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Power BI for Business Users and Project Managers

1. Introduction to the Power BI Suite

2. Deep Dive into Shaping Using Power Query

3. Creating Reports using the Power BI Desktop App

https://www.youtube.com/c/BenHoward_PowerBI
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Deep Dive into Shaping Using Power Query (Part 2 of 3)

Data rarely exists in the exact format or shape that we want it.  

It needs “massaging”, errors need to be removed, and often new data needs to be derived from 

the existing data set. 

In this session, you’ll learn how to use Query Editor inside the Power BI desktop client to transform 

your existing data so that it suits your purpose. 

We’ll use examples from both Microsoft Planner files and Project Online.
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The Power BI Query Editor

Cleanse Combine



Unlikely that any data is a perfect fit for 

our needs

◦ Other people have created it to suit 

their needs

◦ Inherent errors

◦ Too much data

◦ …

Data Cleansing



Step 3 – Split columns

Step 5 - Sort

Step 1 – Delete columns Step 2 – Filter rows

Step 4 – Replace Values Step 6 – Custom calculation

Data Cleansing Example



Data Combining

Incremental files – append queries

◦ Monthly sales figures

◦ Incremental production figures

Data from different sources – merge queries

◦ Customer data from online CRM system

◦ Sales orders from sales system

◦ Public data from government / web / public 

sources



Why Do We Need to Combine Queries?

ERP (US)

CRM (US)

ERP & CRM 

(ASIA PAC)



Append Queries

Data tends to be the 

same shape

Merge Queries  

Data is combined using 

a “matched” column

Append vs. Merge



To Combine & Cleanse, or Cleanse & 
Combine?



Power Query - Real World Examples

Cleanse Combine
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Power BI for Business Users and 
Project Managers – Part 3

Creating reports using the Power BI desktop app
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