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Use Excel Tables: Make data easier for Power Query to read1 2 Load data: Data tab > From Table/Range
How?

Select any cell in your data 
> Use Keyboard shortcut

3 Remove Unwanted Columns

Go to Home tab

Select unwanted 
columns

Select Remove 
Columns

1. Steps performed in 
the Power Query 
editor do not alter the 
source data.

2. Steps taken can be 
reused on new data 
with same columns.

Bonus Tips

Standardize Data: Change case uniformly, remove unwanted characters5

Change Data Type: Accurate data types are essential for accurate analysis6

Select columns

Go to Home tab

Under Data Type

Select correct 
data type

Repeat the same steps & 
select Decimal Number 
data type for Amount

7 Duplicate Query: Reuse same steps on new data

Right-click on the 
query in the left pane

Duplicate 
query

Update the source

No need to redo data cleaning! 
On refresh, new data gets pulled 
in & cleaned automatically

8 Append Query: Combine data from multiple sources into one sheet.

Select a query

Go to Home tab

Under Append Queries

Select Append as New 
>Select queries to append

What Next?

Append queries adds all data under one 
another.
Close & Load the Power Query Editor to 
load the transformed data to Excel grid!

Must-Know:

- Column names must be 
identical in all data sources
- Power Query is case 
sensitive
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Split Columns by Delimiter: Split Location into City & State4

Enroll 
Now!

https://bit.ly/moth-courses

https://bit.ly/
moth-courses

Select column 

Go to 
Transform tab

Under Format

Trim text columns to 
remove hidden spaces

Replace unwanted _ 
with a blank space Select the case

Select column 
to split 

Go to Home tab

Split Column > By Delimiter > Select 
delimiter (comma in this case)

Rename split 
columns

Power Query 
can get data 
from almost 
anywhere!

Bonus Tip

For easy referencing, 
rename the table 
“USTransactions” via 
the Formulas tab > 
Name Manager

Bonus Tip

WITH POWER QUERY
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