Microsoft Power Tools for Data Analysis #04:

Power Query: Import Multiple Excel Files & Combine (Append) into

Proper Data Set
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1. Goal of Video:
1) Import multiple Excel Workbook files with multiple tables, extract Excel Workbook file and sheet tab

names as new columns, append all tables into one proper data set, and build PivotTable report that can

be refreshed when new files arrive. Here is a summary picture:

Import Many Excel Files, Append, Build Report
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2. Main Difficulty When Importing Multiple Excel Files is that each Excel file may have multiple objects that
need to be included or excluded in the query.
1) Inlast video, when we tried to import multiple text files, we did not have the issue of multiple objects in

a single file because each text file contained only one Proper Data Set, as seen in this picture:

y < Revescelisccunt

Just One Object
in Text File

| 2015Sales.xt /

|| 2016Sales.txt
|| 2017Sales.TXT
| 2018Sales.txt
|| 2019Sales.txt
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2) When we try to import multiple Excel files, each individual Excel file can have one or more objects in an
Excel File. For example, in this picture the Excel file named “Oakland.xIsx” contains many objects such as
sheets with Proper Data Sets, Excel Tables and Print Ranges, as seen in this picture:
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3) When we build our query to go and get the data from multiple Excel workbook files, we will have to
build the query so that it imports only the objects that contain the data we want.
4) Types of objects that we may encounter when we import an Excel Workbook file using Power
Query are:
i. An Excel Worksheet with all its data
ii. An Excel Table
iii. A Defined Name
iv. A Print Range
v. ATable that has had the Filter Feature Used
vi. Automatic Defined Name Created when you use the Advanced Filter feature and you use a
Criteria Range
vii. Automatic Defined Name Created when you use the Advanced Filter feature and you use an
Extract Range
5) Our Goalis to import only objects that are Sheets and have a SalesRep Sheet Tab Name, as seen in this
picture of the “Oakland.xlsx” Workbook File:

s Oakland.xisx - Excel
File Home Insert Pagelayout Formulas Data Review View Developer
Al o fe Date
A B c D E P
1 |Date lProduct Units Sales
2 | 11/8/2017 Aussie Round 216 7108.56
3 ‘ 11/14/2017 Tri Fly 84 551.88
4J 12/18/2017 Tri Fly 276 1443.48
5 \ 11/18/2017 Bellen 48 1362.72
6 112/28/2016 Rellen 72 2027.52.
| Fran | Gab | Popi | Sheeti | ®

Import Only Excel Sheets with a SalesRep Name
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3. Import Multiple Excel Files From Folder.
1) For our example these are the files that are sitting in the folder named “004-MSPTDA-ExcelFiles”:

ﬂ Qakland.csv

| Oakland.txt

ﬁ Qakland.xlsx

ﬂ}ﬁ Portland.xlsm

ﬂ Prices.accdb

ﬂfy SanFrancisco.XLSM
Q‘ Seattlexdsx

ﬂ Tacoma.XLSX

2) Inthe above list of files, we only want files that have an extension that contain “.xls”, and because some
of the files names have extensions in capital letter and some have lower case letters, we will have to
convert them all to lower case letters before importing them.

3) In Excel to import files from a folder, we can:

i. Click on the Data Ribbon Tab.
ii. Go to the Get & Transform group.
iii. Click on the Get Data dropdown arrow.

iv. Point to From File.
v. From the sub-menu, click on From Folder option. ’

File Home Insert Page Layout Formulas

FD E\[_j [:%9 B) I:L' ”T}a D‘Qu.eries“&Connections

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

\ N 2s & Connections
ij From File k From Workbook
B

From Database ’ From Text/CSV
- g front D
am From Azure » : From XML
] —@ =

3

~_ From Online Services _H@ From JSON

A
_¢_ From Other Sources ’ From Folder
=D - i S
‘] Legacy Wizards E) From SharePoint Folder
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4) To point Power Query to the folder that contains the files we want to import, we:
i. Inthe Folder dialog box, click the Browse button.

ii. Inthe Browse for Folder dialog box, navigate to the folder named “004-MSPTDA-ExcelFiles”,
then click on that folder. This is the folder that Power Query is point to in order to find files to

import.

iii. Click OK in the Browse for Folder dialog box.

—~
Seowse For Foldaer

€

M Dashtop
¢ Ubranes
2 Gievin, Michaal
& Computer
& Netwert

" Control Panel

d Recycln Bin
004-MSPTDA-Exceifiles

5) The Folder dialog box now contains the folder path that Power Query will use when we later need to
refresh our query. If the folder path ever changes, we are allowed to come back and edit this folder
path. To point Power Query to this folder path, click the OK button. This picture shows the Folder dialog

box:

Folder

Folder path

A8 - || C\Users\mgirvin\Desktop\004-MSPTDA-ExcelFiles

Browse..,

Cance

6) Click Transform Data!! In the next step click the Transform Data button to open the query in the
Power Query Editor, as seen here:

Contem Nare

Min atrevved Dt modided Oate

b olles Fathy

Click the
Transform
Data button,

not the

Combine or
Load buttons.

Page 5 of 17




7) Inthe Power Query Editor, we can see the file name column is the second column and that there the
subsequent columns are attributes about the file. The first column is named Content and is the column
that contains the file. The first step for any query is always to give the Query a smart name. As seen

here, we named it “AllExcelSheetDatalntoOneTable”:

g 4« w  DOI-MSPTDA-feceitdes - Power Query Fdeoe
E- .. Tastarn AtdCoumn Vi
L. Progerties
¥ L | Atsirced tdm
el - Marage  Dile ssuete
P Mansge Pasmeten v atting
. N T f. m - r
— . T
m Cartere b ere 1ty T Datw scrvumd T Oute rmrteent T Date cvates A=t
. ~ p « TROFERTES
s LT R TN TATS
. . Always name the | _—7
- ST
query smartly Ty S

Becerd Saunes

8) Change Query Options for Data Types. Before we start transforming the data using Power Query, we
can turn off the default option to automatically change the Data Type for columns with unstructured
data (not obvious what sort of data type the column contains, or the data source does not specify a Data

Type) by:
i. Clicking the File Menu Dropdown Arrow.
ii. Click on Options and settings.
iii. Click on Query Options.

@ u 2 5 AlExcelShemtDatalntoOneTabile - Power Query Editar
23 Gove i losd e e
| 2

7\

© o Queyoptee =
L3 ST

Data youree settings

o

e Close&loadlo

| &

> Discarg & Clace

O

9) Then in the Query Options dialog box:
i.  On the Left, click Data Load.

ii. Uncheck the check box for “Automatically detect column types and headers for unstructured

sources”.

GLORAL pe Detection

Background Data

CURRENT WORKBOOK \
@ Data Lood Allow data preview to downkaad n the hackground
Reasanad Selting
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10) In the Content column, if you click to the right of the word Binary in the third row, you can see the
“Oakland.xlIsx” in the bottom of the query, as seen here:

1. |[=] content +31 AB. Name -
. 1 VB‘na.'y Oakland.csv

2 |Binary Oakland.txt

3  Binary Oakland.xlsx
. 4 vsinarv Portiand.xlsm

5 |Binary Prices.accdb

6 |Binary SanFrancisco. XLSM

7 | Binary Seattle.xIsx

g8 . Binary Tacoma XLSX

< |

1

I
Oakland.xlsx
328152 bytes

11) Because Power Query is case sensitive, and we have some extensions listed with capital letters and
some with lowercase letters, we can “clean” the extensions to become all lowercase by:
i. Right-clicking the Extension column.
ii. Point to Transform.
iii. Click on lowercase.

ABé Name I~ ABC Extension ~ |2 Dateaccessed | ~ |5 Date modified * E} Date created -
Oakland.csv s Ey Copy l19:44PM | 7/2/2018 1:21:11 PM
Oakland.txt ot % Remove :20:01 PM 7/2/2018 1:21:11 PM
QOakland.xisx xlsx Remove Other Columns :11:53 PM 7/2/2018 1:21:11 PM
Portland.xism Xlsm -20:09 PM 7/2/2018 1:21:11 PM

Duplicate Column

Prices.accdb .accdb [ Add Column From Examples... -20:34 PM 7/2/2018 1:21:11 PM
SanFrancisco. XLSM XLSM :20:39 PM 7/2/2018 1:21:11 PM
Seattle xlsx Xlsx Remove Buplicates -20:46PM | 7/2/2018 1:21:11 PM
Tacoma.XLSX XLSX Remove Eptis -20:52PM 7/2/20181:21:11 PM
Change Type »
Transform > lowercase
UPPERCASE

192 Replace Values...
Capitalize Each Word

Replace Errors...
12) To filter out non-Excel files, go to the Extension Field, click the Filter Dropdown Arrow, point to the

Text Filter option, then click on “Contains” option. Then in the Filter Rows contains text box, type “.xls”,
as seen here:

Filter Rows
: 5 Contains Condition = “.xls”
® Basic O Advanced This filter will import these file
Keep rows where ‘Extension’ extensions:
contains b A% ~ || xs " e xls
[ ]
® And Or Xlsx
: e xIsm
| [a8 - 2
e xlsb
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13) Clean File Name. Next, we need to “clean” the Name column so that only the City File Name remains.
First, we must:
i. Right-clicking the Name column.
ii. Point to Split Column.
iii. Click on By Delimiter.

: Asc Name ~ ||A8- Extension |-T[[E%, Date accessed x E;" Date modified ~ ||
Oaklan Em Copy 53 PM 7/2/2018 2:11:53 PM
Portian R — 11 PM 7/2/2018 1:20:09 PM
SanFrancis Y Remove Other Columns 11 PM 7/2/2018 1:20:39 PM
Seattle xlsx Duplicate C 11 PM 7/2/2018 1:20:46 PM

uplicate Column
T g 11 P :20: L
LR Bl Add Column From Examples... LPM 72018 12052 A
Remove Duplicates
Remove Errors
Change Type >
Transform »
4, Replace Values
EY) \Eplace Values,..
Replace Errors...
rllh  Split Column 4 By Delimiter...
= Group By... By Number of Characters...

14) When the Split Column by Delimiter dialog box pops up:
i. Type the Delimiter period (dot).
ii. Click dialog button for ”Right-most delimiter”.
iii. Click OK.

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

Select or enter delimiter

--Custom-- >

Split at
Left-most delimiter
® Right-most delimiter

Each occurrence of the delimiter

I> Advanced options

15) This will give us the file that we want to import and transform, as seen in the picture below. As soon as
this filtered list appears, rename the Name.1 column by double clicking the column header and typing
the word “City”, as seen below:

Comem L1 M Oy i Nemel - M otwmses - T Deweseed - T Detevodter - Tl Dewoemed - [ A
ey - —p ~enp « PRORCRILLS

Fotee . . ' “ ’ 5

2 e T T
Mobiwn W . ' \ VA

* APTLIED STEPS
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16) Next, we need to remove all columns except the Content and City columns. To do this we click on the
Content Column, then hold the Ctrl Key and click on the City Column. Then with both columns selected,
right-click one of the two columns and point to Remove Other Columns, as seen here:

F. |[E] content  [++] A% city ~ | AB- Name.2 |~ |/AB- Extension

1 |Binary Oakland E®y Copy

2 |Binary Portand %  Remove Columns /
[ Bloaty S Remove Other Columns

4| Sinaty Seate E Add Column From Examples..

5 |Binary Tacoma

Remove Duplicates

17) Custom Column using Excel.Workbook Function. In order to extract the correct objects from each
Excel File, we need to add a Custom Column. Custom Columns allow us to use formulas (like we would in
Excel) to accomplish a task that is not available in the Ribbon Tabs. When we add our Custom Column,
we will use the Power Query Function (M Code) called Excel. Workbook. To add a Custom Column, go to
the Add Column Ribbon Tab, then in the General group click the Custom Column button, as seen here:

Home Transform Add Column View

- Conditional Column
Lel
nE,,Iv.-]_r.- E_)‘x

i Index Column ~

Column From Eu'sfom; Invoke Custom ~ Forr
Examples 3 [Column| Function Duplicate Column
General

18) Then in the Custom Column dialog box:
i. Inthe New column name textbox, type the name: “GetExcelObjects”.
ii. Inthe Custom column formula textbox, type the formula:

= Excel.Workbook([Content],true)

iii. Then click OK.
Custom Column
New column name
GetExcelData
Custom column formula: Available columns:
=Excel.Workbook([Content],true) Content
City
The first argument in the The second argument in the
function is the name of the function instructs Power
column that contains the Query to “Promote Headers” e
Excel File. This is so that as the | — for each Proper data Set,
formula is copied down the = which means that it will
Custom Column, the function interpret the first row in each
can see the objects in each PHRETS Proper Data Set as Field
Excel File. Names for each table.
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19) The result of the Custom Column is seen below.
i. The Custom Column named GetExcelData delivers a table for each row that gives us information
about what kind of objects are in each Excel File.

ii. If you click to the right of the word table in the first cell of the GetExcelData column, you can see
a table appear in the lower part of the query.

iii. The table in the lower part of the query has five columns that give us information about what
type of objects are in the Excel File. For example, in the “Kind” column we can see that some of
the objects are Excel Worksheets (Sheet), one is an Excel Table (Table) and some are Defined
Names (DefinedName). This information will help us to filter the objects and import only object
that have data that we want.

[, |[E] content £+ a8 city ~ 1435 GetExcelData  |a»
1’ Binary Oakland Table 4 PROPERTIES
2 |Binary Portiand Table Narme
3 |Binary SanFrancisco Table AlExce
4 |Binary Seattle Table All Properties
5 |Binary Tacoma Table
4 APPLIED STEPS
Source
Lowercased Text
Filtered Rows
Split Column by Delimiter
Name Data ftem Kind Hidden Renamed Columns
Fran Table Fran Sheet FALSE A Removed Other Columns
Gab Table Gab Sheet FALSE 7 Added Custom
Popi Table Popi Sheet FALSE
Sheetl Table Sheetl Sheet FALSE 5
SmallTable02 Table SmalTable02 Table FALSE 3
_xInm._FilterDatabase Table Sheetl!_xInm._FilterDatabase DefinedName TRUE
_xInm_Criteria Table Sheetl!_xinm.Criteria DefinedName FALSE
_xinm.Extract Table Sheetl!_xinm.Extract DefinedName FALSE
_xInm.Print_Area Table Sheetl!_xInm.Print_Area DefinedName FALSE -

20) The next step is to remove the Content column, so we right-click the Content column and click on
Remove.
21) To expand the tables in each row and repeat the City name for each row associated with that file:
i. Click Expand button.
ii. Uncheck “Use original column name as prefix”.

iii. Click OK.
. ABC City ~ |1435 GetExcelData q
Ozkland Table Al
2 |Portiand Table
@« Expand Aggregate
3 | SanFrancisco Table i ggregat
4 |Seattle Table v| {Select All Columns)
5 |Tacoma Table | Name
v| Data
V| Item
v| Kind
Q.I r' v/| Hidden
Use original column name as prefix
1) Click the I, List may be incomplete, Load more
Expand button
=
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22) The Expanded Table with each Excel Files objects looks like this:
i. The City column repeats the City File Name for each row that belongs to the specified file.

ii. The Name and Item columns are similar in that they contain the name of the object. The Item column has slight more descriptive name
for the Defined Names because the name also lists the Excel Worksheet Name as part of the full name.

iii. The Data column contains the data for each object.

iv. The Kind column tells us what type or “Kind” of object contains the data from the Data column. We can use this column, for example,
to filter and then import on Sheet objects.

v. The Hidden column tells us whether or not the object is hidden. For example, the Defined Name for the table that had the Filter
Feature Applied (row 6) shows TRUE in the Hidden column because this is a Hidden Defined Name in an Excel Workbook File.

)( v ,/‘.t’ = Table.ExpandTableColumn(#"Removed Columns™, "GetExcelData”, v Q'\Jer‘v/ SEﬁET‘US @
E. ABC City v ‘1‘5‘3 Name > ;gg Data a ‘{S‘; ftem v ?gg Kind v §‘§§ Hidden >
1 |Oakland Fran Table Fran Sheet FALSE -~ 4 PROPERTIES
|
2 |Oakland Gab Table Gab Sheet FALSE piame
AllExcsiCheetDatalntoOneTable
3 | Oakland Popi Table Popi Sheet FALSE lERceeelatlimoe e a0
4 |Oakland Sheetl Table Sheetl Sheet FALSE All Properties
5 |Oakland SmaliTable02 Table SmallTable02 Table FALSE
- - - 4 APPLIED STEPS
6 |Oskland _Xinm._FilterDatabase Table Sheetl!_xinm._FilterDatabase DefinedName TRUE
7 |Oakland _XInm_Criteria Table Sheetl!_xinm.Criteria DefinedName FALSE Source
g |Oakland _xInm. Extract Table Sheetl! xinm.Extract DefinedName FALSE Lowencased Text
Filtered Rows
Q |Oakland _xInm.Print_Area Table Sheeti! xinm.Print_Area DefinedName FALSE
= 2 Split Column by Delimiter
10 |Oakland SmallTable Table SmaliTable DefinedName FALSE =
Renamed Columns
11 |Portiand Sioux Table Sioux Sheet FALSE .
Removed Other Columns
12 |Portiand Chin Table Chin Sheet FALSE 3 =
Added Custom
13 | Portiand Tyrone Table Tyrone Sheet FALSE
Removed Columns
14 Francis Tab iki i ;
14 |SanFrancisco Miki Table Miki Sheet FALSE X Expanded GetExcelData

23) Headers Have Been Promoted. To prove to ourselves that the second argument in the Excel.Workbook Function actually did promoter the
first row of each table, so they became Field Names, we can click to the right of the word “Table” in the second row of the Data column. The
table that appears in the lower part of the Query Editor, shows the Proper Data Set with Field Names.

af oy * 15 Mame 155 Daa w115 em
i Frar

Taklang Taniy

Datz Praduct Unins Sabes

e Founs 108 3285 65
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24) Filter to import only Sheet Objects. With the goal of filtering out objects that are not Sheet Objects,
we can:
i. Click the Filter Arrow in the Kind Column
ii. From the Unique List of items, uncheck everything except for “Sheet”
iii. Clock OK.
§‘§§ Data 4 ‘;35 Item - ‘;gg Kind >
L 2l Sort Ascending

: El Sort Descending

Tat Remove Empty

Text Filters »

u| (Select All)

= ok |

Tat

Table Sindy Sheet
Table Mo Sheet
Table Gigi Sheet

25) Filter to remove Sheet objects that Begin with “Sheet”. To remove Sheet Objects that have not
been properly named with a SalesRep name, go to the Name Field, click the Filter Dropdown Arrow,
point to the Text Filter option, then click on “Does not begin with” option. Then in the Filter Rows “does
not begin with” text box, type “Sheet”, as seen here:

Filter Rows
e Basic Advanced

Keep rows where 'Name'

does not begin with be ABC ¥ Sheet{ v
¢ And Or
- B ~ v
Ac

26) Now we are left with only rows that contain Proper Data Sets where the object is a Sheet object and the
Sheet Name does not begin with the word “Sheet” (has a SalesRep Name), as seen here:

. | A8 city ~ | 1455 Name - 1455 Data o155 ltem ~ 1455 Kind Y1435 Hidden -
1 |Oakland Fran Table Fran Sheet FALSE
2 | Oakland Gab Table Gab Sheet FALSE
3 |Oakland Popi Table Popi Sheet FALSE
4 |Oakland Sheetl Table Sheetl Sheet FALSE
5 | Portland Sioux Table Sioux Sheet FALSE

27) In the above picture, the “Name” column does not have a useful name. In order to change the name,
double lick and change the column name to “SalesRep.
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28) The final columns we need for our Appended Proper Data Set are:
i. Data (contains the correct Proper Data Sets)
ii. City (contains the correct City name)
iii. SalesRep (contains the SalesRep name).
29) To remove the unwanted columns, select the columns using the Ctrl Key by first clicking on the Data
column, then the City column, and finally the SalesRep column. With the columns selected, right-click
any one of the columns and then click on Remove Other Columns, as seen in the picture below:

.D' .ABC City ~ 1155 Name = g _Qgg Data wir‘{%g Item - | 1355 Ki
1 |Oakland Fran Table Ey Copy
2 |Oakland Gab Table L i 3=
* Remove Columns

Oakland Popi Table
3 & Remove Other Columns

Portiand Stoux Table =
4 ! : fi Add Column From Examples,..
5 |Portiand Chin Table

30) Final Append with all Proper Data Sets. To complete our final append process to combine all the
Proper Data Sets into a single table with six columns, click on the expand button in the Data column,
uncheck the “Use original column name as prefix” and then click OK.

| 3. |153 Data «nl A% City - |1§35 SalesRep ~
1 |Table bl
L
2 |Table
3 | Tabi ¢ Expand Aggregate
able
4 |Table V| (Select All Columns)
5 |Table v| Date
6 Table (V| Product
g |Table Yl Sales
G |Table Use onginal column name as prefix
10 | Table
| 11 | Table I, List may be incomplete. Load more
, 127 [ Fae oK Cancel
i3 |Table
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31) Here is a picture of the final Proper Data Set, including the last Power Query transformation stop on adding the correct Data Types for each
column. There should be 15 steps in the Import, Extract, Clean, Transformation and Load Query,_as seen in the below picture:

223 8 Date [~] A% Product [~1/123 Units 7' $ Sales |~ |18 city V'V, ABC SalesRep ~ 4
[ 1 | 11/6/2017VAu55ie. Round 216 7108.56 Oa?lana .Fran ot 4 PROPERTIES
2 11/14/2017 TriFly 84 55188 Oakland Fran Howoe
3 12/18/2017 Tri Fly 276 1443.48 Oakland Fran | AllExceiShestDatalntoOneTable
4 11/18/2017 Bellen 48 1362.72 Oakland Fran All Properties
5 ‘ 12/28/2016 Bellen 72 2027.52 Qakland Fran
{ =| 4 APPLIED STEPS
6 11/11/2017 | Sunshine 96 1888.32 Oakland Fran =
7 9/12/2017  Aussie Round 50 1942 8 Oakland Fran Source
8 11/23/2016 Aspen 144 2655.36 Oakland Fran Lowercased Text
g 11/28/2017 | Aussie Round 204 6587.16 Oakland Fran Fotecsd Rows
10 12/18/2016 TriFly 72 484.56 Oakland Fran g Sp)itCo-Iumn iy Delmtier
11 11/7/2017 TriFly 43 318.24 Oakland Fran :Z::;:: g?;jg;umns
12 | 11/4/2017 Aspen %6 1728.96 Oakland Fran Added Custom
13 ‘ 10/24/2017 Carlota 72 2020.32 Qakland Fran Rersiad Colimms:
14 . 2/12/2016  Aspen 9% 1593.6 Oakland Fran Expanded GetExcelData
15 | 12/7/2017 TriFly 254 1172.16 Oakland Fran Filtered Rows1
16 | 11/27/2017 Quad 72 3107.52 Ozakland Fran Filtered Rows2
17 11/20/2017 Carlota 12 347.76 Oakland Fran Renamed Columnsl
18 12/2/2017 | Aspen 72 1326.24 Oakland Fran Removed Other Columnsl
19 | 11/1/2016 Quad 72 3053.52 Oakland Fran Eépadled Dith
‘ 20 ‘ 10/18/2017 Aspen 132 2195.16 Oakland Fran X Changed Type
o1 | 12/18/2016 Quad 108 4453.92 Oakland Fran
22 ‘ 12/19/2017 ' Aussie Round 72 22598.96 Oakland Fran -

32) Load to Excel Sheet. Because we only have about 60,000 rows of data (not a lot of data), and our calculations can be done with a Standard
PivotTable, and we would like to see the data in a sheet (so we can filter and sort), we will load the data to an Excel Worksheet. To Load to the
Excel Sheet named data, we use the Close & Load dropdown in the Home Ribbon Tab, then select the “Close and Load To...” option and load
the data as a Table in cell Al on the Data Sheet. The Import Data dialog box is seen here:

IS = B
Import Data m
Select how you want to view this data in your workbook.

] @ Table

() PivotTable Report

15 O PivotChart

[F* ) Only Create Connection
Where do you want to put the data?

=sast (2]

() New worksheet

[T] Add this data to the Data Model

[ Properties., '] [ oK ][ Cancel
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4. Change Default PivotTable Layout & Options. If we would like our PivotTables (both Standard and Data
Model PivotTables) to have the Tabular Layout by default so that Field Names are used rather than generic
labels in a PivotTable, we can change it by going to Options in the File Menu, then:

i.  On the Left, click on the Data Tab.
ii. Then on the right, click the Edit Default Layout button, as seen here:

f 4 B
Excel Options . M

General

E_a Change options related to data import and data analysis.

Formulas

Data options

Proofing Make changes to the default layout of PivotTables: | Edit Default Layout...
Save Disable undo for large PivotTable refresh operations to reduce refresh time
Language Disable undo for PivotTables with at least this number of data source rows (in thousands): 306 =

Bacetf Access [C] Prefer the Excel Data Model when creating PivotTables, QueryTables and Data Connections &

" Disable undo for large Data Model operations
Advanced
Disable undo for Data Model operations when the model is at least this large (in MB): | 8 v

Susrimiee Ribbon Enable Data Analysis add-ins: Power Pivot, Power View and 3D Maps

Quick Access Toolbar [[] Disable automatic grouping of Date/Time columns in PivotTables

Addrins Show legacy data import wizards

Trust Center

| [[] From Access (Legacy) [[] From OData Data Feed (Legacy)
[¥] From Web (Legacy) [J From XML Data Import (Legacy)
[] From Text (Legacy) [¥] From Data Connection Wizard (Legacy)

From SQL Server (Legacy)

Cancel

2) In the Edit Default Layout dialog box, we can change a number of default settings including:
i. Using the dropdown in the Report Layout textbox to select “Show in Tabular Form”. This setting
will force PivotTables to use Field Names as labels in a PivotTable report rather than the generic,
“Row labels” and “Column labels”.
ii. The PivotTable Options button opens the PivotTable Options dialog box with many settings you
can change, as seen here:

r .
Edit Default Layout A=<=
Layout Import
[£]
Subtotals
Show all Subtotals at Top of Group E] [7] Include Filtered Items in Totals
Grand T‘?‘a“, .
On for Rows and Columns E
Report Layout
Show in Tabular Form E| [T] Repeat All Item Labels
Biank Rows
[] Insert Blank Line after Each Item [ PivotTable Options... ] @
[ Reset to Excel Default [ Cancel
. A
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3) We built a PivotTable Report:

A B C D E F G H I J K L

1

2

3 Sum of Sales Years v

4 Product -T SalesRep ~ 2016 2017 Grand Total

oM St UM e 2 s

5 | = Carlota Xan $774,669 $869,892 51,644,562 e City = %
Product = %

5] Bo $749,155 $716,638 $1,465,793 Oakland

7| Quin $932,335 $684,593 $1,616,928 Aspen Aussie Round

8 |Carlota Total $2,456,159 $2,271,123 $4,727,283 , Portland

Bellen | Carlota \ -
9 |=Quad Xan $1,112,996 $1,153,815 $2,266,810 [ San Jose
10 Bo $1,036,595 $1,071,473 $2,108,067 Majestic Be... | Quad ‘
= SanFrancisco

11 Quin $1,185,168 $1,335,792  $2,520,960 S nking iy i

12 |Quad Total $3,334,758 $3,561,080 56,895,838 e Seattle

13 | =Tri Fly Xan $166,513 $185,744 $352,258 Tacoma

14 Bo $118,796 $125,959  $244,755

15 Quin $146,584 $130,234 $276,817

16 |Tri Fly Total ”$431,893 $441,937 $873,830

17 Grand Total $6,222,810 $6,274,140 $12,496,951

18

Definition of a PivotTable. In the video we reminded ourselves of what we learned in the prerequisite class:
the essence of a PivotTable is that it makes calculations with conditions or criteria. In the picture below, we see
that the selected cell is making a sum calculation with four conditions or criteria or filters. We also reminded

ourselves that the definition of a PivotTable is: Summary Reports with Calculations based on One or

More Conditions or Criteria.

d| - B C D | E

l +

2 4

3 Sum of Sales Years | -

4 Product ¥ SalesRep -~ 2016 2017 Grand Total
S = Aspen Fran 7,009 $412,105  $879,114
& | Gab | s«xn,no! $417,904 5835615
7] Popi $451,154 _SSOLOTJ $952.231
8 ‘Aspen Total $1,335,873 61,331,087\ $2,666,960
9 |Grand Total $1,335,873 $1,331,087 ,960
10

1

12 |

13

4 : :

15 Sum Calculation = adding

= et Bbhasitutho b bt . R
7 Product = Aspen = Criteria 1

18

g: SalesRep = Gab = Criteria 2

2 :

| Year = 2016 = Criteria 3

2 _ —

2| City = Oakland = Criteria 4

25 : " -

¥ ) H !
Product
Bellen Carlota
Majestic Be... Quad
Sunshine T Fly

Iz v

™

| Aussie Round

City = %
Oakland
Portian
SanFrancisco
Seattle

Tacoma

AND Logical Test. We also reminded ourselves that an AND Logical Test means that in order for the record to
be included in the calculation, all conditions or criteria must be met.
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Add New Excel Workbook Files to the Folder & Refresh. As we saw in the video, when we added new files
to the folder that met all the conditions of the query, and we refreshed both the Query and the PivotTable (two
separate refreshes), the data from the new file was incorporated into the Query Load To Output and the
PivotTable report.
i. We can refresh the Query in a few different places:
1. Inthe Queries & Connections Pane, we can right-click the Query and click on Refresh.
2. Inthe Queries & Connections Pane, we click the refresh icon in the upper right corner of
the query.
3. We can use the Refresh or Refresh All button in the Data Ribbon Tab in the Queries &
Connections group.
4. We can right-click the Query Load To Output in the Excel Worksheet and click on
Refresh.
ii. We can refresh the PivotTable
1. We can right-click the PivotTable and click on Refresh.
2. We can use the Refresh or Refresh All button in the PivotTable Tools Analyze Ribbon Tab
in the Data group.
iii. If we Load the Power Query Transformation to an Excel Sheet, we have to perform two separate
Refreshes:
1. First Refresh the Query.
2. Second Refresh the PivotTable
iv. If we Load the Power Query Transformation to a PivotTable (option in the Import Data dialog
box), all we have to do is refresh the PivotTable one time, and then both the Query and
PivotTable report are refreshed.
Edit Query when Folder Path Changes. If the Folder Path changes, the you must edit the first step of the
qguery and change the incorrect folder path to the correct folder path.
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