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Power BI Service is included in Microsoft 365, if you do not have Microsoft 365 then talk to your IT provider to find out how to upgrade. 
1. Log into Office 365
[image: ]
2. Click on Power BI icon to launch the Power BI service

If you cannot see the Power BI icon, first try using the search function to find it. If it does not appear you will need to ask your IT provider to enable the application for you.
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There are 2 ways of downloading Power BI desktop:
1. Download from https://www.microsoft.com/en-gb/download/details.aspx?id=58494 and follow the installation instructions.
2. Download via the Power BI service by following the steps below:
1.Click on the download button.
2. Select Power BI Desktop
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1. Use one of the 3 options below to start the process of getting data from Excel
1
2
3


1. Click on Get Data











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











1. Select the tables you require (a blue top on the icon shows that its a table)
2. The right-hand pane shows a preview of the data
3. Click on Load to bring the data into Power BI
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1. Click on the data view 
2. Click on the arrows next to  the the tables to reveal the fields
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[image: ]1. Click on Transform data to open the Power Query Editor


[image: ]2. From the Combine menu, select Append Queries as New

3. Use the Add>> button to add the data from multiple data sources into one table














[image: ]4. Use the Choose Columns feature to choose what data to include

5. A new query called Append1 will be created
6. Rename the query by typing the new name into the Name field
7. Click on Close & Apply to create the query
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There are many ways of tackling this and a vast amount of functionality so here are just the basics:
1. Select the Report view
2. Select a visual
3. In the Values view, drag fields to the Values, Fields or Axis wells
4. In the Format view, format your visualisation


[bookmark: _Toc73967922]Create a Card1. Click on the report canvas and then click on Card

[image: ]3. Rename the visual  
2. Change the field to Count 
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Categorise the fields you want to use as locations before selecting a map visual1. Select the field you want to use as a location
2. Select a location data category


Then select the map from the visualisation options.
[bookmark: _Toc73967924]Publish the report internally or with a named person1. Click on publish













This will create a .PBIX file which can be stored on a shared drive & emailed to people. The Power BI service or desktop application is required to open it.
[bookmark: _Toc73967925]Publishing the report publicly 
For this you need to open the report in the Power BI service which you can access through Microsoft 365.
1. Select Publish to Web from the File menu



[image: ]2. Copy the code to share with someone or embed it in your website
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Exercise 1 — Use Get data to bring Excel data
into PowerBl

_IMake sure your Excel file is closed

_1Open & Log onto Power Bl

_ISave your report as “Music Mentors” (file menu - save)

_IUse Get Data to connect to the Music Mentors participants Excel file
_IIn Navigator select the 3 tables: Participants 2018, 2019 & 2020
_IClick on Load

_1Go to the Data view to review the data
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Exercise 2 — Use Transform data to combine
the 3 years data

_1Go to Transform data
:lCreate a hew append query (Home tab-Combine-Append queries-Append as new)
_IRemove the First and Last name columns from the new query (Home tab-

Choose columns)

_!Name the query “All participants”
_IClose & Apply the query

_IReturn to the Data view and select the All participants table to see if the
query has loaded correctly

_ISave your report
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Exercise 3 — Adding a clustered column

_l Go to the Report view
1 Select a Clustered column visual

L1 Add the following fields to the Values well:
[JHours booked
[IHours attended
IDifference

_! Add the Prison field to the Axis well

L1 Remove the title from the X & Y Axis (Format-Axis-Title)
L] Resize the chart using click and drag

L] Name the page “Attendance”

Optional: Change colour theme on the View menu
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Exercise 4 — Adding cards

-l Go to the Report view
1 Select a Card visual

-l For the total participants:
LIAdd the Prison ID field to the field well
Ll Change the field type to Count
Ll Rename it to Participants

1 For the number of prisons:
LIAdd the Prison field to the field well
1) Change the field type to Count (Distinct)
Ll Rename visual Prisons

[l Move and resize the cards

Option(]l: ChGnge the background colour on the cards (Format-background-colour)
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Exercise 5 — Add an Area chart

1Go to the Report view

_ISelect a Area Chart visual

_1Add Prison ID to the Value well

_1Add Year to the Axis well

_l Remove the chart title (Format -Title-off)

_LIRemove the Title from the X-AXiS (Format -x-Axis-Title-off)
_IRemove the Y-Axis (including title)

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

_LIRename the chart (rormat-titie)

Optionol: Chonge the line width (Format-Shapes-Stroke width)
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Extension Exercise 6 — Add a Funnel chart

_1Go to the Report view

_ISelect a Funnel visual

_IAdd Preferred Instrument to the Value & Group well
_IRemove Title

_IChange the colour of the data points (Format-Data Colours-Show all-
change each one manually)

_IUse the visual filter to remove values you don’t want showing eg not
recorded, blanks etc
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Exercise 7 — Add a Map

L1Go to the Data view

[ICategorise the Post code field as a Post code data field
LIReturn to the Report view

[lInsert a page into the report & rename it “Map”
[1Select a Map visual (not a filled map)

LIAdd the Post code field to the Location well

[IResize the map to fit the page

LIAdd Category to the Legend well

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

LITurn on Zoom buttons (Format-Map controls)

Optional: Change the Bubble size (Format-Bubbles-Size)
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