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1) Create Query linked to a Folder

Select ’G? Data’ from the ’Dawon:

[34, From Other Sources > [% From Folder

5

@ Launch Powler Query Editor...

Ah .
> 8 Frogn SharePoint Folder

Combine|Queries

[.E Data Sourcd Settings...

Query Opti
ho |

ns

File /Home Insert Page Layout Form@ Review View Automate Developer Help Power Pivot xlwings
From Text/CSV F= From Picture ~ Irfm'ﬁ' ueries & Connections ; @ o ﬂ]j ? S%
% From Web [%g Recent Sources e "-":1 i @ i Fil l]_J I
. : = Organization Stocks Currencies  Geography |z =g
Existing Connections All ~ g il ﬁAdvan(ed
nnections Data Types Sort & Filter
[‘EI From Excel Workbook
[% From Text/CSV G | H | | J | K | I5 | M M | o] | P | Q
[
From XML
[
From JSON
? From Onljne Services > From PDF

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

Navigate to the relevant Folder, then press ‘Open’.
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The ‘Navigator’ window will appear containing 5LL of the files follows:

O X
CAUsers\info\OneDrive - Excgbfice Ltd\Documentation\Power Query\Monthly Data
Content ¢ erfSion Date accessed Date modified Date created Attributes Folder Pat
Binary 17/05/2023 14:42:03 | 16/05/2023 15:13:41  17/05/2023 14:42:01 | Record C:\Users\info\OneDrive - Excel 4
Binary 17/05/2023 14:42:03  16/05/2023 15:14:05  17/05/2023 14:42:01  Record C\Users\info\OneDrive - Excal 4
Binary [Sales Dec 2022 xlsx | xlsx 17/05/2023 14:42:03  16/05/2023 15:14:11 | 17/05/2023 14:42:01 | Record C\Users\infoOneDrive - Excel 4
Binary Sales Feb 2022 xisx Yxlsx 17/05/2023 14:42:03 | 16/05/2023 15:14:17 | 17/05/2023 14:42-01 | Record C\Users\info\OneDrive - Excel 4
Binary Sales Jan 2022.xlsx  fxlsx 17/05/2023 14:42:03 | 16/05/2023 15:14:21 | 17/05/2023 14:42:01 | Record C:\Users\info\OneDrive - Excel 4
Bimary Sales Jul 2022.xlsx fxlsx 17/05/2023 14:42:03 | 16/05/2023 15:14:26 | 17/05/2023 14:42:01 | Record C:\Users\info\OneDrive - Excel £
Binary Sales Jun 2022 xlsx  fxlsx 17/05/2023 14:42:03  16/05/2023 15:14:32 | 17/05/2023 14:42:01  Record C\Users\infoOneDrive - Excel 4
Binary Sales Mar 2022 xIsx J.xlsx 17/05/2023 14:42:03  16/05/2023 15:14:37 | 17/05/2023 14:42:01 | Record C\Users\info\OneDrive - Excel 4
ales May 2022.xlsxff xlsx 17/05/2023 14:42:03 | 16/05/2023 15:14:44  17/05/2023 14:42:01 | Record C\Users\info\OneDrive - Excel 4
xlsx 17/05/2023 14:42:03 | 16/05/2023 15:14:50  17/05/2023 14:42:01 | Record C:\Users\info\OneDrive - Excel 4
wlsx 17/05/2023 14:42:03  16/05/2023 15:14:57  17/05/2023 14:42:01  Record C\Users\info\OneDrive - Excal 4
wlsx 17/05/2023 14:42:03  16/05/2023 15:15:05  17/05/2023 14:42:01  Record C\Users\infoOneDrive - Excel 4
< >
Transform Data Cancel
If you are sure this is the correct data, click ‘Transform Data’ to generate the Power Query.
The Query will then be visible within the ‘Power Query Editor’ as follows:
< | Monthly Data - Power Query Editor a
Home  Transform  Add Column  View ~ @)
Y [P Properties =i L) wEy omes 4 o Data Type: Binary ~ [ Merge Queries ~ [ New Source ~
éj D? [ Advanced Editor “ X HH HH gj, [l h % [ Use First Row as Headers ~ %, Append Queries ~ [‘a [ Recent Sources ~
el i R e Moo M gl et ol Cnbrenes e O B
Close Query Manage Columns Reduce Rows  Sort Transform Combine Parameters  Data Sources New Query
QSHT):‘L < |l = Folder_Files("C:\Users\info\OneDrive - Excel Ace Ltd\Documentation\Pouer Query\Honthly Data”) V‘ Query Settings X
T . |[E] content Name [~ 48 Extension [~ |2 pate accessed [~ |2 pate modified |~ | pate created [~ | Attributes
1 |Binary Sales Apr 2022.xIsx sk 17/05/2023 14:42:03 16/05/2023 15:13:41 17/05/2023 14:42:01 Record e
2 |Binary Sales Aug 2022.xlsx s 17/05/2023 14:42:03 16/05/2023 15:14:05 17/05/2023 14:42:01 Record
= Monthly Data
3 |Binary Sales Dec 2022.xlsx isx 17/05/2023 14:42:03 16/05/2023 15:14:11 17/05/2023 14:42:01 Record
4 |Binary Sales Feb 2022.xisx s 17/05/2023 14:42:03 16/05/2023 15:14:17. 17/05/2023 14:42:01 Record All Properties
[s [minary Sales Jan 2022.xIsx s 17/05/2023 14:42:03 16/05/2023 15:14:21 17/05/2023 14:42:01 Record s
L Binary Sales Jul 2022.xIsx xlsx 17/05/2023 14:42:03 16/05/2023 15:14:26 17/05/2023 14:42:01 Record ﬁ
7 |Binary Sales Jun 2022.xlsx sk 17/05/2023 14:42:03 16/05/2023 15:14:32 17/05/2023 14:42:01 Record s
8 |Binary Sales Mar 2022.xisx s 17/05/2023 14:42:03 16/05/202315:14:37 17/05/2023 14:42:01 Record
|79 |Binary Sales May 2022.x15x s 17/05/2023 14:42:03 16/05/2023 15:14:44 17/05/2023 14:42:01 Record
| 10 |Binary sales Nov 2022.xlsx xlsx 17/05/2023 14:42:03 16/05/2023 15:14:50 17/05/2023 14:42:01 Record
11 | Binary, Sales Oct 22.xisx s 17/05/2023 14:42:03 16/05/2023 15:14:57 17/05/2023 14:42:01 Record
12 | Bina Sales Sep 2022.xisx s 17/05/2023 14:42:03 16/05/2023 15:15:05 17/05/2023 14:42:01 Record

At this stage, t

clicking this icon at the top of the ‘Content’ column.
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This will then display the ‘Combine Files’ screen and uses the ‘First File’ as the sample file, where we can select
the Sheet Name or Named Range to use for the Query:

o X
Comipine Files
Select the object to be extracted ch file. Learn more
SamplefFil
O] | Data &
Display Options ~ =) Region Sales Rep Product Date Quantity
poarameter South West John Product C 06/04/2022 96
South East David Product A 24/04/2022 61
Scotland Emily Product B 02/04/2022 198
London John Product B 27/04/2022 75
Scotland David Porduct A 13/04/2022 84
North East Emily Product C 28/04/2022 5
NW John Product A 20/04/2022 71
North East Emily 5 Product C 25/04/2022 46
South West Emily Product B 23/04/2022 175
London David Product A 02/04/2022 20
7 N\
Skip files with errors ‘m Cancel
N’

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

The detail from each of the files will then become visible within the Query for us to review, or start

Transforming:
H | = | Monthly Data - Power Query Editor X
Home  Transform  Add Column  View - @
el [‘1 [ Properties D Lt ﬁ - Il 'E Data Type: Text ~ [ Merge Queries ~ [‘~, [ New Source ~
B | L2 O nsercedcotr x BHH z rih B Use First Row s Headers = | ° Append Queries = | Frenerese
Close & | Refresh 23 manage * chasss o o [Aeekneneny Conm= SoUP 4, Replace values [l combine Fles  porearate | 02500 ) enver pata
Close Manage Columns Reduce Rows  Sort Transform Combine Parameters  Data Sources New Query
Jfx || = Table.TransformColumnTypes (#"Expanded Table Columnl”,{{"Source.lName", type text}, {"Region”, type text}, {"Sales Rep", type text}, v Query Settings X
Transform File from... PN — = =
b- 2% sgfffename N\ [~]#% Region [~ a8 sales Rep -] A8 product - |73 pate [~ quantity [~]
41 Helper Queries [3] 4
Saigff Apr 2022.xisx. South West John Product C 06/04/2022 96
L b South East David Product A 24/04/2022 61 z
[E) sample Fite Scotland Emily Product B 02/04/2022 198
fe Transform File London John Product B 27/04/2022 75
cotland David Porduct A 13/04/2022 84
4 jorth East Emily Product C 28/04/2022 5
w John Product A 20/04/2022 71 e Tt Pl
Emilys Product € 25/04/2022 e Invoke Custom Function1 o
Sales Apr 2022.xlsx Emily Product B 23/04/2022 175 S
Sales Apr 2022.xlsx. David Product A 02/04/2022 20 S — o
Sales Aug 2022.xisx Product ¢ 05/08/2022 31 Epanded Table Calinat
Product B 15/08/2022 180 X Changed Type
Product ¢ 26/08/2022 11
Product A 22/08/2022 31
product 8 31/08/2022 132
16/08/2022 101
idiands John Product 8 17/08/2022 139
[18] Product A 16/08/2022 2

ueries appeared on the left hand side. These are ‘Helper’ Queries

You may also notice this query contains an additispal column (versus the Query based on the Excel file), and

that is for the Name of the file where the data comesxfrom. This can be removed if ngt required (see later).

The Name of the Query can be edited by double clicking here, or clicking into this box.
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2) ‘M’ Code & Advanced Editor

Power Query has a super User Friendly frontend, which helps us to tell Power Query what we need, and this
automatically generates ‘M’ code behind the scenes.

If you prefer, you never need to look at this code and can manage perfectly well without it.

However, | would always recommend having a look at the code that is generated after creating a couple of
steps, as you may be surprised how much of it you’re able to follow.

The coding language used is ‘M’ code.
‘M’ stands for ‘Mashup’, as the principle is to take data from different sources and mash them up.

The ‘M’ code can be viewed for each Step in the ‘formula bar’ which will appear between the ribbons and
data:

=

Transform Add Column

[E:I [ Aways allow D ”
5 "G

Advanced Query
Editor Dt i

Columns Par: rs Advanced  DependeNfles

Queries [6] < S _TransformColumnTypes (#" ded Table Columnl”,{{"Source.Name", type text}, {"Region”, type text}, {"Sales Rep", type text}, >v‘
E Transform File from... - —
[T 48 Source.Name [~ % o A% sale g TSR product TSI Date [~ 1153 Quantity ~]

4 10 Helper Queries [3]

Sales Apr 2022.xlsx South West John Product C 06/04/2022 96

Parameter1 (Sam... ||—— A
Sales Apr 2022.xlsx South East vid duct A 24/04/2022 61

[E] sample File .
Sales Apr 2022.xlsx Scotland Emily Produ 02/04/2022 198

| =

oo

You can toggle the formula bar to visible (or not) by ticking this box from the “View’ ribbon.

Alternatively, you can access the code for the entire Query, and manually edit it using the ‘Advanced Editor’ in
the ‘Home’ ribbon:

Home Transform Add Column

I'Tj E_‘E Properties A'E/E
(] 5 :

ks (g Advanced Editor

Close &  Refresh

m = Choose Re
Load =  Preview ™ Blanane

Columns = Col

Close Query Manage Col
Queries [5] <

The code will appear as follows, and can be manually edited as required:

Ell Advanced Editor [m] X

Monthly Data OisployOptons - @

let
Source = Folder.Files("C:\Users\info\OneDrive - Excel Ace Ltd\Documentation\Power Query\Monthly Data”),
#"Filtered Hidden Filesl” = Table.SelectRous(Source, sach [Attributes]?[Hidden]? <> true),
#"Tnvoke Custom Function1” = Table.AddColumn(#"Filtered Hidden Files ransform File”, each #'Transform File"([Content])),
#"Renamed Columns1” = Table.RenameColumns (#"Tnvoke Custom Functionl, me”, "Source.Name"}),
#"Removed Cther Columnsl® = Table.SelectColumns{#"Renamed Columnsl”, {"Scurce.Name”, "Transform File"}),
#"Expanded Table Columnl” = Table.ExpandTableColumn(#"Removed Other Columnsl”, "Transform File®, Table.ColumnNames(#"Transform File" (#"Sample File"))},
#"Changed Type” = Table.TransfornColumnTypes (#"Expanded Table Columnl”,{{"Source.Name”, type text}, {"Region”, type text}, {"Sales Rep”, type text}, {"Product®, ty

#"Changed Type”

+/ No syntax errors have been detected

Done Cancel

Top Tip: you can copy and paste lines of this code from one Query to another, using the Advanced Editor, to
save having to physically repeat the steps.
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3) Intermediate 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.

This documentation is not exhaustive of all options available, but more a general overview.
There are 5 Ribbons at the top of the PQ Editor:

File - This contains options for Load & Close and PQ Settings

Home - These options will amend the data in the existing columns
Transform - These are more advanced methods of transforming the data
Add Column - These options will create additional columns of data, and can also include formula

Most of the options in all of these 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 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|
B, [N soumcename <~ IR egion - <J%% 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.x Lond Product B
12 | sales Aug 2022.xisx ondon . rodu
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 Uppercase / Proper etc
e Date (Year / Month)
e Rename Columns
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4) Merge Queries

This can be found in the ‘Home’ ribbon:

Home | Transform  Add Column  View
,-Tj [ Properties l:l L) —EE x4 ] % Data Type: Text ~ £ Merge Queries ~ E [B\ [ New source ~
~
= #~ [ Advanced Editor x HH EH 7l rn [T Use First Row as Headers ~ o RDpETE e - [ Recent Sources ~
Close &  Refresh . Choose Remove  Keep Remove split  Group Manage  Data source
Load - preview~ 3 Manage Columns ~ Columns = Rows = Rows ™ Column~ By 2 Replace Values Combine Files parameters - settings = Enter Data
Close Query Manage Columns  Reduce Rows  Sort Transform Combine Parameters  Data Sources New Query

This function should be used to match data within two (or more) queries. It is the equivalent of using
the Vlookup (or Xlookup or Match) formula in a normal spreadsheet.

You would select the tables to match, and select the columns where the matching data will be
found. This would be the first step:

*
Merge
Select a table and matching columns to create a merged table.
Monthly Data (2
Source.Name Region Sales Rep Product Date Quantity
Sales Apr 2022 xlsx | South West  John ProductC  06/04/2022 9
Sales Apr 2022 xlsx | South East | David Product & 24/04/2022 61
Sales Apr 2022.xIsx | Scotland Emily Product B 02/04/2022 198
Sales Apr 2022 xlsx | Londan John Product B 27/04/2022 75
Sales Apr 2022 xlsx | Scotland David Porduct & 13/04/2022 84
Product_Data M Dﬁ
Product Product Codes Prices
Product A 123 70
Product B 456 100
Product C 789 130
Join Kind
Left Outer (all from first, matching from second) -
| Use fuzzy matching to perform the merge
Fuzzy matching options
+/ The selection matches 115 of 120 rows from the first table.
Cancel

In the PQ, you’d then notice a new column at the end with the word ’bele' on every row:

f ‘ = Table.NestedJoin(#"Changed Type", {"Product"}, Product Data, {"Product"}, "Product Data", JoinKind.LeftOuter) L v ‘ Query Settings %

[0 [ -] A% Region [ ~]|A% sales Rep [ -] A% Product [~] [ pate [ -]/ 25 quantity (-] yﬂ:nilma\ foo]|

1 South West John Product C 06/04/2022 <\ EROPERTIES
B south East David Product A 24/04/2022 ol e
BB Scotland Emily Product B 02/04/2022 ‘ Vently e
[ 4 | London John Product & 27/04/2022 ALEESHes
Z Scotland David Porduct A 13/04/2022 4 APPLIED STEPS
16 North East Emily Product C 28/04/2022 Sburce
| 7} NW John Product A 20/04/2022 e e
KR North East Emily S Product ¢ 25/04/2022 o
[ South West Emily Product B 23/04/2022 Renamed Columns!
[ 10 ; London David Product A 02/04/2022 RefiovEd Oier COlRIE]
| 11 North East Emily Product C 05/08/2022 Expanded Table Column
| 12 | London sarah Product B 15/08/2022 Changed Type
B East Midlands Sarah Product ¢ 26/08/2022 X Merged Queries

14 East Midlands David Product A 22/08/2022
[ 15 | Scotland John Product B 31/08/2022
[ 16 | Scotland David Product A 16/08/2022

There is an icon to the right of the header row of that column, containing 2 arrows. Click on that
icon, and you will see the columns contained in that Table, and we can select which ones to bring
into this table, where a match has been found:
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® Expand O Aggregate

(Select All Columns)
Product

Product Codes
Prices

Use original column name as prefix

o Zon Tan

Select as many (or as few) columns as required:

[ Search Cotumns to Epand |8

@ Expand O Aggregate

[®] (Select All Columns)
[ Product

[] Product Codes
Prices

[ Use original column name as prefix

— — = =

Click ‘OK’ and then you will see the selected columns appear in the Power Query Report:

= [ ][4 Region [~][AB sales Rep [~ A% product [-][2 pate [~]/12 Quantity [~/ 25 prices -]
4 PROPERTIES
1 South West John Product 06/04/2022 96 150
— A Name
2 South East David Product A 24/04/2022 61 70
— Monthly Data
3 scotland Emily Product B 02/04/2022 198 100
4 London John Product B 27/04/2022 75 100 Al
5 scotland David Porduct A 13/04/2022 84 rull S ST
6 North East Emily Praduct ¢ 28/04/2022 5 150
= Source
i) NwW John Product A 20/04/2022 71 70
1 Filtered Hidden Files1
3 North East Emily s Product ¢ 25/04/2022 46 null Invoke Custom Function .
9 South West Emily Product B 23/04/2022 175 100 o
10 London David Product A 02/04/2022 20 70 Removed Other Columns1 o
1 North East Emily Product ¢ 05/08/2022 31 150 Expanded Table Column1
12 London Sarah Product B 15/08/2022 180 100 Changed Type
13 East Midlands sarah Product 26/08/2022 111 150 Merged Queries
14 East Midlands David Product A 22/08/2022 31 70 X Expanded Product_Data
15 Scotland John Product B 31/08/2022 132 100
16 Scotland David Product A 16/08/2022 101 70
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