Power Bl Part 1

Using Power BI

Mark Friedman

University of Miami

Power Bl is a business analytics service by Microsoft. It aims to provide interactive
visualizations and business intelligence capabilities with an interface simple enough for
end users to create their own reports and dashboards. In this exercise, you will Extract
the General Journal file, Transform the data into the required format (a General Ledger
and an Unadjusted Trial Balance), and then Load the transformed data into Power BlI.

The journal entries for A Byte of Accounting are stored in an Excel sheet titled General
Journal. Notice that the column headings are in the fourth row, and some rows do not
have account numbers.

Begin with the General Journal

A B C D E F H
1 A Byte of Accounting, Inc.
2 General Journal
3 Note: You can only enter data into the yellow filled cells.
&
& &
o & L >
o ] o

4 < oF v-(’o Name Description Q% C.r@b

6 01 Jun 01 1110|Cash Investment from Mark Friedman 28,000.00
[ 01 Jun 01 3100|Capital Stock Investment from Mark Friedman 28.000.00
8
9
10
11 02 Jun 01 1211|Office Equip. Hudson equipment Invoice BC3887 4,000.00
12 02 Jun 01 2101 |Accounts Payable Hudson equipment Invoice BC3887 4,000.00
13
4 08 Jun 14 1110|Cash Senvices performed by Lucus Pictures 11,000.00
42 08 Jun 14 4100 |Computer & Consulting Revenue[Senvices performed by Lucus Pictures 11,000.00
a3
» Introduction | FAQ | Welcome | Chart of Accounts | Transaction General Journal orksheet

End with the General Ledger

A 8
1 Account Name
2| 1110 Cash

3 1110 Cash

4 1110 Cash

5 1110 Cash

6 1110 Cash

7 1211 Office Equip.

8 1211 Office Equip.

9 | 1311 Computer Equip.

10 2101 Accounts Payable

1 2101 Accounts Payable

12 2101 Accounts Payable

13 2101 Accounts Payable

14 3100 Capital Stock

15 4100 Computer & Consulting Revenue
16 5030 Advertising Expense

17 5040 Repairs & Maint. Expense

C

Transaction Date
1 6/1/2018 Investment from Mark Friedman
3 6/1/2018 Hailey Computers 87245, ck6001
5 6/4/2018 Scanner, lake Supplies, 54-541 ck6002  $

D E
Description

~

6/8/2018 Pd A/p ck6003

6/2/2018 Avery Repairs, Invaice 25478
6/8/2018 Zac Advertising23547
6/8/2018 Pd A/p ck6003

ME e N m s W@

6/8/2018 Zac Advertising,23547
4 6/2/2018 Avery Repairs, Invoice 25478

6/14/2018 Services performed by Lucus Pictures
6/1/2018 Hudson equipment Invoice BC3887
6/4/2018 Scanner, Jake Supplies, 54-541 ck6002
6/1/2018 Hailey Computers 87245, ck6001
6/1/2018 Hudson equipment Invoice BC3887

6/1/2018 Investment from Mark Friedman
6/14/2018 Services performed by Lucus Pictures

and
F G H

Debit Credit Running Balance

$28,000.00 S S 28,000.00 1
s $ 7000.00 §  21,000.00

§ 12500 §  20,875.00 2

$ $ 640.00 $  20,235.00

$11,000.00 $ i s 31,235.00 3
$ 4,000.00 S S 4,000.00 4
S 12500 § S 412500

$ 7,000.00 S - S 7,000.00 5
S S 400000 §  {4,000.00)

$ § 72500 §  (4725.00) 6
$ - $338000 §  (8105.00) 7
$ 64000 5 s {7,465.00)

s - $28000.00 S  (28,000.00) 8
] - $11,000.00 §  (11,000.00)

$ 3,380.00 § S 338000 9
$ 72500 § S 725.00 n

the Unadjusted Trial Balance

A B

Account And Name |Balance

1110 Cash 31235
1211 Office Equip. 4125
1311 Computer Equip. 7000
2101 Accounts Payable -7465
3100 Capital Stack -28000
4100 Computer & Consulting Revenue -11000
5030 Advertising Expense 3380
5040 Repairs & Maint. Expense 725
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Start Power Bl Desktop
There are four major parts to the Power Bl tabs: Home, View, Modeling and Help.

Operation 1: Get Data — Input Excel file

Select “Get Data” from the External Data Group Under Home tab.

Home View Modeling Help
Cut [jj] )
E [{_L} [,aﬂ

Copy
Paste ; Get Recent  Enter Edit Refresh
Format Painter | pata~-|Sources~ Data | Queries -
Clipboard External data

Select “Excel”.

Modeling Help

i { Cut B 'i. \ -—| r—

Copy -
Baste Get Recent  Enter Edit

— = Mew Measure
i il da = =PReais

= — Refresh New Mew
rormat Fainter  pota v Sources™ Data  Queries” Page ™ Visual
Clipboard External data
ol All
f4.| Excel
= Al
< T A s w ¥
ﬁg File Import data from a Microsoft Excel workbook. "
[ XML
Database '
o G
| JSON
Power BI -
Folder
Azure

MySQL database

PostgreSQL database

Connect

—>

Select “Connect”.

Cancel
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Select the file.

> ThisPC > Desktop > Sample

folder
Name

ts ] MF8916.xsx

s

ds

Select “Open”.

K(C)
Wriven Cil, i

8916.xlsx Authors;

zrosoft Excel Worksheet Size: 137 KB

v |0 | Search Sample L

Date modified Type Size

7/26/2018 10:07 A... Microsoft Excel W... 138 KB

Date modified: 7/26/2019 10:07 AM
Content type: application/vnd.openxmliformats-officedocu...

File name: | MF8916.dsx

\ V‘ Excel Files (*xI*xdsx;* xlsm;*xlst ~
CEHL‘E|

Highlighting the desired sheet does not activate the Load and Edit buttons.

EH Changes in Retained Earnings
| O EA General Joumnal |

Ell Geng General Journal

[ General Ledger

[ Income Statement

EE Unadjusted Trial Balance
[ Worksheet

28] _xInm.Print_Area

B _xInm.Print_Area2

28] _xlnm.Print_Area3

No items selected for preview

dit Cancel

Load
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For our example, double click on “General Journal” or you can select the check box on

the left of “General Journal”.

Navigator

Display Cptions ~
4 MF8216.xIsx [12]

20 palance Sheet
[ Changes in Retained Earnings

¥ 2 General Journal

Ed General Journal Part 2
[ General Ledger

[ Income Statement

[ Unadjusted Trial Balance
EZ Worksheet

B _xinm.Print_Area

Bl _xInm.Print_Area2

EH _xinm.Print_Area3

F Table1

The data preview will be displayed.

O
General Journal 3
A Byte of Accounting, Inc. Column2 Column3 Column4 4
General Journal nufl null n
null null mA
Transaction Date Account Name
null null ne
i 6/1/2018 1110 Cash
1 6/1/2018 2100 Capital Stock
nulf
null
null nuif ne
2 6/1/2018 1211 Office Equip.
2 6/1/2018 2101 Accounts Payable
nulf
nulf
null null n
3 6/1/2018 1311 Computer Equip.
3 6/1/2018 1110|Cash
null
null
null nuif ne
4 6/2/2018 5040 Repairs & Maint. Expense
4 6/2/2018 2101 Accounts Payable
null
v
@ The data in the nreview has heen fruncated due to size limits.
>
Load Edit Cancel
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Select “Edit” and a new window called Power Query Editor opens.

O
Navigator
P General Journal B
Display Options ~ E’} A Byte of Accounting, Inc. Column2 Column3 Columnd t
4 MF8916.xlsx [12] General Journal nufl null m
’ ~N
aulff aull m
2 Balance Sheet
Transaction Date Account Namea
[l Changes in Retained Earnings
nufl null n
¥ 5 General Journal 1 6/1/2018 1110 Cash
2 General Journal Part 2 i 6/1/2018 3100 Capital Stock
2 General Ledger null
il
[ Income Statement i
. . nufl null n
[ Unadjusted Trial Balance
2 6/1/2018 1211 Office Equip.
X Worksheet 2 6/1/2018 2101 Accounts Payable
B _xinm.Print_Area nulf
B _xInm.Print_Area2 null
EH _xinm Print_Area3 Lzl nil) o
6/1/2018 1311 Computer Equip.
B Tablen
6/1/2018 1110 Cash
null
null
null m
4 6/2/2018 5040 Repairs & Maint. Expense
4 6/2/2018 2101 Accounts Payable
V
@ The data in the nreview has heen truncated due fo siz >
Load Edit Cancel
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In the Power Query window, Power Bl Desktop records each data modifications in the

“Applied Steps”.

al | | = | Untitled - Power Query Editor

N\

o

[ Merge Queries ~

pend Queries ~
mbine Files

Combine
Query Settings

4 PROPERTIES
Name

General Journal

All Properties

4 APPLIED STEPS
Source
Navigation
Promoted Headers
 Changed Type

Changed Type

Home Transform Add Column View Help
=X D D D [B. D |2 Properties L oA N ¥ Data Type: Any ~
= ©] & LT Advanced Editor x EEH Haa [11] % [ Use First Row as Headers ~ | C% Ap
Close & New Recent  Enter Data source Manage Refresh Choose Remove Keep Remove lit Group 1
Apply* | Source v Sources~ Data settings Parameters ~ | Preview = [ Manage = Columns ~ Columns *  Rows~ Rows ™ By = Replace Values Col
Close New Query Data Sources | Parameters Query Manage Columns Reduce Rows | Sort Transform
Quere: [1] < f = Table.TransformColumnTypes(#*Promoted Headers”,{{"A Byte of Accounting, Incs ype any}, v
[ General Journal 71~ 455 AByte of Accounting, Inc. ~ | 455 column2 ~] 455 column3 ~] AB- Columna AP columns
1 General Journal null null
2 nuif nAull
3 Transaction Date Account Name
4 null L
5 1 01-Jun-18 1110 Cash Investment from
6 1 01-Jun-18 3100 Capital Stock Investment from E
7 nAull
8 nuil
g9 nult nuil nuil
10 2 01-Jun-18 1211 Office Equip. Hudson equipme
11 2 01-Jun-18 2101 Accounts Payable Hudson equipme|
12 nuil
13 nuil
14 nult nuil nuil
15 B 01-Jun-18 1311 Computer Equip. Hailey Computer
16 3 01-Jun-18 1110 Cash Hailey Computer
17 nuil
18 nuil
19 nult nuil nuil
20 4 02-Jun-18 5040 Repairs & Maint. Expense Avery Repairs, In
21 4 02-Jun-18 2101 Accounts Payable Avery Repairs, In
22 nuil
23 nuil -
2T ‘ -
22 COLUMNS, 206 ROWS  Celumn profiling based on top 1000 rows
The program added the steps 4 APPLIED STEPS
that it performed as Power BI
. . Source
inputted the data. Note that it G
. . MNavigation
did not correctly find the row
. « " Promoted Headers
that contains the “Headers”.
> Changed T
Therefore, some steps must be Sl
deleted.
APPLIED STEPS
113 ”
Select the step, “Changed Type”. Source
Navigation

Right click and select “Delete”.

—

PREVIEW DOWNLOADED AT 11:29 PM

Promoted Headers

> Changed Type

— X

Edit Settings
=]l Rename
Delete

Delete Until End
Insert Step After

Move Up

Move Down
Extract Previous

v Native Query

[ Properties..
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Delete the step “Promoted 4 APPLIED STEPS
Headers”, leaving us with
two steps.

Source

> MNavigation
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Operation 2: Fix the Headers — The field headers are in the fourth row of the source
document. Remove the top three rows to move the headers to the first row and then
promote them to the Query Editors’ headers.

. j‘;g Column1 :' fgg Column2 ' igg Column3 - fgg Column4 ' ;‘55 Column5 > f
1 | AByte of Accounting, Inc. null null null nulA
2 | General Journal nufl null null nul
3 null null null nui
4 | Transaction Date Account Name Description
5 null null null
Select “Remove Rows”.
| s 2] 1 Data
Sl o T S,
[l
Keep |Remove Split Group 1
Rows = | Rows = Column~ By 3 F
Select “Remove Top Rows”. > redud B Remove Top Rows | rar
E.EE‘ Remove Bottom Rows
eet" 1D ..
0. Remove Alternate Rows
B E+E Remove Duplicates
I T .
'-_|?< Remove Blank Rows
|%: Remave Errars
ol
LAET N
Enter a “3” to remove top three rows.
.c
Remove Top Rows
Specify how marmy rows 1o remave from the top
Musmber of rows
i
Then click “OK”. > II]
Canced
E. ;_B-Lg Column1 ': ﬂg Column2 -] ?gg Column3 -] fgg Column4 -] f?_g Column5 =
1 | Transaction Date Account MName Description

2

null nuif

null
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To promote the first row in the current data to Query Editors’ headers, select “Use First
Row as Headers”. ===

Home Transform Add Column View Help
=X D D D D D DI:I Properties I:l LI o 2l ﬂ Data Type: Any ~
L) O 57 L1 Advanced Editor x BEH BEE El l— —l ||D Use First Row as Headel;‘ '||

Close & New Recent  Enter Data source Manage Refresh Choose  Remove Keep Remove Split  Group T
Apply~ | Source - Sources ~ Data settings Parameters ~ | Preview - [1] Manage » Columns ~ Columns ~ | Rows~ Rows ™ Column~ By 3 Replace Values
Close Mew Query Data Sources ' Parameters Query Manage Columns Reduce Rows Sort Transform
22z 123 Transaction x| F3 pate ~ | 13 Account ~ | AB- Name ~ | AB- Description [+] 13
1 nulf null null null
~
2 1 6/1/2018 1110 cCash Investment from Mark Friedman
3 i &6/1/2018 3100 Capital Stock Investment from Mark Friedman

Note: After you perform a transformation, the changes | oo steps
are recoded in the “Applied Steps” section. If you

. . . 5
incorrectly did a step you can easily delete the step e
. . Mavigation
and do it again.
) Removed Top Rows

Promoted Headers
| #. Changed Type
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Operation 3: Filter Rows — Exclude rows that do not contain Account Number

You can observe that there are several rows that do not contain an account number.
We can add a filter step which will remove such rows. Note that we are not deleting
anything from the source data file. This will just filter such data out and exclude these
records from the final table.

Click on the “drop-down” next to Account, Uncheck “null” and Click “OK”

B~ 123 Transaction - E| Date - 123 Account ABC Mam

1 2] Sort Ascending

2 2| Sort Descending Cash

3 Capital 5

4

5

£ Remove Empty

) Mumber Filter v | Office Ec

& Account:

- | /

10 iSe‘t Al

11 O (null)

12 ¥ 1110 Compute

13 ¥ 1211 Cazh

14 ¥ 1311

15 ¥ 2101

16 ¥ 3100

17 - 4100 Repairs
i

18 2030 Account:

- « 5040

20 OK Cancel

21 S - —

Notice that “Filtered Rows” step is automatically
added on the right side in the “Applied Steps”
section.

4 APPLIED STEPS

Source
Navigation
Removed Top Rows
Promoted Headers
Changed Type

< Filtered Rows

10
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Operation 4: Remove Columns — Remove unnecessary columns from the table

Click on the “Transaction” column header to select the column.

[ [123 Transaction ~ ||| Date - 1123 Account +T| AB- Name ~ | AB Description -]1&
1 1 01-lun-18 1110 Cash Investment from Mark Friedman
2 1 01-lun-18 3100 Capital Stock Investment from Mark Friedman
3 2 01-fun-18 1211 | Office Equip. Hudsen equipment Invoice BC3B87
4 2 01-fun-18 2101 Accounts Payable Hudsen eguipment Invoice BC3887
5 3 01-fun-18 1311 Computer Equip. Hailey Computers 87245, ck6001
6 3 01-fun-18 1110 Cash Hailey Computers 87245, cke001
7 4 02-fun-18 5040 Repairs & Maint. Expense Avery Repairs, Invoice 25478
g 4 02-fun-18 2101 Accounts Payable Avery Repairs, Invoice 25478
] 5 04-fun-18 1211 Office Equip. Scanner, Jake Supplies, 54-541 ck&002
10 5 04-fun-18 1110 Cash Scanner, Jake Supplies, 54-541 ck&002
11 & 08-fun-18 5030 Advertising Expense Zac Advertising, 23547
12 & 08-lun-18 2101 | Accounts Payable Zac Advertising, 23547
13 7 08-Jun-18 2101 | Accounts Payable Pd A/p ckE003
14 7 08-fun-18 1110 Cash Pd A/p ck6003
15 g 14-lun-18 1110 Cash Services performed by Lucus Pictures
16 8 14-fun-18 4100 Computer & Consulting Revenue Services performed by Lucus Pictures

Then scroll to the right and select Shift + Click on the “Total Balance” column header,
the last column that contains data. Note that this selects (highlights) all the columns with

data.
E-r ABC Description - 123 Debit - 123 Credit - |123 Total Balance ~ 1123 columna -4
1 Investment from Mark Friedman 28000 null 28000 ]
2 Investrment from Mark Friedman null 28000 -28000 o
3 Hudson equipment Invoice BC3B87 4000 null 4000 a
4 Hudson equipment Invoice BC3B87 nul 4000 -4000 a
5 Hailey Computers 87245, ck6001 7000 null 7000 o
6 Hailey Computers 87245, cke001 nuil 7000 -7000 o
7 Avery Repairs, Invoice 25478 725 null 725 0
] Avery Repairs, Invoice 25478 null 725 -725 0
9 Scanner, Jake Supplies, 54-541 ck6002 125 nuill 125 0
10 Scanner, Jake Supplies, 54-541 ck6002 null 125 -125 0
11 Zac Advertising, 23547 3380 null 33380 o
12 Zac Advertising, 23547 null 3380 -3380 o
13 Pd A/p ck6003 &40 null &40 0
14 Pd A/p ck6003 nul &40 -540 0
15 Services performed by Lucus Pictures 11000 nuill 11000 o
16 Services performed by Lucus Pictures null 11000 -11000 o

11
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Click on “Remove Columns Drop-Down”.

Y

Select “Remove Other Columns”. HH HH
Choose Keep Remove

Columns = |[Columns |  Rows~ Rows~

lanage '};J Remaove Columns F‘i

Remove Other Columns

Only the columns with data will be retained.

12
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Operation 5: Sort Columns. Sort “Account” and “Transaction” Columns in

ascending order

Select drop-down next to “Account”.
Select “Sort Ascending”.

E3. 123 Transaction ~| EE] pa ~ 1?3 Account |~ | A% Name
1 2] Sort Ascending Cash
2 2] Sort Descending Capital Stock
3 Office Equip.
4 Accounts Payable
5 Computer Equip.
6 Remove Empty Cash
7 Mumber Filters Repairs & Maint. Expen
8 Accounts Payable
9 Office Equip.
10 ¥ (Select All Cazh
11 ¥ 1110 Advertising Expense
12 ¥ 1711 Accounts Payable

Select drop-down next to “Transaction”.
Select “Sort Ascending”

[F] General Journal

¥’ 123 Transaction - Date

- 123 Account

2| Sort Ascending

4] Sort Descending

Remaove Empty

Number Filters

(Select All)

IR R
b T, T S T N R )

This will sort the table based on these two columns.

13

08-jun-18
04-Jun-18
01-jun-18
14-jun-18
01-jun-18
01-jun-18
04-Jun-18
01-Jun-18
08-jun-18
08-jun-18
01-jun-18
02-Jun-18
01-Jun-18
14-jun-18
08-jun-18
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Operation 6: Indexing. Adding Index column

While we are in the Power Query Editor, the sort which we just performed prevails here.
For it to reflect and be retained throughout Power BI, we’ll add an Index Column.

Select “Add Column”.

- Home Transfarm Add Column View

S. - I £z Conditional Column
| &

l L= | T Index CulumnF]

m Custom Invoke Custom

Select "Index Column”.

Select "From 1".

Examples = Function From 0
From 1 |
= = |
This will add a new column named “Index”.

B ~ | B- Description ~| 123 Debit ~ 1123 Credit ~ /123 Total Balance = |1.2 Index h
1 Investment from Mark Friedman 28000 null 28000, 1
2 Hailey Computers 87245, ck6001 null 7000 -7000) 2
3 Scanner, Jake Supplies, 54-541 ck6002 null 125 -125] 3
4 Pd Afp ck6003 null &40 -640 4
5 Services performed by Lucus Pictures 11000 null 11000, 5
6 Hudson equipment Invoice BC3887 4000 null 4000 &
7 Scanner, Jake Supplies, 54-541 ck6002 125 null 125 7
g Hailey Computers 87245, ck6001 7000 nul 7000 8
] Hudson equipment Invoice BC3887 null 4000 -4000) 9
10 Avery Repairs, Invoice 25478 null 725 -725 10
11 Zac Advertising,23547 null 3380 -3350 i1
12 Pd Afp ck6003 640 null 640 1z
13 Investment from Mark Friedman null 28000 -28000 13
14 wvenue Services performed by Lucus Pictures null 11000 -11000 14
15 Zac Advertising, 23547 3380 null 3380 15
16 Avery Repairs, Invoice 25478 725 null 725 16

14
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Select Columns “Debit” and “Credit”. Use Ctrl + Click to perform a multi column select.

Select “Replace Values”.

Transform

Add Column View

Help

=X D D D I:M D EEPrUperties L % Data Type: Whole Number ~
ut i-L; : 9 QAdvan(ed Editor x D Use First Row as Headers =
Close & Mew Recent  Enter Data source Manage Refresh Choose  Remove Keep Remove g
Apply~ | Source ~ Sources - Data settings Parameters~ | Preview ~ [ Manage ~ Columns =~ Columns ~ Rows ~ Column
Close MNew Query Data Sources | Parameters Query Manage Columns Reduce Rows Sort Transform
Queriec [1] < fe = Table.AddIndexColumn({#"Sorted Rows”, "Index”, 1, 1)
[ General Journal . |- ABC Mame - ABC Description - 125 Debit - 175 Credit - 123 Total Balance
1 1110 Cash Investment from Mark Friedman 23000 nuil 2
2 1110 Cash Hailey Computers 87245, ck6001 null 7000
3 1110 Cash Scanner, Jake Supplies, 54-541 ck6002 null 125
4 1110 Cash Pd Afp ck6003 null &40
5 1110 Cash Services performed by Lucus Pictures 11000 null 1
6 1211 0ffice Equip. Hudson equipment Invoice BC3887 4000 null
7 1211 Office Equip. Scanner, Jake Supplies, 54-541 ck6002 125 null
8 1311 Computer Equip. Hailey Computers 87245, ck&001 7000 null
9 2101 Accounts Payable Hudson equipment Invoice BC3BB7 null 4000
10 2101 | Accounts Payable Avery Repairs, Invoice 25478 null 725
11 2101 Accounts Payable Zac Advertising, 23547 null 3380
12 2101 Accounts Payable Pd A/p ck6003 640 nuil
13 3100 Capital Stock Investment from Mark Friedman null 28000 -2
14 1100 Computer & Consulting Revenue Services performed by Lucus Pictures null 11000 -1
15 5030 Advertising Expense Zac Advertising, 23547 3380 null
16 53040 Repairs & Maint. Expense Avery Repairs, Invoice 25478 725 null
In the Pop-up, type X

“null” in “Value to
Find” and “0” in
“Replace With”.

Click OK.

Replace Values

Replace one value with another in the selected columns.

Value To Find

| null

Replace With

d

This replaces all null values with “0”.

15
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Operation 8: Load data. Click on “Close and Apply”

This loads the data onto Power Bl from Power Query
Editor.

Home Transform /

=

Recent Enter
Source = Sources = Data

. . Close Mew Query
Now you’ll be back to the main window of Power BI.

| 5 = | Part1 - Power Bl Desktop o (5
@

Home View Modeling Help
cut D D D [-/j [i /‘w] Il ] = [E] Text box i D | New Measure [@I
- ' L L “ [Qimage h vt |5 New Column
New

Copy

Paste _ Get  Recent Enter Edit | Refresh New AskA Buttons From  From | Switch Manage _ Publish
Format Painter | pata~ Sources~ Data | Queries~ Page- Visual Question ~ I8 ShaPes™ | warketplace File | Theme~ | Relationships | L | New Quick Measure
Clipboard External data Insert Custom visuals Themes | Relationships Calculations Share
it < Visualizations > Fields >
m CEREBEN [0 samn
\
o b ke i
58 F ol kD G F @ A Genealloumal
2
I -
= A IF] % Account
3 Credit
v Date
? X Debit
Description
Values
2 Index
Add data fields here
Name
Drillthrough X Total Balance
X Transaction
Cross-report
off O—
Keep all filters
Oon —@
Add drillthrough fields here
Page 1 +
PAGE10F 1

16
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Operation 9: Create a “Table”.
Click on the Table icon under the Visualization

. Visualizations > Fields b
section to add a table.

[l- O search

_\_
)

@ @

| =
The order that you select the fields is used to - Lol el Ul
determine the order in which the fields are ]
displayed in the table. Click on the box next to = o A N
each field in the order that you want the fields = [y oot
to be displayed. & - v
|ndeX Debit
Account Description
Name Values e
Transaction Add data fields here e
ngecrlptlon Drillthrough > Total Balance

E  Transaction

Debit Cross-report |
Credit
Total Balance

1~ BB General Joumal

Bl ™

Date

[

S

[

©CoNorwNE

Index Aecownt | Mame Transaction | Year Quarter  Bdanth | Doy | Description Dehit | Crede | Total Babnee
i _ 2 M8 Qe une 1 Hudson squipment Toy :-:-' BCIRAT [ 4000 4000
1000 4 I Q2 e 2" Avery Repairs, Invoice 25478 725 725
L300 T Mla Qw2 lune & PdASpckEi03 Gl G40
1100 G 18 Q2 hne Za ertiing 23547 17080 IR0
1500 G W18 Quz2 June 8 I ertiing 21547 3340 1380
1300 I 2018 Otr2 June 1 In nit Froem Bark Friedman 26000 2B000
2500 018 Qr 2 L Ha crnputers 87245, ckiE00] 000 T000
Ly 018 O 2 june 1 Irveestment froom Mark Friedman 20000 2000
l 1 £ 18 Q2 1 4 25 125 I

ALK ¥ 118 Qs 2 Ine B0 B4
S0 E M8 Qw2 June 14 Services 1K L1000
1400 4100 Computer & Consulting Revenue B. 2018 Qpr2 e 14 Se L1000 11000
B 1311 Computer Equip 1 MlE Q2 June Ky To00
(e 1211 Office Eguip 2 A Q2 lune ent Ireoice SO 3807 000 4000

7 1211 Office Eouip 5 1018 Otr2 e 4 5S¢ e Supplies, 54-581 kG003 125
1500 040 Rempairs & bsird. Experes 4 8 Qe 2 June 2 Aoery Repairs, Irvoice 25478 725 725

5
13600 34957 12 54870 54870 Li]

L = - |

17
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To change the format of the table, select the table and click on

the “Format” tool.

18

Mark Friedman

University of Miami

Visualizations >

Values
Index o
Account o
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T R
/O Search

Select “Total”. s General

v Style
v Grid

v Column headers

Select “Off".

v \Values

~ Total
Totals

OFff O ~~ Field formatting

~ Conditional formatting

Revert to default

T R

Se|eCt “Gl’id" /O Search

v General
v Style
~ Grid

£ search v Column headers
|

e

~ Values
Cutline color

Select “Text size” and change it to “12”. o - v Total

Quiline weight
1

v Field formatting

~
v

L — v Conditional formatting

~
12 pt o

Image height

Note that these formatting options only " -

impact/change the visual appearance in Power Bi and will not have any impact on the
data exported from Power BI.
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Now change the defaults of some fields in the table.

Visualizations > Fields >
Switch back to the “Fields” section. EMEBEM Osdacmn
b e b Ul M e

|¥
Bl e s Hl © ~ B General Journal
> =
Fields j &

~ % Account

® |

¥ X Credit
Vv - Date
_ ? @ ¥ % Debit
{| Fields i h e Description

¥ 3 Index

Click on dropdown next to “Index”.

Remaove field

Select Don’t Summarize Rename
Move 4
Conditional formatting k

+  Don't summarnze
Sum

Averaoe

20
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Click on dropdown next to “Date”.

Select “Date” instead of “Date Hierarchy”.

21

T

Values

Index
Account
MName
Transaction
Date
Description
Debit
Credit

Total Balance

Mark Friedman
University of Miami

@R

LSS S| LS| E <
XX x| x| X||X||%]x]x

Remaove field

Rename

Mave

Conditional formatting

B =y
i

Ccondrmonal Tormating

+  Don't summarize

Earliest

Latest

Count (Distinct)

Count

Mew guick measure

Show tems with no data

+  Date

Date Hierarchy

Mew group
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Operation 10: Changing the Date format.

Mark Friedman
University of Miami

Fields >

To change the format of the field “Date” select the field from the list.

/O Search

~ B General Journal

¥ % Account
~ X Credit
A Date
| %8 Date Hierarc...
¥ X Debit
o Description
Index
v MName
* Z Total Balance

~ ¥ Transaction

Click on the drop-down to the right of the default date format in “Modeling” \

View Modeling Help Format Data / Drill
_— Data type: Date -
I LE? I
Mew Mew Mew Sort by
Column Table Parameter = Column~ *
ilculations What If Sort

I Format: *Wednesday, March 14, 2001 [dddd, MMM dd, yyyy) =

Data type: Date ™

Select “Date Time”.

Format: Wednesday, March 14, 2001 (dddd, MMMM d, yyyy) ~

General
Currency »
Date Time ]

Decimal number

Whole number

Percentage

Scientific

Text

Binary

True/False
3 b; Lucus Pictures 1400 Computer & Consulting Revenue -11000
547 1100 Accounts Payable 3320
547 1500 Advertising Expense 3380

Select “dd--MMM-yy”.

Format and remove decimal places in Index.

22

Default Summarization: Don't summarize ™

-

Farmatting

Home Table: ..
'8
Data Category: Uncategorized ~ k

Manage View as
Roles  Roles

Properties Security
*3/14/2001 (M/d/yyyy)

Wednesday, March 14, 2001 (dddd, MMMM d, yyyy)
March 14, 2001 (MMMM d, yyyy)

Wednesday, 14 March, 2007 (dddd, d MMMM, yyyy)
14 March, 2001 (d MMMM, yyyy)

3/1472001 (M/d/yyyy)

3414/01 (M/d/yy)

03/14/01 (MM/dd/yy)

03/14/2001 (MM/dddyyyy)

01/03/14 (yy/MbA/dd)

2001-03-14 (yyyy-MM-dd)

14-Mar-01 (dd-MMM-yy)

March 2001 (MMMM yyyy)

March 14 (MMMM d)
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The Updated table

flIndex Account Name Transaction Date Description Debit | Credit Total Balance
1 1110 Cash 1 01-Jun-18 Investment from Mark Friedman 28000 28000
2 1110 Cash 3 01-Jun-18 Hailey Computers 87245, ck6001 7000 -7000
3 1110 Cash 5 04-Jun-18 Scanner, Jake Supplies, 54-541 ck&002 125 -125
E 1110 Cash 7 08-Jun-18 Pd A/p ckG003 640 -640
5 1110 Cash 8 14-Jun-18 Services performed by Lucus Pictures 11000 11000
6 1211 Office Equip. 2 01-Jun-18 Hudson equipment Invoice BC3887 4000 4000
7 1211 Office Equip. 5 (4-Jun-18 Scanner, Jake Supplies, 54-341 ckB002 125 125
8 1311 Computer Equip. 3 01-Jun-18 Hailey Computers 87245, ck6001 7000 7000
a 2101 Accounts Payable 2 01-Jun-18 Hudson equipment Invoice BC3887 4000 -4000
10 2101 Accounts Payable 4 02-Jun-18 Avery Repairs, Invoice 25478 725 -725
11 2101 Accounts Payable 6 08-Jun-18 Fac Advertising, 23347 3380 -3380
12 2101 Accounts Payable 7 08-Jun-18 Pd A/p ckB003 640 640
13 3100 Capital Stock 1 01-Jun-18 Inwvestrnent from Mark Friedman 28000 - 28000
14 4100 Computer & Consulting Revenue 8 14-Jun-18 Services performed by Lucus Pictures 11000 -11000
15 5030 Advertising Expense 6 08-Jun-18 Zac Advertising, 23347 3380 3380
16 5040 Repairs & Maint. Expense 4 02-Jun-18 Avery Repairs, Invoice 25478 725 725
|
Index Acc

If it is not sorted by “Index”, select “Index” in the header. — —

The table will be sorted by “Index”. 13
6

oI 9
Index A >
— 8
10

16

3

7

11

15

| 4

12

5

14

W oo -~ & o s =
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Operation 11: Calculating “Running Total”

Mark Friedman
University of Miami

The “Running Balance” can be calculated in Excel using an If statement; =If(Account
Number=Previous Account Number, Previous Balance+Debit-Credit,Debit-Credit).

Alternatively, Right click on the table name, “General Journal”, and select “New

Measure”.
¥ cu — p— 1 TS "] Taxt o —
Fd =~ === 1 =2 i I ER
. Get  Recent Enter Edit  Refresh  New hew AskA  Ruttons Fr From Switch
"  Datav Sources™ Data  Queries* Page Visual Question File  Theme =

External data Insert Custom visuals Themes

1 Measure = |

Dt Values

R

Replace “Measure =" with the following formula in the formula bar and click enter.

Running total =

CALCULATEC
SUM(General Journal'[Total Balancel),
FILTERC

ALLCGeneral Journal),AND(General Journal'[Index]<=MAX('General Journal'[Index]),

'General Journal' [TAccount]l=MAX(General Journal'[Account]))

)
)
Add a check to the “Running Total” and it will ¥ Name
be visible in the table. SR B Running Total

~ 2 Total Balance

Running Total =
CALCULATE(
SUM( 'General Journal'[Total Balancel]),
FILTER(
ALL({'General Journal'),AND( 'General Journal®[Index]<=MAaX('General Journal'[Index]),

‘General Journal'[Account]=MAX( General Journal’[Account]))

Calculate is a function in Power Bl. It takes two parameters: First is
the expression that is to be computed. Second is the set of filters that
is applied while doing the calculation. For calculating the Running
Balance, the expression to be calcualed is the sum of the items in the

o

"

General Journal

M B M M

B4

|
=
B

Account
Credit

Date

Debit
Description
Index

Name
Running total
Total Balance

Transaction

“Total Balance” field. For each row in table the filter includes a row if the value in
“Index” is less than the the largest value in “Index” for that particular “Account”. The

second line repeats the calculation for the remaining “Accounts”.
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Operation 12: Exporting data to Excel
Select the table and notice that you get More Options indicated by 3 dots (...) on the top

or bottom right of the table.

v
rlndex Account Mame Transaction Date Description Debit | Credit Total Balance  Running total
1 1110 Cash 1 01-Jun-18 Tnwestrent from Mark Friedman 28000 28000 2800 More options
2 1110 Cash 3 01-Jun-18 Hailey Computers 87245, ck6001 7000 -7000 21000 |
3 1110 Cash 5 04-Jun-18 Scanner, Jake Supplies, 54-5341 ck6002 123 -125 20875
4 1110 Cash 7 08-Jun-18 Pd A/p ck6003 640 -540 20235
5 1110 Cash 8 14-Jun-18 Services performed by Lucus Pictures 11000 11000 31235
6 1211 Office Equip. 2 01-Jun-18 Hudson equipment Invoice BC3887 4000 4000 4000
7 1211 Office Equip. 5 04-Jun-18 Scanner, Jake Supplies, 54-5341 ckG002 125 125 4125
| 8 1311 Computer Equip. 3 01-Jun-18 Hailey Computers 87245, ck6001 7000 7000 7000 1
9 2101 Accounts Payable 2 01-Jun-18 Hudson equipment Invoice BC3887 4000 -4000 -4000
10 2101 Accounts Payable 4 02-Jun-18 Avery Repairs, Invoice 25478 725 =725 -4725
11 2101 Accounts Payable 6 08-Jun-18 Zac Advertising,23547 3380 -3380 -8105
12 2101 Accounts Payable 7 08-Jun-18 Pd A/p ck6003 640 640 -7465
13 3100 Capital Stock 1 01-Jun-18 Investment from Mark Friedman 28000 -28000 -28000
14 4100 Computer & Consulting Revenue 8 14-Jun-18 Services performed by Lucus Pictures 11000 -11000 -11000
15 5030 Advertising Expense 6 08-Jun-18 Zac Advertising,23547 3380 3380 3380
16 5040 Repairs & Maint, Expense 4 02-Jun-18 Awery Repairs, Invoice 25478 725 725 725
L - |
H H 113 ”
Click on the More Options and select “Export Data”. [2 Export data
a Show data
X Remove
'D':g Automatically find clusters
=l Spotlight
z .
; | § Sart descendina
Add the name of the file
G Save As
T » This PC » Desktop > Sample v O Search Sample
Organize ~ New folder == -
& This PC Name Date modified Type Size
# 3D Objects Mo items match your search.
m Desktop

£ Documents
& Downloads
B Music
= Pictures
B Videos

£ Local Disk (C)

= Google Drive Fil
v

File name: | [EEIEEIRET o[fea

Save as type: |CSV File (*.csv)

Select Save A Hide Folders Lot
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Mark Friedman

University of Miami

Navigate to the location and double click on the file’s name to open the file in Excel.

You'll notice that the data from the Power Bl is now in Excel.

| A B C
1 |Index Account Name
2 1 1110 Cash
3 2 1110 Cash
4 3 1110 Cash
5 4 1110 Cash
& 3 1110 Cash
7 6 1211 Office EqL
8 7 1211 Office Equ
9 8 1311 Computer
10 9 2101 Accounts |
11 10 2101 Accounts |
12 11 2101 Accounts |
13 12 2101 Accounts |
14 13 3100 Capital St
15 14 4100 Computer
16 15 5030 Advertisir
17 16 5040 Repairs &

D E
Transactic Date
1 HHEHH

HHHHHHH
HHHHHHH

HHHHHHHH
HHHHRHH
HHHHRHHH

= k2 L2 LA R B0 ] LR oW

4| T

F G
Descriptic Debit
Investmet 28000
Hailey Computers 87
Scanner, Jake Suppli
Pd A/p ck6003
Services p 11000
Hudson et 4000
Scanner, J 125
Hailey Cor 7000

Hudson equipment |
Avery Repairs, Invoi
Zac Advertising,2354
Pd A/fp ckt 540
Investment from Ma
Services performed
Zac Adver 3380
Avery Reg 725

26

H

Credit

J000
125
640

4000
725
3380

28000
11000

I

28000
-7000
-125
-640
11000
4000
125
7000
-4000
-725
-3380
640
-28000
-11000
3380
125

] K

Total Bala Running total

28000
21000
20875
20235
31235
4000
4125
F000
-4000
-4725
-8105
-7465
-28000
-11000
3380
725
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Change the columns’ widths and formats.

Mark Friedman
University of Miami

A B C D E F G H I
1 |Index Account Name Transaction Date Description Debit Credit Total Balance Running total
2 1 1110 Cash 1 01-06-18 Investment from Mark Friedman 28000 28000 28000
3 2 1110 Cash 3 01-06-18 Hailey Computers 87245, ck6001 7000 -7000 21000
4 3 1110 Cash 5 04-06-18 Scanner, Jake Supplies, 54-541 ck6002 125 -125 20875
> 4 1110 Cash 7 08-06-18 Pd A/p ck6003 640 -640 20235
& 5 1110 Cash 8 14-06-18 Services performed by Lucus Pictures 11000 11000 31235
7 6 1211 Office Equip. 2 01-06-18 Hudson equipment Invoice BC3887 4000 4000 4000
8 7 1211 Office Equip. 5 04-06-18 Scanner, Jake Supplies, 54-541 ck6002 125 125 4125
g 8 1311 Computer Equip. 3 01-06-18 Hailey Computers 87245, ck6001 7000 7000 7000
10 9 2101 Accounts Payable 2 01-06-18 Hudson equipment Invoice BC3887 4000 -4000 -4000
11 10 2101 Accounts Payable 4 02-06-18 Avery Repairs, Invoice 25478 725 -725 -4725
12 11 2101 Accounts Payable 6 08-06-18 Zac Advertising, 23547 3380 -3380 -8105
13 12 2101 Accounts Payable 7 08-06-18 Pd A/p ck6003 640 640 -7465
14 13 3100 Capital Stock 1 01-06-18 Investment from Mark Friedman 28000 -28000 -28000
15 14 4100 Computer & Consulting Revenue 8 14-06-18 Services performed by Lucus Pictures 11000 -11000 -11000
16 15 5030 Advertising Expense 6 08-06-18 Zac Advertising, 23547 3380 3380 3380
17 16 5040 Repairs & Maint. Expense 4 02-06-18 Avery Repairs, Invoice 25478 725 725 725
Before you perform the next step, make 1l 7101l Accountd I
- - - - <1 L e
sure the original file MF8916.xIsx is Open. et
12 2101 Account: B D
Delete
13 3100 Capital 5
Rename
_ . _ 14 4100 Comput,
Copy this tab to the original Excel by right 15 Soomietvedh Move or Copy...
. . . «
I -
cI|ck|r:g on the tab and selecting “Move g T6 5040 Repairs § & View Code
Copy”.
I:' Protect Sheet...
Tab Color r
Hide

Select the name of the original file.

Scroll till the end and click on “(move to end)”.

Then click “OK”.

Rename the tab as “General Ledger”.

The General Ledger has been created successfully.

Running Total |

Select All Sheets

R
|\-!-.‘_|

-

Move or Copy

A=)

To book:

MFB216.xls5x

Eefore sheet:

Move selected sheets

[] Create a copy

General Journal Part 2
Worksheet
Income Statement
Changes in Retained Earnings
Balance Sheet
General Ledger

Unadjusted Trial Ealance —
ke

| ok

m

—

[

Cancel ]
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“Save” and “Close” the Excel file.
Operation 11: Calculating “Unadjusted Trial Balance”

To calculate the Total Balance for each account, first create a new column which is a
combination of Account and Name.

-~ BB General Joumal
Right click on the table name, “General Journal”. —

Mew measure

Select “New Column”. — New calumn

Mew quick measure

Refresh data
Edit query

Manage aggregations

You'll notice that a new measure is added and the formula bar (on the top) shows the
formula as Column =

« | H = | Part1 - Power BI Desktop /

Home View Modeling
ey ¥ Cut D D D Sl I (] = 5] Text box r‘ L
C) s ] . — =
D Eizy Copy ’ | A F [dmage I I oy U
Paste . Get  Recent Edit Refresh Mew Mew  AskA Buttons From From Switch Manage
Format Painter | pata~ Sour Data Queries ~ Page = Visual Question - CES"TEDES' Marketplace  File Theme = | Relationships | L

Clipboard External data Insert Custom visuals Themes ' Relationships

1 Column =

Enter the following formula in the formula bar and press Enter to add the new column

Account and Name = 'General Journal'[Account]&" "&'General Journal'[Name]

']
Home View Modeling Help
fiie DDEE|HEBR O =5 1
D O] '/J & A i L_||;|Image 1 v JN&WC

B2 Copy
Paste . Get Recent  Enter Edit Refre Mew  MNew Ask A Buttons From From Switch Manage
Format Painter | pata~ Sources~ Data ' Queries~ Page = Visual Question - CH Shapes ~ Marketplace  File Theme ~ | Relationships | | 2 New G
Clipboard External data Insert Custom visuals Themes ' Relationships Calc

1 Account and Name = "General Journal'[Account]&" "&'General Journal'|[Mame]

Add a new Page by clicking on the + icon seen
—-
next to Page 1 at the bottom Page 1 +

PAGEL1OF 1

28



Power Bl Part 1 Mark Friedman
University of Miami

Insert a “Table”.

Visualizations »  Fields p

E b E ih E L L search
=T
[

foa-Y
=

I~ B General Journal

£ ¥ D ® Account

w Account and Mame

L
L1
!
)
A

¥ Credit
flefetotetete A DatE
Add “Account and Name” ? @ = o
field and “Total Balance” field  yajyes ERAE
to the table. Description
Account and Name AV 4
2 Index
s Mame

B Running total

D""thrﬂugh = X Total Balance
Cross-report % Transaction
Add basic formatting changes.
NP A sss
-
rﬁu:u:c.,nt and Name Total Balance 1
1110 Cash 31235
1211 Office Equip. 4125
1311 Computer Equip. 7000
2101 Accounts Payable -T485
§ 3100 Capital Stack _28000 |
4100 Cormputer & Consulting Revenue -11000
5030 Advertising Expense 3380
5040 Repairs & Maint. Expense 725
L — - |

Export this table as “Unadjusted Trial Balance” and move it to your original file.
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Mark Friedman
University of Miami

Operation 11: Send the “Flow and Data” to your Instructor.

Select “File”.

W |

Paste

Clipboard

= | ver 1 - Power Bl Desktop

Home View Maodeling Help
K £ W
D) ] i
Copy M .A L=
. Get Recent  Enter Edit Refresh
IR L] T Data > Sources™ Data Queries =

External data

Save and close Excel and Power Bl Desktop.
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allal II D [E\-] [2=] Text box

A0 = |_—'|;|Image I

New MNew Ask A Buttons 'CE h . From

Page * Visual Question ~ shapes Marketpl:
Insert Custor



