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Microsoft Excel Course — Power Query

Cell: 089-5462557 Email: training@excel-smart.com Web: www.excel-smart.com

EXCC' Smart FB: www.facebook.com/ExcelSmart Difficulty Level (Max =5) : ***

Objective:

You will learn how to use Power Query to import data from various data sources (e.g. Text file, multiple
Excel files, PDF files, Website, all files in the folder, etc.) to MS Excel. In addition, you will learn how to
manage and turn such data into an effective database.

Course Length: 1 Day (9:00-16:00)

Course outline

- Power Query concept and how to use commands in Get & Transform Data and Power Query Editor

- How to edit Query Name, Step Name, existing step command and how to reorder step and what

should be considered when editing step

- Learn M Code language which is automatically generated when creating Power Query Step; and how
to edit M Code

- Learn options to load data from Power Query to Excel

- How to refresh data in Excel and Power Query and how to group Query

- How to import data to Power Query

Import data from Text file

Import data from all sheets in an Excel file

Import data from Table/Name in an Excel file

Import data from a folder which has many file types in that folder.
Import data from Microsoft Access

Import data from PDF file

Import data from website

- How to manage data before loading data to Excel sheet

Filter data from specified period or text

Split data into separated columns e.g. separate Product ID and Product Name to two separated
columns.

Change Date type from different formats; e.g., change date format from mm/dd/yy to dd/mm/yy
Solve number in text format, which normally cannot be calculated, to be value type

Remove unnecessary spaces at the beginning and at the end of data

Remove unnecessary rows, columns / Keep rows, columns; e.g., remove only rows which contain
Error.

Sort data

Merge data from another table which is similar to using VLOOKUP in Excel but has more features
than VLOOKUP. Try all join kinds of Merge Command (LeftOuter, RightOuter, Full Outer, Inner,
Left Anti, Right Anti and SelfJoin)

Append data from other tables to consolidate the data and how to solve problems from the
different headers

Edit/Remove all data in the column

Extract specified texts in the column

Add/Transform Date data to related date data, e.g. Day, Month, Quarter, Year, Day name, etc.
Add new conditional column based on existing column

Calculate data in the existing column, e.g. Add, Subtract, Multiply, Modulo, etc.

Convert text to uppercase, lowercase, and capitalize each word

Add Prefix/Suffix in the existing data

- Unpivot data to transform report to database format for using in PivotTable

- How to set dynamic path or filename for Power Query source from Excel Sheet. Thus, the query will

not be error when you move the file or change the folder name later.
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- How to insert comment in M Code

- Learn basic and import command in M Code, e.g. Excel.CurrentWorkbook, Excel.Workbook,
Folder.Files, Number.Round, etc.

Who should attend:

- User usually imports outside data source to Excel or manages/consolidates data in Excel.

- User does not have programming language skill because the interface of Power Query is user
friendly.

Mirm:n'f;t'

Remark: The version of Excel must be 2016 - 2023, Excel365. "‘Oﬁ:":e

Master

Please call 089-546-2557 or email: training@excel-smart.com

Taught by an experienced instructor with Microsoft Office certifications from Microsoft Corporation
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