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Exercise One — Transforming Text
1. Open the file called Text_Transform

2. Click anywhere in the table of data e.g. A3. This data has already been converted to a table
(DataClean)

3. Click on Data | From Table Range

Home Insert Page Layout Formulas | Data R

[bg From Text/CSV EE From Picture ~ - |rb, f
I
Ly

From Web Recent Sources
Get [% [% Refresh :

Data ~ % From Table/Range [E] Existing Connections All~

Get & Transform Data Q

4. This loads the data into Power Query
5. Note that most of what you will be doing here will be under the Transform Ribbon

add Column View
m ranspose Data Type: Text ~ {,2 Replace Values ~ E,:, Unpivot Columns ~ T /- | Merge Columns YO +|—| A Trigonometry

.
e [A&c] mm 10
& Reverse Rows [T Detect Data Type Fill ~ 15 Move ~ [y == oS Extract ~ > o 5.0 Rounding
ow 2 2 Split | Format Statistics Standard Scientific
.~ 2 count Rows =] Rename 5 pivot Column [| convert to List Colfmn - P Pparse - = ¥z Information

able Any Column olumn Number Column

6. The heading of each column will tell you what you need to do e.g. lowercase — you must convert
the data to lowercase.

7.
lowercase Transform | Format | lowercase
Uppercase Transform | Format | UPPERCASE
Split Column - Space Transform | Split Column | By Delimiter
AddPrefix of 100- Transform | Format | Add Prefix
AddSuffix — Extra Word Transform | Format | Add Suffix
Random - Split at colon Transform | Split Column | By Delimiter
First Three characters Transform | Extract | First Characters
Last two characters Transform | Extract | Last Characters
Combine Two columns Highlight First Name column, then press the Shift

key and highlight Last Name column.

Transform | Merge Columns | Choose space as
separator and call the new column Merged
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8. Note that each step will appear on the Query Settings option on the right-hand side. If you wish
to delete or undo a step — you need to click on the X beside the step.

Q Query Settings X

-

f=m=== 4 PROPERTIES

MName

dataCleanup

All Properties

APPLIED STEPS

Source

X Changed Type

9. When you are finished, click on Home | Close and Load | Close and Load to Table.

10. This brings it back into Excel
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Home Transform Add Colurr

;;j 5 [ Properties

Q s [Erﬁ.dvanced Editor

Close &| | Refresh =]y . Choos
Load ~ | fPreview ™ SHAGE Column:
Ej Close & Load Mana

— .
Close & Load To..
[ Coxealosdio
] da% Save your changes to this query,
rlose the Ouerv Fditor window and

10. Note you will now have two sheets: Text Clean up (which is the original) and a new one called
DataClean
11. Click in cell A3 in Text clean up and amend it to your name.

12. Then click on Data | Refresh All.

®

Filee Home Insert Page Layout Formulas

[B From Text/csv E& From Picture v
Get [3 From We t Sources
Data ¥ B From Table/Range [} Existing Connections

Get & Transform Data

13. When you check in the new sheet — you should see your name in lowercase.
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Exercise Two — File Clean up

Aim of this exercise.
e Load afile into Power Query
e Do the cleansing
e Then apply this cleansing to a new file.

Note that what you need to do in this file is:

*  Fill down Customer names

¢ Remove Totals (using filters)
* Remove unwanted columns.
* Replace Values

You also want to set this up so that you can update it with a new file in the following month.

1. Open a blank Excel file

2. Click on Data | Get Data | From file | From Text/CSV

eile Home Insert Page Layout Formulas

Data| Review Viev
fﬁ g From Text/C5V E% From Picture ~ |rb, E Queries & (
i
A J—
From Web Recent Sources
Get S [t% Refresh —
From Table/Ranae  [F Existing Connections A~ [5
. L Connet
From File > E From Excel Workbook

I:?j From Database > I:% From Text/CSV

]

3. Open the file called File Clean up One and click on Import

4. Click on Transform Data
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12/ o
lle Clean up v9.csv

File Origin Delimiter Data Type Detection
1252: Western European (Windows) ~ | | Comma *| i Based on first 200 rows M D}
Type Date Num Memo Account Clr Split Amount Balance
Brijesh Jain null null null @
Cheque 05/01/2014 37 Utilities Utilities Current 297.87 297.87
Cheque  05/( 014 38 Utilities Utilities Current 297.87 595.74
Cheque 05/03, 39 Utilities Utilities Current 297.87 893.61
Cheque 05/04/2014 Utilities Utilities Current 297.87 1191.48
Cheque 05/05/2014 41 Utilities Utilities Current 297.87 1489.35
Cheque 05/06/2014 42 ities Utilities Current 297.87 1787.22
Cheque 05/07/2014 43 utilr Utilities Current 297.87 2085.09
Cheque 05/08/2014 44 Utilities Utilities Current 297.87 2382.96
Cheque 05/09/2014 45 Utilities ilities Current 297.87 2680.83
Cheque  05/10/2014 46 Utilities Ut Current 297.87 2978.7
Cheque 05/11/2014 47 Utilities Utilities Current 297.87 3276.57
Cheque 05/12/2014 48 Utilities Utilities Current 297.87 3574.44
Total Brijesh Jain null 3574.44 3574.44
Brittney Hughes null null null
Cheque  23/01/2014 85 Monthly Phone ' Telephone Curren 145 145

Cheque  23/02/2014 86 Monthly Phone Telephone Current
Cheque  23/03/2014 87 Monthly Phone  Telephone Current
Cheque  23/04/2014 88 Monthly Phone  Telephone Current

Cheque  23/05/2014 89 Monthly Phone Telephone Current

0 The data in the preview has been truncated due to size limits.

. Transform Data Cancel

5. This brings it into Power Query
6. Perform the following tasks

Location Action How

Rename first column (Brijesh
Jain) to Customer

First column

Fill down customer names Highlight first column

Remove Totals Filter Customers

Right click on Column name and
choose Rename

Transform | Fill | Fill Down
Note: If for some reason it does
not fill down, choose Transform
| Replace values.

Leave the Value to Find blank.
In the Replace With box, type in
null (null is case sensitive) and
then click OK.

Now try the Fill Down

Text Filters | Does not begin
with | Enter Total (note Total is
case-sensitive)

Remove the entry for TOTAL as
well.
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Location Action How

Remove nulls from Date Highlight Date Column Filter to exclude null.
Check that it is the Date Type

(Transform | Data Type | Date)
Location Action How

Replace Values Highlight Memo column Transform | Replace Values |
Leave Value To Find blank Type
in No Memo in Replace With.

Clr Column Remove Column Right click on CIr column and
click on Remove

Balance Remove Column Right click on Balance column
and click on Remove

7. To bring it back into Excel
8. Click on Home | Close and Load | Close and Load To and choose Table

% Home Transform i
;;j D DI:I Properties
~ .
S EErAdvanced Editar
lose Refresh .
Preview ~ £ ETERE

Ej Close & Load

=
3 Close & Load To...
= <

9. Itis now pivot table ready.
10. Save the file as Number Clean up ONE

11. Check the total for Amount column (you can do this by using Autosum or checking the value in
the status bar.

12. It should read 107842.7

Step Two — reusing the steps
1. Using the file called Number Clean Up One
2. Click in the cleaned data
3. Click on Query | Edit
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ome Insert Pagelayout Formulas Data Review View Automate Developer Help Power Pivot Al-aided Formula Editor  Table Design

F/‘) B ‘%r;g [ Duplicate [mre)

Edit Pr tes Delete  Refresh Load eference Merge Append Export

- To Connection File

Edit Load Re-use Combine share

4. Check Applied Steps on the right hand side
5. Click on the cog beside Source and then click on Browse

s - e s R S Name
File Clean up ¥9

Utilities Current 297.87 297.87
utilities current 297.87 595.74 All Properties
Utilities Current 297.87 893.61 4 APPLIED STEPS
Utilities. Current 297.87 1191.48
X Source
189.35 .
Promoted Headers o
Comma-Separated Values 2 Changed Type
185.09
® Basic Advanced Filled Down
il th | Renamed Columns
ile pa L
E it Filled Down1
C:\Course uploads v3\Power Query v8\File Clean up v9.csv Browse... 1787 Filtered R
iltered Rows
Open file as o7 Filtered Rows1
Csv Document - j74.44 Replaced Value
File origin 74.44 Removed Columns
1252: Western European (Windows) v
Line breaks |2
Apply all line breaks v 1o
Delimiter g
o
Comma -

Cancel 1s

[ Telephone T TCurrent 145 1305

Navigate to the file called File Clean up Two and click Import

7. Do a Close and Load and you will see that you have new data and new customer names e.g.
Menegilda Puddifoot and Peregrine Took.

The total of your new file should read 115668.27
8. Save this file as Second file clean up
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Exercise Three — Formatting dates in Power Query
1. Open up the file called Dates_Exercise
2. Convert the data in A4:A94 into a table (Insert | Table)

Insert Page Layout

F =] >~ <
? ~ie
ended Table Pictures Shapes

HITabIes ' v v

ales

3. Call it Dates_Table (this is so you know what it refers to in Power Query). Note that spaces are
not allowed in table names.

o Home Insert Page layout Formulas Data Review View Automate Developer Help Power Pivot Al-aided Formula Editor |Table Design

Table Name: Summarize with PivotTable aww e e - - .
IKDates,TahIe *MMIE Insert Expurt Refresh [ Total Row [ Last Column

) Resize Table & Convert to Range Slicer |v] Banded Rows || Banded Columns
Properties Tools External Table Data Table Style Options

4. Data | From Table/Range - load into Power Query (make sure you are clicked in the table)

e Home Insert Page Layout Formulas Review
SN
% [EE E% dre] LO O

Get From  From |From Table/ | From  Recent Existing R
Data ~ Text/CSV Web Range icture ¥ Sources Connections

iGet & Transform Data

5. Convert the dates into Date (Home - Data Type - Date). If you get a prompt, click on Replace
Current
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Transform Add Column Wiew
DI:I Propertles w ! E ﬁ ﬁ v ‘ |Data Type: Date/Time ~
EErAdvanced Editor T T

Decamal Mumber

Close & Refresh M - Choaose Remove Keep Remove Split  Group
Load~™  Preview ™ Manage Columns ~ Columns ~  Rows ™ Rows ™ Column~ By Currency
Close Query Manage Columns Reduce Rows  Sort Whaole Number
L Percentage
Quertes 1] < e = Table.TransformC _
Date/Time
] Dates Table . Al
Dv F@ Date - Date
1 01/01/2023 00:00:00 " Time
2 02/01/2023 00:00:00 Date/Time,/Timezone
3 03/01/2023 00:00:00 Duration

6. Choose Add Column and locate Date

Home Transform Add Column View

E E‘ , Conditional Column W - - Trigonometry
‘ & Hme-ﬁ.‘, 0 onemety = |IFFFR (D)
A [}t Index Column ~ : Extract ~ - ] ‘W <
Zolumn From Custom Invoke Custom i I Format _, p Statistics Standard Scientific e 19* Date | Time Duration
Examples ~ Column  Function [ Duplicate Column 5 > Parse 25| Informatio A =
General From Text From Number ‘ Age
- < ] Date Only B
Quenes [1] f = Table.TransformColumnTypes(Source,{{"Dat
Parse
[F Dates_Table ‘
H. E@‘ Date A Year »
1 01/01/2023 00:00:00 Month 4
2 02/01/2023 00:00:00 Quarter 4
3 03/01/2023 00:00:00 Week 4
4 null Day »
5 05/01/2023 00:00:00 ["Subtract Days
6 06/01/2023 00:00:00 Combine Date and Time
7/ 07/01/2023 00:00:00 oo
Earliest
8 08/01/2023 00:00:00
Latest
Q na/n1/7n22 nn-nn-nn

7. Experiment with the following:
Note that you must click back into the Date column before you do any of these — otherwise these
Date options will not be available to you.

9. Showing the year, name of month, quarter, week of year, week of month, day name etc.

Stretch One — Calculating the Age
1. We want to add some more dates so click on Home | Close and Load and load as table
2. Inthe Stretch sheet copy and paste the list of New dates from the Stretch sheet into the Dates
sheet (starting in B4).
3. We need to expand our table to include these.
Click in the original table e.g. A6
5. Click on Table Design | Resize Table
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Home Insert Page Layout Formulas Data Review View Automate

Table Name: . 5] summarise with PivotTable ﬁ @

{Dates_Table E! Remove Duplicates

Slicer

Properties Tools

External Table Data

Resize the table to include the new column

[v] HeaderR

[ Total Row

Developer Help  Power Pivot

[ Last Column

[v] Banded Rows || Banded Columns

Table Style Options

Note you will probably have to change both columns to Date again (step 4)

6
7. Click on Data | From Table Range and reload into Power Query
8
9

Al-aided Formula Editor

ilter Button

If you are prompted, click on Replace current 10. To calculate the Age, click on the Date column.
11. Choose Add Column | Date | Age

12. You will get a new column that will look weird . This is because it will show the duration in days.

13. Click on this Age column and from the Add Column ribbon, choose Duration

Add Column View

Date  Time

From Date &

EI Conditional Column /'. Merge Columns Trigonometry

i Index column = : : ng Extract = 2 Rounding

| . Format Statistics Standard Scientific .

T[] Duplicate Column L 27| Information

From Text From Number
fx = Table.AddColumn(#"Changed Type", "Age", each Date.From(DateTime.Local

|:|v E Date - E New Dates (B Age -
1 01/01/2023 08/10/2027 204.00:00:00
A 02/01/2022 20/11/2027 203.00:00:00
3 03/01/2023 01/04/2028 202.00:00:00
4 04/01/2023 08/03/2026 201.00:00:00
5 05/01/2023 09/09/2026 200.00:00:00
6 06/01,/2023 25/05/2026 199.00:00:00
7 07/01/2023 15/08/2028 198.00:00:00
8 08/01/2023 13/02/2027 197.00:00:00
9 09/01/2023 03/07/2028 196.00:00:00

)
3

B

e

14. Experiment with the different options you get.

Amm AL ASLAR

x
|'/ Lﬂ\l
S

Duration

-

Days

Hours
Minutes
Seconds
Total Years
Total Days
Total Hours
Total Minutes
Total Seconds
Subtract
Multiply
Divide

Statistics
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Stretch Two — Calculating the difference between two dates

1. Highlight New Dates first, then highlight Date (note we do this because we want to start with our
later dates which are in the New Dates column)

Click on Add Column | Date | Subtract Days

This will give us the value in days between the two dates

jConditionaI Column [es Trigonometry
E Index Column = fgg Extract 2
: Format ,p. Statistics Standard Scientific :
] Duplicate Column ez Parse - Information
From Text From Number

fx = Table.AddColumn(#"Inserted Total Yearsl™, “"Subtraction”,
7. [F] pate |~ | =] New Dates ] & Age (]
1 01/01/2023 08/10/2027 204.00:00:00
2 02/01/2023 30/11/2027 203.00:00:00
3 03/01/2023 01/04/2028 202.00:00:00
4 04/01/2023 08/03/2026 201.00:00:00
5 05/01/2023 09/09/2026 200.00:00:00
) 06/01/2023 25/05/2026 195.00:00:00
7 07/01/2023 15/08/2028 198.00:00:00
8 187.00:00:00

08/01/2023

13/02/2027

=

Date

-

@

Time Duration

Age

Date Only
Parse
Year
Maonth
Quarter
Week

Day

Subtract Days

Combine Date and Time

Earliest

Latest

www.the-excel-lady.com
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Exercise Four — Unpivoting columns

We often get our data in a pivoted format e.g. headings on left and dates across from left to right

Apples 2 9 a 6 92 a1 20 21 2 a8 1 82
Oranges 18 20 3 a1 38 100 14 27 78 1 &2 8 a8 a5 o 7 7 &7 E 83 a0
Bananas i a o7 2] 8 7 39 ] 53 ] 7 51 £l 2 81 8 a9 a7 2 a5 7

However, if we need to analyse this is in a different way, we often need to unpivot it. i.e. get the heading,
date and amount on one row.

The easiest way to do this is in Power Query with Unpivot.

1. Open the file called Unpivot_Columns.

2. Navigate to the sheet called Unpivot Columns

3. Note that this table has already been renamed to UnpivotOne

4. Click anywhere in the data and choose Data | From Table/Range

5. This loads it into Power Query

6. Rename Column 1 to Fruit

7. Make sure you have selected the new Fruit column.

8. Click on Transform | Unpivot columns | Unpivot Other Columns

Transform “dd Column Wiew

gE Transpose Data Type: Whole Number = %-)2 Replace Values EI:I Unpivot Columns; A&_ r; ]
IZE Reverse Rows |7 Detect Data Type Fill = Unpivot Columns [ ng
iH count Rows [ Rename m.:. Pivot Column Unpivaot Other Columns

Any Column ! Unpwot Only Selected Columns — ol

Tl

9. Rename the new Attribute column to Date

10. Highlight it and make sure it has the data type Date (otherwise it will not function as a date if you
need to run a pivot from it)

Transform Add Column View @

gE Transpose Data Type: Text ' %_,2 Repla

20 =
[, Reverse Rows Decimal Number

%E Count Rows Currean

Whole Number

w

Percentage
Date,/Time

Dv I Date I

11. Rename the Value column to Amount.
12. Then click on Home | Close and Load | Close and Load to Table

13. This brings it back into Excel — where it can be manipulated in any way you wish.
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Stretch — Unpivot the data in the Actuals sheet
1. Load the table into Power Query

2. Note you will need to do a fill down on Costs, remove rows that start with Total and then do an
unpivot
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Exercise Four — combining data in a folder.

In this exercise we are going to combine the data from two files in a folder, create a pivot table and
then update our pivot table after we add a new file.

1. Open a new blank file in Excel
2. Navigate to Data | Get Data | From File | From Folder

Fle Home Insert Page Layout Formulas Review

% }3 From Text/CSV EE From Picture ~ |rb, [T Que
|
1 iy J—
From Web Recent Sources
Get = [% Refresh —
Data ~) [ From Table/Ranae [P Existing Connections A~ [B
‘ | i From File 4 [E From Excel Workbook F
\
I:% From Database b I:E From Text/CSV :
Y
& From Azure b From XML
n
From Power Platform b From JSON
Y
D From Online Services b por| From PDF
& |
>
I:EL From Other Sources [[Ijj From E%der

3. Navigate to the folder called Combine Files
4. Click on the folder and click on Open
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ﬂ Browse
b
&« = v N > This PC > OS(C:) > Power Query files
Organise = New folder
3 videos » Name B
Customer Wc A Combine files

Course Outlir #
Power Query V9
Pivot Tables v10
Basic Formulas

Power Query file

~ [ This PC
> & 0S(C)
> = SecondDrive (|
> wil DATA(F)

Folder name: Combine files

Date modified Type

11/04/2024 09:42 File folder

Size

~

C Search Power Query files

X

p

5. Click on Combine | Combine and Transform Data

B

>

Combine - Lload |~

Transform Data Cancel

Combine & Transform Data

! Combine & Load
Combine & Load To...

You will see a sample of the data
Click OK

© 0N o

10 Remove the column Source.Name

This will load both files into Power Query
Check the Source.Name column and it should reference a January and February file only

11. Right click on the heading and choose Remove

Jx

B =
|:|v A% Source.Name EE Copy

= Table.TransformColumnTypes(#"Expanded Te

123 Ac

1 06_Merge files F
—ETBETEST ™ Remove

2 06 Merge files F

Tools Open Cancel

www.the-excel-lady.com
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12. Check the Month to see that it references January and February.
13. Then click Home | Close and Load | Close and Load To

Home ransform Add Column

:f= Properties

=

g | .
S EErAd'.fanced Editar

lose &) Refresh o . Choose
oad ™ | Preview ~ 2 b Columns ~
ﬁj Close & Load Manage
'E* Close %Load To... I <
I
14. Choose Table and click OK
mport Data ? X
Sele i i a in your workbook.

o Table
u(.fl _) Pivot Table Report
15 O pivotchart
D O Only Create Connection
Where do you want to put the data?
O Existing worksheet:

I=»

=§A51
o Mew worksheet

[:] Add this data to the data model

15. You should now see the data combined.

16. Save this file as January and February

17. Close the file.

18. Copy and paste Merge April into the Combine Files folder.
19. Navigate back to January and February file.

20. Open the file.

21. Click in the Combine Files table.

22. Click on Query | Refresh

File Home Insert Page layout Formulas Data Review View Automate Developer Help Power Pivot

BB X[k

Edit Properties Delete Refresh

EB Duplicate o0

ererence

Merge Append Export
Connection File

Edit Re-use Combine Share

23. Check the filter for Month and you will see that April is now there.
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Contact
If you wish to get in contact with me..

e Email me at anne@the-excel-lady.com
e Sign up for my newsletter at www.the-excel-lady.com

e  Or link with me on LinkedIn
e https://www.linkedin.com/in/theexcellady/
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