Using Power Bl Part 2 Mark Friedman
University of Miami

Using Power BI

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 BI.

The first eight journal entries for A Byte of Accounting are stored on an Excel sheet
named General Journal and were extracted, transformed and loaded in Part 1

A B = D E F G H
1 A Byte of Accounting, Inc.
2 General Journal
3 Note: You can only enter data into the yellow filled cells.

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
17

The next eleven journal entries for A Byte of Accounting were created by another
employee and are stored on an Excel sheet named General Journal Part 2.
As you review the new file note the differences:

The column headings are in row 6

The column headings are different

The columns are in a different order

Column B contains both the transaction number and the account number

The account number layout is different

The account name sometimes contains leading spaces
A B (o] D E F (

A Byte of Accounting, Inc.
General Journal
Detail

Account Name Debit  Right Side I
ashington Invoice ccounts Keceivable 633.

G. Washington Invoice 1492 Repair Service 348.00

ok wNE

M/DD Trans Account

8 6/16 09 4130000.0000

9 6/16 09 4110000.0000 § G. Washington Inveice 1492 Equipment Sales 285.00
10

11 6/16 10 5090000.0000 Invoice 1732 Cost of Goods Sold 161.03

40 £idrc an 141 2NNNN AN Taweonina 17722 Temornmndmame £1 HY
38

39 6/26 19  5080000.0000 Supplies Chk 5056 Supplies 124.00

40 6/26 19 _llddibiiniiiig plies Chk 5056 Cash 124.00

b General }

yriial | General Journal Part 2 | Wolsheat Income Statement Changes in Retained Earnings Balance £ ... (¥
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A | B & D E F G H | |
1 |Account lName Transactic Date Descriptio Debit Credit  Running Balance
Z 1110 Cash 1 2018-06-0 Investmer 28000 0 28000
3 1110 Cash 3 2018-06-0 Hailey Cor 1] 7000 21000
4 1110 Cash 5 2018-06-0 Scanner, | [t] 125 20875
3 | 1110 Cash 7 2018-06-0 Pd A/p ckE 1] 640 20235
B 1110 Cash 8 2018-06-1 Services g 11000 0 31235
i 1110 Cash 12 2018-06-1 To Payroll 0 1430.01 29805
8 1110 Cash 13 2018-06-2 Receipt C: 633 0 30438
o 1110 Cash 14 2013-06-2 Monthly It 0 320 30112
10 1110 Cash 15 2018-06-2 Maint Chk o 130 29922
11 1110 Cash 19 2018-06-2 Supplies Cl 1] 124 29798
12__ 1120 Accounts | 09 2018-06-1 G. Washin 633 (1] 633
13 | 1120 Accounts 13 2018-06-2 Receipt Ct 0 633 0
14 | 1120 Accountsi 16 2018-06-2 J. Adans Ir 350 0 350
1= 1130 Inventory 10 2018-06-1 Invoice 17 0 161.025 -161.02
16 1130 Inventory 17 2018-06-1 Invoice 17 0 147.84 -308.86
17 1130 Inventory 13 2018-06-2 Purchased 3350 0 3041.14
18 | 1211 Office Equ 2 2018-06-0 Hudson ec 4000 1] 4000
19 1211 Office Equ 5 2018-06-0 Scanner, | 125 0 4125
20 1311 Computer 3 2018-06-0 Hailey Cor 7000 0 7000
21 2101 Accounts|2 2018-06-0 Hudson ec ] 4000 -4000
22 | 2101 Accountsi4 2018-06-0 Avery Rep 1] 725 4725
23 2101 Accountsi6 2018-06-0 Zac Adver 1] 3380 -8105
24 2101 Accountsi? 2018-06-0 Pd A/p cke 640 0 -7465
25 | 2101 Accounts |18 2018-06-2 Purchased 0 3350, -10815
26_ 2120 Payroll Lia 11 2018-06-1 Salary Exp 0 1430.01 -1430.01
27 2120 Payroll Lia 12 2018-06-1 To Payroll  1430.01 0 1]
28 3100 Capital Stc 1 2018-06-0 Investmer 0 28000  -28000
29_ 4100 Computer 8 2018-06-1 Services pi o 11000 -11000
30 4110 Equipmen 09 2018-06-1 G. Washin 1] 285 -285
31 4110 Equipmen 16 2013-06-2 . Adans Ir 1] 264 -549
32__ 4130 Repair 5er 09 2018-06-1 G. Washin o 348 -348
33 | 4130 Repair Ser 16 2013-06-2 J. Adans Ir 0 26 -434
34 | 5030 Advertisin, & 2018-06-0 Zac Adver 3380 0 3380
35 5030 Insurance 14 2018-06-2 Monthly It 326 0 3706
36 5040 Repairs & 4 2018-06-0 Avery Rep 725 0 725
37| 5080 Supplies 19 2013-06-2 Supplies Cl 124 0 124
38 | 5090 Cost of Go 10 2018-06-1 Invoice 17 161.025 0 161.02
39 ' 5090 Cost of Go 17 2018-06-1 Invoice 17 147.84 0 308.86
40 ' 5220 Maintenal 15 2018-06-2 Maint Chk 130 0 130
41 | 5380 Salary 11 2018-06-1 Salary Exp  1430.01 0 1430.01
A B

1 |Account And Name |Ba|ance

2 1110 Cash 29797.99

3 5112[] Accounts Receivable 350

4 1130 Inventory 3041.14

5 |1211 Office Equip. 4125

6 |1311 Computer Equip. 7000

7 12101 Accounts Payable -10815

8 |2120 Payroll Liabilities 0

9 13100 Capital Stock -28000

10 54100 Computer & Consulting!  -11000

11 5411[] Equipment Sales -549

12 |4130 Repair Service -434

13 |5030 Advertising Expense 3380

14 |5030 Insurance Expense 326

15 | 5040 Repairs & Maint. Expens 725

16 |5080 Supplies 124

17 |5090 Cost of Goods Sold 308.86

18 5522[] Maintenance/Janitorial 190

19 |5380 Salary 1430.01
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Open the Power Bl file file used in Part 1 and rename the Power Bl file as Part 2.

@ | = |ver1-Pow

—p
0

Qpen

“File”.

“Save aS". — E Save

’ FI‘ Save As
3

N,

Get Data 4

3

r Import »
’_‘ Export 4
e 3

.'i& Publish »

PAf| Export to PDF

A new pop-up screen appears, select the location you want to save the file.

Gl Save As X
T » ThisPC » Desktop » Sample v D Search Sample »r
Organize v New folder == v 0
= This PC ~ MName h Date modified Type Size
3 3D Objects @, Part 1.pbix 8/20/2019 1:27 PM Microsoft Power Bl... 53 KB
m Desktop

2| Documents
% Downloads
b Music
= Pictures
B Videos

i . Local Disk (C)

= Google Drive Fili
v

>
“File name”. a File name: v
Save as type: Power Bl file (*.pbix) 2

Click Save ~ Hide Folders > Cancel
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Operation 1: New Source- Input second Excel data set

Select “New Source”.

Add Column Vie

w3 E B8 E

Close & Mew Recent  Enter Data source Man
Apply ™ Source ™ Sources ™ Data settings Pararm
Close Mew Query Data Sourc..  Param

Queries [1] e

1 General Journal

Select “Excel” from the Drop-down.

Bl | e e e
) =

Get  Recent Emer  EdM  Refresh  New  New
armat

ST Data+ Souces* Data  Queries Page~ Visual
Chipboard External data
] Al
= o O el 9
” IN TondiCSiL
l?‘_"é File Import data from a Microsoft Excel workbook. |
N XML
Database B
Power BI B
. Folder
. , & pOF
Online Services = o
Other B SharePoint folder

SQL Server database

[ Access database
SQL Server Analysis Services database
Oracle database

1BM Db2 database

ix database (Beta)

MySQL database

PosigreSQL database

Certified Connectors 4> Conngct Cancel

Select “Connect”. =
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Select the file. %
» ThisPC » Desktop » Sample v ) Search Sample Pl
New folder =- m @

15 0 MFE916.xdsx

Select “Open”.

>
uthors:  Mark

ed:  7/26/2019 1007 AM
e application/vnd. openxmiformats-officedoco..

File name: | MFBO16.xlsx wcel Files [*xl:* xdsg xlsmtxdst

Highlighting the desired sheet does not activate the “OK” button.

Navigator
However, the data — =
preview is displayed.

Double click on “General Journal Part 2”
or select the check box to the left of the
sheet’s name.

Navigator

P General Journal Part 2

A Byte of Accounting, Inc. Columaz Codumnd

Select “OK” and the “Power
Query Editor” opens.
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Now there are two queries. After you perform a transformation, the changes are
recoded in the “Applied Steps” section.

< L e g e -l column - | AR Caumnd ~ |k columat
2 Generad journal 1 General jowmal Al _— 4 PROPERTIES
~
] Genersl lournal Part 2 mull ull o Namn
Moo

6018 000 1483 - te 833 ol 4 AFPLIED STEFS
148 Soun

Promated Headers
* Changed Type

The program automatically added 4 APPLIED STEPS
steps. Note that it did not correctly Source

find the row that contains the Navigation
“Headers”_ Promoted Headers

X Changed Type

Select “Changed Type”. / APPLIED STEPS

Source
Navigation
Promoted Headers

Right click and select “Delete”. Fm s

Edit Settings
=] Rename
* Delete
Delete Until End
Insert Step After
~  Move Up
Move Down
Extract Previous
View Native Query

[ Properties..

Delete the step “Promoted 4 APPLIED STEPS
Headers”, leaving us with Source

two steps. . Navigation
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Operation 2: Fix the Headers — The field headers are in the sixth row of the source
document. Remove the top five rows to move the headers to the first row and then
promote them to the Query Editors’ headers.

ez ;ﬁ Columnl - 23; Column2 - 23; Column3 - 23; Columné4 - 2;3 Column5 - 23; Colung
1 A Byte of Accounting, Inc. null null null null
2 General Journal null null null nulf B
3 null null null null null
4 nufl null null null null
5 null null null null null
& M/DD Trans Account Detail Account Name Debit Right &
T 16-01-2018 0% 1120000.0000 G. Washington Invoice 1492 Accounts Receivable 633
& 16-01-2018 09 41300000000 G. Washington Invoice 1492 Repair Service null

Select “Remove Rows”.

Home Transform Add Column View Help

|ix‘ D D D D D [ Properties I:I LI v EX A ] % Data Type: Any ™ @ Merge Queries ~
O] ~ . X

LL\ W) Lo &~ [ Advanced Editor x BEE BEH il i [T Use First Row as Headers = % Append Queries ~

Close & New Recent  Enter Data source Manage Refresh Mwm . Choose  Remove Keep Remove Split  Group Replace val Combine Fi

Apply™  Source ™ Sources™ Data settings Parameters ™  Preview ™ anage Columns ™ Columns ¥ Rows™ Rows ™ Column~ By 92 eplace values ombine Files

Close New Query Data Sources  Parameters Query Manage Columns Reduce Rows Sort Transform Combine

| s | 2] Il % Data
Select “Remove Top Rows” HH gz | (1] L

Keep |[Remove ' Split  Group
Rows ~ | Rows = Column~ By =2F
R uc|% Remove Top Rows | Trat

E.EE‘ Remove Bottom Rows

eet" 1D .
0. Remove Alternate Rows
B E+E Remove Duplicates
I T .
'-_|?< Remove Blank Rows
. o
Enter a “5” to remove top five rows. % Remove Errors
ol
LAET N
x
Remove Top Rows
Specify how many rows to remove from the top.
Number of rows
[s
Then click OK
0K Cancel
- {% Columnl - 235 Column2 - 23% Column3 - ﬁg Column4 - 235 Column3 - 23% Colunr
1 M/DD Trans Account Detail Account Name Debit Right £
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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 EBI:I Properties I:I L | o/ &l ﬂ Data Type: Any =
iy @ 13 5 D Advanced Editor x BEH BEE El i ||m Use First Row as Heanel;‘ '||
Close & Mew Recent  Enter Data source Manage Refresh Choose  Remove Keep Remove Split Group T
Apply~ | Source ~ Sources = Data settings Parameters > | Preview= ] Manage ~ Columns = Columns~ | Rows=~ Rows~ Column~ By =z ReplaceValues
Close Mew Query Data Sources | Parameters Query Manage Columns Reduce Rows Sort Transform
. =] m/pD - | aB. Trans Account - | 4B Detail - | 4% Account Name ~ | 1.2 Debit |12 Right*
1 16-01-2018 05 1120000.0000 G. Washington Invoice 1492 Accounts Receivable 633
™~
2 16-01-2018 0% 4130000.0000 G. Washington Invoice 1492 Repair Service null
3 16-01-2018 05 4110000.0000 G. Washington Invoice 1492 Equipment Sales null
4 null null null null
5 16-01-2018 10 5090000.0000 Invoice 1732 Cost of Goods Sold 161.025

Note: After you perform a transformation, the changes

. . . 4 APPLIED 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: Split Column — Separate one column into many columns

“Trans Account” is a merged field of the transaction number and AB- Trans Account -
the account numt_)er_ separated by spaces. The spaces are 09 11200000000
referred to as delimiters. Common delimiters are commas,
dashes, and semicolons.

09 4130000.0000
09 4110000.0000

Each space is treated as a separate delimiter. null

10 5090000.0000

Therefore, we will convert one field into six fields.
10 1130000.0000

null

11 (=l atalalaalatatyl

Select the column “Trans Account”.

. [ m/pb ~ | AB- Trans Account -

6/16/2018 05 1120000.0000
6/16/2018 05 4130000.0000
6/16/2018 05 4110000.0000

null null

6/16/2018 10 5090000.0000
1130000.0000

null null

6/16/2018 11 5380000.0000

W o o~ o s W -

6/16/2018 11 2120000.0000

Select “Split Column”.

Home Transfarm Add Column View Help

C GRE [ B, B 4l = e
LG\ L I:EIAdvanced Editor x E |— —l [ Use First Row as Headers =
Close & MNew Recent  Enter Data source Manage Refresh M . Choose  Remave Keep Re Split  Group et
Apply ™ Source ™ Sources ™ Data settings Parameters * Preview ™ 20308 Columns ™ Columns ~  Rows ™ Rows ™ Column~ By 2 Replace Values
Close New Query Data Sources  Parameters Query Manage Columns Reduce Rows Sort Transform

Select “By Delimiter” Ak e e
m Use First Row a

Split Group

Column=| By azReplaceValues
By Delimiter
By Number of Characters
By Lowercase to Uppercase
By Uppercase to Lowercase
By Digit to Mon-Digit
By Mon-Digit to Digit
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Verify that “Each , o X
Split Column by Delimiter
occurrence of the

Delimiter” is selected.

Specify the delimiter used to split the text column.
Select or enter delimiter
Space -

Split at
Left-most delimiter
Right-most delimiter

* Each occurrence of the delimiter

I Advanced options

Click “OK".

oK Cancel
—)

The “Trans Account” column is now split into six columns with 1 to 6 as the suffix to the
column names.

123 Trans Account.l - ABC Trans Account.2 it ABC Trans Account.3 f ABC Trans Account.4 > f ABC Trans Account.5 - | 133 Trans Account.6 bt
g 1120000
g 4130000
g 4110000

null null null null null null
10 5050000
10 1130000
null null null null null null
11 5380000
i1 2120000
aull null null null null null
12 2120000
12 1110000
null null null null null null
33 1110000
13 1120000
null null nuil null null nuli
14 5030000
14 1110000
null null rull null null null
15 5220000
15 1110000
null null null null null nufl

Six new fields are created from parsing the “Trans Account” field, four of which will be
empty and should be removed.

10
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Operation 4: Clean Up. Remove extra columns, rename columns and change the

type of the columns

Select columns “Trans Account.2” to “Trans Account.5” by clicking on the heading

“Trans Account.2”

2B Trans Account.2 ~ | 4B Trans Account.3 ~ | A% Trans Account | A% Trans Account5 I - | 123 Trans Account.6

holding down the
pressings “Shift”

9
3
9
null

1120000
4130000
4110000

and at the Same I:’. - J , , 1:3000;3
time clicking on the ﬁ s
column heading o
“Trans Account.5” 2 o
Click on Remove Columns

1 T

- X D D D D D DEI Properties I:l L o/l é‘ % Data Type: Whole Number ~
Ty ~
L L S = [EAdvam(ed Editor x EEEI EEE' EL r —‘ [ use First Row as Headers ~

Close & New  Recent Enter Data source Manage Refresh m . Choose  Remaove Keep Remove Split  Group |
Apply ™ Source ™ Sources ¥ Data settings Parameters ™  Preview ™ Elanaus Columns ~ Columns *  Rows ™ Rows ™ Column~ By

7 Replace Values

Close New Query Data Sources  Parameters Query Manage Columns Reduce Rows Sort Transform

Select “Remove Columns”.

LWl Y
o05e Remove Keep Remowve
Col *|Columns =| Rows~ Rows~™
kManage ";,.;;J Femove Columns rt
; I
To rename the column heading Ul Bammua Atkar Falimne IO
double click on “Trans Account.1”. l
. [E m/ob - 123 Trans Account.1 ~ | 123 Trans Account.6 ~ | AB- Dpetail
Type “Transaction” and press enter. =———p. 123 Transaction -

In the same way rename “Trans Account.6” to “Account”.

The account number is a seven-digit number, whereas the old data set (General

Combine

Journal) used a four-digit account number. The two data sets are going to be merged
and, therefore, the same account numbering system must be used for both data sets.
Each item in “Account Number” column has an extra “000” at the end of the account
number and must be divided by 1000.

11



Using Power Bl Part 2

- 123 Account

Mark Friedman
University of Miami

~ | A5 [

1] ” B
Select Column “Account”. .
El
null
i ” 1o
Select the Tab “Transform”. s
el
Home Transform Add Column View Help
% D gE Transpose Data Type: Whole Number ~ &,z Replace Values ~ EEI Unpivot Columns = ] 'Ad/(;. Merge
- (E Reverse Rows  [77] Detect Data Type Fill ~ ) Move ~ M === 8¢ Extract
GrEDYUD :J:EHFEI;L??Y 1H count Rows =]l Rename q: Pivot Column |:| Convert to List Cu?fr:‘ﬂtn . Gzl e Parse

Select “Standard”.

[+]=|
] x|

Standard

-

Add

Select “Divide”.

Inte

Scientific

Multiply
Subtract

1120000 G.W
4130000 G.W
4110000 G.W
nulf
5090000 Invoi
1130000 Invoi

"

2 A Trigonometry ~

_,03 Rounding ~

Information ~

X0
=

Columns

10

Standard Scientific

Date  Time

L
R

In

2

10

-

Divide

ger-Divide

Maodulo

Percentage

Percent Of

Divide

Enter a number by which to divide each value in the column.

Enter “1000".

Value
[ 1000]

Select “OK”.

12

Cancel
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Operation 5: — Exclude rows that do not contain Account Number

You can observe that there are several rows that do not contain account numbers. 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 exclude records from the final table.

Click on the drop-down next to “Account”.

Ip

k2 1\,2 Replace Values ~ Eﬂ Unpivat Columns ~ [ .A/C.. W
L0

I move ~ M AR Ex

= - Splt  Format
= Pivot Column cnvert to List Column = - Pa
Any Column Text Columr
- 123 Transaction ~ | 1.2 Account | A
i -
1 A&| Sort Ascending ¢
' Z| Sort Descending c

Remove Empty

Number Filters v

— . :

(Select All)
“}

Uncheck “null”.

(null) T
1110 T
1120

1130 R
2101
2120
4110
4130
5030
5080
5090
5220
5380

CE R EEEEEREE N B

List may be incomplete. Load more

‘b oK Cancel !

Click “OK”.

13
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Operation 6: Clean Up — Rename fields and remove un-necessary columns from
the query.

Rename “M/DD” to “Date”, “Detail” to “Description”, “Account Name” to “Name” and
“Right Side” to “Credit”.

=. [ m/op - | 123 Transaction ~] 1.2 Account Number 7] A% Detail ~ ] A% Account Name ~] 1.2 Debit -] 1.2 Right Side ~] 455 Column?
. [F] bate - |123 Transaction -] 1.2 Account | A% Description - | A% Name ~| 12 pebit -] 12 credit - ~
1 16-01-2018 9 1120 G. Washington Invoice 1492 Accounts Receivable 633 null
2 16-01-2018 9 4130 G. Washington Invoice 1492 Repair Service nul 348!
3 16-01-2018 9 4110 G. Washington Invoice 1492 Equipment Sales nuli 285
4 16-01-2018 10 5090 Invoice 1732 Cost of Goods Sold 161.025 null
5 16-01-2018 10 1130 Invoice 1733 Inventory nul 161025
6 16-01-2018 11 5380 Salary Expense Salary 1430.01 null
“ ”
Select “Column7”.
Home Transform Add Column View Help
EX‘ D b D [‘\ [‘l [ Properties l:l L Y s 4 | % Data Type: Any ~ 7 Merge Queries ~
L O] * ~ [‘&Advanced Editor x EEH EEE' El r —l [ Use First Row as Headers ~ z Append Queries =
Close & New ent  Enter Data source Manage Refresh =] - Choose  Remove Keep Remove Split  Group 4 \ ' b !
apply ™ Source ~ Sol 3~ Data settings Parameters ¥ Preview ™ MEmeae Columns ~ Columns > Rows ™ Rows ™ Column~ By %2 BEpbrape e Cemihe
Close New QI Data Sources  Parameters Query olumns Reduce Rows  Sort Transform Combine
Queries [2] B -] 12 Account ~| a8 Description ~ | AR Name +|12 Debit ~]12 credit ~ 155 column
1 General Journal 1 1120 G. Washington Invoice 1492 counts Receivable 6323 nuill nulfl
] General Journal Part 2 2 4130 G. Washington Invoice 1492 Repair Service nult 248 null
A11N G Wachinatan Inunira 1497 Frninmant Galac null 225 il
Select “Home”
“ ”
Select “Remove Column”.
13 ” 13 ”
In the column “Name” there are spaces before some words. Select column “Name
wl | H ~=|Pa Power Query Editor
File Home Transform Add Column View Help
E éE Transpose Data Type: Text = il” Replace Values ~ Eﬂ Unpivot Columns « I .A/(;. Merge Columns YO’
i -
CE Reverse Rows |7 Detect Data Type E Fill = E!,H Move = |— —l - " ‘1‘3'3 Extract ~ 23
Group Use First Row | = oo . Split  |Format | Statistics Standard 5
By as Headers ~ 3 Count Rows Eﬁ Rename 32, Pivot Column |:| Convert to List Colu - 5z Parse -
Table Any Column lowercase Mumt
|
arioc T UPPERCASE
Queries [2] < _,f‘( = Table.RemoveColumns{#"Renamed Colu L {"Column7"})
Capitalize Each Word e
[ General Journal - [ pate ~| 123 Transaction 1.2 Account Trim - 'C Name
———
A General Journal Pa... 1 16-01-2018 Clean Accounts Ret
2 16-01-2018 4 Add Prefix Repair Ser
3 16-01-2018 4 Add Suffix Equipmen
4 5090 | Invoice 1732 Cost of Good
1420 | laswmicn 1732 (T

Select “Format”.

Select “Trim”.

14



Using Power Bl Part 2 Mark Friedman
University of Miami

Operation 7: Sort Columns. Sort “Account” and “Transaction” Columns in
ascending order

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

. FEE Date ~ | 123\Iransaction = 1.2 Accoumt ML
1 —

1 1601-2 %] Sort Ascending G.W

2 16-01-2 El Sort Descending G.W

3 15-01-2 GoWwW

4 16-01-2 Imwvai

5 156-01-2 Inwvoi

6 16012  Remove Emply Salar

7 16-01-2 Mumber Filters v | Salar

& 16-01-2 To P:

Q 16-01-2 To P:

10 21-01-2 ¥ [Select All) Rece

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

=2z Date ~ 123 Transaction |12 Account -1

%l Sort Ascending 1110
El Sort Descending 1110
1110

1110

1110

Remove Empty e
MNumber Filters ¥ 1120
1120

1130

¥ (Select All) 1130

@

This will sort the table based on these two columns.

15
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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 Bl, we have to add an Index Column.

Select “Add

Column”.

Select "Index Column”.

Select "From 1".

Ed Bl Fp

Column From Custom Invoke Custom
Examples =

Column

Transform

Function

General

Add Column View

Erz Conditional Column

| "t Index Column F]

From 0

From 1

This will add a new column named “Index”. =

h
—

- L

16

M.t - ABC Description - ABC MName ~| 1.2 Debit m 1.2 Index - I
1 1110 To Payroll company Chk 6003 Cash null 1430.01 1
2 1110 | Receipt Cash Inv # 1732 Cash 633 null 2 ]
3 1110 | Monthly Insurance Chk 6004 Cash null 326 £l
4 1110 | Maint Chk 6005 Cash null 150 4
5 1110 | Supplies Chk 5056 Cash null 124 5
6 1120 G. Washington Invoice 1492 Accounts Receivable 633 null &
7 1120 | Receipt Cash Inv # 1732 Accounts Receivable null 633 7
8 1120 ). Adans Invoice 1453 Accounts Receivable 350 nuill 8
a 1130 | Invoice 1733 Inventory null 161.025 g
10 1130 | Invoice 1733 Inventory null 147.84 10
11 1130 Purchased Inventory PO # 21021 Inventory 3350 null 1
12 2101 | Purchased Inventory PO # 21021 Accounts Payable null 3350 12
13 2120 | Salary Expense Payroll Liabilities null 1430.01 IE
14 2120 To Payroll company Chk 6003 Payroll Liabilities 1430.01 null 14
15 4110 G. Washington Invoice 1492 Equipment Sales null 285 15
16 4110 ). Adans Invoice 1493 Equipment Sales null 264 16
17 4130 G. Washington Invoice 1492 Repair Service null 348 17
18 4130 ). Adans Invoice 1493 Repair Service null 86 18
14 5030 | Monthly Insurance Chk 6004 Insurance Expense 326 null 19
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Select Columns “Debit” and “Credit”. Use Ctrl + Click to perform a multi column select.

Select “Home".

Home
-’); D DL D D [?3 [ Properties |:| L)(J

[‘&Ad\'ancad Editor

Transform Add Column View Help

Y N

% Data Type: Decimal Number = [ Merge Queric
[ Use First Row as Headers I Append Quer

Close & MNew  Recent Enter Data source Manage Refresh M . Choose  Remaove Keep Remave Split  Group o Combine Files
Apply~  Source ~ Sources ™ Data settings Parameters ~  Preview ~ PR Columns ~ Columns~  Rows ™ Rows ™ Column alEEE AT Comnel e
Close New Query Data Sources  Parameters Query Manage Columns Reduce Rows Sort Transform Combine
Queries [1] < [T, [+] aB Description ~| A% Name ~ 12 Debit ~ |12 credit ~ |12 index ~

[ General Journal Part 2 1 120 G.Washington Invoice 1492 Accounts Receivable 033 null 1 -
2 130 G.washington Invoice 1492 Repair Service nuif 348 2
3 110 G.Washington Invoice 1492 Equipment Sales nuif 285 3
4 2390 Invoice 1732 Cost of Goods Sold 161.03 null 4
5 130 Invoice 1733 Inventory null 161.03 5
“ ”
Select “Replace Values
In the Pop-up, type X

“null” in “Value to Replace Values

Find” and “0” in Replace one value with another in the selected columns.
“Replace With”. \ Value To Find

| null |

Replace With

d |

Click “OK".

This replaces all null values with O.

17
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Operation 10: Add Custom Column. Add a new column that existed in the first
data stream, “Total Balance”.

Select “Add Column”.

Select “Custom Column”.

Home Trans Add Column View Help

E EEI Conditional Column A{ Merge Columns
I_I;:r L

1 Index Column = * 1% Extract =
Column From Custom Invoke Custom Format abe
Examplesv Cnlumn Funct“:'n DDUplICEtE CCIlI.IrI'Iﬂ - F'EFSE
General From Text

In the Pop-up, Enter Name as “Total Balance” and Formula as [Debit]-[Credit]

Custom Column

Add a column that is compefied from the other columns,

Mew column name
Total Balance

Custom column formula (3 Available colurmns

. N Fats
= [Debit]-[Credit]] I _
Transaction Y
Account
Description
MName
Debit
Credit
W
Index
<< |nsert
Learn about Power Bl Desktop formulas
+" No syntax errors have been detected. > OK Cancel
. e
Click OK
=1 + | AB Name = | 1.2 Debit v |12 Credit v | 12 Index ~ 15 Total Balance -
1 Accounts Receivable 6323 0 1 633
’

2 Repair Service [} 348 2 -348

3 Equipment Sales [} 285 3 -285

4 Cost of Goods Sold 161.03 [4] 4 161.03

5 Inventorv a 161.03 5 -161.03

18
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Operation 11: Union. Appending General Journal and General Journal Part 2
Select “Home”

Home Transform Add Column View Help
=X I:h [b\ D I:B. D [if5 Properties Lpd [ oA - S-l 1 % Data Type: Date ~ & Merge Queries +
=1 ® e x HHHH nn

LT Advanced Editor 2l [T Use First Row as Headers ~ |5 Append Queries|~
Close &  Mew Recent Enter Datasource  Manage Refresh Choose  Remove Keep Remove Split  Group =
Apply~  Source~ Sources~ Data settings Parameters~  Preview = [} Manage ~ Columns = Columns~  Rows = Rows = Column~ By s Replace Values = Append Queries
Close MNew Query Data Sourees  Parameters Query Manage Columns Reduce Rows  Sort

=, Append Queries as New

Select “Append Queries”. =

Ej Merge Queries ~

= E Append Queries]

E Append Queries

. » E'. Append Queries as New
Select “Append Queries as New”. —

[ - Query 5{ Append this query with other
queries in this file to create a new
633 4 PROPE_ &
~ -

In the pop-up select “General Append

Journal” as the “Primary table”. Concatenate rows from two tables into a single table.

= Two tables Three or more tables
Primary table
“w ” G 1 J | -
Select “General Journal Part 2" as snerslioumne
the “Table to append to the Table to append to the primary table
primary table”. General Journal Part 2 -

Click “OK".

oK Cancel
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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”.

zzz 123 Transaction . E Da sl 125 Account ™| ABC MName
1 %l Sort Ascending Cash
2 Z| Sort Descending Capital Stock
3 Office Equip.
4 Accounts Payable
5 Computer Equip.
6 Remove Empty Cash
7 Mumber Filters v | Repairs & Maint. Expen
8 Accounts Payable
L] Office Equip.
10 & (Select All) Cash
11 ¥ 1110 Advertising Expense
12 ¥ 17211 Accounts Payable
Select drop-down next to “Transaction”.
Select “Sort Ascending”
E General Journal A 123 Transaction ~ | [F5] Date ~ | 123 Account
2] Sort Ascending 08-lun-18
£l Sort Descending 04-fun-18
01-fun-18
14-lun-18
01-fun-18
Remove Empty 01-Jun-18
Mumber Filters r 04-tun-18
01-fun-18
08-fun-18
» (Select All) 08-lun-18
¥ 8 01-Jun-18
v 9 02-Jun-18
- 10 01-Jun-18
- 11 14-1un-18
- 12 AR-tn-18

This will sort the table based on these two columns.
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Remove the “Index” column.

Add a new “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”. —

Select "Index Column”. Home Transform Add Calumn View

W.&I fz Conditional Column

l (= | U Index CulumnF]

Select "From 1".

m Custom Inwoke Custom
Examples = From 0 F‘l
From 1 |
= = |
This will add a new column named “Index”.

M. ~ | AB- Description ~| 123 Debit ~ 1123 Credit ~ /123 Total Balance = |1.2 Index -
1 Investment from Mark Friedman 28000 null 28000, 1
2 Hailey Computers 87245, ck6001 null 7000 -7000) 2
3 Scanner, Jake Supplies, 54-541 ck&002 null 125 -125 3
4 Pd A/p ck6003 null &40 -640 4
5 Services performed by Lucus Pictures 11000 nul 11000, 5
& Hudson equipment Invoice BC3887 4000 null 4000 &
7 Scanner, Jake Supplies, 54-541 ck6002 125 null 125 7
8 Hailey Computers 87245, ck6001 7000 null 7000, )
] Hudson equipment Invoice BC3887 null 4000 -4000) L)
10 Avery Repairs, Invoice 25478 null 725 -725) 10
11 Zac Advertising, 23547 null 3380 -3380) 11
12 Pd Afp cke003 &40 null &40 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 3330 15
16 Avery Repairs, Invoice 25478 725 null 725 16
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Remove the Index column and add a new one again to this table as we did before.

This creates a query named Appendl.

Queries (3] < = Table.TransformColumnTypes(#"Added Index”,{{"Total Balance”, type number}}) W | Query Semings x
[ General Journal . 123 Transaction - ﬁ Date ~] 1.2 Account ~] A8 Name ~ | AB- Description ~|12 p| 4 PROPERTIES
B Gene 1 1 01-06-2018 1110 Cash Investment from Mark Friedman o
T Appendl 2 3 01-06-2018 1110 Cash Hailey Computers 87245, ck6001 o
3 5 04-06-2018 1110 Cash Scanner, lake Supplies, 54-541 ck6002 All Properties
4 7 08-06-2018 1110 Cash Pd A/p k6003
5 8 14-06-2018 1110 Cash Services performed by Lucus Fictures * APPLIED STEPS
13 12 16-01-2018 1110 Cash To Payrall company Chk 6003 Source
7 13 21-01-2019 1110 Cash Receipt Cash Inv #1732 Sl
8 14 22-01-2019 1110 Cash Monthly Insurance Chk 6004 L = E IS
9 15 23-01-2019 1110 Cash Maint Chk 6005 Added Index
10 15 26-01-2019 1110 Cash Supplies Chk 5056 7 Changed Type
1 9 16-01-2018 1120 Accounts Receivable G. Washington Invoice 1492
12 13 21-01-2019 1120 Accounts Receivable Receipt Cash Inv #1732
13 16 24-01-2019 1120 Accounts Receivable 1. Adans Invoice 1483
14 10 16-01-2018 1130 Inventory Invoice 1733
15 17 24-01-2019 1130 Inventory Invoice 1733
16 18 25-01-2019 1130 Inventory Purchased Inventory PO # 21021
17 2 01-06-2018 1211 Office Equip. Hudson equipment Invoice BC3887
18 5 04-06-2018 1211 Office Equip. Scanner, Jake Supplies, 54-541 ck6002
19 3 01-06-2018 1311 Computer Equip. Hailey Computers 87245, ck6001
20 2 01-06-2018 2101 Accounts Payable Hudson equipment Invoice BC3887
21 4 02-06-2018 2101 Accounts Payable Avery Repairs, Invoice 25478
2 6 08-06-2018 2101 Accounts Payable Zac Advertising, 23547 -
23 7 08-06-2018 2101 Accounts Payable Pd A/p ck6003
a £ >
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Operation 11: Load data. Click on “Close and Apply”

This loads the data onto Power Bl from Power Query
Editor

Home Transform ]

& Lo B

Recent Enter
Source * Sources ~ Data

Close Mew Query

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

wl | [ © @ = | Part2- Power Bl Desktop - X
Home View  Modeling Help shreyas M (7]
Cut D D D ["! D Saall I |* = [E] Text box F E@ |l Mew Measure .
N ~ = [l @
Copy - A & 2 Y [2 image I I v |7 New Column
Paste Get Recent Enter  Edit  Refresh  New MNew  AskA  Buttons From  From  Switch Manage Publish
Format Painter  pata~ Sources~ Data  Queries ~ Page~ Visual Question = f shapes ~ Marketplace File Theme =  Relationships | gl New Quick Measure
Clipboard External data Insert Customvisuals  Themes  Relationships Calculations Share
Ll < Visualizations > Fields >
= < ENE =N 2 search
T
=5 Fkr ) B S ~E Appendl
@
5 A [F] = A~ @ General Joumal
& - = Account
@ Accountand ..
I Credit
Values e Datz
Z Debit
Add data fields here
Description
Drillthrough Index
Cross-report plans
off O B Running tota
X Total Balance
Keep all filters
X Transaction
Cn—@
~ [ General Journal Part...
Add drillthrough fields here
Page 1 Page 2 Page 3 +

Make sure you add a new page as shown in above.
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Operation 9: Create a “Table Visual”
Click on the Table icon under the Visualization

Mark Friedman
University of Miami

. Visualizations >  Fields >
section to add a table.
= | L L |.I.l. /O Search
The order that you select the fields is used to ks il Ml
determine the order in which the fields are Table o B © A General loumal
displayed in the table. Click on the box next to - A = R
each field in the order that you want the fields = [y 5 S Credit
to be displayed. & o -
1. Index 3 Debit
2. Account . Description
alues
3. Name ¥ Index
4. Transaction Add data fields here N
. ame
5. Date .
o Drlll’(hrough Total Balance
6. Description T Transaction
7. Deblt Cross-report —
8. Credit
9. Total Balance
r S " TE— : : N
Index Account Name ransaction Year Quarter Month Day Description Debit Credit Total Balance A
1.00 1,110,00 Cash 1 2018 Qtr2 June 1 Investment frem Mark Friedman 28,000,00 0.00 28,000.00
2.00 1,110.00 Cash 3 2018 Qtr2  June 1 Hailey Computers 87245, ck6001 000 7,000.00 -7,000.00
3.00 1.110.00 Cash 52018 Qtr2  June 4 Scanner, Jake Supplies, 54-541 ckB002 0.00 12500 -125.00
400 1,110.00 Cash 7 2018 Qtr2  June 8 Pd A/p k6003 000  640.00 -640.00
500 1.110.00 Cash 8 2018 Qtr2  June 14 Services performed by Lucus Pictures  11,000.00 0.00 11,000.00
600 1,110.00 Cash 12 2018 Qtr1  January 16 To Payroll company Chk 6003 0.00 143001 -1,43001
7.00 1,110.00 Cash 13 2019 Qtr1  January 21 Receipt Cash Inw # 1732 633.00 0.00 633.00
| 800 1,110.00 Cash 14 2019 Qtr1 January 22 Monthly Insurance Chk 6004 000  326.00 -326.00 1
9.00 1,110.00 Cash 15 2019 Qtr1  January 23 Maint Chk 6003 000  190.00 -190.00
10.00 1,110.00 Cash 19 2019 Qtr1  January 26 Supplies Chk 5056 000 12400 -124.00
11.00 1,120.00 Accounts Receivable 9 2018 Qtr1  January 16 G. Washington Invoice 1492 633.00 0.00 633.00
1200 1,120.00 Accounts Receivable 13 2019 Qtr1  January 21 Receipt Cash Inv # 1732 000  633.00 -633.00
13.00 112000 Accounts Receivable 16 2019 Qtr1  January 24 ). Adans Invoice 1493 350,00 0.00 350,00
1400 113000 Inventory 10 2018 Qtr 1 January 16 Invoice 1733 000  161.03 -161.03
15.00 1,130.00 Inventory 17 2019 Qtr1 January 24 Invoice 1733 000 14784 -147.84
16.00 1,130.00 Inventory 18 2019 Qtr1 January 25 Purchased Inventory PO # 21021 3,350.00 0.00 3,350.00 g
|_1.7.OD 1,211.00 Office Equip. 2 2018 Qtr2 June _1 Hudscn equipment Invaice BC388T 4.000.00 0.00 4.000.00 d
Now that you have it in a tabular format, you can do some
formatting changes. Click on the Format tool when the visual is Visualizations 5

selected.
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With this, you will be able to edit the various properties of the table:

/O Search

v General

Select “Total”.
e Style

Select “Off". E
~ Column headers
~ Malues

A Total

Totals

Off O—

Select “Grid”.

Select “Text Size” and change to 12 or a preferred size (You might
have to readjust the table size as necessary).

/O Search

A Column headers

Font colar

o -

Background color

1~

25
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QOutline color

o~

Cutline weight

1

Pt
e

Text size

T2 e o

Image height
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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.

Now we’ll make some changes to the formatting of the fields which are added on the
table.

Switch back to the Fields section

T @

Click on drop-down next to “Index” = Values
and select “Don’t Summarize”.
Index "@(

Remove field Account S
Rename

Maove k

Conditionaf formatting *

+  Don't summanze

Sum
Average Remaove field
. . Rename
Similarly click on drop-down next to Date and select
Date instead of Date Hierarchy Maove >
Conditional formatting *

+ Don't summarize
Earliest
Latest
Count (Distinct)

Count
Mew quick measure

Show tems with no data

+"  Date

Date Hierarchy

Mew group
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Operation 10: Changing fields display format

Home Modeling Help
[e— Data type: Date ™
== g 0 E8IT,
New

Format: *Wednesday, March 14, 2001 (dddd, MMMM

) ) Manage New  New New Sort by §- 9 o[ato =
Verify that *Data” mode is e ™ [ oo
selected. X o
Transaction |~ Date ~ | Account |~ Name hd Descri
1 Friday, June 1, 2018 1110 Cash Investment from
3 Friday, June 1, 2018 1110 Cash Hailey Computer
ig 5 Monday, June 4, 2018 1110 Cash Scanner, Jake Sup
Fields >
You can select any field from the fields list by clicking on it. Select - O search
“‘Date”.
~ B Appendl
X Account
X Credit
> Date
% Debit
Click, or double click if necessary on the default date format. PRI
Index
Name

View Modeling Help Format Data / Drill
Total Balance

_— Data type: Date ~ | -
> Transaction
I LE? "
MNew MNew

| Format: *Wednesday, March 14, 2001 [dddd, MMM dd, ywy) = |

2 General Journal
Mew Sort by 0 auto - I =
' do Auto
Column Table Parameter = Column~ 4 A - BB General Journal Fart...
ileulations What If Sort Formatting
1] H ”
Se|eCt Date Tlme Data type: Date ~ Home Table: ..‘0‘
Format: Wednesday, March 14, 2001 (dddd, MMMM d, yyyy) *| Data Category: Uncategorized ~ Q
Manage View as
General Default Summarization: Don't summarize ~ roles  Roles
1] '}
Se | eCt dd “M M M 'yy . Currency b Properties Security

1

Date Time D *3/14/2001 (M/d/yyyy)

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

Whole number
Percentage March 14, 2001 (MMMM d, yyyy)
Scientific Wednesday, 14 March, 2001 (dddd, d MMMM, yyyy)

Text 14 March, 2001 (d MMMM, yyyy)

3/14/2001 (M/d/yyyy)
True/

e 3/14/01 (M/d/yy)

a7 100 AcH .

547 1500 Advertisi 5 03/14/01 (MM/dd/yy)

uter & Consulting Revsnus

03/14/2001 (MM/dd/yyyy)
01/03/14 (yy/MM/dd)
2001-03-14 (yyyy-MM-dd)
14-Mar-01 (dd-MMM-yy)
March 2007 (MMMM yyyy)
March 14 (MMMM d)

01 (yy)

2001 (yyyy)
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The Updated table

Index Acc

If it is not sorted by “Index” select “Index” in the header. —
And the table will be sorted by Index 1

T e LR

Lo O N o T

10
16

11

15

12

14

|
L_DOOHJG“.U‘I-T:-UJM—I‘
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Operation 11: Calculating “Running Total”

Right click on the table name and select New Measure
Fields >

L search

You'll notice that a new measure is added and the formula

1 Append]
bar (on the top) shows the formula as Measure =

Mew measure
wl | 5 =

Part 2 - Power Bl Desktop Mew colu
Home View Madeling Help Mew measure
— Data type: Whole Mumber Home Table: NE'-".I' qUiEk measure
g @ =3 0% | |
D Format: Data Category: Uncategorized
Manage New New  Mew MNew ( y ol . o
i Relationships  Measure Column Table r  Column T o Auto D Default Summarization: Don't ¢ RE’FFESh data
i Relationships Calculations Sort Formatting Properties -
Edit queny
I lm 1 Measure =
Rename
Delete
13 p— | H ’ M
Replace “Measure =" with the following formula in the Hide

formula bar and click enter.
Mark as date tabkle #

Running Total New = View hidden

CALCULATE(
SUM( 'Appendl'[Total Balance]), Unhide 2l
FILTER(
ALL( 'Appendl'),AND('Appendl’'[Index]<=MAX('Appendl'[Index]),
'Appendl’' [Account]=MAX('Appendl’' [Account]))
)
)
_,
Switch to report.
£z
q5
Add a check to the Running Total and it will be visible in the ¥ Name
table. —p B Running Total

« % Total Balance
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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
right or the bottom right of the table visual.

YA
Index Account Name Transaction Date Description Debit Credit Total Balance Running Total New  »
1 1110 Cash 1 01 June 2018 Investment from Mark Friedman 28,000.00 0.00 28,000.00 28000
2 1110 Cash 3 01June 201&  Hailey Computers 87245, ck6001 0.00 700000 -7,000.00 21000
3 1110 Cash 5 04 June 2018 Scanner, Jake Suppliss, 54-541 ck8002 0.00 125,00 -125.00 20875
4 1110 Cash 7 08 June 2018  Pd A/p ck6003 0.00 54000 -640.00 20235
5 1110 Cash & 14 June 2018 Services performed by Lucus Pictures  11,000.00 0.00 11,000.00 31235
6 1110 Cash 12 16 January 2018 To Payroll company Chk 6003 0.00 143001 -1,430.01 20805
7 1110 Cash 13 21 January 2019 Receipt Cash Inv # 1732 633.00 0.00 633.00 30438
| ] 1110 Cash 14 22 January 2019 Monthly Insurance Chk 6004 0.00 32600 -326.00 30112 1
9 1110 Cash 15 23 January 2019 Maint Chk 8005 0.00 19000 -190.00 20922
10 1110 Cash 19 26 January 2019 Supplies Chk 5056 0.00 12400 -124.00 20798
11 1120 Accounts Receivable 9 16 January 2018 G. Washington Invoice 1492 633.00 0.00 633.00 633
12 1120 Accounts Receivable 13 21 January 2019 Receipt Cash Inv 2 1732 0.00  633.00 -633.00 0
13 1120 Accounts Receivable 16 24 January 2019 ). Adans Invoice 1493 350.00 0.00 350.00 350
14 1130 Inventory 10 16 January 2018 Invoice 1733 0.00 161.03 -161.03 -161
15 1130 Inventory T 24 January 2019 Invoice 1733 0.00 147.84 -147.84 -309
16 1130 Inventory 18 25 January 2019 Purchased Inventory PO # 21021 3,350.00 0.00 3350.00 041
L 17 1211 Office Equip. 2 01June 2018 Hudson eiu'n-ment Invoice BC3887 4,000.00 0.00 4,000.00 4000 4

Click on the More Options and select “Export Data”. ====»{ [ Euort data

a Show data

X Remove
'D':g Automatically find clusters
=1 Spotlight
Add the name of the file et &
™ > ThisPC > Desktop > Sample ~ O | Search Sample »
Organize New folder = = (7]
Name . Date modified Type Size

= This PC
» 3D Objects No items match your search.
m Desktop
[Z Documents.
& Downloads
& Music
= Pictures
B Videos
% Local Disk (C)

w~ Google Drive Fil

v o< >
File name: | General Ledger 2.csv ~
Save as type: | CSV File ( *.csv) ~
Select Save
+ Hide Folders Cancel
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Navigate to the location and double click to onpen the CSV file you just saved.

You'll notice that the data from the visual is exported into CSV

| A
1 |Index

L I v+ R I TRy R S N 8

e N e R I
Lo I T o IR S W R U [ S v

[ e R R = L L

= el = ==
ELhREEREEB

B C
Account Mame
1110 Cash
1110 Cash
1110 Cash
1110 Cash
1110 Cash
1211 Office Equ
1211 Office Equ
1311 Computer
2101 Accounts |
2101 Accounts |
2101 Accounts |
2101 Accounts |
3100 Capital Stc
4100 Computer
5030 Advertisir
5040 Repairs &

D

E

Transactic Date

1

R = T = R R B = T S ot B Y I S I - - I T I

HHHHRHH
HHHHRHHH
HHHHHHH

HHHHHHH
HHHHHHH
HHHHHHHH
HHHHRHH
HHHHRHHH
HHHHHHH
HHHHHHH
R
R

F G
Descriptic Debit
Investmetr 28000

Hailey Computers 87

Scanner, Jake Suppli
Pd A/p cke003

Services p 11000
Hudson et 4000
scanner, J 125
Hailey Cort 7000

Hudson equipment |
Avery Repairs, Invoi
Zac Advertising,2354
Pd Afp ckt 540
Investment from Ma
Services performed
3380

725

Zac Adver
Avery Reg

31

H

Credit

J000
125
640

4000
725
3380

28000
11000

I

23000
-7000
-125
-640
11000
4000
125
7000
-4000
-725
-3380
640
-28000
-11000
3380
725

J K

Total Bala Running total

28000
21000
20875
20235
31235
4000
4125
J000
-4000
-4725
-8105
-7465
-28000
-11000
3380
725
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Change the columns’ widths and formats.

W o~ 5o s W R

e e e = =
PR TR IV R )

a

Mark Friedman
University of Miami

A B C D E F G H I ]
Index Account Name Transaction Date Description Debit Credit Total Balance Running total
1 1110 Cash 1 01-06-18 Investment from Mark Friedman 28000 28000 23000
2 1110 Cash 3 01-06-18 Hailey Computers 87245, ck6001 7000 -7000 21000
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
6 1211 Office Equip. 2 01-06-18 Hudson equipment Invoice BC3887 4000 4000 4000
7 1211 Office Equip. 5 04-06-18 Scanner, Jake Supplies, 54-541 ck6002 125 125 4125
8 1311 Computer Equip. 3 01-06-18 Hailey Computers 87245, ck6001 7000 7000 7000
9 2101 Accounts Payable 2 01-06-18 Hudson equipment Invoice BC3887 4000 -4000 -4000
10 2101 Accounts Payable 4 02-06-18 Avery Repairs, Invoice 25478 725 -725 -4725
11 2101 Accounts Payable 6 08-06-18 Zac Advertising, 23547 3380 -3380 -8105
12 2101 Accounts Payable 7 08-06-18 Pd A/p ck6003 640 640 -7465
13 3100 Capital Stock 1 01-06-18 Investment from Mark Friedman 28000 -28000 -23000
14 4100 Computer & Consulting Revenue 8 14-06-18 Services performed by Lucus Pictures 11000 -11000 -11000
15 5030 Advertising Expense 6 08-06-18 Zac Advertising, 23547 3380 3380 3380
16 5040 Repairs & Maint. Expense 4 02-06-18 Avery Repairs, Invoice 25478 725 725 725
Before you perform the next step, make 1l 2101l Accountd :
. - - . - g
sure the original file MF8916.xlIsx is Open st
12 2101 Account:
E Delete
13 3100 Capital 5
Rename
14 4100 Comput, —

You can copy this tab from the CSV to the
original Excel by right clicking on the tab and

selecting Move or Copy =

Select the Excel file you want to move the

sheet to

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

“Save” and “Close” the Excel file.

15 SO2Getetredl;

Move or Copy...

16 5040 Repairs{ Q] View Code
I:' Protect Sheet...
Tab Color 3
Hide
Select All Sheets
Running Total | )
" ~
Move or Copy L® ||

Move selected sheets
To book:

*l MFE916.xlsx

Eefore sheet:

General Journal Part 2
Worksheet
Income Statement

Balance Sheet
General Ledger

N4l ]
[move to end)
[] Create a copy

Changes in Retained Earnings

oK

—

[ Cancel ]
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Operation 13: 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
-~ R Appendl
To do this, Right click on the table name and select New

Column Mew measure

=—> Mew column

M ick

Refresh data

Edit query
Rename

Delete
Hide

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

Home View Modeling Help
D Al I | | = [E5] Text box il
& | [~ — 1 1 | = i

¥ Cut ) J
D E@ Copy D [i.' :/J L_‘;.Image

Paste X Get Edit Refresh Mew  Mew Ask A Buttons From From Switch Manage
Format Painter | pata~ Sour Queries ~ Page = Visual Question - CES"TEDES' Marketplace  File Theme = | Relationships | L

Clipboard

External data Insert Custom visuals Themes ' Relationships

il 1 Column =

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

Account and Name = 'Appendl’'[Account]&" "&'Appendl'[Name]

Home View Modeling Help Format Data / Drill

Eél |__] S !J |_|_T|? Data ffpe: Whole Number *  Home Table: [ A == &
E 0 Formgt: Data Category: Uncategorized - “ Q e + \-):-—l Lir
Manage New Mew  MNew MNew Sort by o[ . o Manage View as New Edit Mark as
Relationships ~ Measure Column Table  Parameter Column * o Auto o Default Summarization: Sum + Roles  Roles Group Groups DateTable -
Relationships Calculations What If Sort Formatting Properties Security Groups Calendars
il 1 Account and Name = 'Appendl’ [Account]&” & Appendl’|[Name ] T

Add a new Page by clicking on the e

+ icon seen next to Page 3 at the >
bottom Page 1 Page 2 Page 3 +
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Insert a table visual o ]
Visualizations > Fields »

Iilil:“igm- L Search

b ke bed sl U

Table @ o B ©  ~ E Appendl
@3 E =

& R Py @

b4

Account
= [l Account and Name
3 Credit
e Date
% Debit

T @

Add Account and Name field
and Total Balance field Values

Description

Account and Mame RV 4

Index

Mame
B Running Total New
Drillthrough

= % Total Balance

Cross-report % Transaction

After basic formatting changes as mentioned in Operation 10, you'll see a table like

* _—

this: r.-'-'\:ccu"t and Name Total Balance L

1110 Cash 29797.99

1120 Accounts Receivable 350.00

1130 Inventory 5,041.14

1211 Office Egquip. 4125.00

1311 Computer Equip. T,000,00

2101 Accounts Payable -10,815.00

2120 Payroll Liabilities 0.00

3100 Capital Stock -28,000.00

4100 Computer & Consulting Revenue -11,000.00
I¢11[J Equipment Sales -349.00 l

4130 Repair Service -434.00

Follow the steps mentioned in e ——— S

i ) 5030 Insurance Expense 326.00

Operation 12 to Export this table as 5040 Repairs & Maint, Expense e

Unadjusted Trial Balance 5080 Supplies 124.00

5080 Cost of Goods Sold 305.87

Save and close Excel and Power BI 5220 Maintenance/Janitoris 190,00

Desktop 5380 Salary 1,430.01
L — . |
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