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Using Power BI

Power Bl is a business analytics service by Microsoft. It aims to provide interactive
visualizations and business intelligence capabilities with an interface simple enough for
end users to create their own reports and dashboards. In this exercise, you will Extract
the General Journal file, Transform the data into the required format (a General Ledger
and an Unadjusted Trial Balance), and then Load the transformed data into Power BI.

The journal entries for A Byte of Accounting are stored in an Excel sheet titled General
Journal. Notice that the column headings are in the fourth row, and some rows do not
have account numbers.

Begin with the General Journal

A B c D E F G H

1 A Byte of Accounting, Inc.

2 General Journal

3 Note: You can only enter data into the yellow filled cells.

&
& &
g
é@r} 3 (Pa) L ?\ \Qé\

4 A Q v Name Description Q %

6 01 Jun 01 1110|Cash Investment from Mark Friedman 28.,000.00

I 01 Jun 01 3100|Capital Stock Investment from Mark Friedman 28,000.00

8

9

10

" 02 Jun 01 1211|Office Equip. Hudson equipment Invoice BC3887 4.000.00

12 02 Jun 01 2101 |Accounts Payable Hudson equipment Invoice BC3887 4.000.00

13

4 08 Jun 14 1110|Cash Senvices performed by Lucus Pictures 11,000.00

42 08 Jun 14 4100|Computer & Consulting Revenue|Senvices performed by Lucus Pictures 11,000.00

431

» Introduction | FAQ | Welcome | Chart of Accounts | Transaction General Journal orksheet
End with the General Ledger and the Unadjusted Trial Balance
A B C D B F G H

1 Account Name Transaction Date Description Debit Credit Running Balance A B

2 1110 Cash 1 6/1/2018 Investment from Mark Friedman $28,000.00 S s 28,000.00 1 Account And Name |Ba|ance

3 1110 Cash 3 6/1/2018 Hailey Computers 87245, ck6001 s § 700000 $  21,000.00
4 1110 Cash 5 6/4/2018 Scanner, lake Supplies, 54-541 ck6002  $ $ 12500 §  20,875.00 2 11110 Cash 31235
5 1110 Cash 7 6/8/2018 Pd Afp ck6003 s - & 64000 §  20,235.00 N .
6 1110 Cash 8 6/14/2018 Services performed by Lucus Pictures  $11,000.00 5 - § 3123500 3 |1211 Office Equip. 4125
7 1211 Office Equip. 2 6/1/2018 Hudson equipment Invoice BC3887 S 4,000.00 5 s 4,000.00 4 {1311 Computer Equi 7000
8 1211 Office Equip. 5 6/4/2018 Scanner, Jake Supplies, 54-541 ck6002 & 125.00 & s 4,125.00 p quip-
9 1311 Computer Equip 3 6/1/2018 Hailey Computers 87245, ck6001 $ 7,000.00 § s 7,000.00 5 12101 Accounts Payable -7465
10 2101 Accounts Payable 2 6/1/2018 Hudson equipment Invoice BC3887 $ $ 400000 § {4,000.00) N
11 2101 Accounts Pa:able 4 6/2{2018 Avery Repairs, Invoice 25478 s S 72500 §  (4,725.00) 6 |3100 Capital Stock -28000
12 2101 Accounts Payable 6 6/8/2018 Zac Advertising,23547 s = 5 338000 $ (8,105.00) 7 14100 Computer & Consulting Revenue -11000
13 2101 Accounts Payable 7 6/8/2018 Pd A/p ck6003 5 64000 § s {7,465.00)
14 3100 Capital Stock 1 6/1/2018 Investment from Mark Friedman $ - 52800000 §  (28,000.00) 8 |5030 Advertising Expense 3380
15 4100 Computer & Consulting Revenue 8 6/14/2018 Services performed by Lucus Pictures S - $11,000.00 S  (11,000.00) . .
16| 5030 Advertising Expense 6 6/8/2018 Zac Advertising 23547 $ 338000 § S 338000 9 |5040 Repairs & Maint. Expense 725
17 5040 Repairs & Maint. Expense 4 6/2/2018 Avery Repairs, Invoice 25478 S 72500 § s 725.00 n
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Start Power Bl Desktop
There are four major parts to the Power Bl tabs: Home, View, Modeling and Help.

Operation 1: Get Data — Input Excel file

Select “Get Data” from the External Data Group Under Home tab.

Home View Modeling Help
Cut [jj] )
¢! | A

Copy
Paste ; Get Recent  Enter Edit Refresh
Format Painter | pata~-|Sources~ Data | Queries -
Clipboard External data

Select “Excel”.

Maodeling Help

i { Cut B 'i.] —| r—
Copy B Ay AL _I"‘

=) [E5] Text box > i r —— =| Mew Measure | ”I
S ey el il ] e _p L+

paste . s Get Recent  Enter Edit Refresh Mew  New
rOrmatvainter  patav Sources™ Data  Queries ™ Page ™ Visual ata
Clipboard External data
ol All
Excel
& All gl
= o T P T V)
EE File Import data from a Microsoft Excel workbook. "
]
= XML
Database '
ol 1coN
| JSON
Power Bl —
Folder
Azure

MySQL database

PostgreSQL database

Connect Cancel

—>

Select “Connect”.
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Select the file. x
> ThisPC > Desktop > Sample v |0 | Search Sampie »
folder =~ M @

MName B Date modified Type Size
is i‘] MFB8916.xlsx 7/26/2019 10:07 A.. Microsoft Excel W... 138 KB
1ts
ds
“ ”

Select “Open”.
k(C)
Ariven Cil, il < >
‘8916.xlsx Authors; Date modified: 7/26/2019 10:07 AM

zrosoft Excel Worksheet

File name:

Highlighting the desired

Size: 137 KB Content type: application/vnd.openxmiformats-officedocu...

\ V‘ | Excel Files (*xl*xdsx;* xdsm;*xdst ~ |

MF8916.dsx

Cancel

sheet does not activate the Load and Transform Data buttons.

Navigator

Display Options =

Fl

MEB B [12]

— Ralance Shest

Change n Beluned £

General Journal

A General Journal Part 2
Income Statement
Sheet 1

o Sheet 2

oz
O
OEs
O&E

OE Tablet

Worksheet " 5
No items selected for preview
xinm.Prnt_Arca
xinm.Print_Area2

_xInm.Print_Aread

Suggested Tables (4]
[ E Table 1 (General laumnal Part 2)
OB Table 2 (Worksheet)
O B Tahle 3 incame Statement)

[0 = Table 4 (Ralance Sheet)

| cancel |
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For our example, double click on “General Journal” or you can select the check box on

the left of “General Journal”.

Navigator

Rl o)

Display Options ~

4 1 MFE9T6xsx [12]
o/
O&E
¥ B
m S
OB
O
m i
O
O
[m
O
O

Balance Sheet
Changes in Retained Earnings
General Journal
General Journal Part 2
Income Statement
Sheet 1

Sheet 2

Worksheet
_xInm.Print_Area
_xInm.Print_Area2
_xInm.Print_Area3

Table1

4 Suggested Tables [4]
[0 E7 Table 1 (General Journal Part 2)
O E Table 2 (Worksheet)
[0 B Table 3 (Income Statement)

[0 E Table 4 (Balance Sheet)

The data preview will be displayed.

[General Journal B
A Byte of Accounting, Inc. Column2 Column3 Column4 (
General Journal null null n

null null mA
Transaction Date Account Name
null nuif n
1 6/1/2018 1110 Cash
1 6/1/2018 32100 Capital Stock
null
null
null nulf n
2 6/1/2018 1211 Office Equip.
2 6/1/2018 2101 Accounts Payable
null
null
null null n
3 6/1/2018 1311 Computer Equip.
3 6/1/2018 1110 Cash
null
null
nulf null n
4 6/2/2018 5040 Repairs & Maint. Expense
4 6/2/2018 2101 Accounts Payable
nuif
N
@ The daiffin the nreview has heen truncated due to size limits
< >
Load Transform Data ‘ | Cancel |
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Select “Transform Data” and a new window called Power Query Editor opens.

Navigator

Display Options =

4 MF8916.xlsx [12]
a D Balance Sheet
[ E Changes in Retained Earnings
¥ 1 General Journal
O & General Journal Part 2
O E Income Statement
OB Sheet1
OO Sheet2
O E Worksheet
O B _xInm.Print_Area
OB _dnm.Print_Area2
O E _danm.Print_Area3
O = Table

4 Suggested Tables [4]
[0 E7 Table 1 (General Journal Part 2)
[0 E Table 2 (Worksheet)
[0 B2 Table 2 (Income Statement)
[0 E Table 4 (Balance Sheet)

us |0

General Journal

A Byte of Accounting, Inc.

General Journal

Transaction

Column2

null
null
Date

null
1 6/1/2018
1 6/1/2018
null
2 6/1/2018
2 6/1/2018
null
6/1/2018
6/1/2018

4 6/2/201
4 6/2/2018

Column3

Account

Column4 (
null n
null n
Name

nulf n
1110 Cash
3100 Capital Stock

null

null

null mn
1211 Office Equip.
2101 Accounts Payable

nulf

nulf

nulf n
1311 Computer Equip.
1110 Cash

null

null

null n
5040 Repairs & Maint. Expense
2101 Accounts Payable

null

limits.

Transform Data | | Cancel ‘
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In the Power Query window, Power Bl Desktop records each data modifications in the

“Applied Steps”. \

o .

wl | [ = | Untitled - Power Query Editor

- Home Transform Add Column View Help L7]
=X D D D [B. D |2 Properties L o/ o ¥ % Data Type: Any ~ [ Merge Queries ~
C) ~
=t & [} advanced Editor x HH HH [11] [E1 Use First Row as Headers ~ | “Z Append Queries ~
Close& | Mew Recent Enter | Datasource | Manage | Refresh Choose Remove | Keep Remove it Group | )
Apply ™ | Source* Sources~ Data settings Parameters ~ | Preview = [ Manage = Columns~ Columns*  Rows~ Rows ™ Col - By ) Replace Values Combine Files
Close New Query Data Sources | Parameters Query Manage Columns Reduce Rows | Sort Transform Combine
Quere: [1] < f = Table.TransformColumnTypes(#*Promoted Headers”,{{"A Byte of Accounting, Incs ype any}, ~ | Query Cetings x

ABC

B ~] 455 column3

1. 455 AByte of Accounting, Inc. (e

~]455 column2 4 PROPERTIES

Name

El General Joumal -] A% columna A2 Columns

1 General Journal null null
General Journal

2 nuill null
3 Trensaction Date Account Name All Properties
4 nult nuil

4 APPLIED STEPS
5 1 01-Jun-18 1110 Cash Investment from
6 1 01-un-18 3100 Capital Stock Investment from| ez
- ) Navigation
7 nui

Promoted Headers

> o X Ch: d Ty
9 nult nuil nuil mgec ype
10 2 01-Jun-18 1211 Office Equip. Hudson equipme I:Changed Type
11 2 01-Jun-18 2101 Accounts Payable Hudson equipme |
12 null
13 null
14 null nuil null
15 3 01-Jun-18 1311 Computer Equip. Hailey Computer
16 3 01-Jun-18 1110 Cash Hailey Computer
17 nuil
18 null
19 nult nuil il
20 4 02-Jun-18 5040  Repairs & Maint. Expense Avery Repairs, In
21 4 02-Jun-18 2101 Accounts Payzble Avery Repairs, In
22 null
23 nuil -
24 4 n ] v

22 COLUMNS, 206 ROWS  Column profiling based on top 1000 rows PREVIEW DOWNLOADED AT 11:29 PM

The program added the steps 4 APPLIED STEPS
that it performed as Power Bl
inputted the data. Note that it
did not correctly find the row
that contains the “Headers”.
Therefore, some steps must be

deleted.

Source

Mavigation

Promoted Headers
# Changed Typ

APPLIED STEPS

Select the step, “Changed Type”. Source
Navigation
Promoted Headers

> Changed Type

Right click and select “Delete”. === . —
‘b *  Delete

[ Properties..

Delete Until End

Insert Step After
Move Up
Move Down

Extract Previous

View Native Query
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Delete the step “Promoted 4 APPLIED STEPS
Headers”, leaving us with
two steps.

Source

> Navigation
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Operation 2: Fix the Headers — The field headers are in the fourth row of the source
document. Remove the top three rows to move the headers to the first row and then

promote them to the Query Editors’ headers.

. ‘1‘35 Columni ' fgg Column2 ' igg Column3 v ng Column4 ' ;‘%g Columns el f
1 | A Byte of Accounting, Inc. null nulf null HUIA
2 | General Journal null nwll null nul
3 null null null nul
4 | Transaction Date Account Name Description
5 nufl null null
Select “Remove Rows”.
| e
| e ﬂl i % Data
S 2 | D e
Keep |Remove Split Group 1
Rows = | Rows = Column~ By ™2
Select “Remove Top Rows”. > redud B Remove Top Rows | rar
E.EE‘ Remove Bottom Rows
eet"]1HD| o
. Remove Alternate Rows
e E*E Remove Duplicates
I ]
'-_|?< Remove Blank Rows
|%: Remave Errors
ol

Enter a “3” to remove top three rows.

Remove Top Rows
Specify hiow mamy rows 1o remave from the top.

Mumber of rows

Flmmm

Then click “OK”
4@ I:a-“
HE. 'ig; Columni1 .| i‘gg Column2 - i‘gg Column3 ¥ fgg Column4 | f;_'g Column5 -
1  Transaction Date Account Name Description
5} null Lot null
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To promote the first row in the current data to Query Editors’ headers, select “Use First

——

Row as Headers”.

Home Transform Add Column View Help

-: D DJ D D ['3 %;:;:::s&mtor I:I L><J

v s | 2 ata Type: Any ~
= B T s

El ||m Use First Row as Heanel;‘ '||
Close & New Recent  Enter Data source Manage Refresh Choose  Remove Keep Remove Split  Group T
Apply~ | Source - Sources ~ Data settings Parameters ~ | Preview - [1] Manage » Columns ~ Columns ~ | Rows~ Rows ™ Column~ By 3 Replace Values
Close Mew Query Data Sources ' Parameters Query Manage Columns Reduce Rows Sort Transform
B 123 Transaction ¥ F3] pate - 123 Account ~ | AB- Name | = | AB- Description ' 123
1 nulf null nulf null
~
2 | 6/1/2018 1110 cash Investment from Mark Friedman
3 &) 6/1/2018 3100 Capital Stock Investment from Mark Friedman

Note: After you perform a transformation, the changes
are recoded in the “Applied Steps” section. If you
incorrectly did a step you can easily delete the step
and do it again.

—

4 APPLIED STEPS

Source

Mavigation

Removed Top Rows

Promoted Headers
| 7. Changed Type
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Operation 3: Filter Rows — Exclude rows that do not contain Account Number

You can observe that there are several rows that do not contain an account number.
We can add a filter step which will remove such rows. Note that we are not deleting
anything from the source data file. This will just filter such data out and exclude these
records from the final table.

Click on the “drop-down” next to Account, Uncheck “null” and Click “OK”

2. 123 Transaction - E| Date - 123 Account ABC Mam
1 2] Sort Ascending

2 2| Sort Descending Cash

3 Capital 5
4

5

£ Remaowve Empty

7 Mumber Filter v | Office Ec
8 Account:
- | /

10 iSe‘t All)

11 O (null)

12 ¥ 1110 Compurte
13 ¥ 1211 Cash
14 ¥ 1311

15 ¥ 2101

16 ¥ 3100

17 - 4100 Repairs {

i

18 2030 Account:
- ~ 5040

20 oK Cancel

21 R— e -

Notice that “Filtered Rows” step is automatically
added on the right side in the “Applied Steps”
section.

4 APPLIED STEPS

Source
Navigation
Removed Top Rows
Promoted Headers
Changed Type

< Filtered Rows

10
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Operation 4: Remove Columns — Remove unnecessary columns from the table

Click on the “Transaction” column header to select the column.

B=-

[

wWoogm = oh W s R

Then scroll to the right and select Shift + Click on the “Total Balance” column header,

Mark Friedman
University of Miami

123 Transaction - | [#5] Date -|1123 Account -T| AP Name ~ | AB- Description -]1&
1 01-lun-18 1110 Cash Investment from Mark Friedman
1 01-fun-18 3100 Capital Stock Investment from Mark Friedman
2 01-fun-18 1211 | Office Equip. Hudsen equipment Invoice BC3B87
2 01-fun-18 2101 | Accounts Payable Hudsen eguipment Invoice BC3887
3 01-fun-18 1311 | Computer Equip. Hailey Computers 87245, cke001
3 01-fun-18 1110 Cash Hailey Computers 87245, cke001
4 02-fun-18 5040 Repairs & Maint. Expense Avery Repairs, Invoice 25478
4 02-fun-18 2101 | Accounts Payable Avery Repairs, Invoice 25478
& 04-fun-18 1211 | Office Equip. Scanner, Jake Supplies, 54-541 ck&002
5 04-fun-18 1110 Cash Scanner, Jake Supplies, 54-541 ck&002
& 08-fun-18 5030 Advertising Expense Zac Advertising, 23547
& 08-fun-18 2101 | Accounts Payable Zac Advertising, 23547
7 08-fun-18 2101 | Accounts Payable Pd Afp ckE003
7 08-fun-18 1110 Cash Pd A/p ck6003
2 14-fun-18 1110 Cash Services performed by Lucus Pictures
8 14-fun-18 4100 Computer & Consulting Revenue Services performed by Lucus Pictures

the last column that contains data. Note that this selects (highlights) all the columns with

data.
E-r ABC Description - 123 Debit - 123 Credit - |123 Total Balance ~ 1123 columna -4
1 Investment from Mark Friedman 28000 null 28000 ]
2 Investment from Mark Friedman null 28000 -28000 ]
3 Hudson equipment Invoice BC3BET 4000 null 4000 o
4 Hudson equipment Invoice BC3B87 nul 4000 -4000 a
5 Hailey Computers 87245, ck6001 7000 null 7000 o
6 Hailey Computers 87245, ck6001 nul 7000 -7000 o
7 Avery Repairs, Invoice 25478 725 null 725 0
] Avery Repairs, Invoice 25478 null 725 -725 0
'] Scanner, Jake Supplies, 54-541 ck6002 125 nuill 125 0
10 Scanner, Jake Supplies, 54-541 ck6002 null 125 -125 0
11 Zac Advertising, 23547 3380 mull 3380 o
12 Zac Advertising, 23547 null 3380 -3380 o
13 Pd A/p ck6003 &40 null &40 0
14 Pd A/p ck6003 null &40 -540 0
15 Services performed by Lucus Pictures 11000 nuill 11000 o
16 Services performed by Lucus Pictures null 11000 -11000 o

11
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Click on “Remove Columns Drop-Down”.

Y

Select “Remove Other Columns”. HH HH
Choose Keep Remove

Columns = |[Columns |  Rows~ Rows~

lanage '};J Remaove Columns F‘i

Remove Other Columns

Only the columns with data will be retained.

12
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Operation 5: Replace Values. Replace “Null” with “0”

Select the “Home” tab.

Select Columns “J#€bit” and “Credit”. Use Ctrl + Click to perform a multi column select.

Select “Rep#lce Values”.

Home Transform Add Column View
Ny =INE A | B
Ty Is |
L4y e ®s [T advanced Editor

Close & MNew Recent  Enter Data source Manage Refresh Choose  Remove Keep Remove sp

Help

L % Data Type: Whole Number =

D Use First Row as Headers =

Apply~ | Source v Sources* Data settings Parameters > | Preview ~ F Manage ~ Columns * Columns = | Rows~ Rows~ Column
Close MNew Query Data Sources ' Parameters Query Manage Columns Reduce Rows Sort Transform
Queries [1] < fx = Table.AddIndexColumn{#"Sorted Rows", "Index”, 1, 1)
] General Journal - [~ AB( Name - AB( Description - 123 Debit - 125 Credit - | 123 Total Balance
1 1110 Cash Investment from Mark Friedman 28000 null 2
2 1110 Cash Hailey Computers 87245, cke001 null 7000
3 1110 Cash Scanner, Jake Supplies, 54-541 ck6002 null 125
4 1110 Cash Pd A/p ck6003 null &40
5 1110 Cash Services performed by Lucus Pictures 11000 null 1
6 1211 Office Equip. Hudson equipment Invoice BC3BB7 4000 null
7 1211 Office Equip. Scanner, Jake Supplies, 54-541 ckG6002 125 null
8 1311 Computer Equip. Hailey Computers 87245, ck6001 7000 null
9 2101 Accounts Payable Hudson equipment Invoice BC3887 null 4000
10 2101 Accounts Payable Avery Repairs, Invoice 25478 null 725
11 2101 | Accounts Payable Zac Advertising, 23547 null 3380
12 2101 Accounts Payable Pd Afp ck6003 &40 null
13 3100 Capital Stock Investment from Mark Friedman null 28000 -2
14 #100 Computer & Consulting Revenue Services performed by Lucus Pictures null 11000 -1
15 5030 Advertising Expense Zac Advertising, 23547 3380 null
16 5040 Repairs & Maint. Expense Avery Repairs, Invoice 25478 725 null

In the Pop-up, type X
“null” in “Value to Replace Values

Find” and “0” in Replace one value with another in the selected columns.
“Replace With”. Value To Find

| rull |

Replace With

d |

Click OK.

Cance'

This replaces all null values with “0”.

13
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Operation 6: Load data. Click on “Close and Apply”

This loads the data onto Power Bl from Power Query
Editor.

Home Transform

& Lo B

Recent Enter
Source = Sources = Data

) . . Mew Query
Now you’ll be back to the main window of Power BI.
File Home  Insert Modeling  View  Optimize  Help
B DEe D 4
; L] - b 4 Visualizations » Data
% = D > m \'E;’N'I a Journal
ERMEMER
b 00 b B L e

HFLEEOSE
QB AATE
EEEBE-r Py

Build visuals with your

Select or drag fields from the Data pane onto U\ report canvas E0RTR
_________________ — apez -
1 W —
H— v E: Vahues
: T\:S — Add data fields here

Cvilt through
Crogs-report LS
Keep all filters [voe]

Adtd dril-thecugh fiekds here

If you want to return to the from Power Query Editor, to modify anything from the
previous operations, just click on “Transform Data”.

@ [ |B7|[&

jtaverse Recent Transform Refresh
SOurcesv data v
Queries

14
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Operation 7: Create a “Table”.
Click on the Table icon under the Visualization

. Visualizations > Fields b
section to add a table.

= /O Search
If the field names are not displayed press the
arrowhead to the left of General Journal.

) o~ B General Joumnal

S - =] = Account

The order that you select the fields is used to = Fy 5 5 Credit
determine the order in which the fields are @ - - Date
displayed in the table. Click on the box next to =P 5 Debit
each field in the order that you want the fields = T
to be displayed. Velues 5 Index

1. Account Add data fields here Name

2. Name ) Drillthrough 2 Total Balance

3. Transaction % Transaction

4. Date S —

5. Description

6. Debit ' Sum of Account Name I

7. Credit

8. Total Balance 2101 Accounts Payabl

2101 Accounts Payabl
2101 Accounts Payabl
21071 Accounts Pavabl

IFs

Select the lower right-hand corner to expand the Table.

Sum of Account Name Sum of Transaction Year Quarter Month Day Description Sum of Debit Sum of Credit Sum of Total Balance

2101 Accounts Payable 2 2018 Qir2 June 1 Hudson equipment

4000 -4000

2101 Accounts Payable 4 2018 Qtr2  June 2 Avery Repairs, Invoi 0 25 72

2101 Accounts Payable 7 2018 Qtr2  June 640 0

- ble ne 0 3380

ne 80 0

ne 28000

ne 7000

ne 28000 0

ne 0 25

ne 0 640

ne 000 0
4100 Computer & Consulting Revenue ne 0 11000 1100(

1 Computer Equip. ne 7000 0 7l
1211 Office Equip. ne 4000 0 400
211 Office Equip. 5 20 tr 2 ne 125 ( 12!
5040 Repairs & Maint. Expense 4 2018 Qtr2 ne 725 0 72!
34957 72 54870 54870 0

15
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Now change the defaults of some fields in the table.

Click on dropdown next to “Date”.

Select “Date” instead of “Date Hierarchy”.

16

Mark Friedman

University of Miami

Visualizations >

Build visual

m o R

= hi E la = 00
< A M B [dk &2
Ml =L O O H
QW AaE[E
EEEER PY

E-E08 @MW
BARmeD -
Columns

Sum of Account X
Name X
Sum of Transaction X

Description v X

X

X

Sum of Total K

Date X

Year el

Quarter X

Month x

Remove fisld Day *

Rename

Mowve b
Conditional formatting L

.
VT

namonal Termattin

Dan't summarize

Earliest
Latest

Count (Distinct)

Count

Mew quick measure

Show tems with no data

Date

Date Hierarchy

Mew group
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Operation 8: Changing the Date format.

ield >
To change the format of the field “Date” select the field from the list. Fields

/O Search

~ B General Journal

¥ ¥ Account
¥ 3 Credit
A Date
| %8 Date Hierarc...
“ % Debit
o Description
~ Z Index
v MName
~ Z Total Balance

~ % Transaction

Click on the drop-down to the right of the default date format in “Formatting"\

View Modeling Help Format Data / Drill
ﬂ !J m Data type: Date = |

2
- I Format: *Wednesday, March 14, 2001 [dddd, MM MR dd, yyyy) 'l |
MNew MNew MNew Sort by o "
Column Table | Parameter Column~ ' o Auto o l

ileulations What If Sort Farmatting

Date farmats

Select “dd-mmm-yy”. —

17
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The Updated table

Sum of Account Name Sum of Transaction Date Description Sum of Debit Sum of Credit Sum of Total Balance
2101 Accounts Payable 4 02-Jun-18 Awvery Repairs, Invoice 25478 0 725 -725
2101 Accounts Payable 2 01-Jun-18 Hudson equipment Invoice BC3887 0 4000 -4000
2101 Accounts Payable 7 08-Jun-18 Pd Afp ckb003 640 0 640
2101 Accounts Payable 6 08-Jun-18 Zac Advertising,23547 0 3380 -3380
5030 Advertising Expense 6 08-Jun-18 Zac Advertising, 23547 3380 0 3380
3100 Capital Stock 1 01-Jun-18 Investment from Mark Friedman 0 28000 -28000
1110 Cash 3 01-Jun-18 Hailey Computers 87245, ck6001 0 7000 -7000
1110 Cash 1 01-Jun-18 Investment from Mark Friedman 28000 0 28000
1110 Cash 7 08-Jun-18 Pd A/p ckG003 0 640 -840
1110 Cash 5 04-Jun-18 Scanner, Jake Supplies, 54-541 ck6002 0 125 -125
1110 Cash 8 14-Jun-18 Services performed by Lucus Pictures 11000 0 11000
4100 Computer & Consulting Revenue 8 14-Jun-18 Services performed by Lucus Pictures 0 11000 -11000
1311 Computer Equip. 3 01-Jun-18 Hailey Computers 87245, ck6001 7000 0 7000
1211 Office Equip. 2 01-Jun-18 Hudson equipment Invoice BC3887 4000 0 4000
1211 Office Equip. 5 04-Jun-18 Scanner, Jake Supplies, 54-541 ck6002 125 0 125
5040 Repairs & Maint. Expense 4 02-Jun-18 Avery Repairs, Invoice 25478 725 0 725

34057 72 54870 54870 0

18
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Operation 9: Exporting data to Excel
Select the table and notice that you get More Options indicated by 3 dots (...) on the top
or bottom right of the table.

I-Sum of Account Name Sum of Transaction Date Description Sum of Debit Sum of Credit Sum of Total Balance B

2101 Accounts Payable 4 02-Jun-18 Avery Repairs, Invoice 25478 0 725 -725
2101 Accounts Payable 2 01-Jun-18 Hudson equipment Invoice BC3887 0 4000 -4000
2101 Accounts Payable 7 08-Jun-18 Pd Afp ck6003 640 ] 640
2101 Accounts Payable 6 08-Jun-18 Zac Advertising,23547 0 3380 -3380
5030 Advertising Expense 6 08-Jun-18 ZFac Advertising, 23547 3330 0 3380
3100 Capital Stock 1 01-Jun-18 Investment from Mark Friedman 0 28000 -28000
1110 Cash 3 01-Jun-18 Hailey Computers 87245, ck6001 0 7000 -7000
1110 Cash 1 01-Jun-18 Investment from Mark Friedman 28000 0 28000
1110 Cash 7 08-Jun-18 Pd A/p ck6003 0 640 -540
1110 Cash 5 04-Jun-18 Scanner, Jake Supplies, 54-341 ck6002 0 125 -125
1110 Cash 8 14-Jun-18 Services performed by Lucus Pictures 11000 a 11000 "
4100 Computer & Consulting Revenue & 14-Jun-18 Services performed by Lucus Pictures 0 11000 -11000
1311 Computer Equip. 3 01-Jun-18 Hailey Computers 87245, ck6001 7000 a 7000
1211 Office Equip. 2 01-Jun-18 Hudson equipment Invoice BC3887 4000 a 4000
1211 Office Equip. 5 04-Jun-18 Scanner, Jake Supplies, 54-341 ck@002 125 0 1235
5040 Repairs & Maint. Expense 4 02-Jun-18 Avery Repairs, Invoice 25478 725 a 723

34957 T2 54870 54870 0

More options
[ -

- =

_—

Click on the More Options and select “Export Data”. === [ Eport data

lfjl'p Show data
X Remaove
':":g Automatically find clusters

=0 Spotlight
Add the name of the file “ General Ledger”. | % Sert descending
Save As *
™ » ThisPC > Desktop » Sample o] Search Sample r
Organize *  New folder =- @
Name - Date modified Type Size

= This PC
» 3D Objects No items match your search.
m Desktop
[£] Documents
& Downloads
b Music
= Pictures
B Videos
% . Local Disk (C)

. Google Drive Fili
v

>
[AICLEL AR General Ledger.cs: ~
Save as type: CSV File (*.csv) >

~ Hide Folders Cancel

Select Save
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In the File Manager, navigate to the location and double click on the file’s name to open
the file in Excel.

You'll notice that the data from the Power Bl is now in Excel.

AutoSave (@ OF) General Ledger.csv v 0 Friedman, Mark E.  FM =
File Home Insert Page Layout Formulas Data Review View Developer Help  ACROBAT
Al - Je Sum of Account
A B C D E F G H I J K L
1 |Sum of AciName Sum of Tre Date Descriptiol Sum of De Sum of Cre Sum of Total Balance
2 2101 Accounts | 4 HEHHHEEE Avery Repi 0 725 -725
3| 2101 Accounts F 2 #HEE Hudson eq 0 4000 -4000
4 | 2101 Accounts | 7 HasE Pd Afp cke 640 0 640
5 | 2101 Accounts | 6 #HHEE Zac Advert 0 3380 -3380
6 | 5030 Advertising 6 #HHEE Zac Advert 3380 0 3380
7| 3100 Capital Stc 1 ##HHHEE Investmen 0 28000 -28000
8 1110 Cash 3 #HEE Hailey Con 0 7000 -7000
9 1110 Cash 1 ##H##H#HEE Investmen 28000 0 28000
10_ 1110 Cash 7 HasE Pd Afp cke 0 640 -640
11 | 1110 Cash 5 HE####EE Scanner, Ji 0 125 -125
12_ 1110 Cash 8 IS Services pe 11000 0 11000
13 | 4100 Computer 8 IS Services pe 0 11000 -11000
14 | 1311 Computer 3 #HEE Hailey Con 7000 0 7000
15 | 1211 Office Equ 2 #HEE Hudson eq 4000 0 4000
16 | 1211 Office Equ 5 ##HEE Scanner, Jé 125 0 125
17 | 5040 Repairs & | 4 #itHEHE Avery Repi 725 0 725
18
’ General Ledger ) [«]
Before you perform the next step, make surethe 17| 1130 Inventory 18 6/25/2018 Pu
original file MF8916.xlIsx is Open. 18| 1211 Office Equ Insert. HL
19 1211 Office Equ 5¢C
20: 1311 Computer EE Delete He
21 2101 Accounts [ 7 Rename Hu
22 2101 Accounts F
23| 2101 Accountgt I_ LEEer e I
24 | 2101 [al view Code Pd
25 Accounts F Pu
/ 2120 Payroll Lia EZ protect Sheet.. Sa
27 | 2120 Payroll Lia Tab Color > To
28 | 3100 Capital Stc ) Im
29 | 4100 Computer Hide Se
. L. . 30 4110 Equipment G.
Copy this sheet to the original Excel by right 31| 4110 Equipment »
clicking on the tab and selecting “Move or Copy”. i D € Select All Sheets
—iﬂ#ﬂ“ General Led¢, . _
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Move or Copy ? x

Move selected sheets

Select the name of the original file.

Before sheet:

p—
General Journal

General Journal Part 2
Worksheet

Income Statement
Chanoae i Detained Eornins

) L L

Scroll till the end and click on “(move to end)”. . Balance Sheet

D Create a copy
Then click “OK”.

Cancel
The General Ledger is now in the original file.
AutoSave B S MFBY16xisx- Saved v P Ssearch (Al+Q@) Friedman, Mark E B - 0 X
File Home Insert Page Layout Formulas Data Review View Developer Help ACROBAT 1 Comments 3 Share
e | == ab, - Conditional Formatting v & Insert v v ov~
ﬁj 4 Calibri i e A A E 4 General g g g E fO
- == 5~ ~ 9 Format as Table ¥ X Delete v v ~
Paste E@ B I U A - = $ /0 ° i . Analyze
- 2 v = == 8. <) 9 T Cell Styles ~ [HFormat~ | &~ Data
Clipboard [ Font N Alignment [ Number [E] Styles Cells Editing Analysis Sensitivity ~
Al - S Sum of Account v
A B C D E F G H | J K L M N ] P [<]
1 [Sum ofAclName Sum of Trz Date Descriptiol Sum of De Sum of Cre Sum of Total Balance
2 | 2101 Accounts F 4 #EHEE Avery Repi 0 725 -725
3 2101 Accounts F 2 #H###HEE Hudson eq 0 4000 -4000
4 | 2101 Accounts | 7 #EssusEs pd Afp cke 640 0 640
5 | 2101 Accounts | 6 ##H#HHE Zac Advert 0 3380 -3380
6 | 5030 Advertising 6 #i#H#HHH Zac Advert 3380 0 3380
7| 3100 Capital Stc 1 ##H#HHHHE Investmen 0 28000 -28000
8 | 1110 Cash 3 ##H#HEEE Hailey Con 0 7000 -7000
9 | 1110 Cash 1 HHEEHH Investmen 28000 0 28000
10| 1110 Cash 7 #HEEsEE Pd Afp cke 0 640 -640
1) 1110 Cash 5 #E###H#E Scanner, Je 0 125 -125
12_ 1110 Cash 8 HHHHHHHIH Services pe 11000 0 11000
13 4100 Computer 8 HEHHHHEE Services pe 0 11000  -11000
14 1311 Computer 3 ####gHHE Hailey Con 7000 0 7000
15 1211 Office Equ 2 g Hudson eq 4000 0 4000
16 1211 Office Equ S #EH#HEEE Scanner, J¢ 125 0 125 -
17 5040 Repairs & | 4 gH##HHEE Avery Repi 725 0 725
18 =]
q | Sheet 1 | Sheet 2 | General Ledger @ ] ] m
Ready % f)‘(;'-‘ccess\bihty: Investigate ﬂ E -+ 100%
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Fix and format as desired, changing the columns’ headings, widths and formats .

o B Cc D E F G H
1 |Account Name Transaction Date Description Debit Credit Total Balance
2 2101 Accounts Payable 4 6/2/2018 Avery Repairs, Invoice 25478 0 725 -725
3 2101 Accounts Payable 2 6/1/2018 Hudson equipment Invoice BC3887 0 4000 -4000
4 2101 Accounts Payable 7 6/8/2018 Pd A/p ck6003 640 0 640
9 2101 Accounts Payable 6 6/8/2018 Zac Advertising, 23547 0 3380 -3380
6 5030 Advertising Expense 6 6/8/2018 Zac Advertising, 23547 3380 0 3380
7 3100 Capital Stock 1 6/1/2018 Investment from Mark Friedman 0 28000 -28000
8 1110 Cash 3 6/1/2018 Hailey Computers 87245, ckb001 0 7000 -7000
9 1110 Cash 1 6/1/2018 Investment from Mark Friedman 28000 0 28000
10 1110 Cash 7 6/8/2018 Pd A/p ck6003 0 640 -640
11 1110 Cash 5 6/4/2018 Scanner, Jake Supplies, 54-541 ck6002 0 125 -125
12 1110 Cash 8 6/14/2018 Services performed by Lucus Pictures 11000 0 11000
13 4100 Computer & Consulting Revenue 8 6/14/2018 Services performed by Lucus Pictures 0 11000 -11000
14 1311 Computer Equip. 3 6/1/2018 Hailey Computers 87245, ckb001 7000 0 7000
15 1211 Office Equip. 2 6/1/2018 Hudson equipment Invoice BC3887 4000 0 4000
16 1211 Office Equip. 5 6/4/2018 Scanner, Jake Supplies, 54-541 ck6002 125 0 125
17 5040 Repairs & Maint. Expense 4 6/2/2018 Avery Repairs, Invoice 25478 725 0 725
18
Sort the Range A1:H17 by Account and Transaction.
Sort ? X
—+ add Level || XX Delete Level || [[3Copy Level ||| ~ Options.. My data has headers
Column Sort On Order
Sortby | Account ~ | |Cell values ~ | | smallest to Largest ~
Then by Cell values v| |atoz ~
| Account
Name
Transaction
Date
Description
Debit
Credit
Total Balance
A B C D E F G H
1 Account Name Transaction Date Description Debit Credit Total Balance
2 1110 Cash 1 6/1/2018 Investment from Mark Friedman 28000 0 28000
3 1110 Cash 3 6/1/2018 Hailey Computers 87245, ckb001 0 7000 -7000
4 1110 Cash 5 6/4/2018 Scanner, Jake Supplies, 54-541 ck6002 0 125 -125
5 1110 Cash 7 6/8/2018 Pd Afp ck6003 0 640 -640
G 1110 Cash 8 6/14/2018 Services performed by Lucus Pictures 11000 0 11000
7 1211 Office Equip. 2 6/1/2018 Hudson equipment Invoice BC3887 4000 0 4000
8 1211 Office Equip. 5 6/4/2018 Scanner, Jake Supplies, 54-541 ck6002 125 0 125
9 1311 Computer Equip. 3 6/1/2018 Hailey Computers 87245, ck6001 7000 0 7000
10 2101 Accounts Payable 2 6/1/2018 Hudson equipment Invoice BC3887 0 4000 -4000
1 2101 Accounts Payable 4 6/2/2018 Avery Repairs, Invoice 25478 0 725 -725
12 2101 Accounts Payable 6 6/8/2018 Zac Advertising,23547 0 3380 -3380
13 2101 Accounts Payable 7 6/8/2018 Pd A/p ck6003 640 0 640
14 3100 Capital Stock 1 6/1/2018 Investment from Mark Friedman 0 28000 -28000
15 4100 Computer & Consulting Revenue 8 6/14/2018 Services performed by Lucus Pictures 0 11000 -11000
16 5030 Advertising Expense 6 6/8/2018 Zac Advertising,23547 3380 0 3380
17 5040 Repairs & Maint. Expense 4 6/2/2018 Avery Repairs, Invoice 25478 725 0 725
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A General Ledger has a running balance within each account. To make Running Balance calculation, type
column header “Running Balance” into the first row of the first empty column (cell I11). In the cell under
header (12) put in this formula: =IF(A2<>A1,H2,H2+I1).

Copy the formula from cell 12 to the bottom of the data.

File Home Insert Page Layout Formulas
SUMIF - X v f
A B C

1 -Accoun‘fIName

2 [ 1110|Cash

3 1110 Cash
4 1110 Cash

5 1110 Cash
6 1110 Cash

7 1211 Office Equip.

8 1211 Office Equip.

9 1311 Computer Equip.

10 2101 Accounts Payable

11 2101 Accounts Payable

12 2101 Accounts Payable

13 2101 Accounts Payable

14 3100 Capital Stock

15 4100 Computer & Consulting Revenue
16 5030 Advertising Expense

17 5040 Repairs & Maint. Expense

“Save” and “Close” the Excel file and you are returned to the Power Bl

=IF(A2<>A1,H2,H2+11)

Transaction Date

Review View Developer Help ACROBAT
D E F

Description Debit
6/1/2018 Investment from Mark Friedman 28000
6/1/2018 Hailey Computers 87245, ck6001 0
6/4/2018 Scanner, Jake Supplies, 54-541 ck6002 0
6/8/2018 Pd A/p ck6003 0
6/14/2018 Services performed by Lucus Pictures 11000
6/1/2018 Hudson equipment Invoice BC3887 4000
6/4/2018 Scanner, Jake Supplies, 54-541 ck6002 125
6/1/2018 Hailey Computers 87245, ck6001 7000
6/1/2018 Hudson equipment Invoice BC3887 0
6/2/2018 Avery Repairs, Invoice 25478 0
6/8/2018 Zac Advertising, 23547 0
6/8/2018 Pd A/p ck6003 640
6/1/2018 Investment from Mark Friedman 0
6/14/2018 Services performed by Lucus Pictures 0
6/8/2018 7Zac Advertising,23547 3380
6/2/2018 Avery Repairs, Invoice 25478 725

23

G
Credit

H

Total Balance|Running Balance |

28000| =IF(A2<>A1,H2,H2+11)

7000

3380

28000
11000

-7000 IF(logical_test, [value_i
-125 20875
-640 20235

11000 31235
4000 4000

125 4125
7000 7000

-4000 -4000
-725 -4725

-3380 -8105

640 -7465
-28000 -28000
-11000 -11000

3380 3380

725 725

screen.
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Operation 10: Calculating “Unadjusted Trial Balance”

To calculate the Total Balance for each account, first create a new column which is a
combination of Account and Name.
~~ BB General Joumnal
Right click on the table name, “General Journal”. —
Mew measure
Select “NeW COIUmn”. *’ Mew column

Mew guick measure

Refresh data
Edit query

Manage aggregations

You'll notice that a new measure is added and the formula bar (on the top) shows the
formula as Column =

s H = | Part1 - Power BI Desktop /

Home View Modeling
! D ST ] [ =) ElTetbox #
3 .
,/J = B S L_||;|Image 1 | U U

0 o (& [d

Ty

O ER Copy
ter Edit Refresh Mew Mew Ask A Buttons From From Switch Manage

Paste i Get Recent
Format Painter | pata= Sour Data | Queries~ Page= Visual Question v  CI05hapes~ | parketplace  File Theme > | Relationships | |
External data Insert Custom visuals Themes ' Relationships

Clipboard

Il 1 Column =

Enter the following formula in the formula bar and press Enter to add the new column

Account and Name = 'General Journal'[Account]&" "&'General Journal'[Name]

']
Home View Modeling Help
L R’. Cut vl wiall | | — Text box |_§| Mew b
& 1 7 = | =) i
1] 7 s L I var |J New C

ER Copy [ Image
Paste X Get Recent  Enter Edit Refre New  New Ask A Buttons From From Switch Manage
Format Painter | pata~ Sources~ Data Queries ~ Page ~ Visual Question - Cﬂshapes T | Marketplace File Theme ~ | Relationships | L gl New G
Clipboard External data Insert Custom visuals Themes ' Relationships Calc
il 1 Account and Name = 'General Journal'[Account]&" "&'General Journal'[Mame] T

Add a new Page by clicking on the + icon seen
—p-
next to Page 1 at the bottom Page 1 +

PAGE1OF 1
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Insert a “Table”. o ]
Visualizations »  Fields p

M E ih & 1L 2 Search

< b b U U e

Table G EH S A~ B General Journal
A [E Ij E Account

= [l Account and Mame

% Credit

11 ” DatE
Add “Account and Name s Den
field and “Total Balance” field  yajyes =ort
to the table. Description
Account and Mame R4
2 Index
- Mame

B Running total

Drillthrough
9 = % Total Balance
Cross-report % Transaction
Add basic formatting changes.
Y B3

Account and Mame Total Balance

1110 Cash 31235

1211 Office Equip. 4125

1311 Computer Eguip. F000

2101 Accounts Payable -74B5

| 3100 Capital Stock -28000 I

4100 Computer & Consulting Revenue -11000

5230 Advertising Expense 3350

5040 Repairs & Maint, Expense 725
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Export this table as “Unadjusted Trial Balance” and move it to your original file.

AutoSave (@ Off) = M MF8916xlsx ~ D ose

File Home Insert Page Layout Formulas Data Review Vi
E17 v Jx

A | B | C | D
1 |Account and Name Total Balance
2 |1110.Cash 31,235.00
3 |1211.0ffice Equip. 4125.00
4 1311.Computer Equip. 7.000.00
9 2101.Accounts Payable (7,465.00)
6 3100.Capital Stock (28,000.00)
7 4100.Computer & Consulting Revenue (11,000.00)
8 |5030.Advertising Expense 3,380.00
8 |5040.Repairs & Maint. Expense 72500
10 Total -
11
12
4 ... | Sheet2 | General Ledger | Unadjusted Trial Balance )

Ready [@
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Operation 11: Send the “Flow and Data” to your Instructor.

Select “File”.

W |

Paste

Clipboard

= | ver 1 - Power Bl Desktop

Home View Maodeling Help
K 25z W
D) ] i
Copy Sy .A L=
. Get Recent  Enter Edit Refresh
IR L] T Data ™ Sources ™ Data Queries ¥

External data

Save and close Excel and Power Bl Desktop.
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Using Power Bl Part 2

Power Bl is a business analytics service by Microsoft. It aims to provide interactive
visualizations and business intelligence capabilities with an interface simple enough for
end users to create their own reports and dashboards. In this exercise, you will Extract
the General Journal file, Transform the data into the required format (a General Ledger
and an Unadjusted Trial Balance), and then Load the transformed data into Power BI.

The first eight journal entries for A Byte of Accounting are stored on an Excel sheet
named General Journal and were extracted, transformed and loaded in Part 1

A B C D E F G H
1 A Byte of Accounting, Inc.
2 General Journal
3 Note: You can only enter data into the yellow filled cells.
é*d'\é\ &

N 22 o & 3
4 <& Q¥ w Name Description Q% C}Eb
6 01 Jun 01 1110|Cash Investment from Mark Friedman 28.000.00
[ 01 Jun 01 3100|Capital Stock Investment from Mark Friedman 28,000.00
8
9
10
" 02 Jun 01 1211|Office Equip. Hudson equipment Invoice BC3887 4.000.00
12 02 Jun 01 2101 |Accounts Payable Hudson equipment Invoice BC3887 4.000.00
17

The next eleven journal entries for A Byte of Accounting were created by another
employee and are stored on an Excel sheet named General Journal Part 2.
As you review the new file note the differences:
The column headings are in row 6
The column headings are different
The columns are in a different order
Column B contains both the transaction number and the account number
The account number layout is different
The account name sometimes contains leading spaces
A B G D E F (
A Byte of Accounting, Inc.
General Journal

o0 A~LNE

Debit  Right Side

Account  Detail Account Name
as; mgton nvoice ccounts Keceivable

M/DD Trans

8 6/16 09 4130000.0000 § G. Washington Invoice 1492 Repair Service 348.00
9 6/16 09 4110000.0000 § G. Washington Invoice 1492 Equipment Sales 285.00
10

11 6/16 10 5090000.0000 Invoice 1732 Cost of Goods Sold 161.03

49 FaiFa an 44 23NNAN Annn Tereoalan 17233 Tenosnmdnome 1 0
38

39 6/26 19  5080000.0000 Supplies Chk 5056 Supplies 124.00

40 6/26 19 __J el plies Chk 5056 Cash 124.00

b General } heet | Income Statement | Changes in Retained Earnings | Balance & .. [

yrial | General Journal Part 2 | W,
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H

[r=RN-- RN RN- R R SR R

LT S T T T R R B e e e G e e e Y
_‘*-IU\UW_&IUJ!I\J —‘_D:lﬂm‘-JIU\-_U!&WIN—lDLD:CO_“-IO\M_&‘_W:M -l'CJ_

29

A | B C D E F G
Account [Name Transactic Date Descriptio Debit Credit
1110 Cash 1 2018-06-0 Investmer 28000 0
1110 Cash 3 2018-06-0 Hailey Cor o 7000
1110 Cash 3 2018-06-0 5canner, J 0 125
1110 Cash 7 2013-06-0 Pd A/p ckE 0 640
1110 Cash 8 2018-06-1 Services pi 11000 o
1110 Cash 12 2018-06-1 To Payroll 0 1430.01
1110 Cash 13 2018-06-2 Receipt Ce 633 0
1110 Cash 14 2018-06-2 Monthly It 0 326
1110 Cash 15 2018-06-2 Maint Chk 0 190
1110 Cash 19 2018-06-2 Supplies Cl 0 124
1120 Accounts [ 09 2018-06-1 G. Washin 633 0
1120 Accounts 13 2018-06-2 Receipt C: 0 633
1120 Accounts i 16 2018-06-2 . Adans Ir 350 0
1130 Inventory 10 2018-06-1 Invoice 17 0 161.025
1130 Inventory 17 2018-06-1 Invoice 17 0 14784
1130 Inventory 18 2018-06-2 Purchased 3350 0
1211 Office Equ 2 2018-06-0 Hudson ec 4000 0
1211 Office Equ 5 2018-06-0 Scanner, | 125 0
1311 Computer 3 2018-06-0 Hailey Cor 7000 0
2101 Accounts|2 2018-06-0 Hudson ec 0 4000
2101 Accountsi4 2018-06-0 Avery Rep o 725
2101 Accountsi6 2018-06-0 Zac Adver 1] 3380
2101 Accountsi? 2018-06-0 Pd A/p ckE 640 0
2101 Accountsi18 2018-06-2 Purchased 0 3350
2120 Payroll Lia 11 2018-06-1 Salary Exp 0 1430.01
2120 Payroll Lia 12 2018-06-1 To Payroll  1430.01 0
3100 Capital Stc 1 2018-06-0 Investmer 0 28000
4100 Computer 8 2018-06-1 Services pt 0 11000
4110 Equipmen 03 2018-06-1 G. Washin o 285
4110 Equipmen 16 2018-06-2 1. Adans Ir 1] 264
4130 Repair Ser 09 2018-06-1 G. Washin 1] 348
4130 Repair Ser 16 2018-06-2 . Adans Ir 0 86
5030 Advertisin 6 2018-06-0 Zac Adver 3380 1]
5030 Insurance 14 2018-06-2 Monthly It 326 0
5040 Repairs & 4 2018-06-0 Avery Rep 725 0
5080 Supplies 19 2018-06-2 Supplies Cl 124 0
5090 Cost of Go 10 2018-06-1 Invoice 17 161.025 0
5090 Cost of Go 17 2018-06-1 Invoice 17 147.84 0
5220 Maintenal 15 2018-06-2 Maint Chk 150 0
5380 Salary 11 2018-06-1 Salary Exp  1430.01 0
A B
1 |Account And Name |Ba|ance
2 1110 Cash 29797.99
3 5112[] Accounts Receivable 350
4 |1130 Inventory 3041.14
5 |1211 Office Equip. 4125
6 |1311 Computer Equip. 7000
7 12101 Accounts Payable -10815
8 |2120 Payroll Liabilities 0
9 |3100 Capital Stock -28000
10 4100 Computer & Consulting|  -11000
11 5411[] Equipment Sales -549
12 |4130 Repair Service -434
13 |5030 Advertising Expense 3380
14 @503[] Insurance Expense 326
15 | 5040 Repairs & Maint. Expens 725
16 |5080 Supplies 124
17 |5090 Cost of Goods Sold 308.86
18 5522[] Maintenance/Janitorial 190
19 |5380 Salary 1430.01

Running Balance

28000
21000
20875
20235
31235
29805
30438
30112
29922
29738
633

0

350
-161.02
-308.86
3041.14
4000
4125
7000
-4000
-4725
-8105
-7465
-10815
-1430.01
0
-28000
-11000
-285
-549
-348
-434
3380
3706
725
124
161.02
308.86
120
1430.01
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Open the Power Bl file file used in Part 1 and rename the Power Bl file as Part 2.

@ | = |wver1-Pow

—> Il
)

“File”.  mm

“Save as”.

Qpen

=P

’ P Save As

Get Data 3

r Import »
’_‘ Export 3
oy

.'i& Publish »

AT Export to POF

N,

3

A new pop-up screen appears, select the location you want to save the file.

T > This PC » Desktop > Sample

Gl Save As
Organize ~ New folder
~
W This PC

3 3D Objects
m Desktop
%] Documents
4 Downloads
& Music
= Pictures
B Videos
i Local Disk (C)

= Google Drive Filv
v £

Mame

@.| Part 1.pbix

X
v U | Search Sample e
Date modified Type Size
8/20/2019 1:27 PM Microsoft Power BI... 53 KB

“File name”. el File name:

Save as type: Power Bl file (*.pbix)

Click Save

- Hide Folders

>
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Operation 1: New Source- Input second Excel data set

Select “New Source”.

Home
L+ s B 8 E

Transf Add Column Vie

Close & Mew Recent  Enter Data source han
Apply ™  Source ™ Sources ™ Data settings Parami
Close Mew Query Data Sourc..  Param

Queries [1] O m.

] General Journal 1
2

Select “Excel” from the Drop-down
P Vview  Modeiing Help

| "'T z=5 |ansll ( [l Tet box - — New Maasire [
) = laa = ih W e : it
e e Get  Recent Enter Edit  Refresh  New  New
FOrMALFAMEC  patg~ Sources™ Dats  Queries © Page~ Wisual
Chphoard Exdernal dote
] Al
= All ~
il
G- "
Database Gia
Power Bl =
Folder
Azure
Online Services & ror
b SharePoint falder
Other W st foca
SQL Server database
[ Access database
SQL Server Analysis Services database
Oracle database
1BM Db2 database
1BM Informix database (Beta)
1BM Netezza
MySQL database
L

PostgreSQL database

Centified Connectors ’ Connect Cancel

Select “Connect”. =
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Select the file. %

» ThisPC » Desitop > Sample v £ Search Sample o

Mew folder =- @ 9

15 0 MFE916.xdsx

Select “Open”.

>

hed:  7/26/2019 1007 AM
lype  application/vnd opensmiformats-officedocu.

File name: | MFAS1Gxlsx wcel Files [*xl:* sdsgt slsmt st -

Open |“ Cancel

Select “General Journal Part 2”. Highlighting the desired sheet does not activate the
“Transform” button.

Navigator

However, the data
preview is displayed.

Double click on “General Journal Part 2” or select the check box to the left of the sheet’s
name.

Navigator

Select “Transform Data” and the
“Power Query Editor” opens.
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Now there are two queries. After you perform a transformation, the changes are
recoded in the “Applied Steps” section.

& . 355 ARyts of Accousting, ine. - |k Columnd = | A cohumad = | &% Cohimet c
The program automatically added 4 APPLIED STEPS
steps. Note that it did not correctly Source
find the row that contains the Navigation
“Headers”_ Promoted Headers
> Changed Type

Select “Changed Type”. / APPLIED STEPS

Source

Navigation

- - “ ” Promoted Headers
Right click and select “Delete”. P
Edit Settings

=]l Rename
X Delete
Delete Until End

Insert Step After
A~ Move Up

Move Down

Extract Previous

View Mative Query

[ Properties..

Delete the step “Promoted 4 APPLIED STEPS
Headers”, leaving us with Source

two steps. 2 Navigation
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Operation 2: Fix the Headers — The field headers are in the sixth row of the source
document. Remove the top five rows to move the headers to the first row and then
promote them to the Query Editors’ headers.

Ez= 1'“_;_% Columnl - 235 Column2 - 235 Column3 - ;35 Column4 - ?35 Column5 - ;35 Colun
1 A Byte of Accounting, Inc. nuill null null null
2 General Journal null null null nulf B
3 null null null null null
4 nuflf null nufl null null
5 null null null null null
& M/DD Trans Account Detail Account Name Debit Right &
T 16-01-2018 0% 1120000.0000 G. Washington Invoice 1492 Accounts Receivable 633
& 16-01-2018 0% 41300000000 . Washington Invoice 1492 Repair Service null

Select “Remove Rows".

Home Transform Add Column View Help
|i>$ D D D D D [ Properties |:| v EN 4| ] % Data Type: Any ~ 5 Merge Queries -
) ~
= D) e &7 [3 Advanced Editor x EBHEH g M

[ Use First Row as Headers = Z Append Queries ~
Choose  Remove Keep Remove split  Group o

Close & New  Recent Enter  Data source Manage Refresh . Combine Fil
Columns ~ Columns > Rows ~ Rows ™ Column=~ gy 2 Replacevales ombine Files

apply~  Source ~ Sources~ Data settings  Parameters~ Preview ™ £ Manage ~

Close MNew Query Data Sources  Parameters Query Manage Columns Reduce Rows Sort Transform Combine

| s 2] I % Data
Select “Remove Top Rows” HH gz | (1] L

Keep |Remove| Split  Group
Rows ~ | Rows = Column~ By = F
REOug |@ Remove Top Rows | Trat
E-FE Remove Bottom Rows
eet" 1D L.
= Remove Alternate Rows
o E*E Remove Duplicates
I T .
E Remove Blank Rows
- -
Enter a “5” to remove top five rows. % Remove Errors
LT
x
Remove Top Rows
Specify how many rows to remove from the top.
Number of rows
[s
Then click OK
OK Cancel
B ?_g ‘Columnl - zgg Column2 - ggg Column3 - zgg Column4 - ?gg Column5 - ggg Coluny
1 MDD Trans Account Detail Account Name Debit Right £
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To promote the first row in the current data to Query Editors’ headers, select “Use First
Row as Headers”. ===

Home Transform Add Column WView Help
=X D D D D D EE‘D Properties I:I L Y R | D) Data Type: Any =
T = é
iy O] * & D Advanced Editor x BEH BEE ;l l— —l ||m Use First Row as Heanel;‘ '||
Close & New Recent  Enter Data source Manage Refresh Choose  Remove Keep Remove Split  Group T
Apply~ | Source - Sources ~ Data settings Parameters ~ | Preview~ (2] Manage v Columns ~ Columns ~ | Rows ™ Rows ™ Column~ By =3 Replace Values
Close Mew Query Data Sources ' Parameters Query Manage Columns Reduce Rows Sort Transform
. 5 M/oD - ABC Trans Account hd ABC Detail A ABC Account Name v | 1.2 Debit v |12 Righti
1 16-01-2018 09 11200000000 G. Washington Invoice 1492 Accounts Receivable 633
~
2 16-01-2018 0% 4130000.0000 G. Washington Invoice 1492 Repair Service null
3 16-01-2018 09 41100000000 G. Washington Invoice 1492 Equipment Sales mull
4 null null null null
5 16-01-2018 10 5090000.0000 Invoice 1732 Cost of Goods Sold 161.025

Note: After you perform a transformation, the changes
are recoded in the “Applied Steps” section. If you

4 APPLIED STEPS

. . . 5
incorrectly did a step you can easily delete the step e
. . MNavigation
and do it again. Removed Top Rows
5> B

Promoted Headers
| # Changed Type
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Operation 3: Split Column — Separate one column into many columns

“Trans Account” is a merged field of the transaction number and
the account number separated by spaces. The spaces are
referred to as delimiters. Common delimiters are commas,
dashes, and semicolons.

Each space is treated as a separate delimiter.

Therefore, we will convert one field into six fields.

Select the column “Trans Account”.

AB- Trans Account -
05 1120000.0000
05  4130000.0000
05  4110000.0000

null
10  5050000.0000
10 1130000.0000

null

11 gV alalalaalatly!

. [E m/pb ‘bv AB. Trans Account -
1 6/16/2018 0S 1120000.0000
2 6/16/2018 05 4130000.0000
3 6/16/2018 05 4110000.0000
4 null null
5 6/16/2018 10 5090000.0000
6 6/16/2018 10 1130000.0000
7 null null
8 6/16/2018 11 5380000.0000
9 6/16/2018 11 2120000.0000
Select “Split Column”.
Home Transfarm Add Column View Help
- X D p D [£ Properties I:I Al i Data Type: Date ™
LG\ DL D 8 I:EAdvanced Editor x E,L r —l % [F7] Use First Row as Headers ~
(ol gt Ot M S Bl o e ot e ol 2 e e
pply ource ~ Sources g it

Data Sources  Parameters Manage Columns Reduce Rows

Close

New Query Query

Select “By Delimiter” I

y rih | =
split
Column *

Group
By

By Delimiter

By Mumber of Characters
By Lowercase to Uppercase
By Uppercase to Lowercase
By Digit to Mon-Digit

By Mon-Digit to Digit
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Verify that “Each X
fy Split Column by Delimiter
occurrence of the

Delimiter” is selected.

Specify the delimiter used to split the text column.
Select or enter delimiter
Space -

Split at
Left-most delimiter
Right-most delimiter

* Each occurrence of the delimiter

I Advanced options

Click “OK”.

I oK Cancel

The “Trans Account” column is now split into six columns with 1 to 6 as the suffix to the
column names.

123 Trans Account.l - ABC Trans Account.2 bt ABC Trans Account.3 > ABC Trans ACcount.4 > ABC Trans ACCOUNLS ~ | 123 Trans Account.6 bt
g 1120000
g 4130000
g 4110000

null null null null null null
i0 5050000
10 1130000
nufl null nuil nufl nufl null
27 5380000
11 2120000
null null rull null null null
12 2120000
12 1110000
null null null null null null
13 1110000
13 1120000
null null nuil null null nulf
14 5030000
14 1110000
null null null null null null
15 5220000
15 1110000
null null null null null nufl

Six new fields are created from parsing the “Trans Account” field, four of which will be
empty and should be removed.

37



Power Bl Part 2 Mark Friedman
University of Miami

Operation 4: Clean Up. Remove extra columns, rename columns and change the
type of the columns

Select columns “Trans Account.2” to “Trans Account.5” by clicking on the heading

“Trans ACCOUNt.2”  [Fromiomi - ot~ e Vot AR s or ot
holding down the : i;iﬁi
pressings “Shift” : : ,, z
and at the same C =
time clicking on the s
column heading o
“Trans Account.5” : 110009

Click on Remove Columns

[t D "I_L. El 5 n‘ﬁ [ Properties l:l LXJ EEH-\/" EEE'-X‘ 8 Ak = Data Type: Whole Number =
Ll A\ ® [ Advanced Editor Fa [F7] use First Row as Headers ~
Choose  Remaove Keep Remove Split  Group | Combine

Close & New  Recent Enter Data source Manage Refresh
52 Replace Values -

D Manage ™

Apply = Source ~ Sources ~ Data settings Parameters =  Preview ~ Columns ~ Columns ~  Rows ™ Rows ™ Column~ By
Close New Query Data Sources  Parameters Query Manage Columns Reduce Rows Sort Transform
Select “Remove Columns”.
LWLl Y
oose Remove Keep Remove
Col ~|Columns =| Rows~ Rows~
Manage '};J Femove Columns rt
; I
To rename the column heading Ul Damnus Abhar Fatiamne B
double click on “Trans Account.1”. l
. [E m/ob - 123 Trans Account.1 ~ | 123 Trans Account.6 ~ | AB- Dpetail

Type “Transaction” and press enter. =y, e -

In the same way rename “Trans Account.6” to “Account”.

The account number is a seven-digit number, whereas the old data set (General
Journal) used a four-digit account number. The two data sets are going to be merged
and, therefore, the same account numbering system must be used for both data sets.
Each item in “Account Number” column has an extra “000” at the end of the account
number and must be divided by 1000.
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~ 123 Account M L
“ 1] 2 1120000 G.W
Select Column “Account”. . o
g 4110000 G.W
null nulf
« ” 10 5090000 Invoi
Select the Tab “Transform”. s -
el o
Home Transform Add Column View Help
% D W;E Transpose Data Type: Whole Number * Eaz Replace Values ~ EEI Unpivot Columns ~ i .A‘{C'. Merge Columns YO 1+ 102 ATrigunumetry -
E Reverse Rows [ 7] Detect Data Type | Fill = Move ™ Extract ™ 3.0 Rounding ~
4 i g FIT === s >z &R % Round

Group Use First Row
By as Headers~

Standard Scientific Date  Time

= - Information ™

Splt  Format ., —

=] F
E| Count Rows I Rename S, Pivot Column |:| Convert to List Column = -

Select “Standard”.

o=
gm | 100 .

Standard| Scientific

+0
- In

2 A T

Select “Divide”. == . |

Multiply

Subtract
—) Divide
Integer-Divide
Modulo
Percentage

Percent Of

Divide

Enter a number by which to divide each value in the column.

Enter “1000".

Value
[1000]

oK Cancel

Select “OK”.

39



Power Bl Part 2
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You can observe that there are several rows that do not contain account numbers. We
can add a filter step which will remove such rows. Note that we are not deleting
anything from the source data file. This will just exclude records from the final table.

Click on the drop-down next to “Account”.

Uncheck “null”.

Click “OK".

——

3 {,2 Replace Values ~ EI:I Unpivat Columns ~ .Ad/c‘. M
R move ~ M == " Ex

T o, | , . Split  Format
., Pivat Column govert to List column= - Pa
Any Column Text Columr
+ | 13 Transaction =~ 1.2 Account > |A

A| Sort Ascending

' Z| Sort Descending

Remove Empty

Number Filters

tn | tn

(Select All)
(null)
1110
1120
1130
2101
2120
4110
4130
5030
5080
5090
5220
5380

)

AR EREEEREREERE B

List may be incomplete.

‘b OK
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Operation 6: Clean Up — Rename fields and remove un-necessary columns from
the query.

Rename “M/DD” to “Date”, “Detail” to “Description”, “Account Name” to “Name” and
“Right Side” to “Credit”.

=. [ m/op - | 123 Transaction ~| 1.2 Account Number -¥| AB- Detail | AB- Account Name ~| 1.2 Debit -] 1.2 Rignt Side ~| 955 Column7

- = pate + | 123 Transaction +| 1.2 Account - | A% Description - | A% Name ~| 12 Debit =12 credit - ~
1 16-01-2018 9 1120 G. Washington Invoice 1492 Accounts Receivable 633 nuli

2 16-01-2018 9 4130  G. Washingtan Invoice 1492 Repair Service nul 348!

E] 16-01-2018 9 4110 G. Washington Invoice 1492 Equipment Sales null 285

4 16-01-2018 10 5090 Invoice 1732 Cost of Goods Sold 161025 null

5 16-01-2018 10 1130 Invoice 1733 Inventory null 161025

13 16-01-2018 11 5380 Salary Expense Salary 1430.01 nuli

Select “Column7”.

bome | Trstorn  addcobmn  vew bl

Ex‘ D D D D D [ Properties |:| L Yy, WX 4 [l % Data Type: Any = [ Merge Queries -
D) i

mp L2 ﬁ R~ [‘&Advanced Editor x EEE‘ EEE' Zl r —l [71 Use First Row as Headers ~ z Append Queries ~

Close &  New Enter  Datasource  Manage Refresh m . Choose Remove  Keep Remove split  Group ‘ ‘ o

Apply ™ Source ~ Sol s~ Data settings Parameters *  Preview ™ Mg Columns ~ Columns ©  Rows * Rows ™ Column~ By 32 Bephrapee Cemihe R

Close New Q Data Sources ~ Parameters Query olumns Reduce Rows  Sort Transform Combine

Qs (] . [=]12 Account ~| A8 Description ~| 4B Name -] 12 Debit =] 12 credit - | 85 Ealimn

™ General Journal 1 1120 G. Washington Invoice 1492 counts Receivable 632 Al null

™ General Journal Part 2 2 4130 | G. Washington Invoice 1492 Repair Service null 348 nulfl
A0 2 Wachinatan Inunice 1407 Coninmant Calac ot 225 it

Select “Home".

Select “Remove Column”.

In the column “Name” there are spaces before some words. Select column “Name”

Select Transform.

wl | H = Pa Power Query Editor

Home Transform Add Column View Help

% E éE Transpose Data Type: Text = {,2 Replace Values = Eﬂ Unpivot Columns = 1 .A/(;. Merge Columns Y(j
— - e - i
(JE Reverse Rows 7 Detect Data Type [§] Fill = I8 Move ~ i 155 Extract

Group Use First Row M oo X split  |Format | Statistics Standard 5
By  as Headers~ !H Count Rows =[] Rename 3 Pivot Column |:| Convert to List Colu v |3%Parse~ -
Table Any Column lowercase Mumt
|
Ariac [ UPPERCASE
Queries [2] < fx = Table.RemoveColumns(#"Renamed Colul Yy {"Column7"})
Capitalize Each Word
[ General Journal H-. Date ~| 123 Transaction 1.2 Account - ~ A% Name
3 Trim

[ General Journal Pa...

1 16-01-2018 Clean Accounts Rey
2 16-01-2018 4 Add Prefix Repair Ser
3 16-01-2018 4 Add Suffix Equipmen
4 5090 | Invoice 1732 Cost of Good

1420 lasinicn 1722 T

Select “Format”.

Select “Trim”.
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Operation 7: Replace Values. Replace “Null” with “0”

Select Columns “Debit” and “Credit”. Use Ctrl + Click to perform a multi column select.

Select “Home".

File Home  Transform  AddColumn  View  Took  Help
- X L T === 1 = [ Properties B - ° —  Data Type: Decimal Number = [ Merge Queries = = Text Analytics
- : &+ 7 [T advanced edtor -~ 1 | [T Use First Row as Headers = %, Append Queries = € vision
Clase &  Mew  Recent Enter Datasource  Manage  Refreh Choose  Remove  Keep Remove SRt Growp g L A\ Azire Machine L
Apply = Source = Sources = Data sefings  Parameters™  Preview = - Manage Columns = Columnz =  Rows ™ Rows = olimn = gy 2 TEPIBCE VoE3 AR RRLNS. LD
close Moew Crury Data Sources  Parameters Query Manage Columns Reduce Rows Sadt transform Alingights

» < fr = Table.,TransforsColumns(0"Removed Columnsl®, {{Name™, Text.Trim, type text w
[ General Journal i | 123 Transactlon = 12 Account ~ AL Description A Name -

T General Journal Pa... 1 /1647018 El 1120 G. Washingtan invoice 14 Accounts Recenahle 633 null

2 6/16/2018 2 4130 G. Washington Invoics Repair Service null 348

3 a/16/2018 E 4110 6. Washington ingle 1492 Equipment Sales il 285

4 &/16/2018 10 5050 Invoice 1732 Cost of Goods Sold 161.03 nuff

> 6/16/2018 e 1130 Invoice L Inventory null 151.03

6 6/16/2018 11 5380 Sala pense Salary 1430.01 nufl

&/16/2018 11 2120 Payroll Liabilities null 143001

8 8/16/2018 17 Ta Payrall company Chik 6003 Payroll Lishilities 1430.01 aull

9 a16/2018 110 To Payroll company Chk 6003 Cash nuft 143001

0 6/21/2018 1110 Receipt Cash Inv ¥ 1732 Cash 633 nuil

n /2172018 1120 Receipt Cash inv® 1732 Accounts Recetvable null 633

12 sf22/2018 5630 Monthly Insurance Chi 6004 Insurance Expense 326 aull

12 wrviemTe 110 RAAARRR Ineranes FRY RNA racn anbl 295

Select “Replace Values”

In the Pop-up, type X
“null” in “Value to Replace Values

Find” and “0” in Replace one value with another in the selected columns.
“Replace With”. Value To Find

| null |

Replace With

d |

Click “OK".

cance'

This replaces all null values with O.
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Operation 8: Add Custom Column. Add a new column that existed in the first data

stream, “Total Balance”.

Select “Add Column”.

Select “Custom Column”.

Trans

[fx

Column From Custom Invoke Custom
Function

Examples = Column

General

Add Column View Help
EEI Conditional Column .A{. Merge Columns
i
2 Index Column - T 15 Etract -
Format al
[ Duplicate Column - L Parse
From Text

In the Pop-up, Enter Name as “Total Balance” and Formula as [Debit]-[Credit]

Custom Column

Add a column that is com

Mew column name

Total Balance

Custom column formula (@)

ad from the other columns,

Available colurmns

. . Fanrs
= [Debit]-[Credit]] I _
Transaction s
Account
Description
MName
Debit
Credit
W
Index
<< Insert
Learn about Power Bl Desktop formulas
+" Mo syntax errors have been detected. > OK Cancel
Click OK
£z + | A% Name = | 1.2 Debit v |12 Credit v | 1.2 Index ~ 15 Total Balance -
1 Accounts Receivable 633 0 1 633
2 Repair Service [} 348 2 -348
3 Equipment Sales [} 285 3 -285
4 Cost of Goods Sold 161.03 ] 4 161.03
5 Inventorv o 161.03 5 -161.03
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Operation 9: Union. Appending General Journal and General Journal Part 2
Select “Home”

Home Transform Add Column View Help
B DRE G 3 3
-t (C] &

Lgd Y O 4| ] % Data Type: Date ~ 5 Merge Queries ~
LT advanced Editor X HH HH 2l mn [T Use First Row as Headers ~ |2 Append Queries|~
Close &  Mew Recent Enter Datasource Manage Refresh Choose  Remove Keep Remove Split  Group =
Apply~  Source ¥ Sources~ Data settings Parameters >  Preview = [) Manage ~ Columns * Columns~  Rows = Rows = Column~= By 32 Replace Values = Append Queries
Close New Query Data Sources  Parameters Query Manage Columns Reduce Rows  Sort =, Append Queries as New

Select “Append Queries”. =

Ej Merge Queries ~
< E Append Queries]

E Append Queries

. " fq. Append Queries as Mew
Select “Append Queries as New”. —

[ - Query 5{ Append this query with other
queries in this file to create a new
633 4 PROPE__AUeTY:
~ .

In the pop-up select “General Append
Journal” as the “First table”.

Cancatenate rows from twa tables inta a single table.

# Two tables @ Three or more tables

First table
General Journal
Second lable

General Journal Part 2 %

Select “General Journal Part 2" as
the “Second” Gl [ cne

Click “OK”.

oK Cancel
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This creates a query named Appendl.

Queries [3]

[ General Joumal

- Table.TransformColumnTypes(#*Added Index®,{{"Total Balance®, type numberi}) v
[~ |5 Date [~]12 Account [~] A8 Name [ ] A8 Description [-]12 of
01-06-2018 1110 Cash Investment from Mark Friedman
3 01062018 1110 Cash Hailey Computers 87245, ck6001 i
5 04-06-2018 1110 Cash Scanner, Jake Supplies, 54-541 ck6002
7 08062018 1110 Cash Pd Afp k6003
H 14-06-2018 1110 Cash Services performed by Lucus Pictures
12 16-01-2018 1110 Cash To Payrall company Chk 6003
13 21012010 1110 Cash Receipt Cash Inv # 1732
14 22012012 1110 Cash Monthly Insurance Chi 6004
15 23012018 1110 Cash Maint Chk 6005
19 26012012 1110 Cash Supplies Chk 5056
3 16-01-2018 1120 Accounts Receivable . Washington Invoics 1392
13 21012010 1120 Accounts Receivable Receipt Cash Inv # 1732
16 24012012 1120 Accounts Receivable 1. Adans Invoice 1483
10 16-01-2018 1130 Inventary Invoice 1733
17 24012012 1130 Inventary Invoice 1733
12 25012018 1130 Inventary Purchased Inventory PO # 21021
2 01062018 1211 Office Equip. Hudson equipment Invoice BC3887
5 04-06-2018 1211 Office Equip. Scanner, Jake Supplies, 54-541 ck6002
3 01062018 1311 Computer Equip. Hailey Computers 87245, ck6001
2 01062018 2101 Accounts Payable Hudson equipment Invoice BC3887
4 02062012 2101 Accounts Payable Avery Repairs, Invaice 25478
6 08062018 2101 Accounts Payable Zac Advertising 23547 -
7 08062018 2101 Accounts Payable Pd Afp k6003
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Operation 10: Load data.
Select the tab “Home”

Click on “Close and Apply”

This loads the data onto Power Bl from Power Query
Editor

Home Transform i

& o B

Recent  Enter
Source * Sources ~ Data

. . Close Mew Cuery
Now you’ll be back to the main window of Power BI.

@l | i © < < | Part2- Power Bl Desktop

Home View Modeling Help shreyas M [7]
- D D D | D e I [ = Erete r! Eél | 5 New Measure I
() F<) =
° i & = ¥ [dimage [ L vt 17| New Column ' @

- x

Copy
Paste N Get Recent  Enter Edit Refresh New  New Ask A Buttnns From From Switch Manage B Publish
Format Painter  pata~ Sourcesw Data  Queries+ Page = Visual Question i Shapes ~  Marketplace File  Theme= Relationships L 2 New Quick Measure
Clipboard External data Insert Custom visuals Themes  Relationships Caleulations Share
(il < Visualizations > Fields >
- B E Lm 2 search
- L = b
=] g g I,EI\_) ~ A Appendl
@
B £ =] = A E General Journal
T . X Account
[ Accountand ...
T T Credit
Values > s
X Debit
Addl data fields here
Description
Drillthrough Index
N
Cross-report ame
o Te B Running total

X Total Balance
Keep all filters

on —@

Add drillthrough fields here

X Transaction

~ B General Joumal Part...

Page1 Page 2 Page3 | 4

Make sure you add a new page as shown in above.
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Operation 11: Create a “Table Visual”

Make sure you are using the query Appendl.

. . . . . Visualizations >  Fields >
Click on the Table icon under the Visualization
section to add a table. = l E L Lu D search
The order that you select the fields is used to I Table ™ 5 E A~ B Append
determine the order in which the fields are A F] [R—
displayed in the table. Click on the box next to = & B
each field in the order that you want the fields S Date
to be displayed. T E Debit
1. |ndeX Description
Values
2. Account Index
Add data fields here
3. Name : Name
4. Transaction Drillthrough - Totzl Balance
5- Date 5 > . Transaction
Y ross-report
6. Description
7. Debit
8. Credit
r . - 5 ) — -
Index Account Mame Transaction Date Description Dehit Credit Y
20 2,101.00 Accounts Payable 2 Friday, June 01, 2018 Hudson equipment Invoice BC3887 0.00 4,000.00
21 2,101.00 Accounts Payable 4 Saturday, June 02, 2018 Avery Repairs, Invoice 25478 0.00 725.00
22 2,101.00 Accounts Payable 6 Friday, June 08, 2018 Zac Advertising, 23547 0.00 3,380.00
23 2,101.00 Accounts Payable 7 Friday, June 08, 2018 Pd A/p ck6003 640.00 0.00
24 2,101.00 Accounts Payable 18 Monday, June 25, 2018 Purchased Inventory PO # 21021 0.00 3,350.00
11 1,120.00 Accounts Receivable 9 Saturday, June 16, 2018 G. Washington Invoice 1492 633.00 0.00
12 1,120.00 Accounts Receivable 13 Thursday, June 21, 2018 Receipt Cash Inv # 1732 0.00 633.00
13 1,120.00 Accounts Receivable 16 Sunday, June 24, 2018 ). Adans Invoice 1493 350.00 0.00
33 5,030.00 Advertising Expense 6 Friday, June 08, 2018 Zac Advertising, 23547 3,280.00 0.00
27 3,100.00 Capital Stock 1 Friday, June 01, 2018 Investment from Mark Friedman 0.00 28,000.00
1 1,110.00 Cash 1 Friday, June 01, 2018 Investment from Mark Friedman 28,000.00 0.00
2 1,110.00 Cash 3 Friday, June 01, 2018 Hailey Computers 87245, ckb001 0.00 7,000.00
| 3 1,110.00 Cash 5 Monday, June 04, 2018 Scanner, Jake Supplies, 54-541 ck6002 0.00 125.00
4 1,110.00 Cash 7 Friday, June 08, 2018 Pd A/p cko003 0.00 640.00
5 1,110.00 Cash 8 Thursday, June 14, 2018 Services performed by Lucus Pictures  11,000.00 0.00
6 1,110.00 Cash 12 Saturday, June 16, 2018 To Payroll company Chk 6003 0.00 1,430.01
7 1,110.00 Cash 13 Thursday, June 21, 2018 Receipt Cash Inv # 1732 633.00 0.00
8 1,110.00 Cash 14 Friday, June 22, 2018 Monthly Insurance Chk 6004 0.00 326.00
9 1,110.00 Cash 15 Saturday, June 23, 2018 Maint Chk 6005 0.00 190.00
10 1,110.00 Cash 19 Tuesday, June 26, 2018 Supplies Chk 5056 0.00 124.00
28 4,100.00 Computer & Consulting Revenue 8 Thursday, June 14, 2018 Services performed by Lucus Pictures 0.00 11,000.00
19 1,311.00 Computer Equip. 3 Friday, June 01, 2018 Hailey Computers 87245, ck6001 7,000.00 0.00
37 5,080.00 Cost of Goods Saold 10 Saturday, June 16, 2018 Invoice 1732 161.03 0.00
38 5,080.00 Cost of Goods Sold 17 Saturday, June 16, 2018 Invoice 1733 147.84 0.00
29 411000 Fauinment Sales 9 Saturdav. lune 16. 2018 G. Washinaton Invnice 1492 n.nn 285.00
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Remove field
Similarly click on drop-down next to Date and select

. - Rename
Date instead of Date Hierarchy . \
ove
Conditional formatting L

» Don't summarize
Earliest
Latest
Count (Distinct)

Count

Mew quick measure

Show tems with no data

' Liate

Date Hierarchy

Mew group
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Operation 12: Exporting data to Excel

gﬂ =]
@ Name ‘% Format | *Wednesday, Marc... ~ Z Summarization 'N' E @
@3 Data type E Data category | Uncategorized v Sort by Data Manage New

column~ groups v relationships column

Structure Formatting Properties Sort Groups Relationships Calculatior
|]I]|] Sum of Account Name Sum of Transaction Date Description Sum of Debit Sum of Credit Sum of Total Balance i <
2101.00 Accounts Payable 4 Saturday, June 02,2018 Avery Repairs, Invoice 25478 0.00 725.00 -725.00
2101.00 Accounts Payable 2 Friday, June 01, 2018 Hudson equipment Invoice BC3887 0.00 4,000.00 -4,000.00
@ 2101.00 Accounts Payable 7 Friday, June 08, 2018 Pd A/p k6003 540.00 0.00 640.00
2101.00 Accounts Payable 18 Monday, June 25, 2018 Purchased Inventory PO # 21021 0.00 3,350.00 -3,350.00
ﬂg 2101.00 Accounts Payable 6 Friday, June 08, 2018 Zac Advertising, 23547 0.00 3,380.00 -3,380.00
1,120.00 Accounts Receivable 9 Saturday, June 16, 2018 G. Washington Invoice 1492 633.00 0.00 633.00 F
1,120.00 Accounts Receivable 16 Sunday, June 24, 2018 ). Adans Invoice 1493 350.00 0.00 350.00
1,120.00 Accounts Receivable 13 Thursday, June 21, 2018 Receipt Cash Inv # 1732 0.00 633.00 -633.00
5,030.00 Advertising Expense 6 Friday, June 08, 2018 Zac Advertising, 23547 2,380.00 0.00 3,380.00
3,100.00 Capital Stock 1 Friday, June 01, 2018 Investment from Mark Friedman 0.00 28,000.00 -28,000.00
1,110.00 Cash 3 Friday, June 01, 2018 Hailey Computers 87245, ck6001 0.00 7,000.00 -7,000.00
1,110.00 Cash 1 Friday, June 01, 2018 Investment from Mark Friedman 28,000.00 0.00 28,000.00
1,110.00 Cash 15 Saturday, June 23, 2018 Maint Chk 6005 0.00 190.00 -190.00
] 1,110.00 Cash 14 Friday, June 22,2018 Monthly Insurance Chk 6004 0.00 326.00 -326.00 |
1,110.00 Cash 7 Friday, June 08, 2018 Pd A/p ck6003 0.00 640.00 -640.00
1,110.00 Cash 13 Thursday, June 21, 2018 Receipt Cash Inv # 1732 633.00 0.00 633.00
1,110.00 Cash 5 Monday, June 04, 2018  Scanner, Jake Supplies, 54-341 ck6002 0.00 125.00 -125.00
1,110.00 Cash 8 Thursday, June 14, 2018 Services performed by Lucus Pictures 11,000.00 0.00 11,000.00
1,110.00 Cash 19 Tuesday, June 26, 2018  Supplies Chk 5056 0.00 12400 -124.00
1,110.00 Cash 12 Saturday, June 16, 2018 To Payroll company Chk 6003 0.00 1,430.01 -1430.01
4100.00 Computer & Consulting Revenue 8 Thursday, June 14, 2018 Services performed by Lucus Pictures 0.00 11,000.00 -11,000.00
1,311.00 Computer Equip. 3 Friday, June 01, 2018 Hailey Computers 87245, ck6001 7,000.00 0.00 7.000.00
5,090.00 Cost of Goods Sold 10 Saturday, June 16, 2018 Invoice 1732 161.03 0.00 161.03
5,090.00 Cost of Goods Sold 17 Saturday, June 16, 2018 Invoice 1733 147.84 0.00 14784
411000 Equipment Sales 9 Saturday, June 16, 2018 G. Washington Invoice 1492 0.00 285.00 -285.00
4110.00 Equipment Sales 16 Sunday, June 24, 2018 ). Adans Invoice 1493 0.00 264.00 -264.00
5,030.00 Insurance Expense 14 Friday, June 22, 2018 Monthly Insurance Chik 6004 326.00 0.00 326.00 More options
L 100,968.00 405 - 63.644.89 63,644.89 0.00 4
94 E’ jj “se

Select the table and notice that you get More Options indicate dots (...) on the top
right or the bottom right of the table visual.

Click on the More Options and select “Export Data”. [2 Export data

ey Show data

X Remove

0'13 Automatically find clusters
=1 Spotlight

|3 Sart descending
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Gl Save As
1T > ThisPC » Desktop > Sample
Organize ~ New folder
. ~
& This PC SN

» 3D Objects
m Desktop

< Documents
% Downloads

b Music

Add the name of the file s
“General Ledger 2" W Videos

& Local Disk {C2)

-~ Google Drive Fil:
M

Mark Friedman
University of Miami

~ ) | Search Sample Pl

Date modified Type Size

No items match your search.

‘b File name: | General Ledger 2.csv

Save as type: |CSV File ( *.csv)

~ Hide Folders

Select Save

/

In the file manager double click to open the original file MF8916 and then double click to
open the CSV file you just saved. You'll notice that the data from the visual is exported

into CSV
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Mark Friedman
University of Miami

Before you perform the next step, make sure the original file MF8916.xIsx is Open

You can copy General Ledger 2 tab from
the CSV to the original Excel file by right
clicking on the tab and selecting Move or

Copy

Select the Excel file you want to 17
move the sheet to

Scroll till the end and click on (move
to end)

Then click OK

19

1110
1110
1110
1110
1110
4100

5090
5090
4110
4110
5030
2
1130
5220
1211
1211
2120

1110 Cash B HEHHEHHE Services pe
1110 Cash . Cl
Insert...
1110 Cash oll
4100 Computer EE Delete - pe
1311 Computer ‘on
7 Rename
5090 Cost of Go - 17
5090 Cost of Go Move or Copy... 17
4110 Equipment iin
auip [Q ViewaCode '
4110 Equipment JIn
5030 Insurance EE Protdct Sheet... rlr
2260 Invento 17
s Tab Qolor >
1130 Inventory ed
5220 Maintenar Hide hk
1211 Office Equ eq
1211 Office Equ e
20 Payroll Lia Selec§All Sheets  XP!
eneral Ledge R
Cash 13 #######E Receipt Ca 633
Cash
?
Cash Move or Copy X
Cash Move selected sheets
Cash To book 14
Com [ 1rs16.xisx ~
Com | TSN Tl aYatat 2] |
Cogt
Co
General Ledger 2.csv
Equi VWOTESITEET
Equi Income Statement
qui Changes in Retained Earnings
Balance Sheet
Tsenaral Lecast 3
| (move to end)
nve
Mair I:‘ Create a copy
Offig
Offig Cancel
Payr_m o T T Y LA o 4

T General Ledger 2 | @)

A General Ledger has a running balance within each account. To make Running Balance calculation, type
column header “Running Balance” into the first row of the first empty column (cell I11). In the cell under
header (12) put in this formula: =IF(A2<>A1,H2,H2+I1).
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Copy the formula from cell 12 to the bottom of the data.

A 8 c 0 £ F G H ! J K L
1 Account ! Name Transactior Date Description Debit Credit Total Balance | Runnis Balance!

2 | 1110]Cash 1 6/1/2018 0:00 Investment from Mark Friedman 28,000.00 I 28,000.00 | =IF{A2<>A1,H2,HI+I1)
3 1110 Cash 3 6/1/2018 0:00 Hailey Computers 87245, ck6001 - 7,000.00 {7,000.00) | IFlloglcal test. [value_if_true], [value_if_falss]
4 1110 Cash 5 6/8/2018 0:00 Scanner, lake Supplies, 58-541 ck6002 - 125.00 {125.00) 20,875.00

5 1110 Cash 7 6/8/20180:00 Pd Afp ck6003 - 640,00 (640,00} 20,235.00

6 1110 Cash 8 6/14/2018 0:00 Services performed by Lucus Pictures 11,000.00 - 11,000,00 31,235.00

7 1110 Cash 12 6/16/2018 0:00 To Payroll company Chk 6003 1,430.01 (1,430,01) 29,304.99

8 1110 Cash 13 6/21/2018 0:00 Receipt Cash lmv #1732 633.00 - 633.00 30,437.99

9 1110 Cash 14 6/22/2018 0:00 Monthly Insurance Chi G004 326.00 {326.00) 30,111.99

10 1110 Cash 15 6/23/2018 0:00 Maint Chk 6005 - 190,00 {190.00) 29,921.99

11 1110 Cash 19 6/26/2018 0:00 Supplies Chk 5056 124.00 {124.00) 29,797.99

12 1120 Accounts Receivable 9 616/2018 0:00 G. Washington Invaice 1492 633.00 - 633.00 633.00

13 1120 Accounts Receivable 13 6/21/2018 0:00 Receipt Cash Inv # 1732 633.00 {633.00)

14 1120 Accounts Receivable 16 6/24/2018 0:00 ). Adans Invoice 1493 350.00 - 350.00 350.00

15 1130 Inventory 18 6/25/2018 0:00 Purchased Inventery PO # 21021 3,350.00 3,350.00 3,350.00

16 1211 Office Equip. 2 &/1/2018 0:00 Hudson equipment Invoice BCIEET 4,000.00 - 4,000.00 4,000.00

17 1211 Office Equip. 5 6/4/2018 0:00 Scanner, Jake Supplies, 54-541 ck6002 125.00 125.00 4,125.00

18 1311 Computer Equip. 3 6/1/2018 0:00 Hailey Computers 87245, ck6001 7.000.00 - 7,000.00 7,000.00

19 2101 Accounts Payable 2 6/1/2018 0:00 Hudson equipment Invoice BCISET 4,000.00 14,000.00) (4,000.00)
20 2101 Accounts Payable 4 6/2/2018 0:00 Avery Repairs, Invoice 25478 - 725.00 {725.00) (4,725.00)
21 2101 Accounts Payable & Bf8/2018 0:00 Zac Advertising,23547 3,380.00 (3,380.00) (8,105.00)
22 2101 Accounts Payable 7 6/8/20180:00 Pd Afp ck6003 640.00 - 640.00 (7,465.00)
23 2101 Accounts Payable 8 6/25/2018 0:00 Purchased Inventory PO ¥ 21021 - 3,350.00 {3,350.00) {10,815.00)

“Save” and “Close” the Excel file and you are returned to the Power Bl screen.
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Operation 13: Calculating “Unadjusted Trial Balance”

To calculate the Total Balance for each account, first create a new column which is a

combination of Account and Name
- R Appendl
To do this, Right click on the table name,Append1, and

Mew measure
select New Colurrm

= Mew column

M ick

Refresh data

Edit query

Rename
Delete
Hide

You'll notice that a new measure is added and the formula
bar (on the top) shows the formula as Column =

Home View Modeling Help

s ¥ Cut D D | D “1al I | | = Text box F il
Ty o > — —
D E@ Copy — :/J L - b ’__‘glmage 1 I vy i
Paste . Get  Recent Edit Refresh Mew Mew  AskA Buttons From From Switch Manage
Format Painter | pata~ Sour Data Queries ~ Page = Visual Question - CES"TEDES T | Marketplace File Theme = | Relationships | L

Clipboard External data Insert Custom visuals Themes ' Relationships

1 Column =

Enter the following formula in the formula bar and press Enter to add the new column

Account and Name = 'Appendl’'[Account]&" "&'Appendl'[Name]

Home View Maodeling Help Format Data / Drill

E%l |__] Q !J |_|3 Data ffpe: Whole Number = Home Table: o2 B] === &
E S Formgt: Data Category: Uncategorized - - Q L + \-’:-—l Lir
Manage New MNew  New MNew Sort by oo . o Manage View as New  Edit Mark as
Relationships ~ Measure Column Table Parameter Column Y .o Auto | Default Summarization: Sum ~ Roles  Roles Group Groups Date Table =
Relationships Calculations What If Sort Formatting Properties Security Groups Calendars

Il 1 Account and Name = 'Appendl'[Account]&” "&'Appendl'[Name]l

Add a new Page by clicking onthe e

+ icon seen next to Page 3 at the ——
bottom Page 1 Page 2 Page 3 +
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Insert a table visual S ]
Visualizations >  Fields »

Elﬂt“-lgm- /C'Sean:h
b b bl Il U

Table @ & F & -~ E Append

s A 2 Ij = % Account
(! wm | J1J
T R Py @& F M Account and Name
o X Credit
. A Date
Add Account and Name field ? @ o e
. t
and Total Balance field Values -
Description
Account and Name W Index
MName

) B Running Total New
Drillthrough

«| X Total Balance

Cross-report % Transacticn

Lipooara Lk
Account and Mame o Total Balance k)
1110.Cash 29,797.99
1120.Accounts Receivable 350.00
1130Inventory 3,041.12
1211.0ffice Equip. 4.125.00
1311.Computer Equip. 7,000.00
2101.Accounts Payable -10,815.00
2120.Payroll Liabilities 0.00
3100.Capital Stock -28,000.00
A4100.Computer & Consulting Revenue -11,000.00

I 4110Equipment Sales -549.00 Il
4130.Repair Service -434.00
5030.Advertising Expense 3,380.00
5030.Insurance Expense 326.00
5040.Repairs & Maint. Expense 725.00
5080.5upplies 124.00
5090.Cost of Goods Sold 308.57
5220.Maintenance/Janitorial 190,00
5380.5alary 1,430.01
Total 0.00

L - |

Select More Options indicated by 3 dots }7" ..
(...) on the top right or the bottom right

of the table visual.
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Click on the More Options and select “Export Data”. ﬂ@, Export data

Add the name of the file
Unadjusted Trial Balance 2”

Select Save

ey Show data

X Remove

0'13 Automatically find clusters
=1 Spotlight

|3 Sart descending

~ Hide Folders

| Save As x
T > This PC » Local Disk (C:) > Sample Single ~ (@] 2 Search Sample Single
Organize ~ New folder == - (]
~ - .

® This PC Name Date mod
¥ 3D Objects General Ledger 2.csv 6/1/2022 4
I Desktop General Ledger.csv 6/1/2022 1
\‘ﬂ Documents Unadjusted Trial Balance.csv 0/1/2022 2|
4 Downloads
J” Music
&= Pictures
E Videos
= 5 Local Disk (C) 7 4

File name: | Unadjusted Trial Balance 2{csv

Save as type: CSV File (*.csv)
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In the file manager double click to open the original file MF8916 and then double click to

open the CSV file you just saved.

Before you perform the next step, make
sure the original file MF8916.xIsx is Open

You can copy the Unadjusted Trial Balance
2 from the CSV to the original Excel file by
right clicking on the tab and selecting Move
or Copy

Scroll till the end and click on (move to
end)

Then click OK

Capi

7 L1sY HALLL 20U
4 1130 Inve 3041.13
5 1211 Offic 4125
6 1311 Com 7000
7 /2101 Acce  -10815
8 12120 Payr 0
9 3100 Capi -28000
10 |4100 Com  -11000 Insert..
11 |4110 Equi -549 BZ Delete
12 4130 Rep: -434
13 5030 Adve 3380 F7_Rename
14 |5030 Insul 326 Move or Copy...
15 5040 Rep: 725
16 5080 Supg 124 2 view Code
17 |5090 Cost  308.87 EZ Pprotect Sheet..
18 |5220 Mait 190
19 5380 Salai 1430.01 Tab Color >
20 Hide
21
22
23
\ Unadjusted Trial B: ﬁdeld A"\S/h%ts
5 1211 Offic 4125
6 1311 Com 7000
7 12101 Accc 10815
8 Payr o | Move or Copy ? X

Move selected sheets

o book:
MFB8916.xlsx
erore Sheet:

General Journal Part 2
Worksheet

Income Statement

Changes in Retained Earnings
Balance Sheet

General Ledger

18 15220 Mair 0

19 5380 Salai 1430.01 I (movetoend

20 || Create a copy

21

22 Cancel
= Unadjusted Trial Balance 2 | ®

Save and close Excel and Power Bl Desktop
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