Tutorial 1

1. Overview

1.1 Sign in PowerBI

1. Go to http://www.PowerBi.com and sign in

x4+

il Power Bl | Interactive Data Vis

C @& https://powerbi.microsoft.com/en-u

<

B2 Microsoft Power Bl Products  Pricing  Solutions  Partners  Learn Sign in

New advanced data prep and enterprise
capabilities coming to Power BI

Power Bl is expanding self-senviceidatasprepitoshelpbusiness.analysts.extract insights from big data and
introducing enterprise Bl platform capabilities.

READ MORE >

Sign up free

Business intelligence like never
before
Go from data to insights in minutes.

Any data, any way, anywhere. And all in one
view.

2. Once you sign in PowerBI, the following welcome screen display
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1.2 Open Power Bl Service and Get Data

1. We'll grab some sample data to use for our tour of Power BI service. There are all types of

sample data we provide for you to explore, and this time we'll use the data about retail stores.

Press [Get Data] and then select “Sample”.

531 Inbo (36] - peter_lo@darlie. il Power B X+

Y Favorites >
Get Data

S v Need more guidance? Iry this tutorial or watch a videa
B A
A Sharod with me .

Discover content Create new content
2 Workspaces >
. My Workspace My organization Services Files Databases

o] ou ou ou

A GetData

2. Select the “Retail Analysis Sample” and click [Connect].

£ eter_lo@darliecon X yuf Power B 8 -
% © * 0

Discover content

Y Home (preview)

Y Favorites
Create new content nll'lﬂll ||I III
Apps ) File I 1
] Databases & More
Shared with me
E:’m‘:f.‘" Profitability Human Resources Sample IT Spend Analysis Sample Opportunity Analysis Sample :;"’::l’:"‘“‘ Anatysis Retail Analysis Sample

Workspaces
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3. Power BI imports the sample, adding a new dashboard, report, and dataset to your My
Workspace.

() Home (preview)

¥ Favarites >
([ Recent >

W
B apps E
' Shared with me

A

ACTIONS OWNER

2D Workspaces >

@ oo

4. Power Bl service imports the sample and displays the dashboard. Dashboards are something that
differentiates Power BI service from Power BI Desktop. The sample also includes a report and a

dataset, which we'll visit later.
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D) Home (preview)
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1.3 View Content

1.

2.

3.

Let's start by looking at how the basic content (dashboards, reports, datasets, workbooks) is
organized. Content is displayed within the context of a workspace. My Workspace stores all the
content that you own. My workspace is where the Retail Analysis sample you just downloaded
is saved. Within My Workspace, your content is organized into 4 tabs: Dashboards, Reports,
Workbooks, and Datasets.

Home (preview)

A
{ Favorites

® Recent

NANE™T ACTIONS OWNER CLASSIFICATION

Apps
Shared with me

Workspaces
| . My Workspace

/1 GetData

Within those tabs (aka content views), you'll see information about the content as well as actions
you can take with that content. For example, from the Dashboards tab you can open a dashboard,

search, sort, and much more

Cashboards Reports ‘Workbooks  Datasets airng 1 i Marme (A-Z)

MAME ACTIONS WHER

Open the dashboard by selecting the dashboard name

e
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1.4 Favorite Dashboard and Report

1. Favorites lets you quickly access content that is most important to you. With the dashboard open,

select Favorite from the upper right corner.

3. To display a list of all the content that you have added as favorites, in the left navpane, select the
arrow to the right of Favorites. Because the left navpane is a permanent feature of Power BI

service, you have access to this list from anywhere in Power BI service.

Favorites

Apps

Shared with me

Workspaces

4. Another way to mark either a dashboard or report as a favorite is from the Dashboards or

Reports content view tab. Open the Reports tab, and select the star icon to the left of the report

name.

Favorites

Recent

Woarkbooks

Dashboards

Reports

Apps
PP MAME A

u Retail Analysis Sample 1=

Shared with me
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5. Open the Favorites pane, by selecting Favorites from the left navpane or by selecting the star

icon.

‘_i:qT Farvoaites

ACTIONS

6. You now have two favorites, one a dashboard and one a report. From here you can open, search,
unfavorite, or share content with colleagues. Select the report name to open it in the report

editor.

a8

il Rtadl Anghais Semnple - ¢ X

L3 | & Secure | hitps/fapppowerbicom 4 3 o i =

F']I:,‘.l'ﬂl'l:'r E:l . My Workspace » Retail Analysis Sample

File = Wiew ™ Echit repat

1|""'m||1 - m
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Workspaces " D
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1.5 Locate your Most Recent Content
1. Similar to Favorites, quickly see your most recently accessed content from anywhere in Power

BI service by selecting the arrow next to Recent in the left navpane.

C
B:I Apps @ Retail Analysis Sample
A

Shared with me See all

& Workspaces

. My Workspace

2. Sometimes you don't want to simply open recent content, but want to view information or take

other action, such as view Insights, or export to Excel. In cases like these, open the Recents

pane by selecting Recent or its icon from the left navpane. If you had more than one workspace,

this list would include content from all of your workspaces.

RETIONME LOCATION

i Sharsd with ms E

LAST MTESS

B Werkspares

. Py ‘Wi e
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1.6 Search and Sort Content

1. The content view makes it easier to search, filter and sort your content. To search for a

dashboard, report or workbook, type in the search area. Power BI filters to only the content that

has your search string as part of the name. Since you only have one sample, searching and

sorting isn't necessary. But when you have long lists of dashboards, reports, workbooks, and

datasets, you'll find searching and sorting extremely helpful.

Ll Search content...

Showing 83 itemi(s)
Dashboards Reports Workbooks Datasets

MAME T ACTIONS OWNER

2. You can also sort the content by name or owner. Notice the up arrow to the right of Name. We're

currently sorting 83 items alphabetically by name, ascending. To change the sort order to

descending, select Name. The up arrow changes to a down arrow. Not all columns can be sorted.

Hover over the column headings to discover which are able to be sorted.

Q, Search content...

Showing 83 itemi(s)
Dashboards Reports Workbooks Datasets

AcTions owneR

n W 3. Top Medalists 0@ Q =5 Discover...

n 3 4. 100 Metre Sprint [ @ Q o5 [ Discover...
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1.7 Q&A for Power Bl

You'll find Q&A on dashboards in Power BI service, at the bottom of the dashboard in Power BI
mobile, and above the visualization in Power BI Embedded. Unless the designer has given you edit
permissions, you'll be able to use Q&A to explore data but won't be able to save any visualizations
created with Q&A.

Q&A looks for answers in all of the datasets associated with the dashboard. If a dataset has a tile on
the dashboard, then Q&A will look in that dataset for answers

1.7.1 How many Store?

il Retsil Analysis Sample - Power X 4

&« [&] & https://app.powerbi.com/groups/me/dashboards/cc2d8d6f-41a3-41f7-be7c-2d4

Power BI

< Bxit Q&A

Home (preview) 1 How many Stor :1
Favorites

Recent

Apps

Shared with me

SY3ALTd  SNOILYZITVNSIA

Workspaces

My Workspace

Showing number of stores

Source: Retail Analysis Sample

1.7.2 What is last year sales?

il Reteil Analysis Sample - Power X 4

& Cc & https://app.powerbl.com/groups/me/dashboards/cc2d8def-41a3-41f7-be7c-2d45ce9d5f64/qna?q=What?%20is%20last%20yearte20sales%3F ¥r

< Exit Q&A

Home (preview) [ What is last year sa\eﬂ

Favorites
Recent
Apps

Shared with me $23.132.601

Workspaces

SH3LT4  SNOLLYZITVNSIA

My Workspace

Showing last year sales

Source: Retail Analysis Sample
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1.7.3 Compare last year sales and this year sales

 s—
il Retail Analysis Sample - Power X 4 = X

& C @ httpsy//app.powerbi.com/groups/me/dashboards/cc2d8d6f-41a3-41f7-beTc-2d45¢

f64/qna?q=Compare%20last%

Power BI
= < Exit QRA
) Home (preview) 1 Compare last year sales and this year sales
Y Favorites
© Recent
P Apps

£ Shared with me

SH3LT4  SNOLLVZITVNSIA

Workspaces

. My Workspace

Showing last year sales and this year sales

Source: Retail Analysis Sample

71 GetData

1.7.4 Show buyer in map

il Retail Analysis Sample - Power X+ - X
<« C & hitpsy//app.powerbi.com/gro 2 41a3-4 e7c-2d4 2 er%2 2 e [ ]
Power BI . My Workspace > Retail Analysis Sample > Q&A O(&| v |26 ’
Exit Q&A 2 vl
R (Ravia [0 Show buyer in map
Favorites =
(=3
>
E
Recent ]
=)
2
Apps @ &
ASIA i
Shared with me [
o
3
a
Workspaces
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My Workspace Ocean
LSOUTH o
AMERICA - i i
\ AME o AUS
) @ Ocean AUS RAb‘A
ANTARCTICA
b Bing ©2018 HERE, © 2018 Microsoft Corporatiof@ms

71 GetData
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2. Power BI Mobile

2.1 Download Power Bl Mobile
1. Download and install Microsoft Power BI Mobile from App Store or Google Play

Visualize " "

your data £

R

2.2 Explore Dashboards and Reports
2.2.1 Install Retail Analysis Sample

1. The first step in the quickstart is to download the Retail Analysis sample in the Power BI service.
Open the Power BI service in your browser (app.powerbi.com) and sign in. Select the global
navigation icon to open the left navigation. In the lower-left corner select “Get data” and the

“Samples” icon.

¥* rites >
Get Data
@ Recont > ; . ) ]
- Need more guidance? Try this tutorial or watch a video
P
i Shared with me .
Discover content Create new content
A Workspaces >
. My Workspace My organization Services Files Databases
EI Get Get Get
A GetData
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2. Select the Retail Analysis sample and click Connect.

Create new content

Customer Profitability

A Shared with me

Q Works Proseiy Human Resources Sample IT Spend Analysis Sample Opportunity Analysis Sample Procurement Analysis
orkspaces

@ v viossrace

i Retail Analysis Sample

Retail Analysis Sample

This industry samph
data of items sold

this year's performs ar i Connect A

Leam more

Sales and Marketing Sample Suppller Qualiy Analysls
Sample

3. Power BI imports the sample, adding a new dashboard, report, and dataset to your My
Workspace.

() Home (preview)

Y Favorites > H
Dashboar Reports Workbooks Datasets
) Recent >
NAME T ACTIONS OWNER
B apps
A Shared with me
2 Workspaces >

@ v vorsomce

A GetData
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2.2.2 View Dashboard on Mobile Device

1. Open the Power BI app and sign in with your Power BI account credentials, the same ones you
used in the Power BI service in the browser. Tap the global navigation button Global navigation
button. Tap Workspaces > My Workspace

-
¥
-

LS

Maggie

Notifications

Favorites

Apps

Shared with me

Workspaces

Scanner

Settings

2. Tap the Retail Analysis Sample dashboard to open it.

& My Workspace - Q,

DASHBOARDS  REPORTS

Retail Analysis Sample

C

Sales and Marketing Sample .
* [ C ) *
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3. Tap the 'ﬁf star icon Favorite star icon in the title bar to make this a favorite dashboard. When

you make a favorite in the mobile app, it's a favorite in the Power BI service, and vice versa.
4. Scroll down and tap the "This Year's Sales, Last Year's Sales" filled line chart. Tap a tile to go to
focus mode

H
] -

& Retail Analysis ... ~ * 2
[

This Year's Sales, Last Year's Sales
BY FISCAL MONTH

@ This Year Sales @Last Year Sales

S4M

$2M

Jan Feb Mar Apr May Jun Jul Aug

Total Sales Variance %, Sales Per Sq Ft, Thi...
BY DISTRICT

FD-01
1 -ny ik FD'U?.

*5q Ft
=t}
.

5. In focus mode, tap Apr in the chart. You see the values for April displayed at the top of the chart.

&« This Year's Sales, Last... v g

by Fiscal Month il

Apr
@ 1his vear Sales $2,665.971  @PLast Year Sales $3,377,631

$3.5M

$3.0M

$2.5M

$2.0M
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6. Tap the lIII Report icon Report icon in the upper-right corner. The report related to this tile

opens in landscape mode.
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7. Tap the yellow "040 - Juniors" bubble in the bubble chart. See how it highlights related values

in the other charts?
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8. Swipe up to see toolbar across the bottom, and tap the pencil icon.
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9. Tap the smiley-face icon in the Annotate toolbar, and add some smiley faces to your report page.
< Annotate SHARE

------------------------- L Lo l l
wHslfaNelannctlanslonsannennle

=~ @@.@.@.

L C@v & =

10. Tap Share in the upper-right corner. Fill in their email addresses and add a message, if you so
desire.

w New message

To | julia@contoso.com

Cc/Bcc

Power BI - Retail Analysis Sample

PowerBi_2018-05-08_12-52-04.png

216 KB X

Check out Retail Analysis Sample report.
Open Retail Analysis Sample in Power BI.

Keep your data at your fingertips with the
Power Bl mobile app.

Get Qutlook for Android
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2.3 Q&A Virtual Analyst
2.3.1 Install Opportunity Analysis Sample

1. Open the Power BI service in your browser and select the global navigation icon to open the left

navigation. Then press “Get Data” and “Samples”

€« C & hitps//app.powerbi.com % @ L JN - I

Get Data

Need more guidance? Try this tutorial or watch a video

Discover content Create new content

My organization Services Files Databases

2. Select the “Opportunity Analysis sample” and click [Connect].

=] 61~ peter lo@darliecon: X ol Power B X + - 8 X

€ c @ app.powerbi.com x* © e 0 :

5 Opportunity Anslysis Sample clels 2 o @

Customer Profitability
Sample

Discover content

A Home (preview)
¢ Favorhes
Recent

Apps

Shared with me

Opportunity Analysis Sample :::“‘:[’:’“““ Anatysts Retail Analysis Sample

Human Resources Sample IT Spend Analysis Sample

Workspaces

. My Workspace

Connect 7[

eamn more

anonymized.

Supplier Quality Analysis
Sample

Sales and Marketing Sample
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3. Power BI imports the sample, adding a new dashboard, report, and dataset to your My
Workspace

(=] . %l o

€ 5 C @ hipsyep * @ * 0

2.3.2 Try Featured Insights in Mobile

1. On your iPhone or iPad, open the Power BI app and sign in with your Power BI account
credentials, the same ones you used in the Power BI service in the browser. Tap the global
navigation button Global navigation button > Workspaces > My Workspace, and open the
Opportunity Analysis Sample dashboard. Tap the Q&A virtual analyst icon Q&A virtual analyst

icon from the action menu at the bottom of the page (at the top of the page on an iPad).

Opportunity Analysis S... ~
< MBI O\

Opportunity Count Opportunity Count

100%

Ltead (NG
Qualify B s
Soluti... i
Propo . 37
Finali l 14

5.2%

West

Ce..

East

Revenue Opportunity Count

$2bn 487

Opportunity Count

Sales Sta... @Llead @Qualify @Solution

200

100
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2. The Power BI Q&A virtual analyst offers some suggestions to get started. Click the “featured

insights” button
< Q&A Preview q n
Opportunity Analysis Sample :

Hi! I'm your Power Bl virtual
analyst. You can ask me
questions about your data.

Here are some suggestions to get
started:

‘ featured insights H insights for 'revenue'

3. The Q&A virtual analyst suggests some insights. Scroll to the right and tap “Insight 2”.

< Q&A Preview [j ”

Opportunity Analysis Sample

featured insights H insights for 'revenue’

featured insights

Here are some insights | found:

ue. 'Direct' and 'Sontaxon' have There
noticeably more Factored Revenue. Reveny

Days.
Insight 2 Insigh

Ol 1

gwertyuiop
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4. The Q&A virtual analyst displays Insight 2.

< Q&A Preview |ﬂ "

Opportunity Analysis Sample

Show me Insight 2

Here is: factored revenue by partner. It
shows 'Direct' and 'Sontaxon' have
noticeably more of it.

Sontaxon _
Joblamcon |:|
Quadsoloace D

Ventolane D

$0.0bn $0.1bn $0.2bn

O *

qgwer tyuiop

5. Tap the chart to open it in focus mode. Tap the arrow in the upper-left corner to go back to the

Q&A virtual analyst experience

% Factored Revenue by P... O\
Opportunity Analysis Sample

Direct
Sontaxon
Joblamcon
Quadsoloace
Ventolane
Drillelectronics
Songreen
Zoomtone
Movestreet
Hotlam
Is-technology
Quadtex
Nimdax
Indiity
Free-electronics

Zaamphase

Flexzim

$0.0bn $0.1bn $0.2bn

s
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3. Get Data from Excel Workbook Files

3.1 Upload your Excel file into Power Bl
1. At the bottom of the left navigation pane, select [Get Data]. On the Get Data page, under

Import or Connect to Data, in the Files box, select Get. On the Files page, select Local File.

Navigate to the Excel workbook file on your computer and select it to load into Power BI.

——

il Powersl x o+ - X

<« C @ hitps//app.powerbi.com/home # 0 :

Power Bl 6 Home review oe + 2 0@
Good evening, VL Chi Wing Peter O search

) Home (preview)
Favorites

Recent Learn how to use Power Bl Seeall

Apps

Shared with me

i .
[
B & wanbilldUn

. My Workspace Getting started with Power Bl Power Bl guided learning Tutorial: from Excel workbo...

Workspaces

2. Click [Get] in “File”.

il PowerBl x + - X
<« C @ hitps//app.powerbi.com/g # 0 :
Power Bl . My Workspace » Get Data O & | L ? 1 © .
o
Home (preview)
Favorites
Get Data

Recent ) ) i )
Need more guidance? Try this tutorial or watch a video

Apps

Shared with me .
Discover content Create new content

Workspaces

Databases

. My Workspace My organization Services

Dr onal Content Packs

ntent Packs
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3. On the Files page, select Local File. Navigate to the Excel workbook file on your computer

and select it to load into Power BI.

il Power8l x  + = X
& C @ https://app.powerbi.com/groups/me/getdata/files ¥ o H
Power BI . My Workspace > Get Data > Files Ol& | & ? .
Discover content 0
Home (preview) &) ganization
Favorites X
B Sampl
Recent
Create new content
Apps Files
B Shared with me [E Databases & More
- Local File OneDrive - Business OneDrive - Personal
Workspaces
. b - ﬂ
SharePoint - Team Sites Learn about importing files
Add your content
> Find a pariner
®  Submit an idea
7 GetData
: 13 . )
4.  Click [Import] button to “Import Excel data into Power BI”.
—
il Power8l x  + = X
& C @ https://app.powerbi.com/groups/me/getdata/files/local-file ¥ o H
Power BI . My Workspace > GetData > Files > Local File Ol& | & ? .
= Discover content 0
) Home (preview) ganization
Y Favorites )
s Local File

(© Recent
' Apps
&£ Shared with me

Workspaces

. My Workspace

7 GetData

Create new content

& Add your content
> Find a partner

> Submit an idea

(4

Import Excel data into or
Power Bl

Connect to the data in your
workbook so you can create
Power Bl reports and

dashboards for it.

Import A

Choose how to connect to your Excel workbook

Upload your Excel file to
Power Bl

Bring your Excel file into Power
Bl to view and interact with it
just as you would in Excel
Online. Pin ranges to

dashboards.

Upload A
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5. Power BI imports the sample, adding a new dashboard, report, and dataset to your My

Workspace.
—
Wil Financial Samplesdsx - Power & X+ - x
€« C & https//app.powerbi.com/groups/me/dashboards/f68a323b-5505-49: # 0 :
Power BI . My Workspace > Financial Sample.xisx SOl s L ? .

+ Addtle  [Z Comments G Viewrelated (@ Setasfeatured ¢ Favorite [ Subscribe 12 Share [ Webview Vv -+
Home (preview) [ Ask a question about your data
Favorites .
Financial Sample.xisx
Recent
Apps
Shared with me

Werkspaces

My Workspace

A GetData

3.2 Build your Report

1. After Power BI imports your Excel file, start building your report. When the dataset is ready
message appears, select View dataset. Power BI opens in Editing view and displays the report
canvas. On the right side are the Visualizations, Filters, and Fields panes. Notice that your
Excel workbook table data appears in the Fields pane. Under the name of the table, Power BI

lists the column headings as individual fields.

il Powersl x  + - =

<« C @ httpsy/app.powerbicom/groups/me/datasats/63e1992b-88fd-4209-Ocef-1523498b43bf

Power BI

Home (preview) VISUALIZATIONS > FIELDS
= = = 1
Favorites = = ik L]

Recent

Apps

Shared with me

b Workspaces Add data fields here

FILTERS
. My Workspace

Drag dat

DRILLTHROUGH

Keep all fiters

of O—

Drag drillthrough fields here
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3.2.1 Create Bar Chart

1. Now you can begin to create visualizations. Your manager wants to see profit over time. In
the Fields pane, drag Profit to the report canvas. Power BI displays a bar chart by default. Next,
drag Date to the report canvas. Power Bl updates the bar chart to show profit by date.

Visualizations Fields

-—
-

“D
£

M I
- e
B
=
i

Em

iE
“
-
E

EEEROEEEEEEERDS

3.2.2 Create Map

1. Your manager wants to know which countries are the most profitable. Impress her with a
map visualization. Press [+] to create a new page, and then create a “Map”, and from the Fields
pane, simply drag over the Country and then Profit fields. Power BI creates a map visual with

bubbles representing the relative profit of each location.

Visualizations Fields

r - 1
2 ® Country
»
"
o —
a
NORTH
I AMERICA &O“ -
o »
= =
»
AFRICA

2
b SOBPTH: HERE SN et Copr Ry u

L e J
a
E
»
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3.2.3 Create Stacked Bat Chart

1.  What about displaying a visual showing sales by product and market segment? In the Fields
pane, select the checkboxes next to the Sales, Product and Segment fields. Power BI creates a
chart instantly. Change the type of chart by choosing one of the icons in the Visualizations
menu. For instance, change it to a Stacked Bar chart. To sort the chart by Product, select the
ellipses (...) > Sort by.

Visualizations

Segment @ Crarrel P @ Erterprae @ Gover

W @ Country

L B<B<B B B<B B 0 B B B B B

Filters

3.3 Create Dashboard

1. Pin all of your visuals to your Dashboard. You’re ready to share it with your colleagues.

 s—
il Finencial Samplexlsx - Power £ X 4 = X
& C @ httpsy//app.powerbi.com/groups/me/dashboards/f68a323b-55d5-492e-880e-689d33bf6235 b d Q :
Power BI . My Workspace > Financial Sample.xlsx P = RS R ) .
+ addtle [T Comments G Viewrelated () Setasfeatursd Y7 Favorite [ Subscribe [ Share [ Webview v -+
Home (preview) 1 Ask a question about your data
Fz it
avortes Profit Profit
BY DATE BY COUNTRY
Recent
®
A Shared with me o 3 NORTH
o AMERICA
1 Workspaces )’ - P o)
s1.0M o
@
. My Workspace e
I I I I I E
o
s P
E Jan 2014 ol 2014 I>Bing e

=

Sales
BY PRODUCT. SEGMENT

Segment @Channel Partners @ Enterprise @ Government ®Midmarket @Small Business
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3.4 Switch between Web / Mobile View

il Powergl x. [ = X

<« C & httpsy//app.powerbi.com/groups/me/dashboards/f68a323b-55d5-492e-880e-689433bf6235/mobileAuthoring

Power Bl @) myworkspace > Finan

Home (preview) Edit phone view

Favorites

Recent

Financial Sample.xsx
Apps

Profit

A& Shared with me BY DATE

2 Workspaces
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3.5 Create QR Code for Report

1.  Open a report in the Power BI service. Select the ellipsis (...) in the top-right corner and select
Generate QR code.

‘:"':: View related [ Subscribe

Generate QR code

Analyze in Excel

2. A dialog box with the QR code appears.

Sales and Marketing Samle Your QR code is read *
Now that you've created 2 QR code y n scan it from a mobile
davice to = the QR code image on

the left. dick the “Download™ button

[=]
O

Power Bl

]

L2} YWour colleagues @n use this OR code only if they have
parmissions o 3ea this report.

3. From here you can scan the QR code or download and save it so you can:
e Add it to an email or other document, or

e Print it and place it in a specific location.
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4. Connecting to CSV File

4.1 Read Text/CSV File
1. Select Get Data to load the “0388.HK.csv” file, double cli k to create the report.

—

il 0388 HK csv - Power BI x  + - =
3 C @& https//app.powerbi.com/groups/me/dashboards/6608af9-6533-4cdb-b183-57920570¢c885 #r 0O :
Power BI . My Workspace > 0388.HKcsv g L e .

| add tile [ Comments o Viewrelated @) Sctasfeatured ¥ Favorite [ Subscribe 2 Share I Web view v ==+

Home (preview) [ Ask a question about your data
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4.2 Creating Report
4.2.1 Create Line Chart

1. Select Line and Stacked Column Chart. Put Date in Shared Axis, Volume in Column values,

and Close in Line values.

all Powersl x  + - X

<« C @ httpsy/app.powerbi.com/groups/me/datasets/63161120-a4ee-48be-0430-8cbfbfaf0222

Power BI
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Add data fields here

FILTERS
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5. Quick Insight

5.1 Overview
Have a new dataset and not quite sure where to start? Need to build a dashboard quickly? Want to

look for insights you may have missed?
Run quick insights to generate interesting interactive visualizations based on your data. Quick
insights can be run on an entire dataset (quick insights) or on a specific dashboard tile (scoped

insights). You can even run insights on an insight!

5.2 Create Insight
1. Explore insights using the Supplier Quality Analysis sample. From the Datasets tab, select
the ellipses (...) and choose Get insights.

ACTIONS LAST REFI

Rename
Delete
Analyze in Excel

Get insights

Settings

2. Power Bl uses various algorithms to search for trends in your dataset.

X

Searching for insights

Searching Supplier Quality Analysis Sample.
We will notify you when your insights are
ready.

3. Within seconds, your insights are ready. Select View insights to display visualizations.

X
~~ Insights are ready

You have insights for Supplier Quality
Analysiz Sample.

View insights
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4. The visualizations display in a special Quick Insights canvas with up to 32 separate insight

cards. Each card has a chart or graph plus a short description.
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5.3 Interact with Insight Cards
1. Hover over a card and select the pin icon to add the visualization to a dashboard. Hover over a

card, select the ellipses (...) and choose View insights. This opens the insight fullscreen.

< | Total Downtime Minutes Max and Total Defect Reports by Date G‘

&0

Reports

Total Defect

2000 2,300

Total Downtime hlinutes Max

Was this useful? |¥es Mo
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2. In Focus mode you can:

e  Filter the visualizations. To display the filters, in the top right corner, select the arrow to
expand the Filters pane. insight an Filters menu expanded

Total Downtime Minutes Max and Total Defect Reports by Date

Filters

Duate{All)

Total Defect Reports[All)

Total Dovntime Minutes...

e Pin the insight card to a dashboard by selecting the pin icon or Pin visual.

e  Run insights on the card itself. This is often referred to as scoped insights. In the top-right

cornet, select the lightbulb icon or Get insights.

The insight displays on the left and new cards, based solely on the data in that single
insight, display along the right.

e Doty Morarii blin g Tocsl Dt Sapormy

INSIGHTS L

Count of Plant and Tolal Defect Reports

Count of Vendor and Total Defect Reporis

T Mo

3. To return to the original insights canvas, in the top-left corner, select Exit Focus mode.
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5.4 Run Insights on a Dashboard Tile
Instead of searching for insights against an entire dataset, narrow your search to the data used to

create a single dashboard tile. This too is often referred to as scoped insights.

1. Open a dashboard. Hover over a tile. Select the ellipses (...), and choose View insights.
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3. Does one insight pique your interest? Select that insight card to dig further. The selected
insight appears on the left and new insight cards, based solely on the data in that single insight,
display along the right.

4. Continue digging into your data, and when you find an interesting insight, pin it to your

dashboard by selecting Pin visual from the top-right corner.
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6. Data Alert

6.1 Creating Alert

Set alerts to notify you when data in your dashboards changes beyond limits you set. This example

uses a card tile from the Retail Analysis sample dashboard.

1. Start on a dashboard. From a dashboard gauge, KPI, or card tile, select the ellipses.

Total Stores

U

104

2. Select the bell icon 'O' to add one or more alerts for Total stores. To start, select + Add alert

rule, ensure the slider is set to On, and give your alert a title. Titles help you easily recognize
your alerts.

Manage alerts

—+ Add alert rule

~ Alerts for Total Stores [iif
Active

On
Alert title

Alerts for Total Stores

3. Scroll down and enter the alert details. In this example we'll create an alert that notifies us once
a day if the number of total stores goes above 100. Alerts will appear in our Notification center.
And we'll have Power Bl send us an email as well.

Condition Threshold
Above v | 10p

Maximum notification frequency
(®) At most every 24 hours

() At most once an hour

Alerts are only sent if your data changes.

¥ Send me email, too

Use Microsoft Flow te trigger additional actions

Save and close Cancel

S
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6.2 Receiving Alerts

When the data being tracked reaches one of the thresholds you've set, several things will happen.
First, Power BI checks to see if it's been more than an hour or more than 24 hours (depending on the
option you selected) since the last alert was sent. As long as the data is past the threshold, you'll get
an alert. Next, Power BI sends an alert to your notification center and, optionally, in email. Each
alert contains a direct link to your data. Select the link to see the relevant tile where you can explore,

share, and learn more.

1. If you've set the alert to send you an email, you'll find something like this in your Inbox.

USA Sports won

) Chick here to downls
download of some p

pictures. To help protect your privacy, Outlook prevented autematic
ctures in this message.

USA Sports won

USA Sports won on Olympics has exceeded 40, at 47.

Go to Tile
Go to Dashboard
Get Insights

2. Power Bl adds a message to your Notification center and adds a new alert icon to the applicable
tile.

Olympics
[3 Ask a question about your data

1 Count of SportlD

iy

3. Open your Notification center to see the alert details.

All Notifications

USA Sports won 3 minutes ago X
USA Sports won on Olympics has exceeded 40
at 47

Go to tile
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6.3 Managing Alerts
There are many ways to manage your alerts: From the dashboard tile itself, from the Power BI
Settings menu, on an individual tile in the Power BI mobile app on the iPhone or in the Power BI

mobile app for Windows 10.

6.3.1 From the Tile Itself
1. If you need to change or remove an alert for a tile, re-open the Manage alerts window by

selecting the bell icon Alert icon. All the alerts that you've set for that tile are displayed.

Manage alerts

+ Add alert rule

~ Stores below 90 =

~ Stores above 90 =

~ Stores exceed 100 =

Save Cancel

2. To modify an alert, select the arrow to the left of the alert name.

mrus below 90 0]

S

3. To delete an alert, select the trashcan to the right of the alert name.

« Stores below 90

6.3.2 From the Power Bl Settings Menu

1. Select the gear icon from the Power BI menubar.
B || ¥ 2?2 @&

2. Under Settings select Alerts. From here you can turn alerts on and off, open the Manage alerts

window to make changes, or delete the alert.
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7. Visualization

7.1 Waterfall Charts

7.1.1 Overview

A waterfall chart shows a running total as values are added or subtracted. It's useful for
understanding how an initial value (for example, net income) is affected by a series of positive and
negative changes.

The columns are color coded so you can quickly tell increases and decreases. The initial and the
final value columns often start on the horizontal axis, while the intermediate values are floating

columns. Because of this "look", waterfall charts are also called bridge charts

7.1.2 When to use a Waterfall Chart

Waterfall charts are a great choice:

*  when you have changes for the measure across time series or different categories

*  to audit the major changes contributing to the total value

*  to plot your company's annual profit by showing various sources of revenue and arrive at the
total profit (or loss).

* to illustrate the beginning and the ending headcount for your company in a year

*  to visualize how much money you make and spend each month, and the running balance for

your account.

7.1.3 Create a Waterfall Chart
1. We'll create a waterfall chart that displays sales variance (estimated sales versus actual sales)
by month. Select the Datasets tab and scroll to the new "Retail Analysis Sample" dataset.

Select the Create report icon to open the dataset in report editing view.

Dashboards Reports Work

NAME ACTIONS

E Retail Analysis Sample i

2. From the Fields pane, select Sales = Total Sales Variance. Convert the chart to a Waterfall. If
Total Sales Variance isn't in the Y Axis area, drag it there.

Visualizations
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3. Sclect Time =» FiscalMonth to add it to the Category well.

[ [y [ | Y]

ihias
inina - -

o 1y

Mar Jun May Feb Aug Jan Apr Jul Total

4. Sort the waterfall chart chronologically. From the top-right corner of the chart, select the
ellipses (...) and choose FiscalMonth.

= % B -1
ce by FiscalMontt B2 Show Data
base @ Total > Remaove
=1 Spotlight
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[ |
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5.

Dig in a little more to see what's contributing most to the changes month to month. Drag Store
=> Territory to the Breakdown bucket.

FiscalMonth

Territory

Total Sales Vanance

By default, Power BI adds the top 5 contributors to increases or decreases by month. But we're
only interested in the top 2 contributors. In the Formatting pane, select Breakdown and set

Maximum to 2.
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A quick review reveals that the territories of Ohio and Pennsylvania are the biggest

contributors to movement, negative and positive, in our waterfall chart.
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8. This is an interesting finding. Do Ohio and Pennsylvania have such a significant impact
because sales in these 2 territories are much higher than the other territories? We can check
that. Create a map that looks at this year sales value and last year sales by territory. Our map
supports our theory. It shows that these 2 territories had the highest value of sales last year
(bubble size) and this year (bubble shading).
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7.2 Treemaps

7.2.1 Overview

Treemaps display hierarchical data as a set of nested rectangles. Each level of the hierarchy is
represented by a colored rectangle (often called a "branch") containing other rectangles ("leaves").
The space inside each rectangle is allocated based on the value being measured. And the rectangles
are arranged in size from top left (largest) to bottom right (smallest).

For example, if I'm analyzing my sales, I might have top-level rectangles, also called branches, for
the clothing categories: Urban, Rural, Youth, and Mix. My category rectangles would be split into
smaller rectangles, also called leaves, for the clothing manufacturers within that category. And these

smaller rectangles would be sized and shaded based on the number sold.

7.2.1.1 Example

» Mix
W Rural
Urban
Masimuy » Youth
Purum Al
" :
Leo |
Abtas Victora [
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In the Urban branch above, lots of Maximus clothing was sold, less Natura and Fama, and few Leo.

So, the Urban branch of my Treemap would have:

e the largest rectangle for Maximus in the top left corner

*  slightly smaller rectangles for Natura and Fama

* lots of other rectangles for all the other clothing sold, and

* atiny rectangle for Leo.

And I could compare the number of items sold across the other clothing categories by comparing

the size and shading of each leaf node; larger and darker rectangles mean higher value.

7.2.2 When to use a Treemap

Treemaps are a great choice:

* to display large amounts of hierarchical data.

*  when a bar chart can't effectively handle the large number of values.

*  to show the proportions between each part and the whole.

* to show the pattern of the distribution of the measure across each level of categories in the
hierarchy.

*  to show attributes using size and color coding.

*  to spot patterns, outliers, most-important contributors, and exceptions.

7.2.3 Create a Basic Treemap

1. In “Retail Analysis Sample”, creating visualizations in a report requires edit permissions to
the dataset and report. Select the Total stores tile to open the Retail Analysis sample report.
Open Editing View and select the Sales =» Last Years Sales measure.

Visualizations ) Flelds

W 2 Average Unit_
B 8 Average Unit.
W B Avg $/UnitLY
B 5 Avg $/Unit TY
M 8 Gross Margin__.
W 3 Gross Margin_..
W ¥ Gross Margin_.
M 3 Gross Margin_..
# Last Year Sales
B B SalesPerSqFt
W B This Year Sales
Last Year Sales B B Total Sales Va_,
W 8 Total Sales Va_,
W 8 Total Units La_.
W 8 Total Units Thi..

» W District
Filters
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2. Convert the Chart to a Treemap.

Visualizations

Average Unit..

Average Unit_
Awg $/Unit LY
Avg $/Unit TY
Gross Margan..
Gross Margin...
Gross Margin...
iGross Margin...
Last Year Sales
Sales PerSg At
This Year Sales
Total Salss Va_.
Total Sales Va_.
Total Units La_
Total Units Thi_.

Last Year Sales

EEEEEEOEEEEEENEN

3. Drag Item =» Category to the Group well. Power BI creates a treemap where the size of the
rectangles is based on total sales and the color represents the category. In essence you've
created a hierarchy that visually describes the relative size of total sales by category. The Men's

category has the highest sales and the Hosiery category has the lowest.

I B Last Year Sales
M B Sales Per 5q Ft

Group 4+ This Year Sales

.,
I

030-Kids
Category ® B Vvalue
B Goal
Details W status
MW B Total Sales V...
W B Total Sales V...
M B Total Units L...
Last Year Sales x W 8 Total Units T...

Values

» B District

Color saturation
« M
W Buyer
oltips -
(OO M Category

B FamilyName
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4. Drag Store = Chain to the Details well to complete your treemap. You can now compare last

year's sales by category and chain.

020-Mens 030-Kids

Fashions Direct

Fashions Direct

050-5hoes

060-Intimate

Fashions Dinact L.

Fashions Diract

Fashians CHract

5. Hover over a Chain area to reveal the tooltip for that portion of the Category. For example,
hovering over Fashions Direct in the 090-Home rectangle reveals the tooltip for Fashion

Direct's portion of the Home category.

090-Home
Fashions Direct

$2,738,551

Ly

7.3 Report Filter
7.3.1 Editing View vs. Reading View

There are two modes for interacting with reports: Reading View and Editing View. And the filtering

capabilities available to you depend on which mode you're in.

* In Editing View, you can add report, page, and visual filters. When you save the report, the
filters are saved with it. People looking at the report in Reading View can interact with the
filters you've added.

* In Reading View, you can interact with any report, drillthrough, page, and visual filters that
already exist in the report, but you cannot add new filters. However, the changes you make in
the Filters pane are saved with the report -- even if you view the report in a mobile app and

even if you leave the report and return to it later.
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7.3.2 Available Filters in Power Bl Filters Pane

Whether you're using Desktop or Power BI service, the Filters pane displays along the right side of
the report canvas. If you don't see the Filters pane, select the ">" icon from the upper-right corner to
expand it. There are four types of filters.

*  page filter applies to all the visuals on the report page

e  visual filter applies to a single visual on a report page

e drillthrough filter applies to a single entity in a report

* report filter applies to all pages in the report
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