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FIND AND IMPORT DATA 

What makes Power Query so powerful is its capability of retrieving 

data from multiple sources.

You will be surprised at what Power Query can do when retrieving 

data from your sources. Let’s have a look at the common 

scenarios below... 

• Get data from Excel workbooks, Comma delimited files, XML 

files, text files and multiple files from a folder 



• It can support a wide array of databases – Microsoft 

Access, Microsoft SQL Server, Oracle, MySQL, DB2, 

PostgreSQL, Sybase, you name it! 



• For Online Services, we have Sharepoint, Microsoft Exchange, 

Salesforce, even Facebook! 



• From Other Sources, you can get data from OData or 
even web pages. 

• From Table – Get your data from good old Excel Tables 
- My favourite! 





FILTERING DATA 

• CTRL + Click Column Header – to select multiple individual 
columns

• Remove Columns – remove the selected columns

• Remove Other Columns – remove the non-selected columns

• Keep and Remove Rows – you can choose to keep or remove 

rows from the top /bottom or alternate rows

• Remove Duplicates – handy way to remove the rows that have 

duplicate values in your selected columns

• Remove Errors - handy way to remove the rows that have errors 

in your selected columns  





TRANSFORMATIONS

• Group By – aggregate your data based on your selected 
columns

• Use First Row as Headers – deletes the first row in your table 

and uses that as your column header

• Transpose – quick way to swap the rows and columns of your 
data

• Reverse Rows – swaps the order of your rows

• Count Rows – returns the number of rows 



DATA TYPES AND PIVOTING 

• Data Type – select from any of the data types below: 

• Rename – you can also rename the column header by double 
clicking on it

• Move – rearrange your columns

• Replace Values / Errors – find and replace values/errors with 

another specified value

• Fill – fill empty cells up / down. Here’s a cool tip, if you want to fill 

empty cells left / right, combine Transpose with Fill! 



• Pivot / Unpivot Columns – See example below on what it 

does. Allows you to unpivot your data to allow for further 

analysis. 



TEXT TRANSFORMATIONS 

• Split Column – you can split the column by a specific 

delimiter (e.g. spaces, commas, etc.) or split the column by a 

specified number of characters  

• Format – change the capitalization of your text, trim strings or 

clean by removing the non-printable characters  



• Extract – extract either the length, first characters, last

characters, or a specific range of characters

• Parse – use this on a column that has data in the XML
or JSON format

• Merge Columns – select multiple columns and these will be

combined into one column



DATE AND TIME TRANSFORMATIONS 

• Date – there are a lot of manipulations you can do here:
o Age – gets the difference with the current date. The output 

is a duration type value

o Date Only – gets the date component of a date-time column

o Year / Month / Quarter / Week / Day – date calculations 

based on the date column you have selected

o Earliest / Latest – returns the earliest / latest date on the 

selected date column 



• Duration – converts the selection duration column and converts 

to the unit you have selected (e.g. total years / days / hours, 

etc.) 

• Time – Time Only -  gets the time component of a date-time 
column  





ADDING CUSTOM CALCULATIONS 

• Add Custom Column – use the Power Query formula language to 

create a new column with your custom calculations

• Add Index Column – add a new column that has a sequential 
numbering

• Duplicate Column – copy a column into an additional one

• Conditional Column – add a new column wherein its value is 

dependent on the condition that you have specified. It can 

conditionally get values from a different column. 
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