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In this activity we use data that has 
several issues: It isn’t a star 
schema, and it has junk/bad dates.

Watch two videos of the steps.

Lauch Power BI Desktop!

https://generalbi.com/a-maple-company/
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Use this button.

Or Blank Report then 
find an Excel button.
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Contact 
Darcy.Whyte@gmail.com 
for the latest copy of this 
file.

mailto:Darcy.Whyte@gmail.com
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These are all 
the sheets we 
need for this 
activity.
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You need to 
promote the 
headers on this 
Query. Otherwise, it 
says Col1, Col2.
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Appending three 
sheets together.
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Double click to rename to 
Combined Sales
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Right click and remove 
“Enable load” check

2
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We’ll hide all these 
files from the data 
model.



Remove “Enable 
load” For all five 

Queries
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Make sure each one 
is italics.



Right Click, 
Reference
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Reference is a bit like 
Duplicate. But 
transformations done 
to Combined Sales will 
carry forward. You can 
use either Reference 
or Duplicate



Reference again till 
you have four 

references
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Be sure to always 
reference off original 
Combined Sales. 
Don’t reference the 
references.

Common Mistake!



3

Double click each 
reference to rename 

each one (Sales, 
Products, Customers, 

Branches)

1

4

5

2
Select 

Branches
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In the Branch table 
we’ll remove the 
non-Branch fields.



Right click 
BranchID and 

Remove 
Duplicates
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Then remove the 
duplicate records.
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Select 
Customers
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Same procedure for 
Customers.



Right click 
CompanyID and 

Remove 
Duplicates
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Removing dups from 
Customers.
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Select 
Products

1
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Same with 
products. Removing 
columns…



2 Remove 
Duplicates

1

Right 
click 
the 

header
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Removing 
duplicates.



2 3Add 
Column

1

Index 
Column 
from 1

Rename to 
ProductID
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The Products table 
has no Primary Key, 
so we’re creating 
one.
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Select 
Products

1

Merge 
Queries3

4

5
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Now we’re using 
Merge to bring the 
short product name 
from the Product 
Info.
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Remove this 
check

2
3
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Expanding the 
Product Field.

Select only Product
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Merging the 
ProductID into the 
Sales table.

This is like VLookup 
in Excel. We are 
looking up the 
ProductID in the 
Products table by 
the Product name.
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Expanding the 
column and making 
sure we have the 
ProductID.
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Removing extra 
columns from Sales. 
Be sure to keep all 
the Foreign Keys.

We don’t remove 
duplicates in this 
case because it’s a 
Fact Table.

Select only these columns



Drag active files to the 
top. The lower five 
should be italics. 

Indicating that they are 
not “Enabled”.
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Are we having fun 
yet? Place a funny 
emoji in the group 
chat!
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Let’s verify if our 
model is a Star 
Schema!



2

1
Arrange the 

tables
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Yup! It’s a Star 
Schema!
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Change 
the name 
to Sales 

KPI
4
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We’re creating a 
Measures Table 
to keep things 
organized.

1



1
Right click the new Sales 

KPI table…

2Choose New 
Measure
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Adding our first 
Measure to the 
Measures 
Table.



1 Control + to make font bigger if you 
want.

Type: Total Sales = sumx {tab}
sales{tab}

,Pay Rate{tab}
*hrs{tab}

{enter}
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Our first 
measure. Use 
the {tab} key to 
speed things up!



1
Right click the Colum1 in 

the Sales KPI table…

2Delete from 
Model

3
4
Sales KPI moves to the top of 

the list. It also now has a 
calculator icon.
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Removing the 
Column1 from 
the Measures 
Table.
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Creating a 
Date Table is a 
best practice.

3

4

Your new Date Table 
appears.

Control + to make font bigger.
Type: Date = au{tab}

{enter}

5
Move Date 

table to 
here
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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

5

3
4



1

Drag the Date field (n the 
Date table) to the Invoice 

Date.

2

3
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Notice the cardinality and 
direction settings are defaulting 
to 1:M and Single. All your 
relationships in your model 
should have these settings.
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The new line is a 
“Relationship”.

1
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Adding 
columns to our 
Date Table for 
“Slicing” data 
later.

1

2
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Formula for the 
new column in 
the Date Table.

The formula should look like 
above, but the following 

keyboard sequences can save 
time:

Year = year{tab}
[d{tab}
{enter}
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We now have a minimal Date table.

But we can see an issue. There are 
some very old dates that we don’t 
expect.

Let’s go to Transform data to fix it.

After that we’ll return here and add 
more columns to the date table.
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The Start Time has 
old dates. We’re 
not using this 
column, so we’ll 
get rid of it.

Right Click 
the column 

and remove.

1 2
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While we’re here, lets filter the 
Invoice Date.

The issue here is that the Invoice 
date contains some incorrect dates 
(outside of range). In “real life” this 
sort of data issue would need to be 
investigated. 

But here, we’re going to filter it out.

4

5

6
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Now we’re going to 
add whatever 
columns we need to 
slice the data. We’re 
interested in Year and 
Month at the moment.

1

2 Let’s add two more columns in the same 
way we added the Year column earlier. 
You can use the “New Column” button if 
you like. Don’t forget to press enter after 
each formula. Here are the two formulas 
for the two columns:

Month = format([Date], “mmm”) {enter}

Month# = month([Date])



2
1

Select Month column

3

Make sure you’re in Column tools
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The Month column is text, and it will tend 
to sort alphabetically. Later, when we use 
this column in a visual, we’d like it to sort 
chronologically.

We are going to set up a sort for this 
column based on the Month#.

It’s a common mistake to miss this step.

Good work for getting this far!

Type this sentence into group chat:
I did the step to sort the Month column 

chronologically.
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When you want to add 
measures, you’ll want 
to right click the 
measures table and 
choose “New 
Measure”.

1

2 Here’s a new measure to add to the 
Measures table:

Total Hours = sum(Sales[Hrs])

Can you remember how to add the measure?

(You can right click the measures table and 
choose New Measure. After you’ve entered 
the measure, don’t forget to press enter).

Measures table



Drag Total Hours to the canvas.1

Drag the Product to the Visual.

3
2Expand



2

3
4

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 If you haven’t 
already



1

2

Select
Line 

Chart
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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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Now that we’ve 
worked with Power 
BI a bit, lets have a 
quick tour of four of 
the main screens 
of Power BI!

The following slides 
are optional. They’re 
just a reminder of the 
four main screens of 
Power BI.



1) Power Query (ETL)

2) Report View
3) Table View
4) Model View

Darcy.Whyte@gmail.com

The four main “Screens” of Power BI

The first screen is labelled inconsistently for historical 
reasons. The button is labeled “Transform Data” but 
brings you to “The Power Query Editor”. You can also 
get to it by right-clicking a table in the Data Panel on 
the right and choosing “Edit Query”. People often refer 
to this screen as the ETL screen as well (Extract, 
Transform, Load). 

Lets go to this screen by clicking the red triangle.



1 Double Click the Menu to collapse and expand.

2 Click a Query to view its content. 
This is just a preview of the first 1000 

records.

3The steps that have been performed on this Query. 
Some of them will have been added automatically 

and some will have been done by you.

4
Return to the main screen.

1) The Power Query Editor



1Click to collapse and expand menu.

2

Report Canvas

3 Add 
Pages

4

6
Your 
Data 

Model

Gallery shows which type 
of visual is selected in the 

Canvas.

5 Format 
selected 

visual.

2) Report View



1Click a 
table to 

view

2

Hide 
tables and 

fields

3) Table View



1 3
Relationships

Hierarchies

Organize Measures 2
4Document and 

configure members.

4) Model View
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Good 
Work!

Power BI
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