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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 using Power BI,
you will:

Extract the “Sales Report”, “Salesperson Information” and “Comm SalesPerson by
Region” data from Excel.

Transform the data into a flat data set in which all the data for a specific sales order is
on one row. Aggregate the commission in dollars for each salesperson by region.

Load the transformed data into Excel.

There are three streams of data for A 3 z 5 :

LightJoin, Inc. stored in an Excel 1 LightJoin, Inc.

workbook. The first stream, sales 2 Sales Report

information is stored in a sheet titled 3

“Sales Report”. Notice that the column | ¢

headings are in the sixth row. %

out ¥
8 87083 1302 East $321,989
87084 1304 East S 155,882

10 87085 1302 East 5282,097
11 87086 1302 North 5305,319
12 87087 1301 East $111,512
13 87088 1301 East $308,051
14 87089 1304 orth $ 96,069

» Introductio Sales Report alesperson Information

Notice that the last “Sales Order #’ is 6  SalesOrder#  Salesperson# Region Sales
97 87172 1302 West $154,798

87175, and there are 94 rows of data (row | s 1304 Moot S353819

100 —row 6 = 94 I‘OWS). 99 87174 1304 East $256,322
100 87175 1303 North $ 78,635
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The second stream containing data " . .
regarding the Salesperson’s name . -
s ; . 1 LightJoin, Inc.

and title is stored in a sheet titled :
“ ) " . 2 Salesperson Information
Salesperson Information”. Notice e
that the column headings are in the 4 | SPID Salesperson Title |
fourth row. 5 | 1301 George Washington Sales Associate |

6 | 1302 lohn Adams Senior Sales Associate

7 | 1303 Thomas leferson Senior Sales Associate

8 | 1304 lames Madison Sales Associate |

9

m » Sales Repori€_Salesperson Information D C

) _ A B C D E

The th.lrd.stream contains the - LightJoin, Inc.
commission percen.tag(.e earped by the 2 | Commission % by Salesperson by Region
salesperson by region in which the 5
sales were made. This data is stored 4
in a sheet titled “Comm SalesPerson <
by Region”. Notice that the column c

headings are in the seventh row.

9
10 |
11
12

4

The deliverable consists of two reports. One
is a Commission in Dollars Report by
Salesperson and the other a Commission in
Dollars Report by Salesperson and Region.
Both are to be loaded back into Excel.

7 |SalesPerson East West North South I

1302 2.00 2.50 3.00 3.25

1303 3.00 3.25 3.75 4.00

1304  3.00 3.25 4.25 4.75

» <: Comm SalesPerson by Regioa?she - ®
A B

1 |Salesperson Commission Expense
2 |George Harrison $90,935.34
3 |John Lennon 5226,149.84
4 | Paul McCartney 5127,193.52
5 |Ringo Starr 5274,189.61
A
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A B C D E F
Salesperson East North South West Total
George Harrison 5 17,192.18 S 26,615.28 §$ 26,052.39 S 21,075.49 5 90,935.34
John Lennon 84,829.28 29,372.96 82,074.30 29,873.30  226,149.84
Paul McCartney 30,874.29 52,700.71 15,502.96 28,115.56 127,193.52
Ringo Starr 60,005.82  136,168.64 44,940.09 33,075.06  274,189.61
Total $192,901.57 $244,857.59 5168,569.74 5112,139.41 5718,468.31
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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 the “Sales Report” from LightJoin.xIsx Excel data set.

Select “Get Data” under the home tab. Then select Excel from the drop-down
G| [ S | Part 3 - Power Bl Desktop

Home View Modeling Help
Cut
(o)

Lopy
Paste . Get Recent Enter
FELIE e e Data = |Sources = Dat,

Z L& 2l

|
Edit Refresh Mew  MNew
Queries ~ Page ™ Visual

Clipboard Most Commeon
Noll u Excel
@ B Excel

Import data from a Microsoft Excel
workbook.

s
ﬁg E—‘? Power BT dataflows

S0L Server

Analysis Services

Text/CSV
T Web
OData feed
[ I
D Blank Query
More...
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@ Open

« v 1 « Tech

Organize ~ New folder

A
= This PC

_J 3D Objects
I Desktop
Documents
¥ Downloads
J" Music

&= Pictures
m Videos

L. 0S(C)

. DATA (D3)
. Tech (E)

~ Shr (53 v <

Lightoin.xlsx
MF8916.xlsx

) » UpW > Power Bl > Mark Friedman *> Data

Date modified

22-02-2020 08:31
28-07-2019 12:41

v O

File name: |Lightloinxlsx

V‘ Excel Files (*xI;*xIsx;*xlsm;* xlst ~

N

ped

Search Data R

=~ @ @

Type Size

Microsoft Excel W... 579

Microsoft Excel W... 132

Cancel

Select “Open”. ==

Highlight the desired sheet “Sales Report”. At this time the “Transform” button is not

highlighted.

Navigator

Display Options =

Lighthain.ds [

m SabesPerson by Region

| O E2 Sales Report

O[3 Salesperson Information

However, the data preview is displayed.

x
ol
~ saded on Monday
Lightioln, Inc. Columnd Cotumnd Columnd Columns
Sales Report Al nul it nuif
~
il Aull ulf nulf il
nutl Al null null nuif
rull ol ol sulf s
Sales Order # Salesperson & Region Sales nult
87082 1301 South 115423 nuil
87083 1302 East 321989
7084 1304 East 155882 it
87085 1302 tast 282097
086 1302 Narth 05314 .
87087 1301 East 111512 nufl
87088 1301 East 208051 nuil
87089 1304 North IE06F nult
87090 1301 East 163360 nuif
87091 1304 North 265853 i
87093 1303 Narth 75460 muil
87093 1304 East 203018 i
82094 1307 West 243895 fuf
87095 1304 West 80307 nuil
57096 1307 East 160356 o
STp87 1204 North 287892 o
87058 1303 West 119843 nufl
87033 1304 North 100042 ul 2
Cangel
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Double click on “Sales Report” or select the check box to the left of the sheet’'s name.

O X
Navigator
P Sales Report &
Display Cptions E’i‘ Preview downloaded on Monday
4 inxdsx [31 Lightloin, Inc. Column2 Column3 Columnd Column5
o Comm SalesPerson by Region Sales Report null null null’ null o~
nulf nuif null null nulf
¥ [ sales T nulf nulf aull null null
[ [Z] Salesperson Information null null null null null
Sales Order # Salesperson # Region Sales null
87082 1301 South 119423 null
87083 1302 East 321989 null
87084 1304 East 155882 null
87085 1302 East 282097
87086 1202 North 305319 null
87087 1301 East 111512 null
87088 1301 East 308051 null
87083 1304 North 86063 nulf
87090 1301 East 163360 null
87091 1204 North 269853 null
87092 1203 North 75460 null
87093 1304 East 203018 null
87094 1301 West 243896 null
87095 1304 West 80307 nulf
87096 1302 East 160356 null
87097 1204 North 257892 null
87098 1303 West 119843 null
87093 1304 North 100042 null v

Load ‘ Transform Data Cancel

Select “Transform Data” and the “Power Query Editor” opens. Don't click on “Load” as
that imports the data directly without an option for data transformation.

Now “Sales Report” query is inserted. After you perform a transformation, the changes
are recoded in the “Applied Steps” section.

Queries (2 fx = Tasle.TransformColumnTypes (¥ Promoted Meaders™, {{ Ligntle

i General ounal T 155 ightsedn, he. =4 bz =} Columnd + PROPERTIES
T Sales Rapor 1 Sales Repart s
P A e
Sales Order PRI e % + APPUEDSTEPS
sro8z Source
#7083 Havigation
s Fromoted Headers
7085 * Changed Type
arogs
xrour
s7oes o
srom e
#7090
#7091
B709
#ro9s 1004 ¢
87094 1300 West 256
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The program automatically added
steps and it did not correctly find the
row that contains the “Headers”.

Select “Changed Type”. /

Right click and select “Delete”.

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

Source
Navigation
Promoted Headers

> Changed Type

APPLIED STEPS

Source
Navigation
Promoted Headers
* Changed Type
Edit Settings
=] Rename
X Delete
Delete Until End

Insert Step After
A Move Up

Move Down

Extract Previous

View Native Ouen
View Native Uuery

[ Properties..

4 APPLIED STEPS

Source
Mavigation

Promoted Headers

4 APPLIED STEPS

Source

2 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 make them to the Query Editors’
headers

B, ﬁgg Columni - f‘gg Column2 - fgg Column3 - ng Columnd - ;gg Column5 -
1  Lightloin, Inc. null nufl null null
2  Sales Report null null null null
3 nulf null null nuil nulf
4 null nul! null null nulf
5 null nul! null null null
6  Sales Order # Salesperson # Region Sales null
7 87082 1301 South 119423 null
8 87083 1302 East 321989 null
9 87084 1304 East 155882 null

Select “Remove Rows”.

Help

ome | Tosform  addCaumn view

- X D D D D D [ Properties |:| L| [T ] % Data Type: Any ™ 5 Merge Queries ~
) = -

Lk o L] &7 [} Advanced Editor X EEE' il LN FFF] Use First Row as Headers ~ 3. Append Queries
Close & New Recent  Enter Data source Manage Refresh Mwm . Choose  Remove Keep Remove Split  Group 4 Replace Val Combine Fil
Apply™  Source ™ Sources™ Data settings Parameters ™  Preview ™ anage Columns ™ Columns ¥ Rews™ Rows ™ Column~ By 92 eplace Values “ombine Fies

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

o AN N l % Data

Select “Remove Top Rows”. HH Rl 2 | [ L
Remove
Rows -

Keep Split Group 1
Rows = Column~= By F
REOug |% Remove Top Rows | Trat
E.FE Remove Bottom Rows
eet" 1D L.
. Remove Alternate Rows
mn3 E+E Remove Duplicates
—— [—

v X

Remove Blank Rows

Remove Errors

Enter a “5” to remove top five rows.

Aol

Rlmmm

Remove Top Rows

Specify how many rows to remove from the top.

Number of rows
kb

Then click OK =

‘b oK Cancel
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E= ;;; Column1 - ;gg Column2 - ;gg Column3 - ﬁ'g Columna - fgg Columns -
1 Sales Order # Salesperson # Region Sales null
2 87082 1301 South 1159423 null
3 87083 1302 East 321989 null
4 87084 1304 East 155882 null
5 87085 1302 East 282097
6 87086 1302 North 305319 null

To make the first row the header, select “Use First Row as Headers”.

T

Home Transform Add Column View Help
S Nr=INE 3 S | B
) O 1% & Pat

L1 Advanced Editor
Close & Mew Recent  Enter Data source Manage Refresh

Data Type: Any =

|m Use First Row as HEEI’EIE‘ '||

Choose  Remove Keep Remove Split T

Apply~ | Source v Sources = Data settings Parameters = | Preview= [ Manage = Columns ~ Columns * | Rows~ Rows ™ Column~ By = Replace Values

Close Mew Query Data Sources | Parameters Query Manage Columns Reduce Rows Sort Transform
The transformed table would like this:

. 123 Sales Order # - 123 Salesperson # - | AB- Region - 123 Sales - f;g Column5s -
1 87082 1201 South 119423 null
2 87083 1302 East 321989 null
3 87084 1304 East 155882 nul!
4 87085 1302 East 282097
5 87086 1302 North 305319 null
6 87087 1301 East 111512 nul!

After you perform a transformation, the changes are
recorded in the “Applied Steps” section. If a step was .
incorrectly done, just delete the step redo. e

MNavigation

4 APPLIED STEPS

Removed Top Rows
— P
Promoted Headers
| 7 Changed Type
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Operation 3: Clean up the columns

Remove extra columns

Select the extra column by clicking on the heading “Column5”.
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W |~ | bW N

. 123 Sales Order # - 123 Salesperson # ~ | AB- Region - 123 Sales - ;g; Column5 -
87082 1301 South 119423 null
87083 1302 East 321989 null
87084 1304 East 155882 null
87085 1302 East 2820897
87086 1302 MNorth 305319 null
87087 1301 East 111512 null
87088 1301 East 308051 null
87089 1304 North 56069 null
87090 1301 | East 163360 null
Click on Remove Columns Drop-down
=X £t Properil L Yy, N A | Data Type: Whole Number ~
Ll D E?IB' D E‘a I:E"j' Eggadv:nced Editor X EEH EEE' gi (Al % Du:;pﬁrstﬁuwas Headers ~ ©
Ao Soue-Soces Data setimgs parammms= preven- EBManage o N v Colum gy 2 Replace Vlus Ees
pply g Y

Close New Query

Data Sources  Parameters

Select “Remove Columns”.

Query

Manage Columns

hoose | Remove
Co - |Columns =

Reduce Rows Sort

LW | o/
X | HH HH
Keep Remaove
Rows ™ Rows ™

[~

Lt
Manage | = Remaove Columns

Ul Remove Other Columns

v FmmmiT

There are only four columns left in this table.

|:|v 123 Sales Order #

- 123 Salesperson #

~ | AB- Region

Transform

L

- 123 Sales

=

Split  Group

Column By

LR P s P

=

MO |00 (= | | LN e (WM

87082
87083
87084
87085
87086
87087
87088
87089
87090

1301 South
1302 East
1304 East
1302 East
1302 North
1301 East
1301 East
1304 North
1301 East

10

119423
321989
155882
282097
305319
111512
308051

96069
163360
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Operation 4 — Exclude rows that do not contain a valid entry for Sales Order #

There are several rows that must be removed because they do not contain valid data in
the “Sales Order #” column. Nothing is being deleted from the source document. The
process will just exclude these rows from the Power Bl table.

Click on the drop-down next to “Sales Order #”.

T, 123 sales Order # -
4] Sort Ascending
%] Sort Descending

Remove Empty

Number Filters »

| Search

(Select All)
(null)
87082
87083
87084
87085
87086
87087
87088
87089
87090
87091
87092
87093
87094
87095
87096 hd

i latawl

!

IiE S SRS EEENEEEEERENEO

Uncheck “null”. =

Click “OK”.

= OK Cancel

There are no longer any rows with nulls and
Filtered Rows has been added to the “Applied

1 |
Steps” section. APPLIED STEPS

Source

Mavigation

Removed Top Rows

Promoted Headers

Changed Type

Removed Columns
> Filtered Rows

11
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Operation 5: Get Data from New Source
Input the “Salesperson Information” from LightJoin Excel data set

Import other datasets from the Power Query Editor. Under Home tab, select “New
Source”, then select Excel from the drop-down.

Home ransform Add Column View Hel

e s B4

Close & Mew cent  Enter Data source Manage |
Apply ™ |Source ™| Squrces ™ Data settings Parameters ™ P

Close Most Cginmon Data Sources  Parameters
Querie: [I Excel <
I Gen Excel . B
5 -
[ sale Import data from a Microsoft Excel 1
workbook. 7
Alldl}:\l‘.‘l SETVILEDS
3
1
Text/CSV .
— 5
. &
T Web
- 7
8
OData feed
9
1 10
Blank Query
s/ 11
12
Maore... 13

12
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Select the file LightJoin.xIsx.
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=

-

-

E Videos

0S(C)
DATA (D2)
Tech (E)
Shr (S

« Tech (E) » UpW > Power Bl > MarkFriedman > Data

«
Organize ~ w folder
% This PC Name
¥ 3D Objects Lightloinxisx
Il Desktop MF8916.xlsx
@ Documents
¥ Downloads
J’ Music
= Pictures

v

Date modified

22-02-2020 08:3
28-07-2019 12:4

v O

1
1

File name: |Lightloin.xlsx

v ‘

Select “Open”. ==

a | Open |v

Search Data

Type

Microsoft Excel W... 579

Microsoft Excel W... 132

Excel Files (*x;*xlsx;*xlsm;*xlIst ~

Cancel

Double click on “Salesperson Information” or select the check box to the left of the

sheet’'s name.

Then Click “OK".

Navig

Display O

4

V

tor
L
ions ~ [
htloin.xisx [3]

1) Comm SalesPerson by Region

Sales Report

¥ [ Salesperson Information

13

Salesperson Infarmation

LightJoin, Inc. Column2
Salesperson Information
null

SPID Salesperson
1301 John Lennon
1302 George Harrison
1303 Paul McCartney
1304 Ringo Starr

null

null

null

null

null

null

null

null

null

null

null

null

null

null

null

null

null

null

null
nufl
null
null
null
nufl
null
null
null
null
null
null
null
null

null

(3

Column3 Column4

null

null

Title

Sales Associate |

Senior Sales Associate

Senior Sales Associate

Sales Associate |
null
null
null
null
nuil
null
null
null
nuil
nuil
null
nuil
nuill
nuil
null

nuil

oK Cancel
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The “SalesPerson Information” query is inserted. After a transformation is performed the
changes are recoded in the “Applied Steps” section.

= Table.TransforsColumnTypes(8 Prosoted Hesders™, ({“Lightloin, Inc.”, type any), {“Coluend®, type text}, {*Colusm3", type v

T 15 Uightiain, inc.

4 PROPERTIES

, ~
7 Salesperson Information

D

4 APPUIED STEPS

The program automatically added “ APPLIED STEPS

steps as it attempted to locate the Source

headers. The program did not Navigation

correctly find the row that contains Fedi e Al

the headers therefore, two steps 5 Ehnged Type

must be deleted.

Select “Changed Type”. APPLIED STEPS
Source
Navigation

H H In ” Promoted Headers
Right click and select “Delete”. X Changed Type
Edit Settings

=]l Rename
> Delete
Delete Until End

Insert Step After
~  Move Up

Move Down

Extract Previous

View Native Query

[ Properties..

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

MNavigation

Promoted Headers

14
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4 APPLIED STEPS

Source

2< Navigation

15
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Operation 6: 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 assign that row as the headers.

=, ;‘;g Column1 - fgg Column2 - ﬁg Column3 - fgg Columnd - fgg Column5 - fgg Columné
1 Lightloin, Inc. null null null null
~
2 Salesperson Information null null null null
3 null aull null nulf null
4 SPID Salesperson Title nuil null
3 1301 John Lennon Sales Associate | null null
6 1302 George Harrison Senior Sales Associate null null
7 1303 Paul McCartney Senior Sales Associate null nul!
8 1304 Ringo Starr Sales Associate | null null
9 null aull null nulf null
10 null aull null nulf null
11 null auli nuil null null
“ ”
Select “Remove Rows”.
Home Transform Add Column View Help
=X [‘5\ D D D [i Properties |:| L Lo/t X A ] % Data Type: Any ~ 5 Merge Queries +
- iL\ D * 8 [E,Advamred Editor x EEH EEE' ,Z;l |— —l D Use First Row as Headers ~ Z Append Queries ~
Close & New  Recent Enter  Data source Manage Refresh m - Choose  Remove Keep Remove split  Group o _
Apply~  Source ¥ Sources™ Data settings Parameters ™ Preview = [ Enegp Columns ~ Columns ¥ Rows ™ Rows ™ Column~ By 22 Replace Values Combine Files
Close New Query Data Sources  Parameters Query Manage Columns Reduce Rows  Sort Transform Combine
[ ool AR I % Data
: : D WM |
Select “Remove Top Rows”. AL L
Keep |Remove Split Group 1
Rows ~ | Rows = Column~ By 32 F
RPBU |Eﬁ Remove Top Rows | Trar
E-E,EJ Remove Bottom Rows
set" 13D .
o Remove Alternate Rows
mn3 )
H+E Remove Duplicates
— .
[5* Remove Blank Rows
un i . Remove Errors
Enter a “3” to remove top five rows. I%

i

Flmmmm

Remove Top Rows

Specify how many rows to remove from the top.

Number of rows
[3

Then click OK =

‘» QK Cancel

16
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B, fg; Columnl - ;‘3; Column2 - fgg Column3 - ;‘3; Column4 - fg; ColumnS - i‘;; Columné

1 SPID Salesperson Title null null

2 1301 John Lennon Sales Associate | null null a
3 1302 George Harrison Senior Sales Associate null null

4 1303 Paul McCartney Senior Sales Associate null null

5 1304 Ringo Starr Sales Associate | nulf null

6 null aull null nulf null

7 nulf aull null nulf null

To make the first row in the current data as header, select “Use First Row as Headers”.

Home Transform Add Column View Help
=X D I:B‘ D D D E‘E Properties I:I L W | Data Type: Any =
(1) o 2 =
[ (L) * L D Advanced Editor x BEH A l L ’@‘

se First Row as Headers| ~
R [ UseFirst R Heads
Close & MNew Recent  Enter Data source Manage Refresh Choose  Remove Keep Remove Split Group T

Apply* | Source v Sources = Data settings Parameters ~ | Preview~ 2] Manage ~ Columns ~ Columns = | Rows~™ Rows ™ Column~ By % Replace Values

Close Mew Query Data Sources | Parameters Query Manage Columns Reduce Rows Sort Transform

T

. 123 SPID ~ | A% salesperson - | a8 Title - j‘;‘,; Column4 - j‘;ﬁ Column5s - ;‘3; Columné

1 1301 John Lennon Sales Associate | null naull

2 1302 George Harrison Senior Sales Associate nuil null |
3 1303 Paul McCartney Senior Sales Associate nulf aull

4 1304 Ringo Starr Sales Associate | null null

5 null null null null null

6 null null null null aull

7 null null null null aull

After a transformation is performed the changes are
recorded in the “Applied Steps” section. If a step was
incorrectly completed, just delete the step redo.

[ —

4 APPLIED STEFPS

Source
Mavigation
Removed Top Rows

Promoted Headers

| 7. Changed Type

17
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Operation 7: Clean up the columns

Remove extra columns and rename the columns
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Select the columns that contain data by clicking on the heading “SPID” and then hold
down the “Shift” key, and at the same time, clicking on the heading “Title”.

M. 123 SPID ~ | AB- salesperson - A‘: Title - fgg Column4 - fgg Column5 - fgg Columné
1 1301 John Lennon Sales Associate | null null
2 1302 George Harrison Senior Sales Associate null null
3 1303 Paul McCartney Senior Sales Associate null null
4 1304 Ringo Starr Sales Associate | null null
5 nulf null null nulf null
6 nult null null null null
7 nult null null null null
8 nult null null null null
A —n - _ —ant

H 1 ”
Click on the “Remove Columns” Drop-down.
=X D D D D D [ Propert LpH o/ T [ % Data Type: Whole Number ~ =
I ~

- Q) Lo [EAd\fanced Editor x ﬁl, |— —‘ [ Use First Row as Headers ~

Close & New Recent  Enter Data source Manage Refresh =] . Remaove Keep Remove Split  Group | ' Combine

Parameters ™  Preview ™ Ehaiags Columns ™ Columns *  Rows ™ Rows ™ P LT Ul s -

Apply ™ Source ™ Sources ¥ Data settings

Close New Query Data Sources ~ Parameters

Query

Select “Remove Other Columns”.

Manage Columns

Choose

v FmmmiT

Remaove
lumns *|Columns ™

Column~ By

Reduce Rows Sort

L Y S

Pl

Keep Remaove
Rows ~ Rows ™

Remove Columns

Transfarm

=

Remove Other Calumns

Split  Group
Column By
"
Ane™ T C T ArDen

To rename the first column heading, double click on “SPID”.

. 123 SPID ~ | AB- salesperson ~ | 2B Title -
Type “Sales Person ID” and press enter.
. 123 Sales Person ID ~ | 2B~ salesperson - | AB Title -

18
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Operation 8 — Exclude rows that do not contain a number for “ Sales Person ID”

There are several rows that do not contain valid data in the “Sales Person ID” column,
and which must be removed. Nothing is being deleted from the source document. This
will just exclude rows from the Power Bl table.

Click on the drop-down in the “Sales Person ID” column heading.

ﬂ
|:|,, 123 Sales Person ID -
8| Sort Ascending

%] Sort Descending

Remove Empty

Number Filters ,

‘ Search

Uncheck “null”.
(Select All)

O (nu
¥ 1301
¥ 1302
¥ 1303
¥ 1304

—

Click “OK”.

Notice that there are no longer any rows with nulls
and Filtered Rows has been added to the “Applied 4 aAppLIED STEPS

Steps” section.
Source

Mavigation
Removed Top Rows
Promoted Headers
Changed Type
Removed Other Columns
Renamed Columns

< Filtered Rows

19
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Operation 9: Get Data from New Source
Input the “Comm SalesPerson by Region” from the LightJoin Excel data set.

You can import other datasets from the Power Query Editor. Under the “Home” tab,
select “New Source”. Then select Excel from the drop-down

| Home ransform Add Column View Hel
el B (8

Close & Mew cent  Enter Data source Manage I
Apply ™ |Source ™ Sgurces ~  Data settings Parameters™ P

Close Most Cginmon Data Sources  Parameters
Querie: [. Excel <
! Gen Excel . B
S _—
[ sale Import data from a Microsoft Excel 1
workboaok.
A 2
IIcII_'r:\I: JEIWVICES
3
Select the file (LightJoin).

Gl Open x
— v 1 « Tech¥g) » UpW > Power Bl > Mark Friedman > Data v O Search Data b
Organize ~ New folder = ~ i 0

A~ -~ . - .
= This PC Name Date modified Type Size
_J 3D Objects LightJoin.xlsx 22-02-2020 08:31 Microsoft Excel W... 579
I Desktop MF8916.xsx 28-07-2019 12:41 Microsoft Excel W... 132
5| Documents
¥ Downloads
J” Music
= Pictures
m Videos
E.05(C)
- DATA (D)
- Tech (E3)
=~ Shr(5) v < >
File name: |Lightloinxlsx V‘ Excel Files (*xI;* xlsx*xlsm;* xlst ~
/ cancel

Select “Open”. ==

20
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Double click on “Comm SalesPerson by Region” or select the check box to the left of
the sheet’s name.

o X
Navigator
L Comm SalesPerson by Region (2
Display Option Dﬁ’ Lightloin, Inc. Column2 Column3 Column4 Column
Uoinxdsx [3] Commission % by Salesperson by Region null null null ~
¥ [ Comm SalesPerson by Region | ol ol il oult
null nulf null null
DIED sales Report null null null null
[ [ salesperson Information null null null null
SalesPerson East West North Sout.
1301 4 4.5 55
1302 2 2.5 3
1303 3 3.25 3.75
1304 3 3.25 4.25
null nulf null null
null null null null
null null null null
null nulf null null
null null null null
null null null nuil
null null null null
null nulf null null
null null null null
null null null null
null null null null
null nulf null null
null null null nuil ~
L4 >

“' OK Cancel

Select “OK” and the data gets loaded into the Power Query editor window.

The “Comm SalesPerson by Region” query is now inserted. After a transformation is
performed the changes are recoded in the “Applied Steps” section.

] Comm SaesPerson by Region
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The program automatically added 4 APPLIED STEPS
steps and it did not correctly find the Source
row that contains the “Headers”. Navigation

Promoted Headers

> Changed Type
Select “Changed Type”. / APPLIED STEPS

Source
Navigation
Promoted Headers

Right click and select “Delete”. e

Edit Settings
=]l Rename
X Delete

Delete Until End

Insert Step After
A Move Up

Move Down

Extract Previous

View Native Query

[ Properties..

4 APPLIED STEPS

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

[ S
with two steps. ource

< Navigation
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Operation 10: Fix the Headers
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University of Miami

The field headers are in the seventh row of the source document. Remove the top six
rows to move the headers to the first row and then make them to the Query Editors’

headers.

D- ﬁ'g Columni

= f?_g Column2

= fgg Column3

* f?g Columna

> ;gg Columns

> ;Sg Columné

1 Llightioin, Inc.

2 Commission % by Salesperson by Region

3 null
4 null
5 null
6 null
7 SalesPerson East
8 1301
9 1302
10 1303
11 1304
12 null
13 nuit
14 nul!

Select “Remove Rows”.

Transform

2 5 B (4
- © 1+
Clase & New Recent  Enter Data source

Apply~  Source ¥ Sources~ Data settings

Close New Query

Add Column

Data Sources

View

Manage

Parameters~  Preview ™

Parameters

null
null
null
null
null
null

West

WooN A

null
aull

null

Help

L&

Refresh

E‘E Properties
[E,Advamred Editor
[ Manage ~

B

Choose

Query

Select “Remove Top Rows”.

Enter a “6” to remove top six rows.

Then click OK ===

Remove Top Rows

L
X

Remove

Columns ~ Columns ~

Manage Columns

nwil
null
nuill
null
nuifl

nuif

North

Keep Remove
Rows~ Rows ™

Reduce Rows

Specify how many rows to remove from the top.

Number of rows

[6

Split

S
HH z nh =

Gro

null null
null aull
null null
null null
null null
nulf auil
South

a5 [
2 3.25
3.75 4
4.25 4.75
nuli aull
nuli aull
null aull

Data Type: Any ~

D Use First Row as Headers ~

uj
P %az Replace values

~

‘)'rj Merge Queries ~
z Append Queries ~

Combine Files

Column~ By
Sort Transform Combine
| s 2 1 % Data
HH ez | T M
Keep |Remowve Split Group 1
Rows ~ |Rows = Column~ By qu
R UC|E§ Remove Top Rows | Trat
E-E,E(I Remove Bottom Rows
eet" 1D .
= Remove Alternate Rows
e H+E Remove Duplicates
I T .
B'.; Remove Blank Rows
|% Remave Errors
ol
LAEEN
X

QK Cancel
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i ?;g Columni - ’1‘35 Column2 h 3“35 Column3 hd ﬁ',g Column4 hd f;g Column5s hd ’1‘35 Columnt
1 SalesPerson East West North South
~
2 1301 4 4.5 55 &
3 1302 2 2.5 E] 3.25
4 1303 3 32.25 3.75 4
5 1304 2 3.25 4.25 4.75

To make the first row in the current data the header, select “Use First Row as Headers”.

Home Transform Add Column View Help
SNy =INE Q= | B X
N O] £+ & Pat

D Advanced Editor

Data Type: Any =

B

= ||m Use First Row as Heanel;‘ '||

Close & Mew Recent  Enter Data source Manage Refresh Choose  Remove Keep Remove Split roup =5
Apply~ | Source - Sources~ Data settings Parameters = | Preview~ [ Manage Columns ~ Columns ~ | Rows~ Rows~ Column~ By 37 ReplaceValues

Close Mew Query Data Sources | Parameters Query Manage Columns Reduce Rows Sort Transform
FB. 123 salesPerson [~ 123 East [+ 12 west - 1.2 North [+] 1.2 South [~]48¢ columne

3 : 123
1 1301 4 4.5 5.5 6
~

2 1302 2 2.5 3 3.25

3 1303 3 3.25 3275 4

4 1304 3 3.25 4.25 4.75

5 null nul! null nuil nuill

6 null null null null nuil

After you perform a transformation, the changes are

I . : 4 APPLIED STEPS
recorded in the “Applied Steps” section. If a step was

. . 5
incorrectly done, just delete the step redo. e
Mavigation
— Removed Top Rows
Promoted Headers

» | #. Changed Type
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Operation 11: Clean up the columns:

Remove extra columns and rename the columns

Select the columns “SalesPerson” up until “South” by clicking on the heading
“SalesPerson”. Hold down the shift key and at the same time click on the column
heading “South”.

. 123 salesPerson ~| 133 East -12 west ~ | 1.2 North = 1.2 south ~ fgg Columné
1 1301 4 4.5 35 6
~
2 1302 2 2.5 3 325
2 1303 3 3.25 3.75 4
4 1204 2 3.25 4.25 4.75
5 null null null null null
6 null null null null null
7 null aull null null null
a Anll il il il null
H 1 ”
Click on the “Remove Columns” drop-down.
- X D D D D D [ Propert! LpH o/ | % Data Type: Whole Number ~ =
I ~ =
- Q) =7 [ 3 Advanced Editor X HH 5 2l LR [ Use First Row as Headers ~
Close & New Recent  Enter Data source Manage Refresh =] . Remaove Keep Remove Split  Group | ' Combine
Apply ™ Source ™ Sources ¥ Data settings Parameters ™  Preview ™ Ehaiags Columns ™ Columns *  Rows ™ Rows ™ Column~ By %2 BEpltEpalies -

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

Select “Remove Other Columns”.

x| =

Choose | Remove Keep Remove Split  Group
lumns ~|Columns | Rows ™ Rows ™ Column By

il
3w  Remove Columns rt

Ul Remove Other Columns
e Ennml A e ™ T IS AT ae D

Double click on “SalesPerson” and rename it by typing “Sales Person #” and pressing
the enter key.

=== 123 SalesPerson ~| 123 East ~|1.2 West ~| 1.2 North ~ |12 South -
1 1301 4 4.5 5.5 g
. 123 Sales Person # -
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Operation 12 — Exclude rows that do not contain a number for “ Sales Person #”

There are several rows that do not contain valid data in the “Sales Person #” column,
which can be removed. Nothing is being deleted from the source. This will just exclude
records from the final table.

Click on the drop-down in the “Sales Person #’ column.

. 123 Sales Person # 123 East -
8] Sort Ascending 4
%] Sort Descending 2
3
3
null
Remove Empty null
Number Filters v aull
« " . null
Uncheck “null”. Search

null
(Select All) null
O (null) null
& 1301 null

¥ 1302
null

&~ 1303
null

¥ 1304
null
1. List may be incomplete. Load more aull
null

OK Cancel
> null
Click “OK”.

There are no rows with nulls and a Filtered Rows 4 APPLIED STEPS
is added to the Applied steps section.

Source
Mavigation
Removed Top Rows
Promoted Headers
Changed Type
Removed Other Columns
Renamed Columns

> Filtered Rows
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Operation 13: Unpivot columns
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Unpivot all the data in the “Region” column producing atable of commission for
every combination of “Sales Person #’ and “Region”.

Select East, West, North and South. You can do that by clicking on East, then press

Shift and South together

[, 123 Sales Person # .‘f 123 East - 12 West ': 12 North 'u‘ﬁﬁllﬂ'l ez
1 1301 4 4.5 5.5 i3
2 1302 2 2.5 = 2.5
3 1303 ) 3.25 A i 4
4 1304 3 3.25 4.25 4.75

Select Transform and the select “Unpivgt Columns”.

Home Transform Add Column Wiew

Tools

% D éE Transpose Data Type: Whole Number ~ {,2 Replace values = EI:I Unpivot Columnsj
Fill = Unpivot Colum[}é

[E Reverse Rows [ Detect Data Type
Group Use First Row 4

By as Headers~ 3H count Rows [ Rename

Pivot Column Unpivot Other

A

/;. Mt ] Merge Columns
B
| fgg Extract =

t abC

Translate all but the currently

Table Any Calumn Unpivot Only S| unselected columns into
attribute-value pairs.
Miiariac 121 £ lr=—T= -

. 123 Sales Person # - "'C Attribute ~ 12 value hd

1 1301 East 4

gl 1301 West 4.5

3 1301 Morth 5.5

4 1301 South 6

5 1302 East 2

b 1302 West 2.5

7 1302 Morth 3

8 1302 South 3.25

9 1303 East 3

10 1303 West 3.25

11 1303 North 3.75

12 1303 South 4

13 1304 East &

14 1304 West 3.25

15 1304 Morth 4.25

16 1304 South 4.75
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Rename the columns “Attribute” & “Value” to “Region” & “Commission %” respectively

by double clicking on the headers / /

. 123 sales Person # ~ | AB- Region ~ 12 Commission % | ~
1 1301 East 4
2 1301 West 4.5

The data in the “Commission %” column is a decimal and you will use it accordingly
while computing the Commission for each Salesperson.
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Operation 14: Merge datasets.

Combining the data from the “Sales Report” query with the “Salesperson
Information” query.

We will merge the data sets two at a time. Data Set 1 mergers with Data Set 2 to form
Data Set 1&2. Data Set 1&2 is then merged with Data Set 3 to form Data Set 1&2&3.
Start with the “Sales Report” query by navigating to “Queries and selecting “Sales
Report”.

Queries [3]

[ Sales Report
£ Salesperson Information

2 Comm SalesPerson by Region

On the “Home” tab

“ Home Transform Add Column View Help
=X D D D D D [E Properties |:| Lpd Y, X 4| ] % Data Type: Whole Numbej 2 Merge Queries -
-t S L E"]Ad\'aﬂced Editor X EEﬂ EEH il rn [ use First R aders - L Append Queries ~

Close & New  Recent  Enter Data source Manage Refresh MM - Choose  Remove Keep Remove Split  Group e Combine Fil
Apply ~  Source ¥ Sources ~ Data settings Parameters = Preview ~ anage Columns ~ Columns ~  Rows ™ Rows ™ Column~ By alues combine Files
Close New Query Data Sources  Parameters Query Manage Columns Reduce Rows sort Transform Combine

select “Merge Queries”.
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By default, the current query Merge .
will be the first table.

Select a table and matching columns to create a merged table.

—

Sales Report =
Sales Order # Salesperson # Region Sales
87082 1301 | South 119423
87083 1302 | East 321989
Select the second table
! 87085 1302 East 282097
13 H ”
Salesperson Information 57086 1202 North | 305319

from the drop-down.

Comm SalesPerson by Region

Salesperson Information . .
VO PTeview is available

Sales Repart (Current)

Salesperson Information

Join Kind
Left Outer (all from first, matching from second) -

[ Use fuzzy matching to perform the merge

» Fuzzy matching options

o Cancel
Make the selection of the Merge ~
common field(s) between
the tWO tables Select a table and matching columns to create a merged table.
) Sales Report [

|n this Case’ It Would be Sales Order # Salesperson # Region Sales
“Salesperson #" from the o] v m
fII’S'[ dataset 27084 1304 | East 155882

87085 1302 JEast 282097

87086 1302 North 305319
and “Sales Person ID” from Salesperson Inforghation - D’}‘

Sales Person ID Salesperson Title

the Second dataset' 1301 John Lpennon Sales Associate |

1302 | George Harrison | Senior Sales Associate

1303 Paul McCartney | Senior Sales Associate

1304 Ringo Starr Sales Associate |

The number of matches is
reported, 94 of 94. Join Kind

Left Outer (all from first, matching from second) A

[J Use fuzzy matching to perform the merge

> FIzzy matching options I

+/ The selection matches 94 DW oK Cancel

Click OK. s
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This will add a new column called “Salesperson Information”. Click on the button next to
the header.

[, 123 sales Order # +| 123 salesperson # ~ | AB- Region ~| 123 sales 'W ik

i 87082 1301 | South | Search Columns to Expand | al
87083 1302 East

z = * Expand O Aggregate
3 87084 1304 East

]
4 87085 1307 East - (Select All Columns)

Sales Person ID

5 87086 1302 Morth

¥ Salesperson
& 87087 1301 East

' Title
7 87088 1301 East
8 87089 1304 N
9 87090 [0 Use original column name as prefix
10 87091 1304 Morth
11 87092 1302 Morth oK Cancel

Uncheck “Sales Person ID” and uncheck “Use ori
click OK.

mn name as prefix” then

This will load the two new columns “Salesperson” and “Title”.

;= 123 Sales Order # A 123 Salesperson # ~ | AB- Region - 123 Sales A “'C Salesperson ~ | A8 Title -
1 87082 1301 South 119423 John Lennon Sales Associate |

2 87083 1302 East 321989 George Harrison Senior Sales Associate

3 87085 1302 East 282097 George Harrison Senior Sales Associate

4 87086 1302 North 305319 George Harrison Senior Sales Associate

5 87084 1304 East 155882 Ringo Starr Sales Assaciate |

6 87087 1301 East 111512 John Lennon Sales Associate |

7 87088 1301 East 308051 John Lennon Sales Assaciate |
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Operation 15: Merge datasets.

Combining the data from the “Sales Report” query and the “Comm SalesPerson
by Region” query.

The unique key that is common to both queries is a combination of “Sales Person ID”
and “Region”.

To initiate the join, on the Home tab, select “Merge Queries” .

“ Home Transform Add Column View Help
- X D D D D D [t Properties I:l L Yy s 4] i % Data Type: Whole Number ~ 5 Merge Queries -
= O] [E‘Ad\'anced Editer X EEEI EEE' F ri P Use First Row as Headers ~ L Append Queries ~

Choose Remove  Keep Remove split  Group

Close &  New Recent Enter  Data source Manage Refresh -
42 Replace Values Combine Files

apply~  Source = Sources~ Data setings  Parameters~  Preview = £ Manage ~

Columns ~ Columns > Rows ~ Rows ~ Column~ By

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

By default, the current query, “Sales Report”, will be the first table.

Merge

Select a table and matching columns to create a merged table.

Sales Report Du
Sales Order # Salesperson # Region Sales Salesperson Title
87082 1201 South 115423 John Lennon Sales Associate |
SeIeCt the Second table ) 87083 1302 East 321989  George Harrison Senior Sales Associate
“Com m Sales P erson by 87085 1302  East 282097 George Harrison  Senior Sales Associate
87086 1302 North 305319 George Harrison  Senior Sales Associate
H ”
Reg on-, from the drop- 87084 1304 | East 155882 | Ringo Starr sales Associate |
down.
Comm SalesPerson by Region = D,
Sales Person # Region Commission %
1301  East 4
1301  West 4.5
1301  North 55
1301 South 6
1302 East 2
Join Kind
Left Quter (all from first, matching from second) -

[ Use fuzzy matching to perform the merge

» Fuzzy matching options

Cancel

To select two columns as the joining condition, first select the first column then Ctrl+
Click on the second column. The order of selection is also very important. For this use
case you will select the “Salesperson ID” first followed by “Region”.
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Select “Salesperson #’ and “Region” from the first table.

Sales Report
Sales Order # Salesperson# 1 Region 2 [Sales
87082 1301 South 115422
87083 1302 East 321989
87085 1302 East 282097
87086 1302 North 305319
87084 1304 East 155882

Salesperson
John Lennon
George Harrison
George Harrison
George Harrison

Ringo Starr

(2

Title
Sales Associate |
Senior Sales Associate
Senior Sales Associate
Senior Sales Associate

Sales Associate |

From the second table select “Sales Person #” and “Region”.

Comm SalesPerson by Region -

Sales Person# 1 Region 2 JCommission %
1301 East 4
1301 Woest 4.5
1301 Nerth 5.5
1301 South [
1302 East 2

0

Once the selection from both tables is completed, Click OK.

Merge
Select a table and matching columns to create a merged table.

Sales Report

Sales Order # Salesperson# 1 Region 2 Sales Salesperson

87082 1301 South 119423 | John Lennon
87083 1302 East 321983  George Harrison
87085 1302 East 282097  George Harrison
87086 1302 North 305319  George Harrison
87084 1304 East 155882  Ringo Starr
Comm SalesPerson by Region -
Sales Person# 1 Region 2 Commission %
1301 East 4
1301 West 4.5
1301 North 55
1301 South a
1302 East 2
Join Kind
Left Quter (all from first, matching from second) -

[ Use fuzzy matching to perform the merge

» Fuzzy matching options

v/ The selection matches 64 of 94 rows from the first table.

Title
Sales Associate |
Senior Sales Associate
Senior Sales Associate
Senior Sales Associate

Sales Associate |

oK
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This will add a new column called “Comm SalesPerson by Region”.

Click on the button next to the header.

as

B,

W e N o A w2

=|o

Mark Friedman
University of Miami

- Title ~ [] Ccomm SalesPerson by Region
Uncheck all columns except ‘ 8|
L. Search Columns to Expand |
“Commission %" and ‘
* Expand O Aggregate
(Select All Columns)
{} Sales Person #
O Region
¥ Commission %
i A
uncheck “Use original column name
prefix”, e B
— [ Use original column name as prefix
. OK Cancel
then click OK -
This will load the new column “Commission %”.
- 123 Salesperson # ~ | AB. Region - 123 Sales ~ | AB- salesperson ~ || AB- Title ~ 1.2 Commission % -
17082 1301 South 119422 John Lennon Sales Associate | 6
'7087 1301 East 111512 John Lennon Sales Associate | 4
17088 1301 East 302051 John Lennon Sales Associate | 4
‘7090 1301 East 163360 John Lennon Sales Associate | 4
‘7083 1302 East 321589 George Harrison Senior Sales Associate 2
‘7085 1302 East 282097 George Harrison Senior Sales Associate 2
‘7096 1302 East 160356 George Harrison Senior Sales Associate 2
‘7094 1301 West 243896 John Lennon Sales Associate | 4.5
‘7086 1302 North 305319 George Harrison Senior Sales Associate null
‘7084 1304 East 135882 Ringo Starr Sales Associate | =
‘7093 1304 East 2032018  Ringo Starr Sales Associate | 3
17089 1304 North 96069 | Ringo Starr Sales Associate | null

12

There are certain “Commission %" values that contain “null”.
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Operation 16: Review the “Commission %” Column

Some of the rows do not have a valid result in the “Commission %” column.
There must be differences between the data from the two queries that inhibit a
match. Generally, we would look for different spellings or spaces.

We can review the “Commission %" column to determine which rows have nulls. Select
the “Commission %" column.

~ | AB- Title ~ | 1.2 Commission % -

4| Sort Ascending

%] Sort Descending

Left click on the drop-down

Remove Empty

Number Filters v

select only the “null” value e Select Al

" ¥ (null)
O:
O a5
Os
O 325
04
45

And click OK.

OK Cancel

Select the “Region” column.

v | 123 Salesperson # ﬂc Region

2| Sort Ascending

%l Sort Descer

Left click on the drop-down to apply the filter.

Remove Empty

Text Filters v

Search

The values present are Eastern and North. There is @ (select Al
something that caused those rows not to be joined. o

OK Cancel
Delete the last “Filtered Rows 1" step LA EE

Expanded Comm SalesPerson...
< Filtered Rows1
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The other query with which we are attempting to join is “Comm SalesPerson by
Region”.

Switch to the “Comm SalesPerson by Region” query.

Queries [3] L4

[ Sales Report
[ Salesperson Information

] Comm SalesPerson by R...

Select the “Region” drop-down and review the unique values.

FH. 123 sales Person # ~ | AB- Region bl B

. 4| Sort Ascending
There are only four unique values and °

“Eastern” is not one of them. “Eastern”
which appears in “Sales Report” query
should have been coded as “East”.

%] Sort Descending

Remove Empty

Text Filters »

Select Cancel to close the “Region” search
drop-down. ¥ (Select All

¥ North
¥ South
¥ West

lic=n
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Before we leave the “Comm SalesPerson by Region” query, there was a problem with

the data “North” in the column “Region”.

- | 1.2 Commission %

. 13 sales Person # ~ AB- Region
1 1301 East
2 1301 West
Select one of the “North” s 2301 | orth
values and the selected 4 1301 South
lue is shown at the ’ 1907} st
Va ue IS S 6 1302 West
bottom. 7 1302 North
8 1302 South

Double click on the word to
select the entire piece of
data.

Notice that there is an extra
space highlighted along with the word “North”

1303 East
1303 West
1303 North
1303 South
1304 East

West

1304 North

1304 South

4.5

3.5

2.5

3.25

3.25

3.75

3.25
4.25

4.75

One data set contains “North” and the other data set contains “North “,with a space.
The extra space in the “Comm SalesPerson by Region” query prevents the rows from

being joined.
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Select “ Region” column. ety /% Region -

1 1301 East

1301 Woest
1301 North
1301 South
1302 East

1302 West
1302 North
1302 South

[=T == R = IR s

1202 East

Select Transform.

Home Transform Add Column View Help

% D %E Transpose Data Type: Text ™ %-)2 Replace Values ~ EI:I Unpivot Columns ~ i .A/C.. Merge Columns ?O’
— ‘d
I:E Reverse Rows 7| Detect Data Type Fill = H‘!ﬁ Move ~ |— T - fgg Extract = 5

Group Use First Row 4 5 pi M Format | ., Statistics Standar
1 = =
By asHeaders 1H count Rows [l Rename 5_ Pivot Column |:| Convert to | - | 2mParse o

Select Format. s

< _
. . Merge Columns
Ad/C ABC XEO
153 Extract ™
Format | ;. Statistics Stand
- |Gz Parse - -
lowercase
1 — UPPERCASE
Select Trim. e Region"},
Capitalize Each Word
ﬁb Trim
Clean

Remove leading and trailing
whitespaces from each cell in the
selected columns.

This will remove the extra spaces in the text.

4 APPLIED STEPS

Source
MNavigation
The new step is automatically recorded in the Applied ’;e“""ed el
romoted Headers
Ste pS . Changed Type
Removed Other Columns
Renamed Columns
Filtered Rows
Unpivoted Columns
Renamed Columnsi
> Trimmed Text
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Return to “Sales Report”

query. S |

Queries [3]

[7] Sales Report

[ Salesperson Information

2 Comm SalesPerson by R...

Mark Friedman

University of Miami

Before the two data sets are merged the column “Region” must be corrected by
replacing the value “Eastern” with “East”.

Select the Expanded Salesperson

Information step.

Select the column “Region’_

Filtered Rows

Merged Queries

‘bl * Expanded Salesperson Inform...

Merged Queries

Expanded Comm SalesPerson...

1

. 123 Sales Order # - 123 Salesperson # - @ Region - 123 Sales -
87082 1301 South 118423
870832 1202 East 321989
87085 13202 East 282097
87086 1302 Morth 305319
87084 1304 East 155882
87087 1301 East 111512
87088 1201 East 308051
87089 1304  Morth 26069

bo = TNC S R, T SR R W

Select Transform and then
m Transform Add Column View Help

select Replace Values.

= 0

Group Use First Row

By

as Headers ~ *

Table

39

H count Rows =]l Rename

=dn] . -
= M
N

I,E Reverse Rows |7 Detect Data Type

= o
S_ Pivot Column

Any Column

E-)z Replace values = Unpivot Columns -
NG 4 Move ~

D Convert to List



Using Power Bl Part 3

Mark Friedman
University of Miami

Select insert to confirm that you want to proceed with inserting a step between already

existing steps. X
Insert Step
ou want to insert a step? Inserting an intermediate step
may affect subseq s, which could cause your query to break.
Cancel
X
Replace Values
Replace one value with another in the selected columns.
Value To Find
Eastern
Type “Eastern” as the /Repmew‘m
“Value to Find” and “East” ==
as the value to “Replace > Advanced options
With”.
oK Cancel

Select OK to confirm.

This will replace all the “Eastern” values with “East”.
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4 APPLIED STEPS

Source

Navigation

Removed Top Rows

Promoted Headers

Changed Type

Removed Columns

Filtered Rows

Merged Queries

Expanded Salesperson Inform...
Replaced Value

Merged Queries

Expanded Comm SalesPerson...

> Renamed Columns
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Left click on the “Commission %” drop-down arrow to verify that all the null values have
been eliminated and that “Commission %" has correctly populated all the rows.

lesperson Information.Title - 1.2 Commission % -
[} 1

A| Sort Ascending
%] Sort Descending

Remove Empty

MNumber Filters v

i Search

<

(Select All)
2
25
3
3.25
375
4
4.25
45
475
5.5

Select OK.

LY A5 S VL VR VR R L Y R MR

Gl [ oo |
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Operation 17: Creating calculation column.
Create a Commission column based on the “Commission %" and Sales columns

Commission can be calculated as Sales * Commission % / 100. To do this operation
add a column.

Click on Custom Column under Add Column tab

Home Transform Add Column WView Help
m EL‘ [- I:IEI Conditional Colurmn .Ad/(} Merge Columns
f’k [ [t Index column ~ o M Extract v

Column From| Custom |Invoke Custom Dulicate Col Format .. . .
Examples ~ | Column |  Function L] Duphcate Column > agrarse

General From Text

In the pop-up give the new column a name like “Commission”

Custom Column

Add a column that is computed e other columns.

New column name

Commission
Custom column formula Available columns
= [Sales]*[#"Commission %" ]/19?1 | | sales Order #
Salesperson #
T Region
Sales

Salesperson
Title

Commission %

<< |nsert

Learn about Power Bl Desktop fornfulas

v/ No syntax errors have been ditected. OK Cancel

Then enter the following formula in the Custom Column formula section:
[Sales]*[#"Commission %"]/100
Then Click OK.

This will add a Commission Column at the end of the dataset.
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ssion %

Right click on the column header.

ABC

= 123 Commission

Select Change Type:

Then, select Fixed decimal
number. =

—

This will change the data type of
the column to have dollar values.

The updated column header
would indicate the $ sign next to
the column name indicating that
the change is effective.

\

s Commission -

6
4
4
4
2

2

Decimal Number
Fixed decimal number
Whole Number
Percentage
Date/Time

Date

Time
Date/Time/Timezone
Duration

Text

True/False

Binary

Using Locale...

4.75

All the steps are captured in Applied Steps.

4 APPLIED STEPS

Source
Mavigation
Removed Top Rows
Promoted Headers
Changed Type
Removed Columns
Filtered Rows
Merged Queries
Expanded Salesperson Inform...
Replaced Value
Merged Queries
Expanded Comm SalesPerson...
Added Custom
< Changed Type1
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- 4 PROPERTIES
Copy

Remove

Remave Other Columns
Duplicate Column

Add Column From Examples...

Remove Duplicates

Remove Errors

Change Type »

Transform »

Replace Values...

Replace Errors...

Group By...
Fill ro¥
Unpivot Columns

Unpivot Other Columns
Unpivot Only Selected Columns

Rename...
Move 3

Drill Down
Add as New Query
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Operation 18: Data Load
Loading only relevant data to the front end.

Now all the information needed from the three datasets is combined into the Sales
Report data set. The other 2 datasets should not be loaded to the Power BI front end.

To disable a load, right click on the query you want to disable.

[ Sales Report 1
[ LT, b |
Uncheck Enable load spzeiul By Copy
] Comm SalesPers o
Fasie
> Delete

=[ Rename
You might see a warning message Enable load

indicating that there is a possibility of Include in report refresh
data loss, click Continue

Eg Duplicate
I Reference
X
Possible Data Loss Warnif\g Move To Group >
o ) ) Move Up
Disabling load will remove the table from the Rport, and any visuals
that use its columns will be broken. Move Down
Create Function...
Continue Cancel

Convert To Parameter
[& Advanced Editor
[ Properties..

Repeat the same procedure of disabling load for “Comm SalesPerson by Region”
dataset.

Select Home, and then

Home Transform Add Column View k
Select Close & Apply. =X D D D D .
mp
Close & ew Recent  Enter Data source Manage
Apply = Source Sources ™ Data settings Parameters ™
Close Mew Query Data Sources  Parameters

This loads the “Sales Report” data onto the front end of Power BI.
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Operation 19: Create a “Table Visual”

Click on the Table icon under the Visualization section to add
atable. Visualizations >

L]
=

M QE

The order in which you select the fields determines
their location in the Table. First select the
Salesperson field P search

Fields

A @1 Sales Report

« E Commission

M

Commission %

Region

X Sales

and then select the Commission field. Ox s .
ales Qrder #

M

Salesperson #

AN

Salesperson Information.Salesperson

Salesperson Information.Title

This creates a Total Commission for Salesperson report.
Salesperson Commission

George Harrison  $90,935.35
John Lennon $2,26,149.85
Paul McCartney  51,27,193.51
Ringo Starr $2,74,189.60
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After adding the table, you can do some formatting

. Visualizati
changes. Select the table and click on the Format tool. sHaizations

ElEDE e
b e [ Tk ) OB S

— ' Format = _Y —| =

,O Search

~ General
Click on “Total” to expand the same
v Style
~ Grid

v Column headers

~ Values
Toggle “On” under Totals to “Off”. v Total
~ Field formatting

- Total

~ Conditional formatting
Totals

On —4

Total label

Total

Font color

W -

Background color

Dv

QOutline
Top anly >

Font family
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T @
,O Search

Click on “Grid” to expand the options.

~ General
v Style
v Grid

~ Column headers

Cutline weight

N

1

R

Change the Text size to 24.

Text size
24 pt
Image height
Return to Fields section by clicking on the Fields icon next to NSO L. - -
formatting. rielss = ] = [y
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T R

You can double click on any field to rename the field.

Values

Double click on Commission == Salesperson VX
and rename it “Commission Expense” =P Commission v X
then click Enter.

And then rename Salesperson.

The update table should look like the following:

Salesperson Commission Expense Y B
. . ot
Paul McCartney 5127,193.505
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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.

Salesperson

George Harrison
John Lennon
Paul McCartney
Ringo Starr

Click on the More Options and select “Export Data”.

\

v wl]
.

Commission Expense

$90,935.35

$2.26,149.55
$1.27.193.51 I

$2,74,189.60
=

Y B

Salesperson Commission Expense D Export data
George Harrison 59093535 o Showdata | Export data .
John Lennan 52,26,149.35 X Remove
Paul McCart $1,27.193.51 ] :
‘_a” c-srney . - 01’3 Automatically find clusters
Ringo Starr $2.74,189.60
=1 Spotlight
V: S0t gdescending
lZ Sort ascending
L -
Sortb 4
Add the name of the Y
file. ' oo T
Organize ~ New folder -
& This PC Name - Date modified Type Size
» 3D Objects No items match your search.
m Desktop
|£] Documents
3 Downloads
b Music
= Pictures
B Videos
cal Disk (C:)
ive Fil
FEREN SN Commission by Salesperson
Save as type: CSV File (*.csv)
Select Save
—-

~ Hide Folders
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Navigate to the location and double click to open the CSV file you just saved.

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

A B C D
1 |Sa|esperso_|Commission Expense
2 |George Hal ###iHHHE
3 |John Lennc ######H##
4 | Paul McCai ########
5 |Ringo Starr ###iHi
b

Change the columns’ widths and

formats. A B ¢

1 |Salesperson |Commission Expense
2 |George Harrison $90,935.35
3 |John Lennon 5226,149.85
4 | Paul McCartney 5127,193.51
5 |Ringo Starr 5274,189.60
6

7

Save the file as an Excel file by using File/Save As, and then select the location and the
appropriate name.
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Operation 21: Create a Matrix visual

Add a new page by clicking on the “+” icon next to the existing pages at the bottom.

Page 1 Page 2 -+
3
PAGE 2 OF 2

Click on the Matrix icon under the Visualization section to add a Matrix.

Visualizations >

= b E =
ks b Uil s

o
':"
N HEE R

e
A L2 E
5 EHR P E
Once the visual is inserted, drag Visualizations > Fields 2
and drop . -
1. Salesperson to Rows =N E hE=E M L2 search
2. Region to Columns b ke il e WY s
_3. ‘Commission to Values W = [+ o) o B~ B General Joumal
as indicated in the diagram. .
O mMEF = ~ M Sales Report
Y |j R Py l-: % Commission
= @ . Commission %
_ T—’ Region
Rows Sales
Sales Order #
Add dat
Salesperson
Columns

Salesperson #

Add data fields here O Title

Values

Add data fields here

MNeill+h A~
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This creates a summary Matrix providing commission for each Salesperson by Region.

Salesperson East MNaorth Sou \
£26 £15. 28 ¢

George Harrison | 51719218 $26,615.28
John Lennon

Paul McCartney

Ringo Starr | You can resize the visual by clicking and
fotal | $1.92501.57 s24485759 $1. dragging on any of the movement shapes
on the visuals edge. Use any of the
<4 movement shapes on the right edge of the
visual to adjust the size of the visual to fit
all the info represented

The adjusted visual should look like the following:

T =
Salesperson East Maorth Sauth Wast Total
Geeorge Harrisen | £§17,182.18 $26,615.28 £26,052.39 521,075.50 $90,935.35
John Lennen £84,829.28 $29372.97 $82,074.30 52987330 52.26,149.85
Paul McCartney $52,700.70 $15,502.96 52811356 $1,27,193.51
Ringo Starr | $60,005.82 §1,36,168.64 344 940,08 $33,073.06 5$2,74,189.60
Total | $1.92,901.57 $2,44,857.59 $1,68,569.73 51,12,139.41 57,18,468.30

Explore the formatting section and make formatting changes if necessary. These
changes will not be imported into Excel.

~ General

~ Style
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Select the table and notice that you get More Options indicated by 3 dots (...) on the

o

top right or the bottom right of the table visual.

L
Salesperson East Maorth South West
George Harrison | £§17,182.18 $26,615.28 $26,052.39 §21,075.50
John Lennon £84,829.28 $249372.97 38207430 §29,873.30
Paul McCartney $30,874.29 $52,700.70 $15,502.96 §25,115.56
I Ringeo Starr | $60,005.82 §1,36,168.64 $44 940,08 $33,075.06

Total |$|.924901.5T $2,44,857.59 $1,68,569.73 51,12,139.41

L

Total

$90,935.35
52,26,149.85
51,27,193.51
52,74,189.60
57,18,468.30

=L

Click on the More Options and select “Export Data”. \

Add the name of the file

G Save As

Save As
¢

Organize New folder

~
% This PC Name

3 3D Objects
m Desktop
|2 Documents
& Downloads
b Music
= Pictures
B Videos

& . Local Disk (C)

Google Drive Fili
v

» ThisPC » Desktop » Power Bl Sample

~

Commission by Salesperson.csv

Export data
Show data Export data |
Remove

Automatically find clusters

Spotlight

v |0

Search Power Bl Sample
Date modified Type

3/30/2020 3:22 PM Microsoft Excel Co...

1KB

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

Select Save

~ Hide Folders
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Navigate to the location and double click to open the CSV file you just saved.

The exported table in Excel would like the following:

A
1 |Sa|esperson

John Lennon
John Lennon
John Lennon
John Lennon

— ) ) ]
DR (S|e|ee|~|o|w |~ w|mw

=

Ringo Starr
15
16
17

an

Ringo Starr
Ringo Starr
Ringo Starr

George Harrison
George Harrison
George Harrison
George Harrison

Paul McCartney
Paul McCartney
Paul McCartney
Paul McCartney

B C
Region Commission
East 517192.18
North 526615.28
South 526052.39
West 521075.50
East 584829.28
North 529372.97
South 582074.30
West 529873.30
East 530874.29
North 552700.70
South 515502.96
West 528115.56
East 560005.82
North $136168.64
South 544940.08
West 533075.06

Once the data is available in the above format, you need to insert a Pivot table to
represent the data in the required format.

Select any cell in the data range. Say you select cell Al

Select Insert =

Select Pivot table

This will insert a Pivot Table
in a new sheet. Pivot tables
help summarize the data in

various formats.

 Fle ——mmmw=p Insert Page Layout
=] o3| = =
\ 12 i, H E[;]l
Pivoetlable Recommended Table Pictures
PivotTables
Tables
PivotTable fe
LJx
Easily arrange and summarize
complex data in a PivotTable. 4
ission
FYl: You can double-click a value to  |g2.18
see which dgta ed values make up 15.98
the summarized total.
52.39
@ Tell me more 75.50
b [John Lennon tast S84¥29.28
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23 SmartArt

@_+ Screenshot v
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Create PivotTable 7 =

Choose the data that you want to analyze
() Select a table or range
ge: 16 by by Re'SAS1:5C517 t

Se I ect O K Ousean em«nel o.T Tuue

=+

Lacation:

her you want to analyze mulliple tables

Once a Pivot table is inserted, the Pivot Table Fields are displayed .

. PivotTable Fields > X
Drag the fields
1 Sa|eSperSOH tO ROWS Choose fields to add to report: @} hd
2. Regionto Columns and Search je
3 i Com mISSI On_ tO Val ues Salesperson Information.Salesperson
as indicated in the diagram. Region
Commis:
More Tables...
Drag fields betweeNa
Filters Columns
gion hd
Rows A Values
Salespe®on Information... * SUM of Commission b
If the Count of Commission ~ appears
instead of the “Sum of Commission”, left click Seer Layout Update
on Count of Commissions, select Value. Field
Setting Sum then OK.
This summarizes the data in the following format:
Row Labels |~ |East North South West Grand Total
George Harrison 17192.18 26615.28 26052.39 21075.5 90935.35
John Lennon 84829.28 29372.97 82074.3 29873.3 226149.85
Paul McCartney 30874.29 52700.7 15502.96 28115.56 127193.51
Ringo Starr 60005.82 136168.64 44940.08 33075.06 274189.6
Grand Total 192901.57 244857.59 168569.73 112139.42 718468.31
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Save and close Excel and Power Bl Desktop.
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