pane:

O

Awerage of Upper Slopes

300 /?"
200 /
100

0

Switzerland Austria
Country

O O

C\;Dn.'erage of Upper Slopes by Col 7 127 - ils

W Title

Text

Heading

| Heading 3 e |

Font

| DIN v||‘.’_ “|

Text color

Background color \

Horizontal alignment

Text wrap On @
> Subtitle (®or)
> Divider On®

a) Select the visual you want to Format » B
format (otherwise you'll see the
formatting properties of the page to ‘ £ Titld v | W7
which it belongs instead). < 4
> A
b) Optionally, reduce the number of > X-axis A
properties displayed by typing in
part of the name of the one you > Y-axis AN
want to change (here we've typed
Title in the search box). > Data labels (@o7)
Format -
| K Search
c) Expand a card to show its range of
formatting options, and make Visual Properties
changes.
> Size and style
{rﬁ-TitIe Onl
A
d) Some of the changes made to
change the title to this: W Title
Text
Average of Upper Sl Jx
330.0 |
E o [ Heading

As a short-cut, double-click on a visual to select any part of it that you want to format;
the relevant card will automatically then be selected in the Format pane.
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1.8 Publishing your Report

When you’ve finished your report you will probably want to share it!

Delegate79 () X \3 a) Check that you're signed
in to a Power Bl account.
ﬁ [I_ITI‘ b) Click on this Publish
New Quick Pu:u[}'

button on the Home tab of
the Power Bl ribbon.

E3SUNe measure

Caloulations Sensitivity Zhare
c) If you have unsaved changes you will be asked at this point to Publish to Power BI

save them (you can’t publish a report which contains unsaved

Changes) Select a destination

| L Search
/ . My worksp,
Microsoft Power Bl Desktop d) Choose to publish /{.5
to the default My

Do you want to save your changes? workspace (see

hint below for

Bl - more on this).

| s JIE

Publishing to Power BI X g

~" Success! @ D File ~ 1— Export -~ | Share iﬁ Chat in Teams g8 Explor
Open 'Snow ccwci'_icﬂs.poi""rin Power Bl e

Get Quick Insights Cgi e forec!EH

|I|'|:| Did you know? m

Browse

©
Onelake
=%} T2 A -

|

e) Click on this link to see your report in Power Bl f)
Service on the Internet (you may be asked to log in
to your account again at this point).

You can create a portrait view df your report, tailored for mobile phones.
On the View tab, select Mobile\ Layout. Learn more

Snow (cm)
=~

Your report as it will appear to the world
(provided of course that they have the right
security level and licence ...).

A (much) later chapter in this courseware will cover publishing in more detail,
including an explanation of workspaces (and why you might want to create them),
how to create dashboards and much more besides.

© Copyright 2025
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Chapter 2 - Importing Data

CHAPTER 2 - IMPORTING DATA

2.1 Our Example

Our example is based on a relational database which keeps track of sales of soft toys. The diagram

below shows which type of data source we’ll use to import each table:

CentreType oo

CentreTypeld

CentreTypeName

Typed in

[B] Family & : Product & : [§] Centre & :
Familyld Animal Centreld
FamilyName Familyld CentreName

Habitatld CentreTypeld
Z Legs Z Latitude
l 14 x Productld 7 Longitude &
. & Z ProductionCost Z MumberUnits
i g o.
Environment o - BroductName ostCode
Environmentld 2 WeightGrams 7 Squarehetres
. A
EnvironmentMame CSV file Townld
| sausever ‘ B
1 ] 1
— . Sales @
[§] Habitat & @ | _
T Centreld T
BackColour -
PaymentDate
Environmentld Z )
- Price
ForeColour Lok Produdid P
roduc
Habitatld Z Quantit
uantity
HabitatMame <aleDat
aleDate

Town oot

Regionld
Townld

TownMame

4
T
1
Region /& -
Regionld
RegionName

one imported from a website without any problem).

Once you’ve loaded your data into Power Bl from disparate data sources all tables
will be treated equally (so for example you can join a table imported from Excel with

© Copyright 2025 A | WiseOwl
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Chapter 2 - Importing Data

2.2 Importing from Different Sources

This section shows how to import data into a report from a variety of common data source types.
Regardless of which data source type you’re using, you can begin the import process as follows:

Home  Insert ~ Modeling  View a) From the ribbon choose Home | Get Data. You can also click the top
4 half of the Get Data tool to open the dialog box shown below, or click
% [E’ @ EFj H on this link in a new report:
Get Excel Data SQL En
g or Add data to your report
ipboard . .
: Common data sources — Once loaded, your data will appear in the Data pane.
Excel workbook - -
[ o & el
5"_‘@ Power Bl semantic models
Import data from Excel Import data from SQL Server Paste data into a blank table Try a sample semantic model
[?—7 Dataflows I Get data from another source — I
@ Dataverse
[} saLserver . . .
b) Pick a data source type from the Common data sources list, or click
[ analysis services More... to see more choices.
[ Tesvcsv Got Data
Web
(& f— File
P OData feed Al K3l Excel Workbook
|_—E|= Blank query File B Tedt/Csy
ED BT | Database B
Power Bl Template Apgs @
~ P Microsoft Fabric B sson
Folder
More.., Power Platform
k= poF
Azure =
) Parquet
Online Services
Other ﬂ SharePoint folder

What happens next depends on which data source type you've chosen, but it
inevitably involves launching some type of wizard which will help you import your
data.

Re-Using a Data Source

You can quickly re-use a recent data source as shown below:

Insert Modeling View Optimize Help External tools a) From the ribbon choose Home |

L — Recent Sources.
B LOCLhE@|L] BB

Get Excel Data 5QL Enter Dataverse] Recent 4 Transform Refresh
datav workbook hub~ Server data Fources v datawv

Data
Most recent

| l—ﬁ Create 2 Creaturﬁ?lxlsx "\ b) Pick from the list of databases,

workbooks, websites, etc from which
you've already imported data.

rﬁ Caonstruct a creaturexdsx

|—E| Videos.csw

4 | WiseOwl Page 27
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Chapter 2 - Importing Data

2.3 Importing from Excel

To start importing from an Excel workbook, use this short-cut:

Home lInsert  Modeling Power BI gives you a special Excel tool > ThisPC > 05(C) > wiseowl

Eq D because it's such a popular choice.

@ EA/Q Ider

Get Excel D Doubl lick Kbook taini

itere wcrkEgc:k hu ouble-click on a workbook containing Name
. one or more worksheets or named

pboard . [ —
ranges that you want to import. \p B Create a Creaturexlsx

The dialog box which appears lists the contents of the workbook you have selected. You can choose
which parts of the workbook you want to import as shown below:

Tick the box next to the name of Navigator
any item you want to import. . )
Here we’ve chosen to import the £| | Centre
Centre, Region, Sales and Display Options = Centreld CentreName Townld Centre|
Town worksheets. x Create a Creaturexdsx [10] 1 Pavilion Shopping Centre 180
f Centre 2 Times Square Shopping Centre 170
3| North Quay Retail Park 111
. A & CentreType 4|Norman Park 8
The dialog b_OX will list & Environment 5 Crownhill Retail Park 132
worksheets in your WObeOOk, . L Family & Whiteley Village Outlet Mall 68
but also named ranges in the file [ Habiat 7| Cannon Park Shopping Centre P
such as RegionList here. These _ ) 5 Snips Retail Park s
names ranges have a different = Produdt 5| Abbey Wood Retail Fark 2
icon next to them and appear at & Region 10| Mayflower Retail Park 1
the bottom of the list of options. B [ Sales 11 Ocean Park 134
\ i L Town 12 Kingsmead Shopping Centre 69
E: RegionlList 13 Market Quay 68
. 14 Banbury Cross Retail Park 8
When you've chosen which 15/Sundorne Retail Park 152
worksheets or named ranges you 16 Welington Retail Park 183
want to import choose either to 17 Morton Park 54
load them into your model or to e < >
go to Query Editor for further \
processing. m -
Note that Power Bl Desktop will where N
possible build relationships between the Sales @ Cenire o 2 Town & i
worksheets you’'ve imported: Cantreld o
Regionid
: PsymentDate 1 Townld
I Price z = TownMame
7% Productld * ¥ Latitude |
o~ — _ Caollapss
¥ GQuantity 1 2 Longituds .
B saleDate 3 NumberUnits Iy
T saleld Postlods 1
Power Bl Desktop creates these relationships for this Collzpze L Squarshstrss Region o
example (we've tidied the diagram up a bit). You'll = Tawnid -
learn how and why Power Bl Desktop creates e
relationships between pairs of loaded tables in another Collzpse Fegientizms
chapter in this courseware. Collapsz
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Chapter 2 - Importing Data

2.4

Importing CSV or Text Files

You can import from CSV files as well as a variety of other text file types.

row of column headers.

CSV stands for Comma Separated Values. The value in one column is
separated from the next by a comma. Our example file also includes a

ProductId,ProductiName, Animal,Hak
1,Sammy,Snake,1,0,1,950,7.19
2,pPokyo,Penguin,4,2,3,850,4.5
3,Fenella,Frog,3,4,4,400,10.79

To begin importing from a text file like this:

Get Data
Search All
Excel Workbook
All &
) Text/CSV
File ﬁ
XML
Database &

A lavla lemur 2 2 § 550 A 28

» ThisPC » OS(C) » wiseowl

folder

Mame

Lal / E_ Prod[itcts.csv

Choose to get data from a Text/CSV file ...

... then browse for and double-click the file you want to import.

You can then choose exactly how the text file is configured using the dialog box which appears:

The preview of your data is a
good way to check if you've
selected the correct options.

If Power Bl Desktop hasn't
picked the correct delimiter,
you can choose a new one.

Power BI Desktop attempts to work out the
data type of each column using a sample of
rows. You can set the sample size here.

|

Products.csv
File Origin Delimiter Data Type Detection
65001: Unicode (UTF-8) Comma Based on first 200 rows
Productld ProductMame Animal Habitatld Legs Familyld WeightGrams ProductionCost
1 | Samimy Snake 1 [ 1 550 719 i~
2 | Pokyo Penguin 4 2 3 850 45
3 | Fenella Frog 3 4 4 400 10.79
4| Layla Lemnur 2 2 5 550 428
5 Dave Dachsund 1 4 5 775 585
& Kylie Camel 5 4 5 1200 3.15
7 | Jeremy Jackdaw 7 2 3 285 765
8 | Faye Fox 6 4 5 420 495
& Oliver Owl 7 2 3 380 6.75
10 | Cleopatra Clownfish 4 0 2 290 2.69
11 | Oscar Otter 3 4 5 340 13.72
12 | Bob Butterfly 7 & & 450 5.85
13 | Englebert Elephant 1 4 5 1450 3.15 v
14 | Petronella Parakeet 2 2 3 520 4.05
Extract Table Using Examples Transform Data Cancel
Optionally you can click on this button to train Power Bl on which When you've finished configuring the
columns you want to import, although it's usually easier to import text file, click the Load button to import it
everything then remove from the query the columns you don’t want. into your Power Bl report.
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2.5

Importing from SQL Server

You can import data from a SQL Server database as shown in the diagram below:

Insert

Medeling View O

& [ © [LiEF

Get Excel Data 5QL, Enter
dataw workbook hubw Serve[:} data
Diata

a)

Like Excel, SQL
Server has a
dedicated import tool!

b)

Enter a server name and, optionally, the name of a database.

R

Choose to Import the data and then click OK (see the hint
below for more on what DirectQuery means).

) 4

SQL Server database

Server (@O
28 || \sql2022
Database {opticnal)

B .
Ac Create-a-creaturs

Data Connectivity mode (0
® Import
DirectQuery

I Advanced options

Database

Microsoft account

B \sql2022;Create-a-creature

® Use my current credentials
O Use alternate credentials

User name
Password

Select which level to apply these settings to

SQL Server database

Use your Windows credentials to access this database.

\

d)

If required enter your credentials to connect to the
server you have chosen. Click Connect when
you’ve done so - you may then have to confirm
you're happy to use an unencrypted connection:

[Asqlz022

Encryption Support

‘We were unable to connect to the data source using an encrypted connection. To access this data
source using an unencrypted connection, click OK.

@ Cancel
aack
e) In the next dialog box you Navigator
can pick from a list of
tables to import. Here
we’ve chosen to import ol Environment
the Environment table. ) . .
Display Options > Environmentld EnvironmentMame
\ 4 Asgl2019: Create-a-creature [1] 1 Land
- Environment | 2| Ar
3 Water

If you’re wondering, DirectQuery means you don’t import the data into your model:
you just link to it. On the plus side this means that the data in your visuals is always
up to date, but on the downside reports may run more slowly, and there are
numerous limitations (for example, you can only use a few types of data source and
you can’t use something called calculated columns).
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Chapter 2 - Importing Data

Using Queries and Stored Procedures

Rather than choosing to import from a list of tables, you can write a query to return your data. This
is more complicated but provides much more control over which data you get.

USE [Create-a-creature]
GO

CREATE PROC spListNorthWestTowns
AS
list the towns in the North-West

-bELECT

t.TownName AS Town,

t.TownId
FROM

Town AS t

JOIN Region AS r ON t.RegionId
WHERE

r.RegionName

r.RegionId

‘North West'

It's much easier to test your
query in SQL Server
Management Studio than it
is to type it into Power Bl!
When your query or stored
procedure is working, copy
the query text or the name
of the stored procedure to
the clipboard.

a)

b) While loading SQL Server data, choose to show advanced options.

SQL Server database

Server (i)

2 v | Asqgl2022

Database (optional)
2% 7 || Create-a-creature
Data Connectivity mede (3
@ Import

DirectQuery

|-V Advanced %tions

SQL Server database

A 7 asqlzo2z
Database (optional)

B -
A Create-a-creature

Data Connectivity mode (3)
@® Import

DirectQuery
4 Advanced options

Command timeout in minutes (optional)

SQL statement (optional, requires database)

EXEC splListMorthbestTowns

Include relationship columns

Navigate using full hierarchy

Enable SOL Server Failover support

SQL Server database

Server (O
2%~ ysqLzo22
Database (opticnal)
% v Create-a-creature
Data Connectivity mode (3
@ Import

DirectQuery

4 Advanced options

Command timeout in minutes {Gpt'o*alj‘/

5QL statement (optional, requires database)

SELECT
t.TownName AS Town,
t.TownId

FROM
Town AS t

JOIN Region AS r OM t.RegionI

Include relationship columns

Navigate using full hierarchy

Passing Arguments to Stored Procedures

Note that you can now pass arguments to a stored procedure

using these advanced options:

Here we have a stored procedure listing out all the towns for any
given region. We could load this as follows:

4 Advanced options

Command timeout in minutes (optional)

SQL statement (optional, requires database)

EXEC splListTowns 'East Anglia’

c) Choose either to execute a
stored procedure (left) or run a
query (right). Either option will
then let you load your data:

\sql2022: Create-a-creature
Town Townld

Aintree

Altrincham 3

Ashton Under Lyne &

Birkenhead 18

Blackburn 20

Bolton 21

Bootle 22

Be careful: Power Bl Desktop
seems to have a preference for
choosing Direct Query when
you load data from SQL Server
like this; be sure to set this back
to Import.

CREATE PROC spListTowns(
@region varchar(100)

)
AS

-- list the towns in any given
region
SELECT

t.TownName AS Town,

t.TownId
FROM

Town AS t

JOIN Region AS r ON t.RegionId
= r.RegionId
WHERE

r.RegionName = @region
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Chapter 2 - Importing Data

2.6

Importing from a Website

Power Bl Desktop makes it easy to grab data from a website, as shown below:

Windows

Basic

Web API

Organizational account

Table of families a) Find a website which contains Get Data
Hare are the families that you probabéy want toimpart! a table Of.data that you want to
import (this one is at Search Other
“ wiseowl.co.uk/sundry/pbd1/ ). & web
All
L Reptle il a SharePoint|
ne
= OData F
2 Fish Database e
. . &% Active Dire
3 Bird Migcrosoft Fabric
Mi ft |
. — b) Choose to ggt data from a Power Platform G Microso
2 Web source in the Other < Hadoop Fil
category. Azure
5 Mammz - : ¥r Spark
Online Services
5 Wsect | Other i@ Hive LLAP
A D et
From Web c) Enter the URL of the page
containing the table you
@ Basic Advanced B want to import and click
URL OK.
W ~ https:/fwiseowl.co.uk/sundry/pbd1/
Anonymous ® https://wiseowl.co.uk/sundry/pbdT d) [fthis is the first time

Use anonymous access for this Web content.

Select which level to apply these settings to

https://wiseowl.co.uk/

/

Can

you’ve connected to this
page you'll be asked if you
want to use any
credentials. Here we're
opting to connect to the site
anonymously.

e) Tick the box next to any table you
want to import.

Navigator
jo
Display Options = Table 1
4 W HTML Tables / Familyld  FamilyName
1 Table 1 1 Reptile
Table 2 2|Fish
ES Table 3 3| Bird
_ 4 Amphibian
Table 4
5 Mammal
" Suggested Tables [2] & Insect
3 Table s
] Table 6
i Text [2]

f)  Choose one of these buttons to
load the data directly or to further
process it before loading:

Transform Data
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Chapter 2 - Importing Data

2.7 Entering Data Manually

As well as importing existing data, Power Bl Desktop allows you to enter data into a model manually.

Pasting Data

Although you can’t import directly from Word, you can copy and paste:

o Home Insert Modeling View Optimize
Habitatld | HabitatName = Environmentld = BackColour | ForeColour
1 : Grasslands 1 Light green | Black —|—
2 | Forest 1 Darkgreen | White @ x| ﬂ @
3 | Fresh water 3 | LightBlue [)ar!( blue Get Excel Data SOL Enter Datave
4 | Salt water 3 | #78aaf5 White n - p
ST T T datav workbook hub~ Sen data[}
f board Data
a) In Word, select the table you want to import and
copy it. b) Click on this button to enter data into a new table.
Create Table
Columni + . . . .
; c) Right-click on the empty grid and choose to paste in
¥, Cut your data.
+
Bz Copy
L|_~| Paste 4 . . ;
[ d) Power Bl Desktop will decide whether the first row
> Delete of your table should become the header columns.
e) Give your table Create Table
a better name.
o The first row of data that you pasted has been promoted to column headers. Undo Headers
Habitatld HabitatName Environmentld BackColour ForeColour +
Grasslands 1 Light green Black
Forest 1 Dark green White
3 Fresh water 3 LightBlue Dark blue
4 Salt water 3 #78aaf5 White
5 Desert 1 #d6a740 Black
6 Urban 1 #222 White
7 Sky 2 #0ab6f0 White
+

Name: | Table

f)  Choose to Load

itinto your data |
model. e Load Edit

If you copy and paste data, you obviously won'’t be able to refresh the resulting table
to bring in updates.
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Chapter 2 - Importing Data

Typing in Data

The final option for loading data into a model in Power Bl Desktop is to type it in!

Home  Insert  Modeling  View  Optim a) From the ribbon select this
icon to enter data. C reate Ta b|e
& [ © [BIEA
H L@ 0
Get Excel Data SQL Enter Daty © i |
datav workbook hubw Server dats‘ entre YPe i
board Datz
b) You can overtype any +
column name to rename it.
CentreType *
1  Factory Outlet
2 | Retail Park c) Type in the data that you CentreType c* :
3 Shopping Centre want to store in the table. 1 Factory Outle E“ -
: 2 Rewmilpark | 2
4 Shopping Park 3 Shopping C Paste
% d) Right-click to insert any Mﬁlﬁ Insert
additional columns thatyou  — | = Deleti}
need.
CentreTypeld CentreType &
101 Factory Outlet CentreTypelD CentreType
2 2 Retail Park 1 1 Factory Outlet
3 (3 Shopping Centre 2 |2 Retail Park
4 4 & ShoppingPark | e) Type in any data for new 3 3 Shopping Centre
: T columns that you’ve added. 4 1 Retail Park
f)  Give the table a name and
click Load to add it to the |
report. m‘l CentreType|
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What we do!

ETS Advanced Systems /

training training consultancy

Microsoft Excel ?
VBA macros ?
Office Scripts ?

m

Microsoft Access

Power BI and DAX

| ]
i
g

Power Apps E“

Power B, etc

g
]

Power Automate (both)

SQL ? E_‘{ &_J
a;) Reporting Services j E g
g Report Builder j E ¥
- I — I
g Integration Services &_“ g &_A

Analysis Services ?

Visual C#

VB programming

MySQL

Python
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