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What is Power BI?

It is a business analytics and data visualization tool by 
Microsoft.
Its purpose is to connect to many data sources, clean and transform 
data, and then create interactive reports and dashboards so, you (and 
others) can see and understand what your data is saying.



Excel is good for calculations; Power BI is better for analysis and dashboards.

• Power BI can manage millions of rows smoothly; Excel becomes slow.
• Charts in Power BI are clickable and dynamic; Excel charts are mostly 
static.

• Power BI can auto-update dashboards from live data sources; Excel 
needs manual refresh.

• Power BI connects to databases, cloud services, APIs, etc.; Excel has 
limited connectivity.

• Power BI has better data cleaning tools like it has Power Query that 
makes data transformation easy.

• Power BI offers more advanced visuals (maps, gauges, custom 
charts) than Excel.

• Dashboards can be shared online with teams; Excel sharing is less 
smooth.

Why Power BI is better than Excel?



Power BI Components

1. Power BI Desktop – free to download
• A Windows application
• Used to import, clean, and visualize data
• You create reports here
• Works offline on your computer

2. Power BI Service (Power BI Online) – pay to use the 
services
• A cloud-based platform
• You publish, share, and view dashboards online
• Supports collaboration with teams
• Allows scheduled data refresh



Power BI Desktop Installation



Search for 
Microsoft Store 
from desktop 
start menu





Another way to download.. Search for Power BI 
desktop download

Click on the link



Click to 
download



Once Installed, you can search from Search bar of 
windows



Understanding Power BI Interface



Sign-in window
• Required if you want to 

use the services of 
Power BI. 

• For sign in Business 
email ID is required. 
Provides 2 months free 
services.

• Not required for own 
system/offline desktop 
version.



Click here



Title bar

Canvas



Tabs
Ribbon



Options under 
Home tab

1. Report View
2. Table View
3. Model View
4. DAX Query

Layout:
1. Desktop 
2. Mobile

Add as many as pages



Use double arrows to 
expand or collapse the 

panes

Zoom in or out the 
canvas area



Visualization
paneFilter pane Data 

pane



Import Data in Power BI



OR
Available within 

canvas area

Available in 
Ribbon under 

Home tab



Four things to do in power BI

• During Data import operation, transform the data using POWER 
QUERY

• Data Modeling known as Power Pivot
• Power view or Data Visualization
• Power BI services



Hands on – Creating a Dashboard



Power Query – Data Transformation
• Change Student Name to uppercase (Students Table)

Select column 🡪 Transform Tab 🡪 Text Column🡪 Format 🡪 click Dropdown and select Uppercase

• Change Department abbreviation to uppercase (Students Table)

Select column 🡪Transform Tab 🡪 Text Column 🡪 Format 🡪 click Dropdown and select Uppercase

• Change Date of joining  to Date only (Students Table)

Select column 🡪 Transform Tab 🡪Date & Time Column 🡪click dropdown and select Date only

• Column Headers (Subjects Table)

Home Tab🡪 Transform option🡪 click use first row as headers



Building Visuals on Canvas



Visuals for the Dashboard

• Card → Total Students, Subjects

• Clustered Column Chart → Avg Score by Subject

• Donut Chart → Students by Department

• DAX Query 🡪 Grade (New Column in Scores table)

• Table → Student Name | Subject Name | Avg Score | Avg Attendance | Grade



CARDS

To display:
1. Total number of Students
2. Total number of Subjects



Cards
• Insert Cards for Total number of Students and total number of subjects

• Add subject name/subjectID in the Fields and change it to count from dropdown (Build 

Visuals)

• Add StudentName/StudentID in the Fields and change it to count from dropdown (Build 

Visuals)

• Change call out value colour (Format Visuals 🡪 Visual)

• Off call out category (Format Visuals🡪 Visual)

• On Title and add title text “Total number of students” (Format Visuals 🡪 General)

• Change card background colour under Effects 🡪 background feature (Format visuals 🡪 

General)

• Turn on visual borders under Effects to give border to the card (Format visuals 🡪 General)



Canvas view after adding the cards and 
performing the steps



CLUSTERED COLUMN CHART

To display:
1. Average Score by Subject



Clustered Column Chart

• Insert Clustered column chart on canvas by double clicking or drag and drop.

• Add subject name in the X-axis and score in Y-axis (Build Visuals)

• Click on dropdown of Y-axis and change it to Average (Build Visuals)

• Turn on Data Labels and 

• Turn On Background under Data labels 

• Change the colour of text using Value feature under Data labels (Format Visuals 🡪 

Visual)

• Turn On Title, add title text “Average Score by Subject Name” , and change the 

colour(Format Visuals 🡪 General)

• Turn on visual borders under Effects to give border to the chart (Format visuals 🡪 General)





DONUT CHART

To display:
1. Students by Department



Donut Chart

• Insert Donut chart on canvas by double clicking or drag and drop.

• Add Department in the Legend and StudentID/StudentName in Values (Build Visuals)

• Change the colour of values using Values feature under Detail labels (Format Visuals 🡪 

Visual)

• Turn On Title, add title text “Total students by department” , and change the colour(Format 

Visuals 🡪 General)

• Turn on visual borders under Effects to give border to the chart (Format visuals 🡪 General)





Table

To display:
1. Student Name | Subject Name | Avg Score | 

Avg Attendance | Grade



Use DAX Query to add GRADE Column

• Before adding Table visual on canvas add new column – 
GRADE.

Range Grade
≥ 80 A
60–79 B
40–59 C
< 40 Fail

Assign grade based on Score or Percentage:



Use DAX Query to add GRADE Column
Follow these steps:

1⃣ Click on Data View from the left-hand side panel.

2⃣ Select the table Scores where our marks data is stored.

3⃣ Go to the Modeling tab in the top ribbon and click New Column.

4⃣ In the formula bar, type the following DAX code to create the Grade column:

Grade = 

IF(Scores[Score] >= 80, "A",

    IF(Scores[Score] >= 60, "B",

        IF(Scores[Score] >= 40, "C", "Fail")

    )

)

5⃣ Press Enter and you will now see a new column named Grade, which assigns grade automatically based on marks.



Table

• Insert Table on canvas by double clicking or drag and drop.

• Add StudentName, SubjectName, Average Score, Average Attendance, Grade in the 

Columns. (Build Visuals)

• Turn on Vertical grid lines and Horizontal Grid lines and change the color under Grid (Format 

Visuals 🡪 Visual)

• Click on Grid🡪Border🡪check all the border position(Format Visuals 🡪 Visual)

• Click on Column Headers and change the color, make it bold (Format Visuals 🡪 Visual)

• Turn on visual borders under Effects to give border to the chart (Format visuals 🡪 General)





Insert Dashboard Title



Dashboard Title

• Insert Text box from Home Tab 🡪 Insert option
• Write the title of the dashboard in the text box, change the color, 
size and make it bold using textbox feature just below the 
inserted Textbox.

• Turn on visual borders under Effects to give border to the 
chart (Format visuals 🡪 General)






