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Lauch 
Power BI 
Desktop!
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Use this button 
or Blank Report 
then find one 
of the other 
Excel buttons.
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You should 
receive this 
and other files 
when you 
register.
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Select Branches, 
Customers, Products 
and Sales.

1
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The files you 
chose appear in 
the Data Pane.

1



2 Fit

1
Collapse



©Darcy.Whyte@gmail.com, 2025

Arrange the 
tables like 
this then “fit” 
the screen.

2 Fit

1
3 Switching back to Report View



1

2

Change 
the name 
to Sales 

KPI

3
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We’re creating a 
Measures Table 
to keep things 
organized.

Best Practice Alert!



1
Right click the new Sales 

KPI table…

2Choose New 
Measure

©Darcy.Whyte@gmail.com, 2025

Adding our first 
Measure to the 
Measures 
Table.



1
Actual Typing:

 Total Hours = sum{tab}
hr{tab}
{enter}
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Use the 
{tab} key to 
speed 
things up!

2 Hit Enter!



1
Right click the new Sales 

KPI table again

2Choose New 
Measure



Total Sales = sumx{tab}
sales, hrs{tab} * Pay Rate{tab}

 {enter}

1

2 Hit Enter!



1
Right click the Column1 in 

the Sales KPI table…

2
Delete 

from 
Model
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Removing the 
Column1 from 
the Measures 
Table.

3



Sales KPI becomes the first 
table.

It’s now a “Measures Table” 
and has a calculator icon.

1
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Best Practice Alert!
Technically, the 
measures can be in 
any table. But it’s 
better to keep them in 
a special place.



Drag the Total Hours to the canvas.1

Drag the Product to the Visual.

3
2Expand



3 1

2
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Creating a 
Date Table is 
considered a 
best practice.

Date = au{tab}

2

4Your new Date Table 
appears.

3
Hit Enter!
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Arrange like 
this!



1
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This tells 
Power BI your 
new table is a 
“Date Table”.

Right click 
the Date 

table.

2
Mark as 

Date Table



3

1
2



1
Drag the 

Date field 
to the 

Invoice 
Date.



1

3

2

Single

One to Many

4
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Adding 
columns to our 
Date Table for 
“Slicing” data 
later.

2

Right Click1



1
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You may be 
familiar with 
the YEAR 
function from 
Excel.

Year = year{tab}
[{tab}

2 Hit Enter!



1 Right click, then new 
column again.



1

Month = format{tab}
[d{tab}, “mmm”

{enter}

2 Hit Enter!



1 Right click then new 
column again.



1

Month# = month{tab}
[d{tab {enter}

2 Hit Enter!



1
Select Column

2

3

Sort by Month#

4

It’s an easy mistake to leave this out.
If you do, in your report the Month column will 

sort differently. This makes it sort 
chronologically.



1

2
3

A common mistake here is 
to drop the Month in the 
wrong place. Notice it’s 

underneath the Year in the 
X-axis well.



1

2

Select
Line 

Chart



Good 
Work!

You may want to save your work. 
After choosing File/Save as you 

may want to choose Browse this 
device. Then save at the desired 

location.
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