Introduction: Excel is one of the most in-used data sources for Power Bl. Therefore, learning various
techniques to pull data from Excel workbook is essential.

Objective: Learn different ways to load data from Excel.
Steps:

Part-1: Prepare Data Workbook

1. Create a new Excel workbook with name “Ex01.xlsx”
2. Inthe first default worksheet “Sheetl1”, prepare the following tabular data:

File Home Insert Draw Page Layout Formulas Data Review View Developer Help Power Pivot Q Tellme ¥% Share
A B C D E F G H =

1

2

3

4 EID Name Salary

5 1000 Ali 5000

6 1002 Abu 4500

7 1005 Ahmad 4000

8 1007 Aminah 5500

4

10

- Sheetl | Use Name | Use Table ® ] v
Ready E@ E m - ] + 1453

3. Create a new worksheet with name “Use Name” and prepare the contents as shown below (You
may copy from “Sheet1”, change the salary values and add more other contents):

FMU LNU e Eal
File Home Insert Draw Page Layout Formulas Data Review \View Developer Help Power Pivot Q@ Tell me 1# Share
A B C D E F G H =

1 Note: This data is based on 28 August 2021

2

3

4 EID Name Salary

5 1000 Ali 15000

6 1002 Abu 14500

7 1005 Ahmad 14000

8 1007 Aminah 15500

9 Prepared By: C.K.Leng

10

- Sheetl Use Name | Use Table [©)] 4 »
Ready E@ i) m - 1 +  145%
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4. Create a new worksheet with name “Use Table” and prepare the contents as shown below (You
may copy from “Use Name” and just rename the tab and change the salary values):

FNU LNU @ &3l -
File Home Insert Draw Pagelayout Formulas Data Review View Developer Help Power Pivot Q Tellme 1 Share
A . B . C . D . E . F . G . H . =

1 Note: This data is based on 28 August 2021

2 |

3 |

4 | EID Name Salary

3 | 1000 Ali 25000

6 1002 Abu 24500

7 | 1005 Ahmad 24000

8 1007 Aminah 25500

9 | Prepared By: C.K.Leng

10

- | Sheetl Use Name | Use Table ® 4 3
Ready [® i ) = 1 + 145%

5. Select “Use Name” worksheet, then select range C4:ES8:

3

4 EID Nan_l Salary

5 1000 Ali 15000
6 1002 Abu 14500
7 1005 Ahmad 14000
8 1007 Aminah 15500
9 -

10

| Sheetl | Use Name | Use Table | ®

6. While the range is selected, go to name box (Near the top left corner), and type the new name
“Employees” followed by pressing enter key to confirm.

£ | ED
A B C D E

1 Note: This data is based on 28 August 2021
2 —

3

4 EID Name Salan
5 1000 Ali 1!
i AN Al 4.
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7. Select “Use Table” worksheet, then select range C4:ES:

EID Name Salary
1000 Ali 25000
1002 Abu 24500
1005 Ahmad 24000
1007 Aminah 25500/

r_i.\ P

()
P

| Use Mame Use Table

Ex01xlsk - Excel
Insert Page Layout Formulas Data Review View Developer My Own Tab Help Power Pivat Q Tell me' “atyo
% o c = ., - ¥y -
¥ lom  fu ks | ==E o B E B :
" B I U~ i+ . A - = = = = 3= Merge&Center - $ -0 9 <9 g Conditional Formatas Cell Ir
- o - ' ' Formatting - Table~ Styles~
Clipboard = Font ] Alignment ] MNumber ] Styles

9. Select the Table Style that you like:

L_"‘ Format as Table - E" Delete - m - R

10. In the “Format As Table” dialog box, make sure that the “My table has headers” checkbox is
checked, then press “OK” to confirm:

Format As Table 2|3

Where is the data for your table?
=3D57:5F310 +

My table has headers
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11. Now, you should get the following:

leetl | Use Mame

Use Table ®

12. To turn off the Filter dropdown buttons, go to “Data” ribbon tab and unselect the “Filter”:

File Home | Insert | Page Layout | Formulas R

(s [ ’_ = A H
EOD | [ |a
Get a2 Refresh El Sort

Data - D All~
aet & Transform Data | Queries & Conn... Sort & Filter

13. Now, while the table still selected, “Design” ribbon tab, and at the far left you will find the
. Change the default table name “Table#” to “TblIEmployee”:

“Table Name:”

File

Table Name:

ThlEmployee

‘Ij' Resize Table

Properties

Home | Insert | Page Layout | Formulas | Data

ﬁ Summarize with PivotTable
H*H Remove Duplicates

p
% Convert to Range

Tools

24
-

Insert
Slicer

Review | View | Developer | My Own Tab | Help | Power Pivot

Header Row [ | First Column
[] Total Row [] Last Column
Export Refresh
- - Banded Rows | | Banded Columns

External Table Data Table Style Options

14. Press Enter to confirm, and Select the Dropdown from name box, you should see the following:

3 Th LTl [nsert  Page Layout

15. Save and close the workbook.

|CaI|I::|r| *|
paE - | B I U~ A A
i ~ i M. A
Clipboard = Fant =
Employees l
ThlEmployee £
L
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Part-2: Loading Data from Power Bl Desktop

16. Start a new Power Bl project. (Ignore the account login for the time being)

17. Select new Blank Report
v Select a data s¢

= IDI

Open

Blank report

18. Now you should get the following Ul:

Untitled - Power Bl Desktop P search swickeng @ - O X
File Home  Insert  Modeling  View  Optimize  Help |£> Share v
He b @ il [A] O
@ © [ 3 1Al 7
Get  Excel Onelake SQL Enter Dataverse Recent | Transform New Text More Copilet
datav workbook data hub~ Server data sourcesv | datav visual box visualsw
Clipboard Dats Queries nsert alcultions Sensitivity Share Copior ~
ol «  Visualizations » K
<0 Build visual o
HE = £
= o o
F D}'
LIPS
&
P 00 A R B U
Add data to your report EpFLOO
BB A=

Once loaded, your data will appear in the Data pane.

a (B il LERREGD

Impart data from Excel Import data from SQL Server Paste data into 3 blank table Use sample data

Get data from another source —
Add data fields here

Drill through
Cross-report ()
Keep all filters one

Add drill-through fields here

E 0 Page 1 II

Page 1 of 1 S+ 7% [

19. The left most panel is for changing the Views:
Clipk

nal Report

n.'.:-:.l
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20. We will discuss other parts of this Ul in other exercises. Now, we will learn how to pull data from
MS Excel workbook. Select “Excel” from “Data” group of “Home” ribbon tab:

File Home Insert Modeling View Help

& [Fe (vE B

Get  Ewcel Power Bl 50L Enter FRecent Tre
data w datasets Server data sourcesw &

Clipboard Ciata

21. In the Open dialog box, navigate to the folder you store the previously created “Ex01.xIsx”
workbook. Select and press “Open”.

v Mew folder
.
-uments "'"‘ Mame
vnloads @ Ex01.xlsx l
sIC
TIres
22. A Navigator dialog box appears:
Navigator
yel
Display Options ~ [2

d Exl0 2dsx [5] m_‘

v [ TblEmpIcyee/
¥ [ Shestl

O E Uze Name

O E Use Table

¥ B Employees Named Range

23. Select the ThlIEmployee, Sheetl and Employee. Press “Load” to start loading the data. No
transformation needed in this exercise.
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24,

25.

26.

Wait until the following dialog box ended:

L oad

L ThlEmployes

Waiting for other queries...

LA

Waiting for other queries...

mnolovess
[PIOYeLs

Evaluating...

Cance

Now you should be able to see 3 tables generated from the right most panel:
zations > Fields s
E h E i 2 search

Tl
E @ @ Hﬂ ~ B Employees
= |§| ~ B Shestl

5

y E ~ B TblEmployee

R
7 ®

Select the left-most panel to select Data View. You can preview the data loaded by selecting the
right-most field panel under this view:

Ex01 - Power Bl Desktop LENG KONG ' — O
File Home Help Table tools
B =l E #8 Quick measure
@ e [enpies | :
MErEge New EH New column
relationships | measure E MNew table
Structure Calendars Relationships Calculations =
il v Fields >
- | Mame |~ | Salary |+
2] 1000 | Ali 5000 O search
ﬂg 1002 | Abu 4500
1005 | Aminzh 4800 ~ B Employees
~ B Sheetl

~ B TblEmployee

Notes: The default name of table generated is based on the source name. However, you can just
right-click to rename them as needed. If the table name already exists, the default name
assigned will be <name> (#).
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27. You should be able to view the Table Schema under Data Model View:

Ex01 - Power Bl Desktop LENG KONG .

File Home Help

@ @ Transform data ~ pq\‘ Manage roles Q&A setup [_f]j‘
@ ﬁE [%) = [fhﬂ Refresh = )a View as A"|’ Language ~ /I\
Get = Manage Publish
data v [E relationships A Linguistic schema v
Clipboard Data Cueriss Relationships Security Q&A Shars 2
[l ¢ Fields >
Employees o TblEmployee hs) Searct
=}
12 EID EID i
= 4 Employees
Name Name =
2 Sheetl
Salary Salary
] TelEmployee
Sheet1 -
EID
Name
Salary
All tables +
-— % f,:_:J Update available (click ta -

28. We will discuss able the Report View in other exercises.
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