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1. Getting Set up: Office 365 Users

Power Bl Service
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Power Bl Service is included in Microsoft 365, if you do not have Microsoft 365 then talk to your IT provider to find
out how to upgrade.

1. Loginto Office 365

c & office.com/apps?auth=2

)
g

Microsoft 365

£ Search

All apps  Tips and Tricks

Kaizala
A simple and secure mobile chat app for work

OneNote

Capture and organise your notes across all y...

Planner
Create plans, organise and assign tasks, shar.

Power BI
Create actionable, dynamic, and engaging d...

s 3

SharePoint
Share and manage content, knowledge, and...

g R G

4

MyAnalytics

Create better work habits with insights into ...

Outlook

Business-class email through a rich and fami...

Power Apps
Build mobile and web apps with the data yo

Stream

Share videos of classes, meetings, presentati...

W % P

F P

OneDrive

Store, access, and share your files in one pla...

People

Organise your contact info for all your frien

Power Automate

Create workflows between your apps, files, a..

Project

Develop project plans, assign tasks, track pr...

Sway

Create and share interactive reports, present...

O

2. Click on Power Bl icon to launch the Power Bl service

If you cannot see the Power Bl icon, first try using the search function to find it. If it does not appear you will need
to ask your IT provider to enable the application for you.
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Power Bl Desktop
There are 2 ways of downloading Power Bl desktop:

1. Download from https://www.microsoft.com/en-gh/download/details.aspx?id=58494 and follow the
installation instructions.
2. Download via the Power Bl service by following the steps below:

1.Click on the download button. ]

Good morning, Alice

Home

Favorites Paginated Report Builder

Welcome to your Power Bl home

Recent Power Bl for Mobile

Everything you 1 E
consumption. Yc 2 select Power BI A ' = Analyze in Excel updates

And you can ex| - —— —

experience. Desktop (‘D

Apps

Shared with me

d Learn

= _. Al |

= Workspaces

v m ks) 5
b LS Favorites + frequents

o . @ ) 3 ° )

Data Essentials (1) Datawise London Datawise London (1) My workspace Data Essentials
m
uh Report @ Dashboard sl Report S Workspace b Report



https://www.microsoft.com/en-gb/download/details.aspx?id=58494
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2. Getting set up to use maps

Maps are not enabled as standard in Power Bl so you will need to follow a two step process to enable them:

Firstly you will need to contact your Systems Administrator to ask them to enable maps in Power Bl. They will
need to go to Tenant Settings > Integration Settings > Enable Map and Filled Map Visuals.

Once that has been done, you will need to restart Power Bl and then follow these steps

1. GotoFile
2. Click on Options & Settings
()  Home v New
= Open
|
Blank report
Save as
Share
v Recommended
Get data
Import Getting started You modified this
Export
JEINN
‘ \
‘j“L ] = In
\ / (
@ _ -8
Intro—What is Power BI? 2 Superhighways Dashboard V4-veda.p

Sign out
| ad
Options and __ Click on options & settings ]
settings \
0 Name
About
ul l,/'
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Options

GLOBAL

Data Load

Power Query Editor

DirectQuery

R scripting

Python scripting
I Security

Privacy

Regional Settings

Updates

Usage Data

Diagnostics

Preview features

Save and Recover

Report settings

Copilot (preview)

CURRENT FILE
Data Load
Regional Settings
Privacy

Auto recovery

Published semantic model set...

Query reduction

v

L o

O Comprehensive check

@ Basic check ©
O None ()

Click on Security

Moderate ~

Data Extensions

ew Warning Level

@ (Recommended) Only allow Microsoft certified and other trusted third-party extensions to load

(O (Not Recommended) Allow any extension to load without validation or warning

Learn more about data extensions

Custom visuals

Show security warning when adding a custom visual to a report

ArcGIS for Power Bl

Use ArcGIS for Power Bl

Map and Filled Map visuals

Use Map and Filled Map visuals

Authentication Browser

e e '

-

Select Map & Filled visuals

Cancel
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3. Getting set up to be able to publish public Power Bl reports

This needs to be done by your Systems Administrator before you can publish a report to the web.

Sign in to the Power Bl service as an admin.

Go to the Admin Portal (Settings > Admin Portal).

Select Tenant settings.

Under Export and sharing settings, find Publish to web (public) and toggle it Enabled.
Choose who can create codes (e.g., The entire organization or Specific security groups)
click Apply.

S A

Once that has been done you’ll be able to open your report in the Power Bl service, click on File > Embedreport >
Publish to web, and follow the prompts to get the link or embed code

4. Bring data from Excel into PowerBI

1. Use one of the 3 options below to start the process of getting data from Excel

w  Help

&l Powerbidatasets  [B sQuserver E Enterdata [3 Recentsources v | BP Transform data v fh Newvisual [E] Textbox [ More visuals v

Add data to your report

Once loaded, your data will appear in the Fields pane.

3 o

x5 = i v

Import data from Excel Import data from SQL Server Paste data into a blank table Try a sample dataset

Get data from another source —

2. Find and select the Excel file required
3. Clickon Open
4. Inthe Navigator pane select the worksheets and/or tables you want to import

Nty
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Navigator
£ | Participants2020 2
Display Options ~ E'Er’ Year First name Last name Prison Postcode Cate
4 Music Mentors participants dataxlsx [13] 01/01/2020 Prince Charming HMP Belmarsh SE28 OEB N
01/01/2020 Bo George HMP Belmarsh SE28 OEB A
O B Instruments v 8
o 01/01/2020 Road Runner HMP Belmarsh SE28 DEB A
¥ 0 Participants2018
01/01/2020 Road Runner HMP Belmarsh SE28 OEB A
¥ E Participants2019 01/01/2020 Donald Duck HMP Belmarsh SE28 OEB A
¥ M Partig/pants2020 01/01/2020 Mickey Mouse HMP Belmarsh SE28 OEB A
om= 1 01/01/2020 Ali Baba HMP Brixton SW2 5XF A
o= - 01/01/2020 Wiley Coyote HMP Brixton SW2 5XF A
D @ 3 01/01/2020 Butch Cassidy HMP Brixton 5W2 5XF A
e
01/01/2020 Robin Hood HMP Brixton SW2 5XF A
O nent list 01/01/2020 lesse James HMP Brixton SW2 5XF A
ans 01/01/2020 Arsene Lupin HMP Brixton SW2 5XF A
formulas 01/01/2020 Minnie Mouse HMP Bronzefield TW15 3JZ B
ricipants 01/01/2020 Mary Whitehouse HMP Bronzefield TW15 317 B
o 02/01/2020 Maya Angelou HMP Bronzefield TW15 312 B
ticipants
03/01/2020 Virginia Woolf HMP Bronzefield TW15 3JZ B
1. Select the tables you 01/01/2020 Margaret Atwood HMP Bronzefield TW15 31Z B
H 01/01/2020 Marie Curie HMP Bronzefield TW15 312 B
require (a blue top on the /01/
i . 01/01/2020 Enid Blyton HMP Bronzefield TW15 312 B
icon shows that its a table)
01/01/20204Freya Crew HMP Bronzefield TW15 3JZ B
Harper Lee HMP Bronzefield TW15 3)Z B
0 Joan Chen HMP Bronzefield TW15 32 B
v
a in the nreview has heen truncated due to size limits
>
LlR | Transform Data | | Cancel |

2. The right-hand pane
shows a preview of the data

3. Click on Load to bring the
data into Power Bl

5. Review the data

File Home Help Table tools
El T
@ Name | Participants2018 @ @ E @
Mark as date Manage New  Quick MNew New
table v relationships =~ measure measure column table
Structure Calendars Relationships Calculations
W | X Fields 2

Year |~ | Firstname [~ | Lastname [-] Prison [ =] Postcode [~ | Category || Welfare session attendee |~ | PrisonID [~| Gender [~| Dateofbirth [~ Agenow [~| Musical experi
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6. Use Transform data to combine data from multiple Excel tables

superhighways

harnessing technology for community benefit

\\\u‘- sy

File Home Help Table tools
, - = 1. Clickon Transform
., @l d [BE [d B L e data to open the
Pa; Get Excel PowerBl SQL Enter Recent Transform Refresh Manage p
data~ datasets Server data sourcesv datav relationships .
cipbone - e Power Query Editor a
@ Transform data
S s [h' Data source settings RTED ’
@ Year [~| Firstname [~| Last name [~] Prison [~] Pe & ol [] prison1D [~] Gender [~| Dateofbirth [~ Agenow [~| Musical experi
43101 Boris Becker HMP Belmarsh SE HMP1234  Male 09 June 1972 Playsamusic™ | O Search
ﬂg 43101 David Attenborough | HMP Belmarsh SE HMP1235 Male 08 September 1956 Plays a music
43101 Dilip Kumar HMP Belmarsh SE HMP1236  Male 17 November 1989 Nomusicale. v [ Participants2018
43101 Lionel Ritchie HMP Belmarsh SE28 OEB A ¥ HMP1237  Male 08 December 1968 Nomusical el pm participants2019
43101 Marcus Clarke HMP Belmarsh SE28 OEB A ¥ HMP1238  Male 16 February 1970 Plays a music
Participant:
43101 Emma Barnett HMP Bronzefield TWI1531Z B ¥ HMP1239  Female 28 June 1968 Ho masical AR LSRR 202
43101 Jacina Ardern HMP Bronzefield TWI1531Z | B ¥ HMP1240  Female 12 December 1988 Plays a music
43101 Margaret Atwood HMP Bronzefield TW15 312 B N HMP1241 Female ]Sseptfmber 1963 No musical e
43101 Fiona Bruce HMP Bronzefield TWIS3Z |8 ¥ HMP1242  Female 04 April 1979 Plays a music
i | Music Mentors - Power Query Editor - ] X
- Home Transform Add Column View Tools Help ~ @
37 Properties % L w8 I Data Type: Whole Number ~ Text Analyti
2 ype: Whole Number ext Analytics
AR E (4 d =0 b= §
[L' A st Row as Headers ~ > Vision
Close&  New Recent Enter Datasource  Manage Refresh — - Combine A Azure Vachine Leami
Apply ™  Source~ Sources™ Data settings  Parameters™  Preview ™ i e ~ WRLAEEITS L
2. Fromthe Combine menu, _
Close New Query Data Sources  Parameters Q Allnsights
: select Append Queries as By Merge Queries -
Queries 3] < . 123 Year |~ | B First Query Se > X
New 7 Append Que
= Participants2018 1 43101 Boris k PEF | ppoend Gueries
[ Participants2019 2 g David Append Queries as New
. 3 43101 Dili Kumar HMP Belmarsh Participariscuis
= Participants2020 P P
d | & = | Untitied - Power Query Editor - o X
Home Transform Add Column View Tools Help ~ @
x D D % D [‘l [ Properties % Ly o/l H Data Type: Date ~ [Py Merge Queries = = Text Analytics
=t O -] [ Advanced Editor HH HH il fn [T Use First Row as Headers ~ " Append Queries * €@ Vision
Close &  New Recent Enter  Data source Manage Refresh . Choose Remove  Keep Remove split  Group - . .
Apply ™ Source * Sources ™ Data settings  Parameters ™ Preview * L1 Manage Columns * Columns ™ Rows ™ Raws ™ Column~ gy 52 Replace Values Combine Files A\ azure wiachine Learning
Close New Query Data Sources  Parameters Query Manage Columns  Reduce Rows  Sort Transform Combine Allnsights
Queries [3] < =. e s .. . Clla . Tl -. Cia -~ . . Tl city Query Settings X
X
[0 Participants2018 1 o: A p pe n d ndon 4 PROPERTIES
[ Participants2019 2 o ndon Name
3 Participants2020 E 0 Concatenate rows from three or more tables into a single table. ndon Participants2018
4 o: ndon
O Two tables  ® Three or more tables AArEaE=s
5 o: ndon
a
6 0: Available tables Tables to append ndon ARBLIEDISTERS
7 0 o Si <+
Participants2018 Participants2018 ndon ource
8 o: ndon Navigation &
Participants2019 Participants2019
9 o ndon  Changed Type
Participants2020 Participants2020
10 0. ndon
1 0. ndon
12 0. ndon
13 0. ndon
I o bodon
15 0.
16 0.
1 o 3. Use the Add>> button to add
18 0. .
oK
10 o the data from multiple data
20 0- .
21 01/01/2018 Steffi Graf HMP Eastwood Park GL12 8DB: sources intooneta b l.e
2 01/01/2018 Alain Prost HMP Manchester M60 9AH
<

o AR Te A B e e
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|
11 & = | Music Mentors - Power Query Editor — ] X
- Home Transform Add Column View Tools Help ~ @
EX‘ D D D D [:37 Properties D L = al, 1 % Data Type: Date ~ & Text Analytics
~
= © ® [} Advanced Editor X H ri P Use First Row as Headers ~ @ Vision
Close&  New Recent Enter Datasource  Manage Refresh 3 Choose Reduce split  Group , ) Combine n .
Apply~  Source~ Sources~ Data settings  Parameters~  Preview~ —— Manage Columns = Colun Column~ By
Close New Query Data Sources  Parameters Query Manage Columns
_ . 4. Use the Choose Columns
QEEs|E] . [ Year |~ | A% First name [~] 4% Last name [~ A pris
: feature to choose what data
[T Participants2018 1 01/01/2018 Boris Becker HMP Belmarsh
T3 Participants2019 2 01/01/2018 David Attenborough HMP Belmarsh toinclude
. 3 01/01/2018 Dili K HMP Belmarsh
D Participants2020 v e umar eimars
4 01/01/2018 Lionel Ritchie HMP Belmarsh \
T Append1
5 01/01/2018 Marcus Clarke HMP Belmarsh
6 01/01/2018 Emma Barnett HMP Bronzefield 4 APPLIED STEPS
7 01/01/2018 Jacina Ardern HMP Bronzefield Source
8 01/01/2018 Margaret Atwood HMP Bronzefield
11 & = | untitled - Power Query Editor - [} X
Home  Transform  AddColumn  View  Tools 5. Anew query ~ @
EX‘ D D D D [l ) Data Type: Date %5 Merge Queries = Text Analytics
= O L. ca ”.ed Appen d 1 [ Use First Row as Headers °F Append Queries = | €@ Vision
Close &  New Recent Enter  Data source Manage Refresh split  Group ;
Apply™  Source * Sources~ Data settings  Parameters™  Preview, . ll b t d Column~ By 2 Replace Values L] Combine Files A Azure Machine Lezrning
Close New Query Data Sources  Parameters WI e C rea e Transform Combine Al Insights
Queries [4] < . 3 Year A fson [~] /A% Postcode [~] A% city Query Settings X
Participants2018 1 1/01/2018 Boris Becker HMP Belmarsh SE28 OEB London 4 PROPERTIES
Participants2019 01/01/2018 David ttenborougt Name
01/01/2018 Dilip Kumar IIParticipants
Participants2020
4 01/01/2018 Lionel Ritchie 6. Rena me the query by All Properties
EIEST 5 01/01/2018 Marcus Clarke . .
6 ] crma sarmett typing the new name into the + APPLIED STEPS
7 01/01/2018 Jacina Ardern . Source
8 01/01/2018 Margaret Atwood Na me fle ld
9 01/01/2018 Fiona Bruce
10 01/01/2018 nian, Kruger

7. Click on Close &
Apply to create the

query

10
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7. Create avisual on the report canvas

There are many ways of tackling this and a vast amount of functionality so here are just the basics:

1. Select the
Report view

File Home Insert Mo

t Excel PowerBl SQL Enter Recent Transform Refresh New Text More New  Quick Publish
datav datasets Server data sourcesv datav visual box visuals~ measure measure

Data Queries Insert Calculations Share &
Hours Attended. Hours booked and Difference by Prison
""" Y Filters @ > Visualizations > Fields >
SO Search EMEME N £ Search
E m @ m I& E (] Gender
Filters on this page M FLEOOME OF Hous At
ours Atte...
=N
Add data fields EERrRPE OX Hours book...
O  Morethan.
R )
O  Musical exp.
2. Select a visual T 0= Optimisma..
Values O = Optimism a...
Add data fields he? O Postcode
O  Ppreferred In.

Drill through

Prison

Cross-report Prison ID

off O—

3. In the Values view, drag
fields to the Values, Fields
or Axis wells

Keep all filters

on—e

4. In the Format
view, format your
visualisation

Page 1 + Add drill-through fields her|

Page 1 of 1

N J L

, 11
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Create a Card
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File Home Insert Modeling View Help Format Data / Drill
— iy = s
Gridlines ? D Ijl £25]
= [ e oy s B
= Page Mobile nap fo gri Filters Bookmarks Selection Performance Sync
view v layout Lock abjects analyzer  slicers

Themes
voked, Hours Altended and Difference by Prison

Scale to fit Mobile Page options Show panes

iencest 1 D

Y Filters

L Search

Filters on this visual

ns

Pri
is (All)

Add data

1. Click on the
report canvas and
then click on Card

~ B All participants

Age now

Category

> [Jfi pate of birth
3 Difference

Enjoyed the ses...

Fields First name
Filters on this page - o Gender
Drill through Rename for this visual  d
: 2. Change the Cross-report First
rie...
. Off Last
field to Count © U Count Gistiney
Count sta.
On —@

Page 1 +

8. Create a map visual

Categorise the fields you want to use as locations before selecting a map visual

Add drill-through fields

Show value as

New quick measur

3. Rename the
visual

File Home Help Table tools Column tools
B =5 B
&) Name Postcode % 2 Summarization | Don't summarize v Tl 5|
(35 Data type | Text v Data categol Sl e T NI
23 ype | Text B EEb|Postal cod columnv  groups~v  relationships  column
Structure Formatting Data category Sort Groups Relationships | Calculations A
gory
M| X v Fields >
m Year - Prison - | Poste ~ | category [~ | Welfare session attendee [~ | Prison1D [~] Gender [~| Dateo Agenow |[~| Musical experience |~ | Preferred Inst
01 January 2018 | KMP Belmarsh SE28 ¥ HMP1234 Male 05 June Plays a musical instrument | Trumpet » | O Search
& 01 January 2018 | KMP Belmarsh SE28 0) ¥ HMP1235 Male 08 September 1956 &ys & musical instrument | Piano
5 | 01 january 2018 | HMP Belmarsh SE28 0 ¥ HMP1236  Male 17 November 1989 Qoxperience | Guitar ~ B Al participants
01 January 2018 | KMP Belmarsh SE28 0 Y HMP1237 Male 08 December 1968 Voice
01 January 2018 | HMP Belmarsh SE28 0 Y HMP1233 Male 16 February 1970
01 January 2018 | KMP Manchester M60 94 Y HMP1255 Male 14 June 1960 2 SeleCt a location data
01 January 2018 | HMP Manchester M60 94 ¥ HMP1256  Male 08 August 1995
01 January 2018 | KMP Pentonville N7 BTT Y HMP1267 Male 01 January 1992 Category
01 Jgnuary 2018  HMP Pentonville N7 8TT Y HMP1268 Male 03 October 1970 i..
01 January 2018 | HMP Pentonville N7 8TT N HMP1269 Male 11 October 1982 m—
01 Jonuary 2018 | HMP Wormwood Scrubs | W12 0A HMP1270  Male 14 December 1975 No musical experience | Voice X Hours Attended
ours Attende
01 January 2018  HMP Wormwood Scrubs - W12 0A HMP1271 Male 26 September 1993 No musical experience Guitar
X Hours booked
01 January 2018 HMP1272 Male 09 September 1984 No musical experience Electronic } uf
01 January 2018 1 Se[eCt the ﬁeld HMP1276 Male 08 September 1954 Plays a musical instrument | Piano More than 2 miss...
01 January 2019 ° HMP1284 Male 09 1 Really enjoyed Plays a mu: Musical experience
01 January 2019 ouwa nt tO use as HMP1285 Male 08 Sep 3 Didn't enjoy Plays a mus X Optimism at end
01 January 2019 y HMP1286 Male 17 November 1989 2 Enjoyed No musical ¥ Optimism at start.
01 January 2019 a location HMP1288 Male 08 December 1968 3 Didn't enjoy Plays a mu¢ & Posteode
01 January 2019 HMP1289 Male 16 February 1970 2 Enjoyed No musical
; Preferred Instrum.
01 January 2019 HMP1290  Male 14 June 1960 2 Enjoyed Plays a mu
At tenuan 2010 | unan 0o, i cvr A » nanaane N 78 Armiees 1000 4 Bl it i RS 4 Prison
<
ble: a1l L e (90 dictines sinl

Then select the map from the visualisation options.

12
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9. Publish the reportinternally or with a named person

File Home Insert Modeling View Help
=
L e R 0 A B8 4
Gle & (bE & B [ BEld 4 &
Get Excel PowerBl SQL Enter Recent Transform Refresh New Text More New  Quick Publish
data~ datasets Server data sourcesv data~ visual box visuals~ measure measure

Calculations

Data Queries nsert

ol cors ook e Y Filters Visualizations > Fields

E O Search E lB.H E Ihﬂ E m-ﬂ £ search

A A B i 2
= Filters on this page Fll OO H ~m8 Alpatcpants
—,_ ¥ & mE O  Agenow
\ E @ Date of birth
Filters on all pages Difference

Enjoyed the

Gender

,% 1. Clickon
Add data fields h
= publish

Cross-report

Hours Atte.

Hours book...

More than

O  Musical exp..

o o— O = Optimism a..
Keep all filters 0O = optimism a..
on—e O® Postcode
O  Preferredin..
Engagement Map + Add drill-through fields here O  Prison

This will create a .PBIX file which can be stored on a shared drive & emailed to people. The Power Bl service or
desktop application is required to open it.

10.Publishing the report publicly

For this you need to open the report in the Power Bl service which you can access through Microsoft 365.

LI J &) SurveyMon‘ sl Music M x l.li Microsoft P
& » O m

« whatisatil & accessdata ® Downloads . power bive I e = @ X

8 | https://app.powerbi.com/groups/ba3ff76b-998e-476e-92d0-72b2452f78f6/reports/154ca191 * = 4L e 0

Cornerstone » Music Mentor:
View v  Readingview  Mobile layout [ As.. L E OR Dupli... §> Pin to...

Home Save < VISUALIZATIONS >  FIELDS
Save this report

= i "
o ) iy o

2000 \IPa
Print ' ! = = B Participa

Print current page

Favorites ? 1
Save as b

) Recent Save a copy of this report

Apps
* Ty e B Participants2019
' Shared with me Embed ——————————— 4 B Participants2020
Securely embed this report in a website or portal

Learn
Embed in SharePoint Online

Get a link to securely embed this report in a SharePoint page - 1 . Select Pu bliSh to
Publish to web - Web from the File

Embed this report for public access by anyone on the Internet

Workspaces
Cornerstone

Export to PowerPoint
Export this report as a PowerPoint presentation

Export to PDF

Export this report to a PDF file
DRILL THROUGH

Download report (Preview)

Download a .pbix copy

Get data Engagement Map + On —@

Cross-report

- B & L] & L[] b &

13
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Embed code

Link you can send in email

© Music Mentors programme 2018-2020

| https://app.powerbi.com/view?r=eyJrljoiZTE1YzUyZ | Copy

HTML you can paste into a website

’ <iframe width="600" height="373.5" src="https://: l Copy

Size | 600 x 373.5 px V|

Placeholder image

T Upload

Default Page Engagement N

Close

2. Copythe code to share with
someone or embed it in your website

11.Training Session Exercises

Exercise 1 — Use Get data to bring Excel
data into Power Bl Desktop

file  Home Insert  Modeling  View  Optimize  F

Make sure your Excel file is closed G o © [EQ ®
Open & Log onto Power Bl Desktop m:"
W @ Avtorecoveryco ‘t been opened,
Save your report as “Music Mentors” (File menu - ;
5 Power Bl semantic models

g M

Save)

Use Get Data to connect to the Music Mentors
participants Excel file

[ Datafiows

@ Dataverse

[® satsewer

[& Analysis Services
[B Texticsv

[ web

[& opatafeed
[B Blank query

F2 Power Bl Template Apps &1

D b

In Navigator select the 3 tables: Participants
2023, 2024 & 2025

Click on Close and Load
Go to the Data view to review the data

More...

\otlty,

(TN

Nty
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Exercise 2 — Use Transform data to
combine the 3 years data

Click on Transform data to open the Query Editor ©
Create a new append query (Home tab- G5 Merge Queries ~
Combine-Append queries-Append as new) aders ~ | £, Append Queries) 7|

Remove the First and Last name columns from = | AppendQuens

the new query (Home tab — Choose columns) S | Append Queries 25 New

Name the query “All participants” Query Settings X
Close & Apply the query

Return to the Data view and select the All

participants table to see if the query has loaded
correctly

Save your report st

-
%,

RS

Exercise 3 — Adding a clustered column

Go to the Report view
Select a Clustered column visual @ Hours booked @Hours Attended @ Difference

Add the following fields to the Y Axis
well:

Hours booked

Hours attended

Difference
Add the Prison field to the X Axis well l l
Remove the title from the X & Y Axis l l l
(Format-Axis-Title) ._

Resize the chart using click and drag } ‘ L:’l ..... e e e e
Name the page “Attendance” |

Optional: Chqn?e colour theme (View

\_,.II,,‘
menu — theme H@))

LA

Nty
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Build visual

Exercise 4 — Adding cards =0

Bk E E M

Go to the Report view

. A M B2 1k 2 M =
Select a Card visual EOOMEQ Y a
For the total participants: EEER
Add the PrisonID field to the field well Py E° =8 [0 Q) [3 I
Changethe field type to Count (click on arrow next to field name) & D
Renameit to PCII'tiCipdhts (click on arrow next to field name)
Fields
For the number of prisons: s L)

Add the Prison field to the field well
Changethe field type to Count (Distinct) (click on arrow next to field name)

Rename visual Prisons (click on arrow next to field name)
Move and resize the cards

Optional: chgange the background colour on the cards (Format-ceneral-tffects-

background-colour)

Exercise 5 — Add an Area chart

Go to the Report view

Select a Area Chart visual
Add Prison ID to the Y Axis well
Add Year to the X Axis well

Remove the Title from the X-Axis
(Format -visual-X-Axis-Title Off)

Remove the Y-Axis (including title)

Turn Data labels on (Format-Visual-
Data Labels-0On)

Rename the chart (Format-General-
Title)

Optional: Add data points (Format- —
visual-markers-on) ’,g

-
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Extension Exercise 6 — Add a Funnel chart

Go to the Report view
Select a Funnel visual

Add Preferred Instrument to the Category
wells

100%

Add Prison ID to the Value well Voice
Remove Title (Format-general-Title) Sasophome

Change the colour of the data points (Format-
Visual-Colours- FX or Show all to change each
one manually)

Use the filter to show only the top 5 most
popular instruments (Filter-Preferred
instrument-Advanced filter-Filter type =Top N)

Trumpet

Violin

Change the field value to show as a

percentage (Build-value-show value as %) NS

TN

Exercise 7 — Add a Map

Go to the Data view

Categorise the Post code field as a Post code data field
Return to the Report view

Insert a page into the report & rename it “Map”

Select a Map visual (not a filled map)

Add the Post code field to the Location well

Resize the map to fit the page

Add Category to the Legend well

Add Prison ID to the Size well & rename to “Participants”
Add Prison to Tool Tips & rename “Prison”

Remove the visual title (Format-General -Title off)

Turn on Zoom buttons (Format-visual-Controls-Zoom buttons)

Optional: Change the Bubble size (Format-Bubbles-size) \ ity
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