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This guide provides an overview of the essential steps to connect your Excel workbook to Power BI, enabling you to quickly

visualise and analyse your data with ease.

Preparation

Before you can load your Excel file into Power Bl, you should organise
your data in a flat table. In a flat table, each column contains the same
data type; for example, text, date, number, or currency.

Your table should have a header row but no columns or rows that
display totals.
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Carretera 1521 £20.00 01/01/2024
Carretera 2178 £15.00 01/06/2024
Carretera EBE £15.00 01/06/2024
Carretera 2470 £15.00 01/06/2024
Carretera 1 1513 £135D.DD 01/12/2024

Text Number Currency Date

It is recommended you convert your data

-+ Create Table ? *
into a table, to do this, click anywhere in . i
your data range, go to “Format as Table” | e 1l
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in the Styles section of the Home tab. 1 @ My table has headers i
. ' oK Cancel
Check your data range & click “OK?. ¢ = B

Finally, give your table a name in the top left
of the Table Design tab.

Save your workbook.
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You can either select Excel as your data source from the home page
or start with a blank report and import your Excel data:

~ Select a data source or start with a blank report
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Add data to your report
Once loaded, your data will appezr in the Data pane.
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Load your Data (cont.)

Browse to your file location, select your file and click “Open”.

The Navigator pane will open, select your Data Table on the left-hand

side of the pane.

A preview of your data will appear on the right.

Navigator
P | SalesData
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Once selected you have 2 options:
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Carretera
Carretera
Carretera
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None
None
None

None
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Load will load Data directly into Power Bl Desktop with no

further changes.

Transform Data will load Data into Power Query Editor for

further changes prior to loading into Power BI.

Transform Data

In Power Query Editor you can make further changes to the formatting
of your data such as changing column type, amending column names,

filtering data and more.

Examples:
Rename Column : 2
- | i Month JEITE E|1
. I — E— —
Double-click column header and rename. 4 [N
w 2 - ‘lross ales ~| 1.2 Discount.
Change Column Type P e —
R T—
Right-click column header oo e
F.  Add Column From Examples.. ;7059
9 Change Type Remove Duplicates 535'5553
Remove Errors 13515
Change Type v Dec\malNu’n::J‘e:

= Select new data type

Transform
:‘l-!z Replace Values...
Replace Errors...

- | A8 Region Bl 2B Product [~ = Group By..
i

- Fill
fl Sort Ascending —

Filter Data

El Sort Descending

Remaove Empty

Fixed decimal number
Whole Number

Percentage

Date/Time
Date

Click down arrow in right of Header.

Text Fiters ' — Unselect Data you do not want included
[ search | (example shown is an End-of-Life
‘:;::fl:”-' product). Click “OK”.
Carretera
L‘t When ready to finish loading -_:\
::ig data, click Close and Apply EDSF B
_ top right of the Home tab. b
.u Close

You are now ready to start building your report.
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