
Power BI step by step solutions 

for Exercise 



Power BI Step-by-

step solution 

guide 



Starting Power BI  

Step 1: Open Power BI 

and Select the data file 



Opening Power BI window 

Step 1: Open Power BI 

and Select Blank Report



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  

Step 1: Select the file 

location

Step 3: Click Open

Step 2: Select 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 



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: Check the data type / data 

format- Date need to updated to date 

format. Click on 123 adjacent to Date 

Step 2: Select the correct format 



Transform Data to Power BI – Power Query 

Step 1: Select the add new step

(If data is refreshed the step will be 

applied automatically to added data)



Transform Data to Power BI – Power Query 

Changes will be 

reflected in the applied 

step. 

To undo – click on the x 

arrow.

Close the editor after 

performing all steps. 



Transform Data to Power BI  

Changes will be 

reflected in the applied 

step. 

To undo – click on the x 

arrow.



Transform Data to Power BI  

Click on assumptions to 

transform and clean the 

data in the assumption 

sheet 



Transform Data to Power BI  

Step 3: Click on Add 

column and then click 

Merge column 

Step 1: Drag the 

unit's column to left

Step 2: Select both 

columns (Click while 

holding ctrl 

command)

Step 4: After clicking merge 

column – this dialog box 

will appear. Select the 

separator type, 

then Click ok



Transform Data to Power BI  

Step 1: Drag the 

merged column to 

left

Step 2: Check the 

steps executed 



Transform Data to Power BI  

Step 2: Check the 

steps executed 

Step 1: Select 3 columns 

– S.No, Description, Units 

(Click while holding ctrl 

command)



Transform Data to Power BI – Power Query 

Double click on label 

and change the name 



Transform Data to Power BI – Power Query 

Check the text 

properties

All steps are being 

reflected in Applied 

steps 



Transform Data to Power BI – Power Query 

Check the text 

properties (Text for 

column 1 and Decimal 

numerical data for 

column 2)

All steps are being 

reflected in Applied 

steps 



Transform Data to Power BI – Power Query 

Click on the Transform 

tab and then click 

Transpose to make this 

table transpose 



Transform Data to Power BI – Power Query 

Table has been 

transposed – Check the 

applied steps

Check the data in the 

column 

Heading appearing in 

row 1



Transform Data to Power BI – Power Query 

Step 2: Click on the 

use  first row as 

header 

Step 1: Click on row 1



Transform Data to Power BI – Power Query 

Click – Use first row as 

headers



Transform Data to Power BI – Power Query 

Step -1: Check the 

data labels for each 

column

Step -2: Close the Power Query 

Editor window. 

Step -3: Pop up will 

appear 

Click on Yes



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 



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() – Refrigerator EE (2)’ [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 the Baseline Scenario

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 with if command : Baseline Energy = if('Refrigerator EE (2)'[Total adjusted storage volume (in L)]<300, 

(465+1.378*'Refrigerator EE (2)'[Total adjusted storage volume (in L)])*.533,(465+1.378*'Refrigerator EE (2)'[Total 

adjusted storage volume (in L)]*.506)) 

Energy consumption of 2 star Refrigerator is considered as baseline 



Removing the decimals 

Step 2: Remove the 

decimal – enter 0.

Step 1: Select column 



Adding measure to evaluate energy saving 

Step 1: Click on Table tools

Click on Quick Measure

Step 2: Dialog box will appear 

Step 3: Select the subtraction 

operation in the measure  



Adding measure to evaluate energy saving 

Step 1: Drag the Baseline energy – Annual Energy consumption 

Step 2: Click Add



Renaming measure

Step 1: Click on 

Measure 

Step 2: Rename - Baseline Energy minus Annual Energy Consumption (kWh/ year) to  
--  Annual Energy saving (kWh/year)



Renaming measure

Click ok



Renaming measure

Click ok



Renaming measure

Measure is added and 

renamed 



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



DAX functions for Emission Reduction

Step 1: Add new 

measure

Step 2: Rename the 

measure

Step 3: Use DAX function to multiply 

the energy saving and emission 

factor 



DAX functions for Emission Reduction

Measure added 



Adding data in Column for cost of the power saving (Maldivian 
Rufiyaa  / kWh) 

Step 1: Add 

new column 

Step 2: Data 

in the new 

column 



Adding new measure for evaluating cost savings 

Step 1: Add 

Quick 

measure 

Step 2: Select 

the data of cost 

of power and 

annual energy 

saving 

Step 3: Multiply – 

conversion rate -

Maldivian 

Rufiyaa  to USD 

conversion 

Step 4: Divide by 

1000 to make 

‘000 USD saving 



Preparing Dashboard 

Step 1: Click on Card 

from Visualization 

panel 

Step 2: Blank card will 

be added to the screen



Preparing Dashboard 

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



Preparing Dashboard 

Step 1: Click 

on Format 

Visuals Step 2: Click 

on and Off 

button to 

switch off the 

labels

Label



Preparing Dashboard 

Label marked 

as off



Preparing Dashboard 

Label marked 

as off



Preparing Dashboard 

Click on 

Images 

Click on 

Images – 

Make it on

Click on 

Browse 



Preparing Dashboard 

Browse the 

path Click on 

Images – 

Make it on

Click on 

Browse 
Select Image and click open



Preparing Dashboard 

Browse the 

path Click on 

Images – 

Make it on

Click on 

Browse 
Select Image and click open



Preparing Dashboard 

Adjust the 

image using 

settings

Click on size 

to adjust the 

image



Formatting the Visual 



Preparing Dashboard 

Step 1: Copy 

the card and 

paste 

Step 2: Paste 

the card 



Preparing Dashboard 

Step 1: 

Update the 

data to energy 

savings 

Step 2: Update 

the Title from 

formatting 

section

Step 3: Update the 

image from 

formatting section



Updating Number format 

Updating number 
format

Step 1: Select 

Sun of Annual 

energy from 

drop down 

Step 2

Step 3



Updating Number format 

Updated number format



Preparing Dashboard 

Step 1: Add the 

card to display 

the value 

Step 2: Do the 

formatting as 

done for the other 

two cards. 



Adding Scatter Chart 

Step 1: Add 

the Scatter 

chart from 

Visualization 

panel 

Step 2: Add the 

date Energy 

consumption & 

storage volume



Adding Scatter Chart 

Step 1: Add image and do 

formatting as done for 

previous visuals 

Step 2: Add Zoom 

slider from formatting 

panel for X and Y axis



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 



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 



Adding Column chart 

Step 1: Add 

colors to the 

efficiency 

labels Step 2: Add 

labels and add 

format  



Adding Column chart 

Step 1: Add 

Energy Saving 

using Card 

Visual 

Step 2: Use the 

formatting – to add 

image and update the 

title as done for other 

cards.



Adding Slices and Drill Down 

Step 1: Add Slicer 

from visualization 

panel

Step 2: Add the refrigerants 

under the slicer under fileds



Adding Slices and Drill Down 

Step 1: Add Slicer 

from visualization 

panel

Step 2: Add the refrigerants 

under the slicer under fileds



Formatting Slices

Step 1 Step 2 Step 3

Step 4 Step 5



Adding new Slices 

Step 1: Copy 

Slicer 

Step 2: Paste the 

slicer on canvas 



Adding new Slices 

Step 2: Update the field to 

efficiency level 

Step 1: Paste the 

slicer and edit the 

title and field 

Step 3: Update the heading 

under the formatting visual



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



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 

Click on Link to 

access the report 

online.



Exporting online dashboard 

Step 1: Click on 

Export and than 

Power point 

Step 2: Click on 

Copy link or open 

in Power point 



Exporting online dashboard 

Step 1: Click on 

Export and than 

Power point 

Step 2: Click on 

Copy link or open 

in Power point 



Exporting online dashboard to Power Point 

Step 1: Click on 

Power BI

Step 2: Paste 

URL 



Live data dashboard on Power point 



Thanks 
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