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Highline Excel 2016 Class 20: Power Query (Get & Transform) Import Multiple Excel Files & PivotTable Show Values As 
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 Power Query (Get & Transform) Overview 

1) Power Query = Get & Transform 

¶ New feature in Excel 2016 that allows you to import, clean and transform data. 
¶ Examples: 

1. Clean Raw Data = Fix unusable raw data so that it can be used to perform data analysis. 

i. Examples: 

1. Remove unwanted charters. 

2. Add needed characters. 

3. Split data apart into desired data. 

4. Join data together to get desired data. 

2. Transform Data Sets = Fix unusable data set so that it can be used to perform data analysis. 

i. Examples: 

1. Filter, combine, merge, append or unpivot data sets. 

2. Add, remove or filter columns in data sets. 

3. Import Data = import data from external sources (single or multiple sources) into Excel or Power 
tƛǾƻǘΩǎ 

¶ History: 
1. .ŜŦƻǊŜ 9ȄŎŜƭ нлмс ƛǘ ǿŀǎ ŎŀƭƭŜŘ άtƻǿŜǊ vǳŜǊȅέΦ 
2. Lƴ 9ȄŎŜƭ нлмс aƛŎǊƻǎƻŦǘ ŎƘŀƴƎŜŘ ǘƘŜ ƴŀƳŜ ŦǊƻƳ άtƻǿŜǊ vǳŜǊȅέ ǘƻ άDŜǘ ϧ ¢ǊŀƴǎŦƻǊƳέΦ 

2) Get & Transform group is in the Data Ribbon Tab: 

 

¶ New Query button = Open Power Query Editor 

¶ Show Queries button shows list of queries that you have made 

¶ From Table is button to click when you want to bring data from an Excel sheet into Power Query. 
1. Data MUST be in an Excel Table before you can bring it into Power Query. 
2. Why must it be in an Excel Table? It must be in an Excel Table so that if the data changes the 

Power Query output can be updated with the Refresh button. 
3) What Power Query will do for us: 

1. We can import ά{ƻǳǊŎŜ 5ŀǘŀέ ŦǊƻƳ ŜȄǘŜǊƴŀƭ ǎƻǳǊŎŜǎ ƻǊ ŀƴ 9ȄŎŜƭ ¢ŀōƭŜΦ 
2. Clean and Transform the data. 
3. /ƭƛŎƪ ǘƘŜ ά[ƻŀŘ ¢ƻέ ōǳǘǘƻƴ ǘƻ ƭƻŀŘ ƛǘ ōŀŎƪ ƛƴǘƻ ƴŜǿ 9ȄŎŜƭ ¢ŀōƭŜ ƻǊ ǘƘŜ 5ŀǘŀ aƻŘŜƭΦ  
4. The loaded data will sit in an Excel Table or the Data Model and can be refreshed by right-

clicking and pointing to Refresh. 
5. When we build PivotTables, Charts and Formulas based on the Power Query Data, they all can 

be updated when the Power Query Data is updated. 
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 Overview: Import Multiple Excel Files with 1 Sheet Each & Create PivotTable Report 

1) Import data from the three Excel Files (over 500,000 rows of data) and load it into the Data Model. 
2) Here are the files shown in Windows Explorer: 

 

3) Each Excel File has over 100,000 rows of Sales Data 

Seattle Excel File:  Tacoma Excel File: Portland Excel File: 

 
  

 

4) After we load it into the Power Pivot Data Model, create a DAX Measure and use the Show Values As feature in 
our PivotTable, the end result report should look like this: 
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 Step 1: Import Multiple Excel Files, 1 Sheet Each 

1) Data Ribbon Tab, New Query, From File, From Folder: 

 

2) Browse to Folder with files: 

 

3) The Power Query Editor window should look like this: 

 

4) Name Query (will also be name of Table in Data Model): 
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5) We would like to make sure that we only import άΦȄƭǎȄέ Excel Files from the Folder. Just in case there are other 
ŦƛƭŜ ǘȅǇŜǎ ƛƴ ǘƘŜ ŦƻƭŘŜǊΣ ǿŜ ŀǊŜ ƎƻƛƴƎ ǘƻ Ǌǳƴ ŀ ά/ƻƴǘŀƛƴǎέ CƛƭǘŜǊ ƻƴ ǘƘŜ ŦƛƭŜ ŜȄǘŜƴǎƛƻƴ ŎƻƭǳƳƴΦ 

 

 

6) In Query Editor, we highlight first two columns and right-ŎƭƛŎƪ ŀƴŘ ŎƭƛŎƪ ƻƴ άwŜƳƻǾŜ hǘƘŜǊ /ƻƭǳƳƴǎέΥ 

 

7) The file names (01Seattle.xlsx, 02Tacoma.xlsx, 03Portland.xlsx) have data we need in the imported data set. We 
need the City Name from the file name, so we need to keep the file name column. 

8) The first step in extract the City Name is that in the Name column we need to remove the first two characters of 
each file name. IƛƎƘƭƛƎƘǘ bŀƳŜ /ƻƭǳƳƴΣ ŎƭƛŎƪ ƻƴ ά{Ǉƭƛǘ /ƻƭǳƳƴέ ƛƴ ǘƘŜ ¢ǊŀƴǎŦƻǊƳ ƎǊƻǳǇ ƛƴ ǘƘŜ IƻƳŜ wƛōōƻƴ ¢ŀōΦ 
¢ƘŜƴ ŎƭƛŎƪ ƻƴ ά.ȅ bǳƳōŜǊ ƻŦ /ƘŀǊŀŎǘŜǊǎέΦ 
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9) {Ǉƭƛǘ ōȅ н ŀǘ άhƴŎŜΣ ŀǎ ŦŀǊ ƭŜŦǘ ŀǎ ǇƻǎǎƛōƭŜέΦ 

 

10) Select Name.2 Column and use the Replace Values button in the Transform group in the Home Ribbon Tab to 
wŜǇƭŀŎŜ άΦȄƭǎȄέ ǿƛǘƘ ƴƻǘƘƛƴƎΥ 

 

11) Remove Name 1 Column: 

 

12) Should look like this: 

 

13) ²Ŝ ŎŀƴΩǘ ǳǎŜ ǘƘŜ Double Arrow to expand data because that is only for Text Files. We have Excel Workbook File 
ά/ƻƴǘŜƴǘέ ǘƘŀǘ Ŏƻƴǘŀƛƴǎ Ƴŀƴȅ ŘƛŦŦŜǊŜƴǘ ƻōƧŜŎǘǎΦ 
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14) 9ȄŎŜƭ ²ƻǊƪōƻƻƪ CƛƭŜ ά/ƻƴǘŜƴǘέΥ 

¶ The Context Column contains Excel data. 

¶ Excel Workbook File data is different than Text File Data. 

¶ Text File Data has only Text 

¶ Excel Workbook File data has many potential objects inside the file. Excel Workbook File Objects such as: 
1. Sheets 
2. Excel Tables 
3. Defined Names 

15) In order to get to the data that is on the Sheets in the Excel File, we need to add a new column and use the 

Power Query function Excel.Workbook 
16) In the Add Column Ribbon Tab, click ά!ŘŘ /ǳǎǘƻƳ /ƻƭǳƳƴέ 

 

17) Name column: GetExcelData. Create Power Query Formula: =Excel.Workbook([Content]). This formula will 

extract all the objects in the Excel Workbook File (such as Sheets, Tables, Defined Names). 

 

18) New column created by Excel.Workbook Function: 

 

19) ²Ŝ ŘƻƴΩǘ ƴŜŜŘ /ƻƴǘŜƴǘ /ƻƭǳƳƴ ŀƴȅƳƻǊŜΣ ǎƻ wƛƎƘǘ-ŎƭƛŎƪ /ƻƴǘŜƴǘ ŀƴŘ ŎƭƛŎƪ ƻƴ άwŜƳƻǾŜέΦ 
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20) From the GetExcelData column, click this button (Expand button): 

 

21) Expand Button (Double outward pointing arrow) shows this dialog box with the different objects (make sure 

check box unchecked): 

 

22) Now the Power Query Editor looks like this: 

 

23) What different columns mean: 

¶ Name = Name of object 

¶ Data = Data in objects 

¶ Item = Name of object, including Sheet Names 

¶ Kind = what sort of object, such as: Sheet, Excel Table, Defined Name and so on. 

¶ Hidden = tells you if object is hidden. 

24) From the Kind Column we see that we have a Defined Name and a Table. We want to filter out the Defined 

bŀƳŜ ŀƴŘ ¢ŀōƭŜΣ ǎƻ ǿŜ ǳǎŜ ǘƘŜ CƛƭǘŜǊ ǘƻ ŎƘŜŎƪ ƻƴƭȅ ά{ƘŜŜǘέ ƻōƧŜŎǘΦ 
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25) Now the Power Query Editor looks like this: 

 

26) The Item column has the name of the object. ²Ŝ ǿŀƴǘ ǘƘŜ ǎƘŜŜǘǎ ǿƛǘƘ ŀ Ŏƛǘȅ ƴŀƳŜ ǎǳŎƘ ŀǎ ά{ŜŀǘǘƭŜέ ƻǊ 

άtƻǊǘƭŀƴŘέΦ ¢ƻ ƎŜǘ ǘƘŜ ǎƘŜŜǘǎ ǿƛǘƘ ŀ Ŏƛǘȅ ƴŀƳŜ ǿŜ ǿŀƴǘ ǘƻ ŜƭƛƳƛƴŀǘŜ ǘƘŜ ǎƘŜŜǘǎ ǿƛǘƘ ǘƘŜ ŘŜŦŀǳƭǘ ƴŀƳŜ ά{ƘŜŜǘέ 

ōȅ ŎǊŜŀǘƛƴƎ ŀ ά5ƻŜǎ bƻǘ /ƻƴǘŀƛƴέ ŦƛƭǘŜǊ ǿƛǘƘ ǘƘŜ ǿƻǊŘ ά{ƘŜŜǘέΥ 

 

27) Lƴ ǘƘŜ ά5ƻŜǎ bƻǘ /ƻƴǘŀƛƴέ ǘŜȄǘōƻȄ ǘȅǇŜΥ ά{ƘŜŜǘέΥ 

 

28) !ŦǘŜǊ ά5ƻŜǎ bƻǘ /ƻƴǘŀƛƴέ CƛƭǘŜǊ vǳŜǊȅ 9ŘƛǘƻǊ ƭƻƻƪǎ ƭƛƪŜΥ 
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29) Highlight Data and Item Name.2 columns and right-ŎƭƛŎƪ ŀƴŘ ŎƭƛŎƪ ƻƴ άwŜƳƻǾŜ hǘƘŜǊ /ƻƭǳƳƴǎέΥ 

 

30) Now we need to expand, so we click the Double outward pointing arrow: 

 

31) Click OK (make sure check box unchecked): 

 

32) Lƴ ¦ǇǇŜǊ [ŜŦǘ /ƻǊƴŜǊΣ ŎƭƛŎƪ ŘǊƻǇŘƻǿƴ ŀƴŘ ǎŜƭŜŎǘ άUse First Row As Headersέ 

 

33) !ŦǘŜǊ άUse First Row As Headersέ CƛƭǘŜǊ vǳŜǊȅ 9ŘƛǘƻǊ ƭƻƻƪǎ ƭƛƪŜΥ 
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34) Name last ŎƻƭǳƳƴ ά/ƛǘȅέΥ 

 

35) Top filter out extra Field Names lower down in the ŎƻƴǎƻƭƛŘŀǘŜŘ ŘŀǘŀΣ CƛƭǘŜǊ hǳǘ ά{ǘƻǊŜL5έ ƛƴ ǘƘŜ {ǘƻǊŜL5 ŎƻƭǳƳƴ 

(be sure to click Load More button): 

 

 Step 2: Load to Data Model and create DAX Measure for Total Sales, Edit Power Query 

36) Close and Load To Data Model: 

 

37) Workbook Query should look like: 
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38) From PowerPivot Ribbon Tab create DAX Measure to add total sales: 

 

 

39) Open Data Model (Power Pivot Ribbon Tab, Manage Data Model button). 

 

40) Edit Power Query: 
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41) Change Data Types so that Dates are dates and Sales are Decimal Values: 

 

42) Dƻ ōŀŎƪ ǘƻ άaŀƴŀƎŜ 5ŀǘŀ aƻŘŜƭέ ŀƴŘ Ǿerify that error is gone: 
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 Step 3: Create PivotTable based on Data Model and Group Dates by Month and Year. 

43) in Manage Data Model window, Click PivotTable button and create the following PivotTable on a new sheet: 

 

44) Remember that new Calculated Columns are created in the Data Model: 

 

 

 Step 4: Add Slicers for City and Year 
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 Step 5: Use Show Values As feature in a PivotTable: 

45) Add DAX Total Sales Measure to Values area a second time. Right-ŎƭƛŎƪ ŀƴŘ Ǉƻƛƴǘ ǘƻ ά{Ƙƻǿ ±ŀƭǳŜǎ !ǎέ ŀƴŘ ǘƘŜƴ 

clƛŎƪ ƻƴ ά҈ ƻŦ DǊŀƴŘ ¢ƻǘŀƭέΥ 

 

46) PivotTable will look like (Rename column: Right-ŎƭƛŎƪ ά±ŀƭǳŜǎ CƛŜƭŘ {ŜǘǘƛƴƎǎέύ: 

 

47) Add DAX Total Sales Measure to Values area a third time. Right-ŎƭƛŎƪ ŀƴŘ Ǉƻƛƴǘ ǘƻ ά{Ƙƻǿ ±ŀƭǳŜǎ !ǎέ ŀƴŘ ǘƘŜƴ 

ŎƭƛŎƪ ƻƴ ά5ƛŦŦŜǊŜƴŎŜ CǊƻƳέΦ !ŦǘŜǊ ǘƘŜ ŘƛŀƭƻƎ ōƻȄ ŎƻƳŜǎ ǳǇΣ ǎŜƭŜŎǘ άtǊŜǾƛƻǳǎέ for base item: 

 

48) PivotTable will look like (Rename column: Right-ŎƭƛŎƪ ά±ŀƭǳŜǎ CƛŜƭŘ {ŜǘǘƛƴƎǎέύΥ 

 








