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1) Power Query Introduction
Power Query is a (relatively) new function in MS Excel, and is now, a standard part of the software.

The purpose of Power Query (PQ) is to Consolidate, Merge & Transform data from different sources,
based on specific rules that are applied at Set Up. These rules will be consistently applied as
frequently as the raw data is amended or added to, by simply clicking ‘Refresh’.

Unlike formula’s, there is no need to extend the PQ to accommodate a larger range, meaning there
is less risk of forgetting this step, or experiencing the time delay of waiting for formula’s to
recalculate.

PQ can be applied to many different data sources, not just Excel files. They can even be applied to
‘Folders’, and consolidate data from all files saved within a folder (given a specific file type).

’

PQ is very specific in terms of file names, sheet names and column headers, and will need the ‘Rules
to be amended accordingly if any of these change. It is also essential to have ALL source documents
closed before opening a file containing Power Query.

The result of a PQ cannot be manually edited, the User must always revert back to the raw data files
to make any changes.
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2) Create Queries

Creating queries of course depends on the data source we are using, this Documentation will focus only on

Excel Files & Folders.

Create Query linked to an Excel File

Select ’G? Data’ from the ’Da@)on:

Bange ['E] Existing Connections

? From Onli

@o From QtHer Sources >

[E From

g‘ CombingQueries >

BZ Launch Pouler Query Editor..

[.E. Data Sourcq Settings...

Query Optigns
o

[Blu From Excel Workbook

File l( Home Insert Page Layout Formw Review View Automate
From Text/CSV E& From Picture ~ P ueries & Connections
) E
rom Web [T Recent Sources =~ [ Propertic

Refresh Organization

nections

Developer Power Pivot

m @ M

Stocks Geography |=

Help xlwings

i Z| Sort
Currencies Al

Data Types

| === 7
sl B8 |\ X

& Reapp!

Filter
E Advanced
Sort & Filter
B Q

harePoint Folder

Select ‘From File’, then ‘From Excel Workbook’ and the browse window will appear.

Navigate to the relevant Excel file, then press ‘Import’.

The ‘Navigator’ window will appear as follows:

Navigator

No item selected for preview

Cancel

Here we can select from the options inmanel, the Sheet Name or Named Range we want our Query to be

based on.
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As we make the selection, a preview of the relevant data can be see in this panel:

o X
Navigator
\ bl \ Data [
Select multiple items. Region Sales Rep Product Date ‘Quantity Column
Display Options ~ & East Mid Emily Product B 29/01/2022 181
Yorkshire David Product B 24/01/2022 a6
‘ Sales Jan 2022.xdsx [1] Vol
London David Product C 08/01/2022 158
Data
=) South Easts John Product A 28/01/2022 166
Scotiand sarah Product 8 10/01/2022 55
East Midlands John Product B 06/01/2022 134
North East Sarch Product € 21/01/2022 171
Scotiand sara Product B 13/01/2022 47
Scotiand David Product A 20/01/2022 125
East Midlands sarah Product B 20/01/2022 170
< >
toad |~ | { Transform Data Cancel

If you are sure this is the correct data, click ‘Transform Data’ to begin making any adjustments.

The Query will then be visible within the ‘Power Query Editor’ for us to review, or start Transforming:

Data - Power Query Editor
Home Transform Add Column View.

2 [ Properties

=] 2o

= =7 [ Advanced Editor

Close &  Refrest Choose Remove  Keep Remove Split Group

Data Type: Text = [ Merge Queries - [L [ New Source =
1 [ Recent Sources ~

[] Use First Row as Headers ~ 7. Append Queries ~
Manage  Data source

1, , Replace Values [%3] combine Files [ Enter Data

h
Load~  Preview ~ L Manage Columns ~ Columns = Rows ~ Rows * Column~ By Parameters~ settings.
Close Query Manage Columns  Reduce Rows  Sort Transform Combine Parameters  DataSources  New Query
A Table. TransfornColunnTypes (#"Promoted Headers",{{"Region”, type text}, {"Sales Rep", type text}, {"Product”, type text}, {"Date", type Query Settings
0. [ Region % e T % promaet ] oate [ oeiey =25 colunns ] cotumn
1 [Eastmid Emily Product B 29/01/2022 181 nuil
2| Yorkshire David Product B 24/01/2022 6 null
3 |London David Product ¢ 08/01/2022 154 nuil
4 |south Easts John Product A 29/01/2022 166 nuil
5 |scotland sarah Product B 10/01/2022 55 nuil b e
East Midlands John Product 8 06/01/2022 134 nuil
Source
7 East sarah Product C 21/01/2022 71 nuil Novigat
avigation
8 |scotla sara product 8 13/01/2022 a7 nuil i
9 |scotland David Product A 20/01/2022 125 nuil T
10 | East Midlands Sarah Product 8 20/01/2022 170 null

<
9 COLUMNS, 10 ROWS  Column profiling based on top 1000 rows

PREVIEW DOWNLOADED ON TUESDAY

AN 7
The Name of the Query can be edited by double clicking here, or clicking into this box
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3) Power Query

Editor

The Power Query Editor appears like this:

e Monthly Data - Power Query Editor X
Home Transform ‘Add Column View o
,-Tj D [ Properties l:l (1) - 4| "] g DataType:Text~ [ Merge Queries ~ [ New Source =
A )
= & [ Advanced Editor X HHHEH z rh Use First Row as Headers = £ Append Queries ~ Recent Sources *
=) A = APPpe ©
Closes  Refresh . Choose Remove  Keep Remove Spit  Growp o B corbine ra Manage  Datasource
Load ™ Preview » ) Manage Columns ~ Columns ~  Rows ~ Rows ~ Column~ By w2Replace Values L4 Combine Files  parameters ~  settings Zaes
Close Query Manage Columns Reduce Rows  Sort Transform Combine Parameters  Data Sources New Query
Queries [6] S f || = Table.TransformColumnTypes(#"Expanded Table Columnl®,{{"Source.Name", type text}, {"Region”, type text}, {"Sales Rep", type text}, v ‘ Query Settings x
4 [ Transform File from...
[, A% Source.Name ~ || A% Region ~ |8 sales Rep ~ | A% Product - Date ~ 1123 Quanti -
3 L~
4 10 Helper Queries [3] 2
1 | sales Apr 2022.xisx South West John Product C 06/04/2022 96
ParameterT (Sam... A | Name
2 | sales Apr 2022.xisx South East David Product A 24/04/2022 61 r
[E] sample File =l Monthly Datz
3 | sales Apr 2022.xisx Scotland Emily Product B 02/04/2022 198
fx Transform File 4 | sales Apr 2022.xisx London John Product8 27/04/2022 75 All Properties
B Transform Sample... 5_|sales Apr 2022.xsx Scotland David Porduct A 13/04/2022 84 4 APPLIED STEPS
g Other Queries [2] 6 | Sales Apr 2022.xisx North East Emily Product C 28/04/2022 5 B =
e ource o
7 | sales Apr 2022.xisx N John Product A 20/04/2022 7
£ pata S Filtered Hidden Files1 o
8 | sales Apr 2022.xisx North East Emily's Product C 25/04/2022 26 N
E Monthly Data P i i Invoke Custom Function! &
les Ay i th West Emil Product 2 7:
9 | Sales Apr 2022.xisx Sout /est mily roduct B 23/04/2022 175 Renamed Columns1
10 | sales Apr 2022.xisx London David Product A 02/04/2022 20 R CRE o o
11 | sales Aug 2022.xisx North East Emily Product C 05/08/2022 31 Expanded Table Column1
12 | Sales Aug 2022.xisx London sarah Product 8 15/08/2022 180 R Changed Type
13 | Sales Aug 2022.xIsx East Midlands Sarah Product C 26/08/2022 111
14 | sales Aug 2022.xIsx East Midlands David Product A 22/08/2022 31
15 | Sales Aug 2022.xIsx Scotland John Product B 31/08/2022 132
16 | sales Aug 2022.xisx scotland David Product A 16/08/2022 101
17 | sales Aug 2022.xisx East Midlands John Product B 17/08/2022 139
18 | Sales Aug 2022.xisx East Midlands John Product A 16/08/2022 22
19 | sales Aug 2022.xisx West Midlands Emily Product B 24/08/2022 195
20 | sales Aug 2022.xisx South West sarah Product A 14/08/2022 171
21 | Sales Dec 2022.xisx North West John Product B 16/12/2022 113
22 | Sales Dec 2022.xlsx South East Emily Product A 02/12/2022 7
23 | sales Dec 2022.xisx Yorkshire Emily Product C 22/12/2022 3
24 | Sales Dec 2022.xIsx West Midlands John Product B 12/12/2022 11
25 | Sales Dec 2022.xisx North East John Product 8 30/12/2022 108
26 | Sales Dec 2022.xIsx South East Emily Product B 01/12/2022 160
27 | sales Dec 2022.xisx South West John Product C 29/12/2022 14
28 | Sales Dec 2022.xIsx. East Midlands. Emily Product C 08/12/2022 152
29 | sales Dec 2022.xisx South East John product 8 25/12/2022 0 %
6 COLUMNS, 120 ROWS  Column profiling based on top 1000 rows PREVIEW DOWNLOADED AT 14:50

In the panel on the left hand side is a list of ALL the Queries.

Queries [6]

<

4 Transform File from...
e Helper Queries [3]
Parameter1 (Sam..
E| Sample File
fx Transform File
B Transform Sample...
4 Other Queries [2]
[ Data
(] Monthly Data
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In the panel on the right hand side is a list of ALL the Steps that have been applied to the selected
Query. We can edit the Name of the Query here too.

Query Settings X
4 PROPERTIES

Name

Monthly Data

All Properties

4 APPLIED STEPS
Source @
Filtered Hidden Files1 °
Invoke Custom Function i-3
Renamed Columns1
Removed Other Columns1 @
Expanded Table Column1

X Changed Type

Some steps will have a ‘cog’ to the right of them, and if you click on the ‘cog’ it will take you to the
options that have been selected, and you can edit them if required.

To the right of each step (as they are selected), is the ‘Delete’ icon, so we can delete Steps if
required.

As new actions are completed, a new step will appear in this list.
Steps can be renamed, moved up or down the list, or removed.

Right click on a Step Name, and select ‘Rename’ to make them more recognisable. Of course, there
is not much space for the Name, so it can be difficult to make the Names meaningful. If you want to
add more detail, you can right click the Step Name, and select ‘Properties’:

X

Step Properties

Name
Added Custom

Description

Cancel

Here we can amend the Name, and also add a more detailed description.

This will appear next to the Step name as an ‘i’ and also pop up with the description as you hover the
mouse over the ‘i’ and makes it easier to identify Steps if required:

Query Settings X

4 PROPERTIES
Name
| Monthly Data

All Properties

4 APPLIED STEPS

Source o4
Filtered Hidden Files1 =4
Invoke Custom Function1 4
Renamed Columns1

Removed Other Columns1 o4

Expanded Table Column1

Changed Type
Merged Queries L -2
Expanded Product_Data o
X Sales Value Formula (0F=3
| Calculate Total Sales Value (Qty * Price) ||

1
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In the middle of the screen, is the data as it appears at the selected Step:

%‘ —Tors TransformColumnTypes(#"Expanded Table Columnl”,{{"Source Mame", type text}, {"Region”, type text}, {"Sales Rep”, type text} —
— i e
[, 48 Source.Name |AE. Region [~]/#8: sales Rep [~ 48 Product [~]|F= pate [~ ]|2%5 quantity [-]
1 |Sales Apr 2022.xisx South West John Product C 06/04/2022 96
2 | Sales Apr 2022.xIsx South East David Product A 24/04/2022 61 2
T Sales Apr 2022 xsx Scotland Emily Product B 02/04/2022 198
T Sales Apr 2022.xlsx London John Product B 27/04/2022 75
"5 | sales Apr 2022.xlsx Scotland David Porduct A 13/04/2022 84
6 | Sales Apr 2022.xIsx North East Emily Product C 28/04/2022 5
T Sales Apr 2022.xlsx NW John Product A 20/04/2022 ba
8 | Sales Apr 2022.xIsx North East Emily S Product C 25/04/2022 46
9 | Sales Apr 2022 xlsx South West Emily Product B 23/04/2022 175
T Sales Apr 2022.xlsx London David Product A 02/04/2022 20
T Sales Aug 2022.xlsx North East Emily Product C 05/08/2022 31
12 | sales Aug 2022.xIsx London sarah Product B 15/08/2022 180
? Sales Aug 2022.xlsx East Midlands Sarah Product C 26/08/2022 111
14 | sales Aug 2022.x1sx East Midlands David Product A 22/08/2022 31
15 Sales Aug 2022.xlsx Scotland John Product B 21/08/2022 132
16 | sales Aug 2022.xlsx Scotland David Product A 16/08/2022 101
? Sales Aug 2022.xlsx East Midlands John Product B 17/08/2022 139
18| Sales Aug 2022.xlsx East Midlands John Product A 16/08/2022 22
? Sales Aug 2022.xlsx West Midland: Emily Product B 24/08/2022 195
20 | sales Aug 2022.x1x South West sarah Product A 14/08/2022 171
21 | sales Dec 202215 North West John Product B 16/12/2022 113

At the very top is the ‘M’ code that relates to the selected step (don’t let this scare you &) ).

It is possible to select an earlier step and see what the data looked like prior to a specific step. This is
extremely useful for trouble shooting.

At the very top of the screen are the Ribbons, which contain ALL of the Transformation & Merging
options, and most are very straight forward:

Home Transform Add Column View
';j D [ Properties |:| L Yy WX A | % Data Type: Whole Number ~ [ Merge Queries ~ D [ Mew source -
~
(= 7 [ 2 Advanced Editor X BEH HH il rin [ Use First Row as Headers ~ %, Append Queries - £ [ 7 Recent Sources =
Close &  Refresh Choose  Remove Keep Remove split  Group Manage Data source
] o m :
Load ™  Preview ™ = Manage Columns ~ Columns ™ Rows ™ Rows ™ Column~ By 92 Replace Values Combine Files Parameters ™ settings £ enter pata
Close Query Manage Columns Reduce Rows  Sort Transform Combine Parameters  Data Sources New Query
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4) Data Types

At the top left of every column header, you will see the ‘Data Type’, this is usually automatically
detected by the Power Query, but we can also amend these manually, by clicking on that icon too:

[T 4B Source.Name @I Region E|ABC Sales Rep @ABC Product
1 |sales Apr 2022.xIsx 12 Decimal Number Product C
? Sales Apr 2022.xlsx $ Currency d Product A
3_ Sales Apr 2022.xlsx 3 Whole Number ly Product B
|4 | sales Apr 2022.x15x % Percentage Product B
5_ Sales Apr 2022.xlsx EE‘CE) Date/Time d Porduct A
6_ Sales Apr 2022.xlsx Date ly Product C
T Sales Apr 2022.xlsx © Time Product A
? Sales Apr 2022.xlsx @ Date/Time/Timezone ly S Product C
97 Sales Apr 2022.xlsx @  Duration ly Product B
E Sales Apr 2022.xlsx Asc Text d Product A
17 Sales Aug 2022.xlsx %, TruefFalse ly Product C
2 |Sales Aug 2022.xlsx . h Product B
? Sales Aug 2022.xlsx B ginay h Product C
ha |sales Aug 2022.xisx Using Locale.. d Product A
T Sales Aug 2022 xlsx Scotland John Product B
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5) Basic Transformation Options

The ribbons at the top of the Power Query Editor can be used to transform the data, perform

calculations and merge data, in numerous different ways.

There are 5 Ribbons at the top of the PQ Editor:

File -

Home -

Transform

Add Column

This contains options for Load & Close and PQ Settings
These options will amend the data in the existing columns
- These are more advanced methods of transforming the data

- These options will create additional columns of data, and can also include formula

Most of the options from the Ribbons are as obvious as they sound, and the best way to understand

them is to try them and see the impact on data (don’t forget you can just delete a Step if it the result

is not what you need).

A lot of the Basic options can also be found by selecting a column, right clicking mouse and finding

the function within that menu (the functionality will be identical to selecting the option from the

< ‘ A ‘ = Table.TransformColumnTypes (#"Expanded Table Column1”,{{"Source.Nan|
5. [#% sourceName ~ A8 Region = R ~ | A8 produd
By Copy
1| sales Apr 2022x1sx South West Product C
N % Remove
2| sales apr 2022.x1sx South East Product A
Remove Other Columns
3 | sales Apr 2022.xisx Scotland Product B
Duplicate Column
4 | sales Apr 2022.xisx London Product 8
— Bl Add Column From Examples.
5 | sales Apr 2022.xisx Scotland Porduct A
6 | Sales Apr 2022.xisx North East Remove Duplicates Product C
7 | sales Apr 2022.xisx N Remove Errors Product A
8 | Sales Apr 2022.xisx North East Change Type » | roductc
9 | sales Apr 2022.xisx SouthWest Transform | roducte
10 | sales Apr 2022.x15x London |1 Replace Values. Product A
11 | sales Aug 2022.xisx North East Replace Errars.. Product ¢
Sales Aug 2022.xisx London Product B
12 3 & Create Data Type
13 | sales Aug 2022.xisx East Midlanc _ Product ¢
14 | sales Aug 2022.x1sx east widlanc 1 SPIitColumn Product A
15 | sales Aug 2022.xisx Scotland SroupBy. Product 8
el Fill »
16 | sales Aug 2022.xisx Scotland ; Product A
Sm Unpivot Col
17 | sales Aug 2022.xisx EastMidlanc '@ POt Columns Product &
Unpivot Other Columns
18 | sales Aug 2022.xisx East Midlanc Product A
ot Unpivot Only Selected Columns
19 | sales Aug 2022.xisx West Midlan Product B
20 | sales Aug 2022.xsx Southwest =1 Rename. Product A
21 Sales Dec 2022.xisx North West Move g Product 8
22 | sales Dec 2022.xisx South East Drill Down Product A
23 | sales Dec 20225 Yorkshire Add as New Query Product ¢

Some of the Super useful functions are:

e Delete Steps

® Move Steps

e Amending Properties

e Promote Headers

e Sort
e Filter

e Remove Columns / Rows

e Replace Values

e Trim
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6) Load Options

The result of a Power Query (PQ) can be displayed in 4 different ways:

e Table

e Pivot Table

e Pivot Chart

e Connection Only (used to link other Queries)

In the Home ribbon, the ‘Close & Load’ button has a top and bottom half.

The Top half will Close the PQ Editor and Load the data to either the previously selected option, or
the default option (usually a Table).

The Bottom half will Close the PQ Editor and give the user the 4 Load options to select from (this is
usually only available the first time the data is Loaded):

Import Data 7 X

Select how you want to view this data in your workbook.
[T @ Table
_.:‘I O PivotTable Report
13 O pivotchart
|1 O Only Create Connection
Where do you want to put the data?
O [Existing worksheet:
=581 4
@ MNew worksheet

[CiAdd this data to the Data Model|

Make your selection and click OK. The PQ Editor will close and the data will become visible via the
selected option:

Fle  Home Insert  Pagelayot  Formuls  Data  Review  View  Automate  Developer  Help  Power Pvol  xiwings © Comments 5 Share ~
ﬁj [)é Z“‘ Caliri oA A General Bz 8ad Good | B = E ::“’5‘"“ v O [@
P gt | BT U [E 0 A clE- %9 = (Caiomn) (ERIRIIN | [e==ciocclreomat [P MRS o et lamebe
Clipboard [ Font 5 5 Number & Styes cels Editing analyss | Sensitiuty
124 - £
‘ A 5 c o 3 £ s Ho| 5| L M | N o | » a [ R s il w B X .
{ll source.Name B Region |2 sales Rep B2 Product B Date [ Quantity K| Queries & Connections N
2 [sales Apr 2022.xlsx_South West _John ProductC_06/04/2022 %
3 sales Apr2022.xlsx South East David Product A | 24/04/2022 61 Queries | Connections
4 [Sales Apr 2022.xlsx_Scotland Emily ProductB02/04/2022 198 =
5 |sales Apr 2022.xlsx_London John ProductB | 27/04/2022 5
6 [Sales Apr 2022.xIsx _Scotland David PorductA13/04/2022 £ 4 i Transform File from Monthly Data [2]
7 [sales Apr 2022.xlsx_NorthEast  Emily ProductC | 28/04/2022 s
8 |sales Apr2022.xisx_NW. John ProductA  20/04/2022 7 el
9 [sales Apr2022.xlsx NorthEast  EmilyS  ProductC | 25/04/2022 46 [ Parameter! (Sample File)
10 sales Apr2022.xisx_SouthWest  Emily. ProductB  23/04/2022 175 @mrmrmary
11 sales Apr 2022.xlsx _London David Product A | 02/04/2022 2
12 |Sales Aug 2022.xisx_NorthEast  Emily. ProductC 05/08/2022 n [E] Sample File
13 sales Aug 2022.xlsx_London sarah Product8 | 15/08/2022 180 Connection only.
14 sales Aug 2022.xIsx_East Midlands _Sarah ProductC 26/08/2022 m % Transform File
15 Sales Aug 2022.xlsx_East Midlands  David Product A | 22/08/2022 a1
Connection only.
16 sales Aug 2022.xlsx Scotland John Product8 31/08/2022 132
17 Sales Aug 2022.xlsx_Scotland David Product A | 16/08/2022 101 03 Transform Sample File
18 [sales Aug 2022.xIsx_East Midlands John ProductB 17/08/2022 139 Connection only.
19 Sales Aug 2022.xlsx_East Midlands _John Product A | 16/08/2022 2
20 sales Aug 2022.xisx_West Midlands Emily ProductB 24/08/2022 195 Other Queries [2]
21 [sales Aug 2022.xIsx_SouthWest _ Sarah Product A | 14/08/2022 71 O Data
22 sales Dec2022.xlsx_NorthWest John ProductB16/12/2022 13 10rows loaded,
23sales Dec2022.xIsx_SouthEast  Emily ProductA | 02/12/2022 7
24sales Dec2022.xisx_Yorkshire  Emily. ProductC 22/12/2022 3 H = Monthly Data L2
25 sales Dec 2022.xIsx _ West Midlands John Product 8 | 12/12/2022 1 120 rows loaded.
26 sales Dec2022.xlsx_NorthEast  John Product8 30/12/2022 108
27 sales Dec2022.xlsx_SouthEast  Emily ProductB | 01/12/2022 160
2 /sales Dec2022.xIsx_SouthWest  John ProductC 29/12/2022 1
20 sales Dec 2022.xisx Emil Product C | 08/12/2022 152

On the right hand side of the screen is the ‘Queries & Connections’ panel (if this is not visible, go to Data
ribbon, click on Queries & Connections to make it appear), right click on any Query and select ‘Load To’ to
change the Load options.
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7) Accessing Power Query Editor

There are 3 options to access Power Query Editor:

1) On asheet containing the result of a Query, if the cursor is positioned within the Table (or

Pivot Table), there will be 2 extra toolbars appear at the top of the ribbon:

Home Insert Page Layout Formulas Data Review View Automate Developer Help Power Pivot xlwings Table Design

>< D’} % [ Duplicate % ﬁ EFj

[ Reference
Refresh Load Merge Append Export

Share

— T —
Select the ‘Query’ toolbar, then select ‘Edit’.
This will open the Power Query Editor.

2) From any sheet, select the ‘Data’ ribbon, and left click w & Connections:

Fle  Home msen  Pagelayow  Formi Do @y Aomaie  Developer  Help Power Pl © Comments | & share -
[hFromTewicsv Eilfrom Pcure - Qaseic s comecion g s YA 28 B 8= Consoite = 3 = | o Aras
Domwes  [BRecentsouces = Bz 3 S B B remove dupctes @B Retationships ?

G S gy sen | R Ttto What Forecast
Dete - R From e in 3 RAdvnced | Cotmns 55 Dsaalidation ~ [ Manage DataModel | et~ Shecs
Gt sortafiter DataToois Foreast outine [ ~
» - % 7
A 5 c o 3 v s H ' s K |t ™ N | o P | a R s |ov u | [

il source.Name K3 Region [ Sales Rep K Product B pate [ quantity 2 Queries & Connections 2

2 [Sales Apr 2022.1sx_SouthWest _ John ProductC_06/04/2022 %

3 Sales Apr2022.xlsx _South East David ProductA  24/04/2022 61 | i

4 lSslesApr2022xdsx Scotland  Emily  ProductB 02/04/2022 198 B

5 |Sales Apr 2022.xsx _London Jonn Products_ 27/04/2022 B

6 sales Apr 2022.xisx_Scotland David PorductA 13/04/2022 s 4 1 Transform File from Monthly Data [2]

7 _Sales Apr2022.xisx North East Emily Product C  28/04/2022 5|

8 Sales Apr20z2.sx NW Jon ProductA_20/04/2022 n H e e ]

9 [salesApr2022.xisx NorthEast  EmilyS  ProductC  25/04/2022 a8 1 £ Parameter! (Sample File)

10 Sales Apr 2022.xlsx_South West  Emily Product B 23/04/2022 75 EETnET

11 sales Apr 2022.xIsx _ London David Product A 02/04/2022 20

12 Sales Aug 2022xlsx NorthEsst  Emily  productC 05/08/2022 2 =] sample Fie

13 Sales Aug 2022 _London Srah  productd 15/08/2022 130 Comnection only.

14 Sales Aug 2022xlsx_EsstMidiands Sarah  productC 25/08/2022 m [ ——

15 sales Aug 2022.xIsx_East Midlands _ David Product A 22/08/2022 31 s,

16  Sales Aug 2022xisx_Scotland John ProductB 31/08/2022 132

17 Sales Aug 2022.xlsx_Scotland David ProductA  16/08/2022 101 3 Transform Sample File

18 Sales Aug 2022xlsx Esst Midlands _John Products 17/08/2022 19 Goniecon rig

19]Sales Aug 2022xsx_East Midlands_john Product A 16/08/2022 2

20 sales Aug 2022.xlsx_West Midlands Emily ProductB 24/08/2022 155 R 2]

21 Sales Aug 2022.xlsx_South West _Sarah ProductA  14/08/2022 m D oata

22 Sales Dec2022xsx North West Jon ProductB_16/12/2022 m B

23 Sales Dac2022.xlsx South€ast  Emily ProductA 02/12/2022 7

24 Sales Dec2022.sx Yorkshire  Emily ProductC 22/12/2022 3 O Monthly Data L2

25 Sales Dec 2022.xisx_West Midlands John Product®  12/12/2022 1 120 rows loaded.

26 Sales Dec2022xlsx Northast John ProductB_30/12/2022 108

27 Sales Dec2022xlsx SouthEast  Emily  Productd 01/12/2022 150

28 SalesDec2022.xlsx SouthWest  John ProductC  29/12/2022 1

The Queries & Connection panel will appear to the right of the screen and list ALL of the
Queries in this file.

To view a Query, double click left mouse on any Query in this panel and the Power Query
Editor will open.

3) From any sheet, select the ‘Data’ ribbon, and left click on ‘Get Data:

File Home Insert Page Layout Formulas Data eview
Ea b From Text/CSV ] From Picture ~ [ Queries & Connections
N
From Web Tarces ]
Get |~ Refresh
Data~ @ble/Range [ Existing Connections A~ B
Queries & Connections
From File ?
Fe
I:?:? From Database ? c D E d
ﬂ Sales Repn Product ﬂ Date ﬂ Quant
& From Azure >t John ProductC 06/04/2022
David Product A 24/04/2022
Emily Product B 02/04/2022
From Power Platform > John Product B 27/04/2022
David Porduct A 13/04/2022
2 From Online Services 3 Emily Product C  28/04/2022
John Product A 20/04/2022
Emily S Product C  25/04/2022
Ija, From Other Sources >t Emily Product B 23/04/2022
David Product A 02/04/2022
?‘ Combi 3 5 Emily Product C  05/08/2022
SHf Combine Queries sarah Product B 15/08/2022
< B Lounchp po— Sarah Product C  26/08/2022
el David ProductA  22/08/2022
[B Dats Source Getti John ProductB 31/08/2022
David Product A 16/08/2022
Bl Query Options \ds John ProductB  17/08/2022
19 |Sales Aug 2022.xlsx East MMW|ands John Product A 16/08/2022
0 |Sales Aug 2022.xIsx West MidMods Emily Product B 24/08/2022

Then select ‘Launch Power Query Editor’ and this will open the Power Query Editor.
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8) Refresh Power Query

There are a couple of ways to Refresh the Power Query:

1)

2)

From any sheet, select the ’Data;p'bbon:

Review View

File  Home Insert  Pagelayout  Formulas

Ea [ From Text/csv BB From Picture P \ 1 Queries & Connections
el
G@ [& From Web [B Recent Sources =/ F] properties

et

Data~ = From Table/Range [P Existing Connections ™ Edit Links

Get & Transform Data

KT Refresh Al

Refresh

Source.Name Bl Region B2 sales Rep RS
Sales Apr 2022.xIsx  South West John

Sales Apr 2022.xlsx  South East David
Sales Apr 2022.xlsx  Scotland Emily ProductB  02/04/N
Sales Apr 2022.xlsx  London John Product B 27/04/20R

If you click the bottom half of the ’Re}resh All’ button, you will see more options and you can
select either ‘Refresh All’ (this will Refresh ALL Queries & Pivot Tables in the file), or ‘Refresh’
(this will Refresh just the selected Query or Pivot Table).

The top half of this button will ‘Refresh All’.

While the data is being refreshed, the cursor will change to a spinning blue circle, and return
to an arrow once complete.

It is useful to have the ‘Queries & Connections’ panel open, while the data refreshes, as
you’re able to see the progress and which Query is being refreshed.

From Power Query Editbelectjzlome' ribbon:

m@Transform Add Column View
I'Tj /[:\l,\ E‘Eproperﬂes L] E
E = [Erndvanced Editor x

K]

Close & \ Refresh =1 . Choose  Remaove
Load ~ EView anage Columns ¥ Columns ™ R

Close Pﬁ

[&

Queries [i
| B

fresh Preview Manage Columns A
fx = T4

|:|., ABC Source.Name

_ \ Sales Apr 2022 .xlsx
B Parameter] (Sam

If you click the bottom half of the ’Refre?h Preview’ button, you will see more options and
you can select either ‘Refresh All’ (this will Refresh ALL Queries in the file), or ‘Refresh
Preview’ (this will Refresh just the selected Query).

The top half of this button will ‘Refresh All’.

4 Helper Queries [3]

While the data is being refreshed, you will see some moving dots underneath the ribbon,
they will disappear once the Refresh is complete.
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9) Append

This can be found in the ‘Home’ ribbon:

Home Transform Add Column View

,-Tj D [E& Properties l:l L Yy, x4 ] % Data Type: Text [ Merge Queries ~ E [B\ [ New source -
~

= #~ [ Advanced Editor X HH 5 il I 7—‘ [ Use First Row as Heade  “E Append Queries ~ = [ Recent Sources ~

Close s Refresh . Choose Remove  Keep Remove split  Group ' \ - Manage  pata source

Load~  Preview~ = Manage Columns ~ Columns = Rows = Rows ™ column~ By 2 Replace Values LiTTomEmE TS Parameters ~  seftings Entegata

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

This function should be used to pull two (or more) queries together, into one Query. Usually with the
same (or similar) columns of data, although different columns can be included too.

You simply choose the two Queries you want to Append:

Append

Concatenate rows fadladablasnto a single table.

Table to append

If you need more than two Queries, click the ‘Three or more tables’ option, and you can select all of
the relevant Queries here:

Append
Concatenate rows from three or more tables into a single table.
Two tables  ® [Thvee or mare tabled
Avaiable tables Tables to append
Monthly Data (Current) Monthly Data (Current)
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