Data Analysis & Business Intelligence Made Easy with Excel Power Tools
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1. What is Power Query?
1) What does Power Query do?

1. Import Data from External sources

i. External sources such as text files, folders that contains multiple files, Excel workbooks,
SQL databases and more.

2. Clean Data
i. Like split datain a column into three columns

3. Transform Data
i. Like combining multiple tables into one Proper Data Set

4. Loads Data to these locations:
i. Excel Sheet = Data in cells in Excel Worksheet.
ii. PivotTable Cache = data in behind the scenes PivotTable Cache.
iii. Power Pivot Data Model = Data in behind the scenes Power Pivot Columnar Database
(Data Model) which can hold millions of rows of data.
2) Reminder of the goal of Data Analysis and why will need Power Query :
1. Data Analysis:
i. Converting Raw Data into Useful Information
2. Proper Data Set:
i. Field Names / Column Headers in first row
ii. Records in each row (sales transactions, employee records and so on)
iii. Empty cells all around data set (or Excel row or column headers)
3. “Bad Data”
i. “Bad Data” = Raw Data that is not in a Proper Data Set form.
ii. If we don’t have a Proper Data Set than we can use Excel Data Analysis features.
iii. So when we get “Bad Data”, we have to clean and transform the data so it becomes
data that is stored in a Proper Data Set.
iv. Power Query (Get & Transform Data) is an Excel Feature that can clean and transform
data.
4. Importing Data:
i. We do not always have our data in our Excel file.
ii. Power Query will allow us to import data from any source and then load it to our
desired location (such as Excel Worksheet, PivotTable Cache or the Data Model)
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3) Power Query history :
1. Power Query has been around since Excel 2013
2. In Excel 2010 & 2013 Power Query was an add-in that you had to download and install
3. In Excel 2016 Power Query become the “Get & Transform” group in the Data Ribbon Tab.
4. Depending on the version of Excel that you have, the Get & Transform group looks different.
i. If you have Office 365, your “Get and Transform Data” group may look like this:

Home Insert Page Layout Formulas

|:B‘D [:"%}u E‘Z'L) D ’T‘ﬂ D Queries & Connections

.| Properties
Get From From From Table/ Recent Existing Refresh i

Data~ Text/CSV Web Range Sources Connections  All~ 3 Edit Links

Get & Transform Data Queries & Connections
Or:
File Home Insert Page Layout Formulas Data Review Wiew C
f:i I:m D @ D |:b r EQueries&Connections
@ B L& ® < g

From  From From Table/ Recent Existing Refresh
DataV Text/CSV  Web Range Sources  Connections All ~

Get & Transform Data Queries & Connections
1 1 1 Ll Ll 1 1

ii. If you have Office 2016, your “Get and Transform” group may look like this:

Home Insert Page Layout "ormulas View

Ij‘-w [H D D D r =] Show Queries Connections

@ © El .¢. T EE Ej From Table :=| Properties

From From From From Other Existing New Refrgsh —

Access Web Text Sources~  Connections\ Query~ PG Recent Sources M ~ Edit Links
Get External Data Get & Transform Connections

4) If your data is in an Excel sheet, you must convert the data to an Excel Table using the Excel Table
feature.
1. Thisis to ensure that if you add new data, the output from Power Query will update when new
data is added.
2. Then you click the “From Table” button in the Get & Transform group in the Data Ribbon Tab to
put the Excel Data into the Power Query Editor:
i. In Office 365 the “From Table/Range” button looks like this:

File Home Insert Page Layout Formulas

& RE

Existing Refresh
Data ~ Text/CSV Web #ources Connections All ~

Get & Transform Data Que

ii. Inaversion that is Office 2016 the “From Table” button looks like this:

Formulas Data Revig]

Get & Transform
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5) If you have data from an external source, we can begin the process of importing the data by clicking

the following button:
i. Inaversion that is NOT Office 365 to get external data click the “Get Data” button:

File Home Insert Page Layout Formulas

BYa e B 8 B [:

Get rom  From From Table/ Recent Existing Refresh
Data~ TAxt/CSV Web Range  Sources Connections  All~

Get & Transform Data Que

ii. Inaversion that is NOT Office 365 to get external data click the “New Query” button:

Frrmulas

=

New
Query ~
Zet & Transform
6) If you ever need to edit, delete or look at your query, you must open the Query Pane. The button to

click to open the Query Pane is in a different location depending on whether or not you have Office 365:
1. In Office 365, you click the “Queries and Connections” button in the Queries and Connections

N\l Show Queries
E| From Table

[ /5 Recent Sources

group in the Data Ribbon Tab:

File Home Insert Page Layout Formulas

&l le B & B I8

Get From From From Table/ Recent Existing Refresh — =
Data~ Text/CSV Web Range  Sources Connections All~ Edit Links

Get & Transform Data
2. Inaversion that is NOT Office 365, you click the “Show Queries” button in the Get & Transform
group in the Data Ribbon Tab:

Queries & Connections

Home Insert Page Layout Formulas Review View

Dé E{E‘}:« ['[1—] [:L(s. D ”:e Connections

: | Properties

From From From From Other Existing New Refresh =
Access Web Text Sources~  Connections Query~ [ Recent Sources All ~ Edit Links
Get External Data Get & Transform Connections

3. If you ever need to edit or look at your query, you can double-click the query in the Query Pane.

You can right-click the query and point to edit also.
4. If you need to delete your query and start over, you can delete the query in the Queries Pane.
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7) Clean Data with Power Query (Get & Transform), Flash Fill or formulas?

1. Use Flash Fill when the data cleaning is a one-time event and you don’t need the solution to
update when the source data changes.

2. Use Formulas when the data cleaning solution needs immediately update when the source data
changes.

3. Use Power Query when you need the solution to update after you click the Refresh button.

8) Other reasons to use Power Query rather than Flash Fill, Formulas and other methods of cleaning and
transforming data:

1. Power Query can be significantly easier when the cleaning is complicated or has multiple steps,
especially as compared to formulas

2. If the data is coming from an external source, Power Query can be significantly easier than any
other method.

3. If you have multiple files that you need to transform into a single Proper Data Set, like in the
example in our video, Power Query is significantly easier than any other method.

4. The “Query” created with Power Query an be linked to a reporting solution. And you are
allowed to go back and edit that query at any time, and then simply refresh the report and it will
reflect the changes made in the query.

9) Every time we use Power Query, we create a new “Query”.

1. The word “Query” means to ask a question.

2. When we start a “Query” based on a Start or Begin Data Set, we are asking a question of the
data set.

3. For example:

i. If our Start or Begin Data Set looks like this:
Description Amount
Carlota / 05/05/2016 / West 485

ii. We might want to ask the question or “Query”: “Can | see the Description Column Split

into three separate columns?”, where the answer to the “Query” would look like this:
Product Date Region Sales
Carlota 5/5/2016|West 485
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10) Power Query uses “Data Types” for each Column / Field
1. “Data Type” indicates what sort of data can go in a particular Field or Column.
For example, we may designate a column as one of these Data Types:
e Text: Where the column can only contain Text values
e Date: Where the column can only contain Date values
e  Whole Number: Where the column can only contain Whole Numbers with no
decimals
e Currency: Where column can contain Currency amounts with up to 4 decimals
e There are more Data Types also...
2. When you designate a Column / Field as a specific data type, you are building a more robust
data storage system, because you are assuring that the right kind of data goes into the column.
3. Power Query and Access both use “Data Types”.
Important: If you do not choose the correct data type for each column, the data analysis
features in Excel, like a PivotTable may not work correctly.
For example:
e A Date Field without the Date Data Type cannot group in a PivotTable.
e  ASales Column without a number Data Type may not be able to be summed.
11) Delimiter?
1. A delimiter is a character or set of characters that separate data that should be broken apart
into separate columns
For example, for this data: Carlota / 05/05/2016 / West
e The delimiteris “/ “ (Space, Forward Slash, Space).
e The delimiter tells us how the data should be split into separate columns.
e The resultant data should be:

Description Amount Product Date Region Sales
Carlota / 05/05/2016 / West 485 - Carlota 5/5/2016|West 485

12) Why store data in Text Files?
1. Because there are so many different systems for storing data, one of the common files types
used to transfer data from one system to another system is the “Text File”.
Examples of Text File extensions:
o “itxt”

The Delimiters used for different text files:
o “ixt” uses a Tab as the delimiter
e “.csv” uses comma as the delimiter
13) Change Load Location:

1. To change the Load locations (like change from PivotTable Cache to Excel Table in Worksheet),
open Queries & Connections Pane, right-click query, click on “Load To...”, as seen here:

[ ProperSalesTable
481 rows loaded.

E® Copy
Paste
Edit
X Delete
=] Rename
Refresh
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2. Example 1: PivotTable Gets New Source Text File Each Month

1) From the Data Ribbon Tab, in the Get & Transoform Data group, click the Get Data dropdown arrow, as
seen here:

File Home Insert Page Layout Formulas Data Review View [
f:\ |:B\ D E D D r [T Queries & Cannections
@ B Le © < g
From  From From Table/ Recent Existing Refresh
Data" Text/C5V  Web Range  Sources Connections All~ |_-h
Get & Transform Data Queries & Connections

2) Point to From File, then click on From Text/CSV, as seen below:

File Home Insert Page Layout Formulas
From  From From Table/ Recent Existing R

Data' Text/CSV  Web

D From File

[m rom Database /

3) Navigate to the file that you have placed in a designated location (same location you will use next
month), click the file, and then click the Import button, as seen below:

Sources Connections

From Workbook

[‘%' From Text/CSV

Range

Import Data
E’) -1 b SurveyDataFolder v G Search SurveyDataFolder »r
Organize + New folder =~ M @
" -
Microsoft Excel Name Date mod
| March2019.bdt 3/7/2019 )
0 Favorites
Bl Desktop
& Downloads
| Recent places
v < >
File name: | March2019.bt w | | Text Files (*.prn;".tct;*.csv) w
Tools - Cancel

as seen here:

Verify that the Delimiter is Tab and then click Transform Data (in some versions the button says “Edit”),

March2019.txt

File Origin Delimiter

1252: Western European (Windows) ~ | | Tab

Columnl Column2

Type of Company | Employment Plan Over Next 12 Months

Data Type Detection

~ | | Based on first 200 rows M

Verify Delimiter

Private Add Employees
Private Add Employees
Private Add Employees
Private Add Employees
Private Add Employees
Private Add Employees
Private Add Employees
Private Add Employees
Private Add Employees
Private Add Employees
Private Add Employees
Private Add Employees
Private Add Employees
Private Add Employees
Private Add Employees
Private Add Employees
Private Add Employees
Private Add Employees
Private Add Employees

ﬂ The data in the preview has been truncated due to size limits.

Transform Data

&7

Click Transform Data
(in some versions the
button says “Edit”)

/
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6) The text data has been opened in the Power Query Editor. Name the Query “TextSurveyTable”, and then
in the Applied Steps Pane, use the Red X to delete the “Changed Type” step, as seen below:

P

| @~ < | March201Y~ Power Query Editor = =
Home Transform Add Column View : 0
-~ [E'Properties u & Data Type: Text [ﬁ D Mew Source °
é_j DAd\ranced Editor Use First Row as Headers D [?:_. Recent Sourc
Close & Refresh Manage Reduce Split Group X Combine Manage Data source - 4
load~  Freview - 1 Manage = Columns ~ Rows ™ Column By wp Replace Values - Parameters * settings
Close Query Saort Transform Parameters  Data Sourc... Mew Query |
> _}} = Table.TransformColumnTypes{Source,{{"Columnl”, type text}, {"Column2", W Que'y Sett'”.,gs %
D
- . 4 PROPERTIES
& '] Name the Query “TextSurveyTable”. In the video we \ Name
2
: used the name “TextSurveyDataFinalTable” TextSurveyTabll
4 vy All Properties
5 |Private Add Employees
: 4 APPLIED STEPS
6 |Private Add Employees
7 |Private Source
; el | . Changed Type
8 |[Hums Delete the “Changed Type” step
9 | Private
10 | Private Add Emplovees
7) Inupper left corner of table, click dropdown and the click on “Use First Row as Header”, as seen here:
| &~ = | TextSuny

Home Transform Add Column Wiew
Properties u (5]
& (3w =

DAd\ranced Editor
Close & Refresh Manage Reduce 5
Load~  Preview ~ ] Manage - Columns * Rows ™ Caoly

Clase Query Sort

W

_FS; = Table.TransformColumnTypes(Sourcd

- ABC Columnl - ABC Column2 -

EE Copy Entire Table ver Next 12 Months /

Queries

[  UseFirst Row as Headers

BEi  Add Custom Column...

8) The Applied Steps list should show three steps (as seen below). In the Home Ribbon Tab on the far left,
click dropdown for Close & Load, then click on “Close & Load To...”

| @~ = | TextSurveyTable - Power Query Editor = =
Home Transform Add Column WView ~ 0
P I:I\:I Properties u o fl ] Data Type: Text = =
[ & . &2l = . =
L] D Advanced Editor :l [ Use First Row as Headers =
Close & Refresh Manage Reduce Split Group 1 Combine Manage Data sol "
Lload~ | Preview= =] Manage ~ Columns > Rows Column= By 53Replace Values - Parameters = setting
@] Close & Load Sort Transform Parameters  Data 5ot
[ ClosesloadTo.. Table.TransformColumnTypes (#"Promoted Head
—_— = ~M= Table.TransformColumnTypes(#"Promoted Headers" “ . 2
- e : Query Settings X
k] /- AE‘C Save your chaMges to this query, Plan Over Next 12 Months |~
@ | close the Query DWitor window, 4 PROPERTIES
& Privl  and specify where I\Joad the ~
2 |priv| results. Name
3 | Private Add loyees StunveyTable
4 | Private Add EmpMNges All Properties
5 |Private
: 4 APPLIED STEPS Th ece
rivate . r
o [ Clle on Source
Promoted Headers H
privat “ ” in
8 pmate Close & Load To... R Steps
9 | Private I, d
10 |Private mma\;aes App Ie
11 | Private Add Employees H
: NJ Steps list.
12 |Private Add Employees
13 | Private Add Employees
14 | Private Add Employees
15 |Private Add Employees
16 | Private Add Employees
17 | Private Add Employees
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9) Inyou have Office 365, you can use the “PivotTable Report” option in the Import Data dialog box to load
the data to a PivotTable Cache, as seen here:

Import Data ? “

Select how you want to view this data in your workbook,

=

[* O only Create Connection
Where do you want to put the data?
() Existing worksheet:

il
Lo
]
L
(%]
1

(®) Mew worksheet

|:| Add this data to the Data Model
Properties... Cancel

In you do NOT have Office 365, you can use the “Table” option in the Load To dialog box to load the data
to a PivotTable Cache, as seen here:

10

—

b4
Load To

Select how you want to view this data in your workbook.

B @ Table
E% © Only Create Connection

Select where the data should be loaded.

® New worksheet
Existing worksheet:

Add this data to the Data Model

Load Cancel

11) If you load it to the PivotTable Cache, you will see the “Queries and Connections” Pane that lists the
qguery named “TextSurveyTable”, and you will see the PivotTable Field List.

E-DAB-06-PowerCuery-Startxlsx - Excel Pivo..  isaac bmxbase

File Home Insert Page Layout Formulas Data Review View Developer Add-ins Help  Power Pivot Analyze Design P Search [t = ©
5% Sk E- R ©Oe-EFE~

A3 - & v

A E C D E F G - ) ) ) ;

1 Queries & Connections ~ *  PivotTable Fields v &
2

B Queries | Connections Choose fields to add to report: &~
4 1 query Search

5

E TextSurveyTable

& | Tobuild areport, choose i [ Type of Company

7 | fields from the PivotTable Uiz anEl [ Employment Plan Over Next 12 Months
8 More Tables..

9

10 “ . . ™

1 Querles and Connections /

12 .

s E Pane that lists the query

14

% ”

15 named “TextSurveyTable”. _

5 Drag fields between areas below:

17 Filters Columns

18

19

20
21
22 Rows = Values
23
24
25
26
21 -

3 | Cover | Topics | ' .. & 4 » Deegevet Upeas
8 O Accessibility: Investigate H mo- ] + 100%
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12) We can build our PivotTable and PivotChart Report based on the data imported from the text file into

the PivotTable Cache, as seen here:

A 8 c D E <
1 Queries & Conn.. ™ X PivotTable Fields v o8
2

Queries | Connections Choose fields to add to report: &~
3 Count of Type of Company Type of Company |~ =
4 Employment Plan Over Next 12 Months |~ Private Public Grand Total 1 query Search ge)
s Add Employees 37 32 69
6 Lay Off Employees 16 a2 58 B TextSurveyTable Type of Company
7 No Change 19 31 53 iy ris Employment Plan Over Next 12 Months
8 Grand Total 72 108 180 .
3
10 Count of Type of Company Type of Company |~
n Plan Over Next12 Months |~  Private Public Grand Total
12 Add Employees 51.4% 29.6% 38.3%
13 Lay Off Employees 2.2% 38.9% 32.2%
14 No Change 26.4% 3L5% 29.4%
15 Grand Total 100.0% 100.0% 100.0%
16
17 It Iooks like Private and Public plans are going in opposite directions.
18 Add Employees is: 51% for Priviate Firms, but 30% for Public Firms.
19 Lay OFff Employees is: 22% for Private Firms, but 39% for Public Firms JEpiiEi e e i
20 Filters Columns.
el wPrivate mPublic Type of Company -
Z; 51.4%

38.9%

24 . 256% % 26.4% 315%
25
2 H =l ==
27 ‘Add Employees Lay Off Employees No Change Rows = Values
28 Employment Plan Over Next 12 Months Employment Plan Over Next 12... ~ | || Count of Type of Company -
29
0

13) If we do not need to keep a historical record of our report, and next month when we have a new text file
in our designated location, we can open the query by double clicking it in the Queries and Connections
Pane, as seen below:

Queries & Conn.. ~ %

Queries | Connections

Double-click Query to open

1 query (or right-click, edit)

— |

B TextSurveyTable
180 rows loaded.

14) In the Power Query Editor, in the Applied Steps list, double-click the first step named “Source”.

| &@- = | TextSurveyTable - Power Query Editor = =
Home Transform Add Column View 0
i u | B ¥ . - o
éfj i D:I Properties = :l 1k % Data Type: Text ﬁ P [* Mew Source
*  [E] Advanced Editor :l [ Use First Row as Headers = D:. Recent Sources =
Close B Refresh Manage Reduce Split  Group 3 Combing Manage Data source -
Load~  Preview = 3 Manage - Columns ~ Rows ~ Column~ By 3;ReplaceValues - Parameters = settings
Close Query Sort Transform Parameters Data Sources Mew Query
> .f = Table.TransformColumnTypes(#"Promoted Headers" "Type of Company", type text W C 3
Jx pes( SA{"Typ pany", typ s Query bettmgs %
.E = AB( Type of Company - AB( Employment Plan Over Next 12 Months |~
@
C:r 1 |Private Add Employees 4 PROPERTIES
~ Name
2 |Private Add Employees
3 |Private Add Employees
4 | Private Add Employees All Properties
5 |Private Add Empl APPLIED STEPS
Pl
6 |Private ~ademad  double-click the first step _N
7 |Private Add Empl -~
named “Source” Promoted Headers
8 |Private Add Empl. .
9 | Private Add Empl - Gz
10 |Private Add Employees
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15) The file path looks like this (for March):

Comma-Separated Values

® Basic Advanced
File path

t:\U sers\FamilyUse\Desktop\SurveyDataFolder\March2019.txt Browse...
Open file as

Csv Document M

16) Change the name from March to “April”. Then click OK.

Comma-Separated Values

* Basic Advanced
File path

CAUsers\FamilylUse\Desktop\SurveyDataFold er"-.a‘-';prill.'—.‘ﬂ"l O.txt Browse...
Open file as

Csv Document -

17) Go back to your PivotTable and Right-click and then point to Refresh. If you loaded the data to the sheet
and then built your PivotTable based on the data in the sheet, you will need to refresh the query in the
Queries & Connections Pane, then refresh the PivotTable. Here is the updated PivotTable shown here:

Count of Type of Company Type of Company |~

Employment Plan Over Next 12 Months | = | Private Public Grand Total

Add Employees 36.0% 30.5% 33.0%
Lay Off Employees 30.3% 37.1% 34.0%
Mo Change 33.7% 32.4% 33.0%
Grand Total 100.0% 100.0% 100.0%

It looks like Private and Public plans are similar this month. They have converged since last month's survey.
Add Employees is: 36% for Priviate Firms, but 31% for Public Firms.
Lay Off Employees 30% for Private and 37% for Public.

m Private m Public

37.1%
O sy 30.3% . 33.7%  s24%
Add Employees Lay Off Employees No Change

Employment Plan Over Next 12 Months

18) In the video, we also saw how to preserve the historical report, by copying the Query in the Queries &
Connections Pane, then edit the source file destination, and then load the new query to a new
PivotTable.
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3. Example 2: Clean and Transform Bad Data For PivotTable

1) On the sheet named “Ex(2)” there is a table with two Columns/Fields named “Description” and “Amount”. The
Description column is “Bad Data” because we can’t use the Product, Date or Region in a PivotTable Report
unless we break it apart into three columns. This is what the data looks like:

7 A B
14 ‘Description Amount
15 |Carlota / 05/05/2016 / West 485
16 Aspen /04/02/2016 / South 804
17 7 Yanaki / 05/02/2016 / South 790
18 |FlatTop / 04/11/2016 / South 965

2) Notice that what separates the Product, Date and Region columns is a “delimiter”. The delimiter for this column
is “/“, thatis a space, forward slash and a space.

3) In order to use data from an Excel Sheet we must convert the data to an Excel Table. We can convert the table
of data to an Excel Table by clicking in a single cell and using the keyboard Ctrl + T. In the Properties group in the
Table Tools Design Ribbon Tab we can name the table “StartSalesTable”.

4) To bring the Excel Table into the “Power Query Editor Window”, click in one cell in the Excel Table and in the
Data Ribbon Tab, in the “Get & Transform” group, click the “From Table” button:

i. In Office 365 it looks like this:

Formulas

& a3

From Table/ Recght Existing Refresh
Sogfices Connections All~

Home Ine~=t

File

=l
& Lo
Get From
Data - Text/CSV We
GetNa

Dage Layout

m
b

Queri

«.0

B RR-M-O0-% & @ =

From Table/Range

Al5 3¢ 35/2016 /

Create a new query linked to the
selected Excel table or named range.

14 Description If the selected data isn't part of a ?
table or named range, it will be —
15 |Carlota / 05/( converted into a table. 35

16 |Aspen / 04/02/2016 / South 804
1. |17 _Yanaki/05/02/2016 / south 790

ii. Inaversion thatis NOT Office 365, it looks like this:

New

Query Dg Recent Sources

Get & Transform

Page 12 of 25



5) A New window opens up that reads “Query Editor” or “Power Query” in title Bar. On the Right, we want to click

in Query Settings Task Pane Name textbox and name the Query “SalesProperDataSet”. This name is the name of

the Query and the name of the “Cleaned” Excel Table that will be loaded back into Excel.

| @~ = | SalesPrnperDaQ— Query Edito) ﬂiﬁ
- O — z
Home Transform Add Colul ©
,:)“—‘ [L; [E Properties Y, < | 7 ¥ o DataType: Text ~ 5 Merge Queries ~ [’—1 [ New Source ~
s} 1 2 3
== %7 [=} Advanced Editor ‘E E (4] [™] Use First Row as Headers = "% Append Queries ~ > [ Recent Sources ~
Close & Refresh Choose Keep Remove Split  Group 1 i Manage Data source
Load~ | Preview~ (-] Manage ~ Columns ~ Colui Rows~ Rows ™ Column~ By +ReplaceValues Combine Files Parameters~  settings
)| Close Query Manage Columns Reduce Rows Sort Transform Combine Parameters ' Data Sources New Query
> | B Description . d ” d “ d ” “ Query Settinas %
Coicas | (R0 Wi New Window opens called “Query Editor” or “Power

Aspen / 04/02/2016 / South
Yanaki / 05/02/2016 / South

Queries

Query” (depending on version.

1

2

3

4 | FlatTop / 04/11/2016 / South
5 |Cariota /05/21/2016 / South
6 | Carlota / 05/15/2016 / East
7 | Carlota / 05/19/2016 / West
8 | Yanaki / 05/06/2016 / East

9 | Yanaki /05/07/2016 / East
Quad / 05/20/2016 / West
Quad /04/29/2016 / East

10
11
AuaAd AR IAOIABIE 1 Canshn

4
2 COLUMNS, 365 ROWS

540

1083

c2c

Name of:

1) Query

And

2) Cleaned Excel Table that will be

4 PROPERTIES
Name

SalesProperDataSet

4 APPLIED STEPS

Source
X Changed Type

PREVIEW DOWNLOADED AT 8:13 AM

6)

loaded back into Excel

Click on the “Description” Column Header to select the whole column

1| & - < | StartSalesTable - Query Editor

Hame
el ¢
Q s )
e
Close & | Refresh
Load~ | Preview~ [Z] Manage ~

Transform Add Column View

[:2 Properties
LT Advanced Editor

L
Choose  Remove
Columns ~ Columns ~

Close Query Manage Columns

v

. | A8 Description ~ 123 Amount [~

Y, WX
HH HH

Keep Remove
Rows ~ Rows ~

Reduce Rows

2l | 1. o DataTypeText~
zl | LM [7] Use First Row as Headers ~
Split  Group ,
Column~ By Replace Values
sort Transform

g 1 |Carlota /05/05/2016 / West 485
§ || 2 |Aspen/04/02/2016/South 804
9 |73 |vanaki/ 05/02/2016 / South 750
4 |FiatTop / 04/11/2016 / South 965
5 | Carlota / 05/21/2016 / South 620
6 |Carlota/05/15/2016 / East 305

7)

Notice that in the Description column, what separates the Product, Date and Region columns is a “delimiter”.

The delimiter for this column is “ / “, that is a space, forward slash and a space. Now we need to split the
Description column into three separate columns.

8)
Delimiter”:

| &~ 5 | StartSalesTable - Query Editor

Transform Add Column
b | H‘: Properties
£ lg :
—&/ [T Advanced Editor
Close & = Refresh Choose
Load~ | Preview~ [Z] Manage -

_ Close Query

v

[, A% Description
1 |Cariota /05/05/2016 / West
2 |Aspen /04/02/2016 / South

ueries

Columns ~ Columns ~
Manage Columns

View

L
X

Remove

~ 123 Amount b

485
804

Rows ~ Rows

Y, X
2 =22

1]
Keep Remov

Reduce Rows

G J
By Number of Characters /
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In the Query Editor Home Ribbon Tab, in the Transform group, click on the Split button and then click on “By




9) The Split By Delimiter dialog box pops up and looks like this:

Split Column by Delimiter
Specify the delimiter used to split the text column.

Select or enter delimiter

Space S

Split at
Left-most delimiter
Right-most delimiter

® Each occurrence of the delimiter

10) From the “Select or enter delimiter” drop-down, select “Custom” like this:

< Select or enter delimiter 5
Space i
Colon
Comma
Equals Sign
Semicolon
Space |
Tab /
--Custom--
11) Type a space, forward slash and then space, like this:
X
Split Column by Delimiter
Specify the delimiter used to split the text column.
Select or enter delimiter
--Custom-- N
/|
Split at
Left-most delimiter
Right-most delimiter
® Each occurrence of the delimiter
P Advanced options
oK Cance
H “ V] H [P
12) After you click OK, the new “split” data set looks like this:
| &~ 5 | StartSalesTable - Query Editor
Home Transform Add Column View
r)'_j D EProperties D L Y, x| 4] ¥ 1 DataType: Text ~
ry m 2
Q %7 [= Advanced Editor X EH E Al (L] [ Use First Row as Headers ~
Close & Refresh Choose  Remove Keep Remove Split Group 1
Load~ | Preview~ [] Manage - Columns ~ Columns~ Rows~ Rows~ Column~ By ' Replace Values
Close Query Manage Columns Reduce Rows Sort Transform
> . ABC Description. 1 ~ | =] Description.2 x ABC Description.3 ~ 1123 Amount -
% 1 |Cariota 5/5/2016 West 485
S || 2 |Aspen 4/2/2016 South 804
f 4 3 | Yanaki 5/2/2016 South 790
fl 4 |FiatTop 4/11/2016 South 965
5 |[Carlota 5/21/2016 South 620
6 |Cariota 5/15/2016 East 305
7 |Carlota 5/19/2016 West 426
8 |Yanaki 5/6/2016 East 319

13) Notice that the Column Header / Field Names are not useful names.
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14)

To rename each Column Header / Field, double click the Column Header / Field Name, type name and hit Enter.
The renamed columns should look like this:

| &~ 5 |StartSalesTable - Query Editor
Home Transform Add Column View
= - 5 = A =
> L £ Properties LEJ o/t -75 2l ——J DataType: Whole Number ~
= I o : x HH HH |z M = g
'—&7 [} Advanced Editor El [ Use First Row as Headers ~
Close & | Refresh Choose  Remove Keep Remove Split  Group
Load~ | Preview~ [1] Manage ~ Columns ~ Columns ~ | Rows~ Rows~ Column~ By s ReplaceValues
Close Query Manage Columns Reduce Rows ' Sort Transform
> || . A% Product - Date ~ || AB- Region ~ 1123 Sales -
B 1 |Carlota 5/5/2016 West 485
g 2 |Aspen 4/2/2016 South 804
24 3 | Yanaki 5/2/2016 South 790
4 |FiatTop 4/11/2016 South 965
5 |Carlota 5/21/2016 South 620
6 |Carlota 5/15/2016 East 305
7 |Cariota 5/19/2016  West 426
8 |Yanaki 5/6/2016 East 319

15)

Now we want to take a closer look at each Column Header / Field Name and notice the icons like “ABC”,
Calendar Icon and “123”. These are the Data Types for each column. These Data Types assure that the right kind
of data goes into the column. The Product, Date and Region all have the correct Data Type. But the Sales Field
needs to have the Data Type changed to “Currency” Data Type. To do this, click the “123” icon on the left side of
the Sales Column Header and then click on Currency, like this:

A

A% Region
West
South
South
South
South
East
West
East
East
West
East
South

Wace

~ 123 Sales ~
12 Decimal Number
$

Currency
123 Whole Number

%  Percentage

E:l‘ Date/Time
fE Date
@ Time

Date/Time/Timezone

Duration

Text

A%
%, True/False

16)

Now our Query is finished. Notice that the steps of the query are listed on the right. These steps can be viewed
by clicking on them and can be edited if necessary.

| &~ = | SalesProperDataSet - Query Editor | S
Home Transform Add Column View ©
,’;\—‘ |:‘—‘ [:2 Properties D L Yy, Ex | 2| [, 2 DataType:Text~ £ Merge Queries ~ @ [\—\ [ New Source ~
Q~ & DAdvan:ed Editor x &I Hﬂ E [ l — [ Use First Row as Headers ~ zAppend Queries ~ = & D}; Recent Sources ~
Close & Refresh Choose  Remove Keep Remove Split Group -4 Manage Data source
Load~ | Preview~ [=] Manage - Columns ~ Columns~  Rows~ Rows~ Column~ By %, Replace Values Combine Files Parameters v settings
Close Query Manage Columns Reduce Rows ' Sort Transform Combine Parameters ' Data Sources New Query
> [, A% Product ~||=] pate ~ || A% Region ~||$ Sales - Que(y Setﬁpg: %
g 1 |[Carlota 5/5/2016 West 485 ja
S [ 2 |Aspen 4/2/2016  South 504 4 PROPERTIES
54 3 |Yanaki 5/2/2016 South 790 ‘ Name
4 | FiatTop 4/11/2016 South 965 | CalesProperDatalet
5 |Carlota 5/21/2016 South 620 ‘ All Properties
6 |Carlota 5/15/2016 East 305 .
7 |Carlota 5/19/2016 West 426 4 APPLIED STEPS
8 |Yanaki 5/6/2016  East 319 Source
9 |Yanaki 5/7/2016 East 540 Changed Type
10 |Quad 5/20/2016 West 864 Split Column by Delimiter
11 |Quad 4/29/2016  East 1083 Changed Typel
12 |Quad 4/18/2016 South 636 Renamed Columns
13 |FiatTop 4/25/2016 West 1200 7 Changed Type2
14 |Yanaki 5/30/2016 South 563
15 | Carlota 5/4/2016 East 1219
16 | Carlota 5/18/2016  West 736
P N lntaner Al anc.
4 COLUMNS, 365 ROWS PREVIEW DOWNLOADED AT 11:03 AM
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17) To load the Cleaned & Transformed Proper Data Set to an Excel Sheet, in the Home Ribbon Tab, in the Close
group (all the way on the left), click the Close & Load drop-down arrow and then click on the “Close & Load To...”

option
=
| 25~ 5 | StartSalesTable - Query EdiV
Home Transform Add Column View
,C)—j S [ prfperties : L o/ -
= : L Advanced Editor X HH HH Al
efresh Choose  Remove Keep Remove
Loa Preview~ [] Manage ~ Columns ¥ Columns~  Rows~ Rows~
ﬁ'] Close & Load | Manage Columns Reduce Rows Sor
r)T‘.
= o] Date |~ | AB Region ~||'§ Sales -
Py 1 |Carlota 016 West 485

~

18) The next dialog box that pops-up depends on what version you have:
i. If you have Office 365, then your dialog box looks like this and is named “Import Data”:

s My
Import Data @_li_hj

Select how you want to view this data in your workbook.
[l @ Table
(") PivotTable Report
i3 () PivotChart
[F* ) Only Create Connection
Where do you want to put the data?
() Existing worksheet:

=5AS15 (2]

@ New worksheet

[liAdd this data to the Data Model:

[ P ] [ oK ][ Cancel ]

N\ 2

ii. If you do NOT have Office 365, then your dialog box looks like this and is named “Load To”:

Load To

Select how you want to view this data in your workbook.

B @ Table
E: Only Create Connection

Select where the data should be loaded.

® MNew worksheet
Existing worksheet:

Add this data to the Data Model

iii. In either dialog box you now select “Table” and “New Worksheet” dialog buttons.
iv. By selecting the “Table” option we are create a new Excel Table on a new sheet. This Excel Table will be
have the same name as the Query and will be the Power Query Output or Result.
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19) After the Cleaned & Transformed Proper Data Set is loaded to an Excel Sheet, we can see that the name of the
Query and the name of the new Excel Table are the same. They are both named SalesProperDataSet “. After the
data is loaded, be sure to name the sheet “Cleaned Data”. Notice that the Query Pane shows that 365 records

have been loaded.

Insert

EB25GetAndTransformPowerQueryStart.ddsm - Excel

Pagelayout  Formulss  Data  Review

View

Developer

Add-ins

ACROBAT

m = o x

Girvin, Michael

(& Share @

Q Tell me what you want to do

Power Pivot Query

Table Name: umnize with PivotTable o= ==z %[5l Properties [/ Header Row [ First Column V] Filter Button
SalesProperData® - Remod ates l:l u 2 SR ’ ¢ | [ TotalRow [ Last Column
9 R e [/ Banded Rows [] Banded Columns
Edernal Table Data Tabie Style Options Table Stes
Product
A B G D ) G H I J Queries & Connec.. ~
Queries | Connections
2 |Carlota 5/5/2016 West 485 S SalesbroperDataset
. 365 rows loaded.
3 |Aspen 4/2/2016 South 804|| Same Name for both:
4 |Yanaki 5/2/2016 South 790|| 1) Query
5 |FlatTop 4/11/2016 South 965 And
6 |Carlota  5/21/2016 South 620(1 2) Cleaned Excel Table that is loaded to a new sheet
7 |Carlota | 5/15/2016 East 305/ x|t is simultaneously both an Excel Table and the
8 |Carlota 5/19/2016 West 426
. Output from Power Query
9 |Yanaki 5/6/2016 East 319
10 |Yanaki 5/7/2016 East 540
11 |Quad 5/20/2016 West 864
Q - 20/ Be sure to name sheet 1
12 |Qua 4/29/2016 East 1083 -
Q /29/ “Cleaned Data” This is called the Query
13 [Quad 4/18/2016 South 636 Pane. You mav have more
. u Vi
14 |FlatTop 4/25/2016 West 1200 ies li dyh
15 |Yanaki  5/30/2016 South 563 Queries listed here.
» Cover | ProperDataSet | DataAnalysis | SoFarinClass | What Power Querydoes | Cleancd Dats | RSN IEEHIEE - <
Ready 23 BB M- —%
20) Now we can build a PivotTable Report from our cleaned data:
A B c D E F G H ) K L - ‘ i ‘
[l Product B pate B Region B sales [ Sum of Sales (§) Region [~] Queries & Conne.. ¥ *  PivotTable Fields v %
2 carlota 5/5/2016 West 485 Date B product B east South  West  Grand Total )
Queries | Connections Choose fields to add to report: &b~
3 Aspen 4/2/2016 South 804 Apr Aspen 7,913 11,219 9,171 28,303 —
4 |Yanaki 5/2/2016 South 790 carlota 1,489 2,636 7,704 21,829 2 queries — -
5 |FlatTop | 4/11/2016 South 965 FlatTop 7783 8324 10077 26,184 ~
6 Carlota  5/21/2016 South 620 Quad 6339 10,154 8304 24,797 B TextsurveyTable Product
7 [Carlota | 5/15/2016 East 305 Sunset 6,095 12,394 6254 24,743 194 rows loaded. Date
8 |Carlota  5/19/2016 West 426 Yanaki 8074 3,792 6609 18475 [ StartSalesTable Region
9 |vanaki 5/6/2016 East 319 Apr Total 47,603 48519 43119 144,33 B — Sales
10 |Yanaki 5/7/2016 East 540 May Aspen 8791 7,547 10,616 26,954 PO T
11 |Quad 5/20/2016 West 364 carlota 8407 6012 2,639 17,058
12 |Quad 4/29/2016 East 1083 FlatTop 5098 5942 3,613 14,653
13 |Quad 4/18/2016 South 636 Quad 8475 9,117 10724 28316
14 FlatTop  4/25/2016 West 1200 Sunset 3,233 6307 8537 18,077
15|vanaki  5/30/2016 South 563 Yanaki 4751 9135 4377 13263
16 Carlota  5/4/2016 East 1219 May Total 38,755 44,060 40,506 123,321
17 |Carlota  5/18/2016 West 736 Grand Total 86,448 92,579 88,625 267,652
18 |FlatTop  4/9/2016 West 895
19 |auad 5/6/2016 South S Drag fields between areas below:
A0 [RIE &1 i s L2 Y Fikters Il Columns
21 FlatTop  4/28/2016 West 1086 5 -
22 Aspen  5/16/2016 South 990 Sl
23|FlatTop | 5/3/2016 East 301
24 |Carlota  4/28/2016 East 756
25 Aspen 5/18/2016 West 964
26 Aspen 5/6/2016 East 465
27 Aspen 5/28/2016 West 683 = Rows X Values
28 |Aspen  5/16/2016 West 1168 Date ~ | [sumofSales(s) ~
20 lQuad 4/26/2016 South 729 Product -
| 30 vanaki 4/6/2016 East un
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21) Back on the sheet “Ex(2)”, select the new data (new records) in the range AA15:AB130, like in this picture:

Z AA AB AC

10|
11 New Records:
12
13 Description Amount
14
15 Yanaki / 07/03/2016 / South 1071
16 Quad / 06/12/2016 / East 606
17 Quad / 06/07/2016 / East 842
18 Yanaki / 06/29/2016 / East 1232
19 Yanaki / 07/20/2016 / West 1165
20 Aspen / 07/24/2016 / South 1165
21 Quad /07/24/2016 / South 1142
22 Sunset / 06/02/2016 / South 405
23 FlatTop / 07/31/2016 / South 403
24 Quad / 06/21/2016 / West 1194
25 Carlota / 07/14/2016 / South 588
26 Carlota / 07/14/2016 / South 1143

« v .| cleanedoata | Ex) IEEN - @ <

22) Select cell A380 below the original data set, the Excel Table named, “StartSalesTable”, like in this picture:

A B C
377 Quad / 04/08/2016 / East 432
378 FlatTop / 04/14/2016 / West 484
379 FlatTop / 05/11/2016 / East 903,
380| l
381

2920

23) Paste the copied new records so they become part of the Excel Table named StartSalesTable””, like this:

Description ~|Amount |.
7 Quad / 04/08/2016 / East 432
8 FlatTop / 04/14/2016 / West 484
9 FlatTop / 05/11/2016 / East 903
0|Yanaki / 07/03/2016 / South 1071
1|Quad /06/12/2016 / East 606
2(Quad / 06/07/2016 / East 842
3| Yanaki / 06/29/2016 / East 1232
4| Yanaki / 07/20/2016 / West 1165
5|Aspen / 07/24/2016 / South 1165
6|Quad / 07/24/2016 / South 1142
7|Sunset / 06/02/2016 / South 405
8|FlatTop / 07/31/2016 / South 403
9|Quad / 06/21/2016 / West 1194
0|Carlota / 07/14/2016 / South 588
24) Go back to the Query Output, the Excel Table “SalesProperDataSet” with the cleaned data, and then right-click
and click on the “Refresh” option. This will update the Power Query Output, which means it will run through all
the listed steps in the Power Query window and re-load the complete new data set.
r,_,éﬁ,_,_g BI=OD-AH~%38
1 [ - I M 2
2 |Carlota 5/5/2 % cut
3 |Aspen 4/2/2 By Copy
4 .:Yanaki 5/2/2 s\ Paste Options:
5 FlatTop 4/11/2 Oy e, e ey e
6 |Carlota  5/21/2 Dl LA 1£8 ¥
7 |Carlota  5/15/2  Pesteseeciel- ’
8 |Carlota  5/19/2 S SmartLookup
9 |Yanaki 5/6/2 [7 Refresh
10 |Yanaki 5/7/2  Inset R
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25) Then in the PivotTable, right-click and click on the “Refresh” option. This will refresh the PivotTable Cache Data
storage.

1N} T 1

G
- gCalibri ~/11 <A A $ v % 9

€0 00 o
v 00 50 W

[cApr  Tacmon €7013,00 $11,219.00
' E® Copy 9.00 $2,636.00
EsitFek 3.00 $8,324.00

[ Refresh 9.00 $10,154.00

Sort » 5.00 $12,394.00

Filter » 400 $3,792.00

AprTota .~ Subtotal "Months" 3.00 $48,515.00

26) The completed project should look like this:

A B c D E F G | J K L -

[l product B pate Bl Region [ sales [ Sum of Sales ($) Queries & Conne.. ™ ¥ PivotTable Fields v X
2 [carlota  5/5/2016 West 85, Date : South  West  GrandTota )

1 Queries | Connections Choose fields to add to report: &~
3 Aspen 4/2/2016 South 804 Apr Aspen 11,219 9,171 28,303 —
4 |Yanaki 5/2/2016 South 790 carlota 26% 7,708 21,829 2 queries Semrch g
5 |FlatTop  4/11/2016 South 965 FlatTop 8324 10,077 26,184
6 [Carlota  5/21/2016 South 620 Quad 10,154 8,304 24,797 SR
7 |carlota  5/15/2016 East 205 Sunset 12,394 6,254 24,743 194 rows loaded.
8 Carlota  5/13/2016 West 226 Yanaki 3,792 6609 18475 [ StartSalesTable
9 Yanaki 5/6/2016 East 319 Apr Total 48,519 43119 144,311 421 rows loaded.
10 | Yanaki 5/7/2016 East 540 May Aspen 7,547 10,616 26,954 More Tables...
11 Quad 5/20/2016 West 264 carlota 6012 2,639 17,058
12| auad 4/23/2016 East 1083 FlatTop 5942 3,613 14,653
13 |Quad 4/18/2016 Sauth 636 Quad 9,117 10,724 28,316
14 FlatTop  4/25/2016 West 1200 Sunset 6307 8537 13,077
15 |Yanaki  5/30/2016 South 563 Yanaki 9,135 4,377 18263
16 Carlota  5/4/2016 East 1219 May Total 24,060 40,506 123,321
17 Carlota 5/18/2016 West 736 Jun Aspen 2,364 1,963 5,010
18 |FlatTop  4/9/2016 West 95 carlota 4,264 1659 4091 10,014
19 Quad 5/6/2016 South 785 FlatTop 817 2,728 1,646 5,191 Drag fields between areas below:
20 |Quad 5/22/2016 East 342 Quad 3,002 4872 3432 114% Y Fitters T
21 |FlatTop  4/28/2016 West 1086, Sunset 2,276 2,611 39 5,326 i <
22 |Aspen  5/16/2016 South 390 Yanaki 3,893 1,041 2,103 7,037 =SEn
23 |FlatTop  5/3/2016 East 301 JunTotal 15,025 15,275 13,734 44,034
24 |Carlota  4/28/2016 East 756 ul Aspen 1,945 2472 3,615 8,032
25 Aspen  5/18/2016 West 964 carlota 1472 2,300 1,846 5,820
26 |Aspen 5/6/2016 East 465 FlatTop 1756 4734 1,063 7,553
27 |Aspen  5/28/2016 West 683 Quad 2,995 2,016 2,591 7,602 = Rows T Values
23 Aspen  5/16/2016 West 1168 Sunset 1171 2827 3,060 5,058 Date + | [ Sumof Soles(s] =
29 Quad 4/26/2016 South 729 Yanaki 2,247 4194 3,517 9,958 Product -
30 Yanaki 4/6/2016 East 172 Jul Total 1,586 17,145 15292 44,023
31 Quad 4/3/2016 West 260 Grand Total 113,050 124,999 117,651 355,709
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4. Example 3: Import Multiple Text Files
1) After you download the zipped folder named “EB25FileDownloads” to the desktop (or some other location) and
then unzip the folder, you will see that there are two text files and one folder named “Start” inside, like in this

picture:

» EB25FileDownloads »

Organize v 2 Open Include in library «
= ) ~
- Favorites B et
Pl Desktop 1 Start
& Downloads ’ | 03-Junetxt
= Recent Places | || 0d-July.bxt

2) If you look inside the Start Folder, you will see two Text Files. This is the folder where we store our Text File data
and we only put “.txt” files in this folder. Each file contains the Sales Data for a single month. As seen in this
picture:

K {5 | » EB2SFileDownioads » Stert _

Organize v Include in library » Share with = Start Folder is where we store or
& Favorites Name monthly sales data. We only store
B Desktop £ 01-April.xt “.txt” files in this folder.
& Downloads | 02-May.txt
i;; Recent Places

3) If you right-click the Text File named “01-April.txt” and click on “Open With”, then click on “Word” you will see
this:

Product - Date-Region - Sales{
Aspen+4/1/2016 » West-» 4719
Aspen+4/1/2016 » West-» 10071
Quad— 4/1/2016 -+ West—» 6971
Carlota - 4/1/2016 - West- 2861
Lspen+4/1/2016 - West- 4509
Yanaki -+ 4/2/2016 - West- 5519
Aspen+4/2/2016 - South+8049
Carlota - 4/2/2016 - East- 8891
Sunset - 4/3/2016 - South+7899
Quad— 4/3/2016 -+ South+11409
Sunset - 4/3/2016 - South+109691
Quad- 4/3/2016 - South+10649
Aspen+4/3/2016 - South+6521
Sunset -+ 4/3/2016 - East- 3919
Quad- 4/3/2016 —» East- 4479
FlatTop - 4/4/2016 - East- 3689
Onad- 4/4/2016 - Wests 3859

4) Each one of the Text Files has four columns of data, where each column is separated by a Tab delimiter. This
means that the Text File contains the columns Product, Date, Region and Sales and each column is separated by
a Tab. Tab delimited data is a common way that different systems can share data. This data came from a data
storage system that exported monthly data in a Tab Delimited form. This is good for us because Power Query
can easily interpret Tab Delimited data and can easily combine the different Text Files into a single Proper Data
Set.
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5) Our goal is to combine (sometimes referred to as “append”) the text files into a single Proper Data Set.

6) Go to the sheet named “Ex(3)” and select cell A11. Then in the Data Ribbon Tab, in the Get & Transform Group
start a new query to import the Text Files from a Folder. How we start a new query to import from a folder
depends on the version you have:

i. In Office 365, you click the “Get Data” button in the Get & Transform Data group in the Data Ribbon Tab:

Home Insert Page Layout Formulas
F o [H [‘—1 D FITL‘ =] Queries & Connections
E 1E =2 O Sl Properties
Get Ffom  From From Table/ Recent Existing Refresh o :
Data ~ Tekt/CSV Web Range  Sources Connections All~ Edit Links
) Get & Transform Data Queries & Connections

ii. Inaversion that is NOT Office 365, you click the “New Queries” button in the Get & Transform group in
the Data Ribbon Tab:

Home Insert Page Layout Formulas
|jt~ [‘—‘ D E« I:L\ F =] Show Queries “: Connections
o ~
@ & D .¢- T D |--| From Table & 1:Z] Properties
From From From From Other Existing New Refresh —
Access Web Text Sources~ Connections\ Queryy/-® RecentSources All~ edit Links
Get External Data Get & Transform Connections

7) From the drop-down, you select “From File” and then click on “From Folder”, like in this picture:

D From File 4 From Workbook
D From Database » |:L'D From Text/CSV
D- From Azure > |:LI From XML

L] E ==

@ From Online Services * [‘[23 From JSON

N

E_é_ From Other Sources " From Folder

8) Click in the Browse textbox, then click on the Browse button, and navigate to the Start Folder, like in this picture:

10 | .

[ Browse For Folder M :
11 | | 1
12 .

- When we point to
13 | X B Desktop
14 Folder > 4 Libraries the Start Folder,
15: Folder path ‘; 2’:”’1““ Power Query will try
16 o S Network and import all files

1 D @ Control Panel .
17 & Recycle Bin from this folder.
18 . 4« 4 EBZSFiIeDEwnIoads

= Cancel start| €=
19 |
20
21 |
22|
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9) Click OK in the “Browse For Folder” dialog box. Click OK in the “Folder” dialog box.
10) In the next dialog box, select the Combine button drop-down and then select “Combine and Edit”, like in this

picture:
o X

C:\Users\mgirvin\Desktop\EB25FileDownloads\Start

Content Name Extension Date accessed Date modified Date created Attributes Folder Path

Binary 01-April.txt | .txt 11/25/2017 12:03:16 PM | 11/24/2017 1:20:14 PM | 11/25/2017 12:03:16 PM | Record C:\Users\mgirvin\D{

Binary 02-May.txt | txt 11/25/2017 12:03:16 PM | 11/24/2017 1:20:48 PM | 11/25/2017 12:03:16 PM | Record C:\Users\mgirvin\D{

< | i | »

Combine ~ Load |~ Edit Cancel

Combine & Edit T,
Combine & Load \
Combine & Load To... [~

11) In the next dialog box, make sure that the Delimiter is Tab. If it is, click OK.

o X

Combine Files
Specify the settings for each file. Learn more
Example File:

First file
File Origin Delimiter ype Detection

1252: Western European (Winddyys) on first 200 rows x D
Product Date Region &
Aspen 4/1/2016 West | 471 g
Aspen 4/1/2016 West 1007

Quad 4/1/2016  West 697

Carlota 4/1/2016 West 286

Aspen 4/1/2016 | West 450

Skip files with errors Cancel

12) When the Query Editor comes up, name the query “MonthlyTextSalesProperDataSet””, as seen here:

| &~ = | MonthlyTextSalesProperDataSet - Query Editor
Home Transform Add Column View
,9’_j [‘—‘ it Properties LE Y, x| 4 Y % Data Type: Text B E] [\—‘ [ New Source ~
Q e LT Advanced Editor x @ [:T:E] i [H] : [™] Use First Row as Headers ~ = 3+ [‘} Recent Sources ~
Close & = Refresh Choose  Remove Keep Remove Split ~ Group Combine  Manage Data source
Load~ | Preview~ [ Manage ~ Columns ~ Columns~  Rows~ Rows~ Column~ By 57 Replace Values - Parameters ~ settings
Close Query Manage Columns Reduce Rows | Sort Transform Parameters | Data Sources New Query
] < [E. A8 SourceName [~ A% Product |~ Date [ ~||A% Region [-]123 Sales ~ Query Settings %
o Transform File from Start [3] 1 |01-Aprilox Aspen 4/1/2016 | West
4 Sample Query [2] 2 |01-April.txt Aspen 4/1/2016 West 4 PROPERTIES N
[E] sample File 3 |o01-ApriLoxt Quad 4/1/2016 West
Sample File Parameterl (Sa... 4 | 01-April.tat Carlota 4/1/2016 West )
B Transform Sample File from St.. ||_>|C-APrilot Aven 4/1/2015| Wes
£ Transtor e from Start 6 |01-Aprilxt Yanaki 4/2/2016 West
7 |01-Apriloe Aspen 4/2/2016 South 804 4 APPLIED STEPS
{| 4 OtherQueries [2] 8 |o1-Apriloe Carlota 4/2/2016 East 889 Source
B SalesProperDataSet 9 |ot-Apriloa Sunset 4/3/2016 South 789 Invoke Custom Functionl
F MonthlyTextSalesProperDataS... || 10 |01-Apriltxt Quad 4/3/2016 South 1140 Renamed Columnsl
11 |01-April.txt Sunset 4/3/2016 South 1096 Removed Other Columnsl
12 | 01-April.txt Quad 4/3/2016 South 1064 Expanded Table Columnl
13 | 01-Apriltx Aspen 4/3/2016 South 652 X Changed Type
14 | 01-April.txt Sunset 4/3/2016 East 391
15 | 01-Apriltxt Quad 4/3/2016 East 447
16 | 01-April.txt FlatTop 4/4/2016 East 368
17 | 01-April.txt Quad 4/4/2016 West 385
18 |01-April.oxt FiatTop 4/4/2016 | West 379( |
5 COLUMNS, 365 ROWS PREVIEW DOWNLOADED AT
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13) Right-click Source.Name Column Header and then click on Remove, like seen here:

£ ,A’c Source.Name : :aABC Product : Date

1 |O01-April.txt Ey Copy /
2 |01-Apriltxt L

J
X Remove

= aa s

14) Change the Data Type for the Sales Field to Currency, like in this picture:

123 sales |~
12 Decimal Number
$ Currency

15) The finished query should look like this:

r | &~ 5 | MonthlyTextSalesProperDataSet - Query Editor LM
Home Transform Add Column View (7]
Py S [ Properties L Y, x| 2| ¥ Data Type: Currency ~ = [‘-‘ [ New Source ~
é_j [&“3 D Advanced Editor x Hi:’ E}E El (1] % ™ Use First Row as Headers ~ G 3+ ["Q Recent Sources ~
Close & = Refresh Choose  Remove Keep Remove Split  Group Combine.  Manage Data source
Load~ | Preview~ [=] Manage ~ Columns ~ Columns~ = Rows~ Rows~ Column~ By = ReplaceValues - Parameters ~ settings
Close Query Manage Columns Reduce Rows Sort Transform Parameters ' Data Sources New Query
Queries 6] < 'D', :A‘Z Product |~ B Date '7‘“?( Region B $ Sales 7\7'7 Query Set‘tings X
4 Transform File from Start [3] 1 | Aspen 4/1/2016 West 471
41 Sample Query (2] [ 2 | Aspen 4/1/2016 West 1007 4 PROPERTIES
[Z] sample File [ 3 |auad 4/1/2016 West 697 Name
Sample File Parameterl (Sa... [ 4 :Carlota 4/1/2016 West 286 £ MonthlyTextSalesProperDataet
[ Transform Sample File from St... || 5 |Aspen 4/1/2016| West L All Properties
2 6 | Yanaki 4/2/2016 West 551 | 3
fx Transform File from Start - .Aspen 4/2/2016 | South o 4 APPLIED STEPS
R 8 | Carlota 4/2/2016 East 889 Source
B SalesProperDataSet | 9 . Sunset 4/3/2016 South 789 Invoke Custom Functionl
[ MonthlyTextSalesProperDataS... [ 10 .Quad 4/3/2016 South 1140 Renamed Columnsl
11 | Sunset 4/3/2016  South 1096 Removed Other Columnsl
12 | Quad 4/3/2016 South 1064 Expanded Table Columnl
13 | Aspen 4/3/2016 South 652 Changed Type
14 | sunset 4/3/2016 East 391 Removed Columns
15 | Quad 4/3/2016 East 447 7 Changed Typel
16 . FlatTop 4/4/2016 East 368
17 | Quad 4/3/2016 West 385 =
4 COLUMNS, 365 ROWS PREVIEW DOWNLOADED AT 1:02 PM

16) From the Home Ribbon Tab, in the Close group, click the Close & Load drop-down and then click on Close & Load
option, like seen here:

aj [H [—_E:l Prop
M~

= [ Advs

Refresh

Preview ~ [-] Man

h
|43 Close &Lload To...—]
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17) When the new table loads, be sure to hame the sheet “CleanedTextData”. In the Queries Pane you can see a lot
of steps that were automatically created to combine the text files. At the bottom of the Queries Pane you can

see the two queries that we created and you can see the number of rows that were loaded.

Lots of steps
automatically
created by Power
Query to combine
Text Files.

Queries & Conne... ~

weries | Connections

queries
F

i« I Transform File from Start [3]
4 [0 Sample Query [2]

Sample File Parameter? (...
Connection only.

=l Sample File
Connection anly.

B Transform Sample File fro...
Connection only.

Jx Transform File from Start

These are the three
queries that we
created. You may
have more queries
listed here.

— Connection only.

i Other Queries [3]
B TextSurveyTable
194 rows loaded.

[ StartSalesTable
481 rows loaded.

£ MonthlyProperDataSet

481 loaded.
rows loa

A B e D E
i
2 |Aspen 4/1/2016 West 471
3 |Aspen 4/1/2016 West 1007
4 |Quad 4/1/2016 West 697
5 |Carlota 4/1/2016 West 286
6 |Aspen 4/1/2016 West 450
T _\"anaki 4/2/2016 West 551
& |Aspen 4/2/2016 South B804
9 |Carlota 4/2/2016 East 839
10 |Sunset 4/3/2016 South 789
11 | Quad 4/3/2016 South 1140
12 |Sunset 4/3/2016 South 1096
13 |Quad 4/3/2016 South 1064
14 |Aspen 4/3/2016 South 652
15 |Sunset 4/3/2016 East 391
16 |Quad 4/3/2016 East 247
17_ FlatTop 4/4/2016 East 368
18 |Quad 4/4/2016 West 385
19 |FlatTop  4/4/2016 West 379
20 |Aspen 4/4/2016 East 733
21_C|_ ey )l’)l(m‘!c (sl 3L 59?
22 | A 1205
2 | as Name the sheet ass
24 sul “CleanedTextData” 399
25 |su 1108
26_Sun5et 4/5/2016 Sodth 560
27_ Quad 4/5/2016 Soufh 1037
28 |Carlota 4/5/2016 Eas 935
29 |Carlota 4/6/2016 Wes 650
30_ Yanaki 4/6/2016 East 1172
31 |Aspen 4/6/2016 Sout 230
32 |Aspen 4/6/2016 West 771
33 |Aspen 4/7/2016 East 593
34 |Carlota 4/7/2016 West 601
i b

18) Now go back to the “EB25FileDownloads” folder and copy the June and July text files and then paste them into

the “Start” folder, like seen here:

EB25FileDownloads » Start

Organize ¥ | Open

>

7 Favorites r
Bl Desktop
& Downloads
| Recent Places
& OneDrive

m

Share with =
Name

L 01-April.txt
| 02-May.txt
. 03-Junetxt

|| 04-July.bt
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19) Now go back to the “MonthlyTextSalesProperDataSet” Power Query Output and right-click and then click on the
“Refresh” option. In the Queries Pane you will see that the new Text Files for June and July have been included
in the Table:

[ SalesProperDataSet
481 rows loaded.

[ MonthlyTextSalesProperDataSet F
481 rows loaded.
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