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Power BI Step-by-

step solution 

guide 



Understanding Power BI interface 

Home screen once we 

open Power BI

Click to open 

existing file 

Click to open 

new report 

Data Sources 



Opening Power BI window 

Step 1: Open Power BI 

and Select Blank Report



Starting Power BI  

Step 1: Open Power BI 

and Select the data file 



Understanding Power BI interface 

Ribbon Bar

Sources to get data 

Option to view report  Visualization panel to make 

graphs / tables for dashboard 

Option to view table  

Model View 

Mobile and Desktop view Add different pages 



Adding Background Image to Canvas 

Step 1: Click on Canvas

Step 2: expand Canvas 

Background 

Step 3: Browse image

Step 4: Adjust image and 

properties 



Adding Background Image to Canvas 

Adjust Canvas settings 



Importing Data to Power BI  

Step 1: Click Get Data

Step 2: Window will pop 

up, Select the file type

Step 3: Click connect



Importing Data to Power BI (Option 2)  

Step 1: Click Import data



Importing Data to Power BI (Option 2)  

Step 1: Click Import data



Importing Data to Power BI  

Step 1: Select the file 

location

Step 3: Click Open

Step 2: Select the file

Step 1: Select the file 

location

Step 2: Select the file

Step 3: Open the file



Importing Data to Power BI  

Step2: Select the data file 

and click “transform data” in 

case data cleaning is 

required, else load data

Step 1: Select the tables 

from where data is to be 

loaded 
After clicking transform – 

Power Query Window will 

open 



Transforming data after loading in Power Query  

Step 1: Click on 

Transform data 



Transforming data after loading in Power Query  

Step 1: Click on 

Transform data 

Step 2: Power query 

Window will open 



Transform Data to Power BI – Power Query 

Step1: Click on Check 

the quality column under 

View section in ribbon

Step 2: Check for the errors if there. 

Update the errors by replace and 

editing 



Importing Data to Power BI  

Step 1: Importing another data file 



Importing Data to Power BI  

Step 1: Select the file 

location

Step 2: Select the file

Step 3: Open the file



Importing Data to Power BI  

Step 2: Click on 

transform data 

Step 1: Select data File 

(Data is in form of table 

in excel thus two sets 

are displayed)



Transform Data to Power BI – Power Query 

Step1: Click on Check 

the quality column under 

View section in ribbon

Step 2: Check for the errors if there. 

Update the errors by replace and 

editing 



Transform Data to Power BI – Power Query 

Step1: Select the column 

and then click Transform 

Step 2: Click on replace values 



Transform Data to Power BI – Power Query 

Step1: Enter the data to 

be checked and 

replaced

Step 2: Click Match entire cell 

content 



Transform Data to Power BI – Power Query 

Data has been revised 

Step has been applied to 

data 



Transform Data to Power BI – Power Query 

Click on drop down 

Apply data cleaning, two 

different data sets used 

for the Brand -2



Transform Data to Power BI – Power Query 

Step 1: Click on the 

replace values 
Step2: Enter the data to 

be checked and 

replaced

Step 3: Click Match entire cell 

content 



Transform Data to Power BI – Power Query 

Cleaning processes 

have been added in 

the applied steps

Check data cleaning has been 

processed



Transform Data to Power BI – Power Query 

Close power query

On clicking close dialog box will 

appear - click Yes 



Adding Data to Power BI  

Step 1: Click enter data 



Adding Data to Power BI  

Create Table 

window will 

pop up 



Importing Data to Power BI  

Step 1: Add data

Step 3:Click Load

Step 2:Add table 

name 

Step 4: Similarly add 

the assumption data 

in another table 



Importing Data to Power BI  

Step 1: Select Use 

first row as header

Step 2: Check the 

updated header 

Applied steps can be 

reviewed from this panel

Step 3 Similar do for the 

import  region



Importing Data to Power BI  

Apply all steps for the 

import  region as applied 

in last slide 

Updated data table 



Importing Data to Power BI  

Data has been added in model 



Transform Data to Power BI  

Step1: Check the action 

being executed - 

Transpose 

Step -1: Click on Table 

view to evaluate the 

energy savings 



Using DAX formulas 

Step -1: Right click on the 

header or Click on New 

Column from tool bar 

Step -2: Enter the formula in 

formula bar



Using DAX formulas 

Step -1: New 

Column will add on 

the right most 

corner of the sheet 

Step -2: Formula bar will become active – 

Use DAX formula to carry out the calculation 

DAX formula to calculate the 

days after the sale of the EE equipment = 

Today () – sheet name. column. Date 

hierarchy 

Step -3: Click ok

Formula = Today() – Data 1’ [Date].[Date]



Changing the data format 

Step -1: Select 

the column

Step -2: Click on 

Whole number, 

from drop down 

menu



Changing the data format 

Click Yes



Changing the data format (Date to number)



Using DAX formula to calculate Annual Energy saving (per unit) 

Step 1: Add new 

column 

Step 2: Use DAX 

formula to 

calculate the 

annual baseline 

line energy 

consumption 

Step 3: Click ok

Data will be updated in each row

DAX Formula : Baseline Energy = Annual Energy saving (kWh) = ( 1/(sum(Assumptions[Baseline Efficiency of AC 
(Wh/Wh)])-1/'Data 1'[CSPF (Wh/Wh)])*'Data 1'[Capacity (Btu/h)]/3412*SUM(Assumptions[Annual Operating hours]))

Energy consumption of 2 star Air conditioner is considered as baseline 



Removing the decimals 

Step 2: Remove the 

decimal – enter 0.

Step 1: Select column 



Adding measure to evaluate energy from EE Air conditioners 

DAX Formula : Energy saving till now = 'Data 1'[Days of sale]/365*'Data 1'[Annual 
Energy saving (kWh)]*[Sales]

Step 2: Use DAX 

formula to 

calculate the 

annual baseline 

line energy 

consumption 

Step 3: Click ok

Data will be updated in 

each row

Step 1: Add new 

column 



Renaming measure

Click ok



Adding Measure to calculate emission reduction 

Measure is added and renamed 

Step1: Click New 

measure

Step 3: Edit measure name and 

add the DAX formula

Step 2 : Formula bar 

will open

Emission measure = 
SUM('Data 1'[Energy saving till now]) * SUM('Assumptions'[Emission factor (kgCO2/kWh)])

Step 4: Click OK



DAX functions for Energy Saving calculation 

New Column is added 

and renamed 

Annual Energy Saving (kWh/year) = ('Refrigerator EE (2)'[Baseline Energy]-'Refrigerator EE (2)'[Annual 

Energy Consumption (kWh/ year)])*'Refrigerator EE (2)'[Days of sale of ee equipment]/365*'Refrigerator EE 

(2)'[Sales]

Formula = (Annual energy consumption baseline – Annual energy consumption EE equipment)* year since 

EE equipment is installed * number of sales of EE equipment 



DAX functions for Energy Saving calculation 

Adjusting decimal 

number



Model View – Linking data sets across tables 

Data of the import 

region is there in – 

Import region 

However, the Data 2 

has only importer ID.

Data of the Brand  is 

there in – Data 2

However, the Data 1 

has only EE equipment 

Sales ID.

In order to make the tables 

interactive the data should be 

linked across the tables Click Model View 



Model View – Linking data sets across tables 

Step 1: Left Click 

EE Equipment 
Step 1: Holding the 

clink command 

drop this to no. in 

data 2



Model View – Linking data sets across tables 

Step 1: Check data 

label selected in 

Data 1 Table

Step 2: Check data 

label selected in 

Data 2 Table
Step 3: Cardinality 

one to one for the 

exact mapping. 

Step 4: Click Save 

to establish relation 

between the tables 

so that other data  

can be linked  



Model View – Linking data sets across tables 



Model View – Linking data sets across tables 

Step 1: Left Click 

Importer data 

Step 1: Holding the 

clink command 

drop this to no. in 

data 2



Model View – Linking data sets across tables 

Step 1: Check data 

label selected in 

Import Region

Step 2: Check data 

label selected in 

Data 2 Table
Step 3: Cardinality 

one to many for the 

exact mapping. (As 

there are multiple 

entries of Import -1 

in the Data 2. 
Step 4: Click Save 

to establish relation 

between the tables 

so that other data  

can be linked  



Model View – Linking data sets across tables 

Linkages 

established one to 

one 

Linkages 

established one to 

many

These linkages will be used to add the slicer , drill though from the data in the other 

table and present the values and calculations done in other data in another table.



Preparing Dashboard 

Step 1: Click on Card 

from Visualization 

panel 

Step 2: Blank card will 

be added to the screen



Preparing Dashboard 

Step 1: Drag 

the sales 

data in data 

Step 2: Sum of the 

sales will appear in the 

card 



Preparing Dashboard 

Step 1: Click 

on Format 

Visuals

Step 2: Click 

on Callout 

Values 

Step 3: Select font, 

size and color for the 

values



Updating Number format 

Updating number 
format

Step 2

Step 3

Step 1: 

Select Sun 

of sales 

from drop 

down 



Formatting Visuals 

Step-1 Step-2 Step-3 Step-4 Step-5

Select the underlines options from the visual panel for formatting 

Visual



Formatting Visuals 
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Step-1

Select the underlines options from the visual panel for formatting 

Visual

Step-2 Step-3 Step-4



Preparing Dashboard 

Step -1: Remove 

image and select 

other 

Step -3: Update 

heading in Tile 
Step -2: Select 

new image 



Preparing Dashboard 

Change the 

color of the text 

as required 

Change the 

color of the text 

as required 



Preparing Dashboard 

Change the color of the 

text and image using 

formatting options under 

Visualization panel  

Change the 

color of the text 

as required 



Preparing Dashboard 

Step -2: Adding 

emission data in 

New Card visual 

Step -4: Adding 

date in date 

slicer 

Step -3: 

Selecting Date 

slicer 

Step -1: Adding 

emission data in 

New Card visual 



Preparing Dashboard 

Browse the 

path Click on 

Images – 

Make it on

Click on 

Browse 
Select Image and click open



Preparing Dashboard 

Step 2: Click on 

Formatting and title to 

add the text 

Step 1: Click text box

Title to the dashboard 

is added.



Adding Scatter Chart 

Step 1: Add Scatter 

Chart

Step 2: Select the 

data 

Step 3: Use Format 

Visual to do formatting 



Adding Scatter Chart 

Step 2: Use Format 

visual to do formatting 

Step 1: Update 

Title



Adding Multi Row Card 

Step 1: Add Multi row 

card

Step 2: Select the 

data 



Adding Multi Row Card 

Do formatting as done 

for other visuals 



Adding Multi Row Card 

Step 1: Add Tree map

Step 2: Select the 

data 



Adding Multi Row Card 

Do formatting as done 

for other visuals 



Adding Column chart 

Step 1: Add 

bar Chart



Adding Column chart 

Step 1: Add 

Column Chart

Step 2: Add 

data to X and 

Y axis

Step 3: Add 

zoom slider to 

X & Y axis 

Step 2: Select the 

data 



Adding Slicer 

Do formatting as done 

for other visuals 

Step 1: Select 

the Slicer

Step 2: Add 

the field 



Formatting Slicer

Step 1 Step 2 Step 3

Step 4 Step 5



Formatting Slicer 



Adding new Slices 

Step 1: Copy 

Slicer 

Step 2a: Update the field to 

name of importer 

Step 2: Paste the 

slicer and edit the 

title and field 

Step 2b: Update the 

heading under the 

formatting visual

Step 3: Do it for other 

slicers follow same steps



Adding Region in new sheet 

Step 1: Add new 

Page Step 3: Select data

Step 2: Select 

Map visualization 

Step 4: Do 

formatting 



Adding Region in new sheet 

Step 1: Add Multi 

Row card

Step 3: Carry out the 

formatting of the visuals 

Step 2: Add Slicer 



Adding new sheet 

Step 1: Add new 

Page 

Step 2: Change 

the canvas

Step 3: Add the 

scatter chart 

Step 4: Add table

 

Step 5: Add Slicer 

with date 

Step 6: Format 

the visuals 



Final Dashboard 



Final Dashboard 



Final Dashboard 



Publishing data 

Step 1: Click on 

the Publish to 

Publish data.



Publishing data 

Step 1: Select the 

workspace.

Step 2: Click on 

select.



Publishing data 

Click on Link to 

access the report 

online.



Opening Report online 

Scroll the date 

/ Enter the 

date to check 

the impact

Click on the any of the tab to check the 

data for that particular option 



Checking the data from online dashboard 

Scroll the date 

/ Enter the 

date to check 

the impact

Clicking - Data for the Brand 2,5 and 

Efficiency Level 5 will change the other 

data on the dashboard with this criteria. 



Exporting online dashboard 

Step 1: Click on 

Export and than 

Power point 



Exporting online dashboard 



Exporting data in Power point 

Option for live 

data and image 



Exporting online dashboard to Power Point 

Step 1: Click on 

Power BI

Step 2: Paste 

URL 



Exporting data in Power point 

Select the URL for 

the all three 

pages and insert 



Exporting data in Power point 



Exporting data in Power point 



Exporting data in Power point 



Live data dashboard on Power point 



Live data dashboard on Power point 

Step 1: Click on 

Export and to PDF



Live data dashboard on Power point 

PDF report is 

published with 

current values.



Live data dashboard on Power point 

PDF report is 

published with 

current values.



Live data dashboard on Power point 

PDF report is 

published with 

current values.



Thanks 
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