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Power Bl Workflow MlDOCEA
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(The Analytics Journey)

Tables loaded Connected relationships Professional Layout

Build
rts/ Make
Dashboards Decision

Connect Model
Data Data

Transform Publish/
Data Share
Reliable tables Charts and KPlIs Decision-ready report

Each stage adds value — skip one and the chain breaks

|
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Visuals help users understand
performance faster and make better

decisions.
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Business Scenario MIDOCEAl
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Management wants a Sales Performance Report showing:

+ Total Revenue

« Total Profit

 Revenue by Region
 Revenue by Product Category
 Monthly Revenue Trend

« Top Customers

The goal is not only to create visuals, but to answer business questions.



Le;t:re Why Visualize Data?
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Helps identify

Makes complex data
. P |N patterns, trends, and
easier to understand .
outliers

@

| Support analytical
¥E®  Ccommunicate clearly V re;ch))ning !

Enhances decision-
making

Inspire action and
insight
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What we will cover

1. Navigating the report view interface
| 2. Creating visuals
M 3. Formatting reports

Il 4. Building mteractive pages
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Power BI Report View Overview

Filters, Visualization, Data
Panels

Power Bl Blank Report

Sales Report * Last saved: 6/18/2026 at 1212 AM ™ L Search Ahmed Hussein )
File Home Insert Meodeling View Optimize Help Format Data / Drill
Report View o
P hos @ e © & > B3 MRl d%  dki d a5
= () A ama 3
(13 oy HE L@ 0 o 2y W A fx S = )
] Get Excel Cnelake SQOL Enter Dataverse Recent Transform Refresh Mew  Text More New visual MNew Cuick Publish Prep data for Copilot +
"\‘; Format painter | data+ workbook catalogw Server data SOUrCES ¥ datav - visual box wvisuals calculation+ measure measure Al
Clipboard Data Queries Insert Calculations Sensitivity Shars Copilot
[nl 7 - Y Filters & 2 Visualizations » Data

Build visual ~
(D) Select or drag fields to populate this visual O Search (1 Search

&
2

> - aster
» [ DateTable

» B ProductMaster

» [ SalesTransactionsQ1

Filters on this visual

Add data fields here

Filters on this page

Add data fields here

PMEHGREE

= IME
523 @ E M

Filters on all pages

ASENGEY S
EOoDARERE
A NS E> a7 M

x|
B

Add data fields here
Value

Add data fields here

Categories

Add data fields here
Tooltips

Add data fields here

Drill through

Cross-report (@Of)
Keep all filters @

Add drill-through fields here

Report Canvas

Report Page #, Add Page = o K3

Page 1 of 1 - 4




Report Canvas

The area where you build your report or dashboard.

ch
M o B o I d o B I k Fle  Home Inset  Modeling  View  Optimizea  Help  Format  Data/Dril
g T3 Copy H Le W o o u fx BH m == g
) Get Excel Onelake S5SQL Enter Dataverse Recent Transform Refresh New Text More Newvisual ~New  Quick Publish ep data for Copilot
< Format painter | datawv workbook catalogv Server data sources v ata v - visual box visuals~ calculationw measure measure Al

Clipboard Data Queries Ins=rt

Feature Purpose E
Canvas Main design area for visuals

Blank space Allows layout planning

Visual Placement Drag, resize, and align visuals
Page size Controls report dimensions




Data Pane

The Data Pane shows tables, fields, columns, and
measures available for reporting.

The Data Pane is where you select fields to build visuals.

Main Building Blocks

Item Example
Table Sales Transaction
Column Region
Measure Total Revenue
Date field Month Name

( Search

>

O00000

“ B Customer Master -

City

Country
Customer 1D
Customer Ma...
Industry

Segment

“~ [ DateTable

[ B3 Date

O
O
O
O
O
O
O
O
O
O

O
O
O
O

Day

Day Mame

Is Weekend
Month Name
Month Mumber
Month Year
Quarter
Cuarter Name
Week Number

Year

“ [ ProductMaster

Category
Product 1D
Product Name
Unit Cost

~ [ SalesTransactions(1

] Customer ID
] Date
[J 2_ Discount
] Product 1D
[J 2 Quantity
] Region
['1 % Revenue
+ 103% [

<
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Filters Pane

The Filters Pane controls what data appears in visuals

and pages.

Filters help users focus on specific data segments.

Main Building Blocks

Filter Level Meaning

Visual filter

Affects one visual only

Page filter

Affects one report page

Report filter

Affects the whole report

S Filters =

22 Search

Filters on this visual

Sum of Revenue

is (All)

Add data fields here

Filters on this page

Add data fields here

Filters an all pages

Add data fields here

P

<
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2. Creating Visuals

)
J </
12



Visualizations Pane

The Visualizations Pane is used to select and customize visual types.
The Visualizations Pane is the toolbox for report creation.

Card

Bar chart
Column chart
Line chart

Pie / donut chart
Table

Matrix

Slicer

0
0
3
3
0
S
S
n
<
Q
"

\YFTe

o &G MK T

ESCHDHEERE
G NEE » 49 € [

Visualizations b

Build wvisual

S
2

[ @ = [
6 e &=

= 3 LEAE

<
[

CiER
=)0
L7
/4

o]
Lan

Value

Add data fields here
Categories

Add data fields here

Tocltips

Add data fields here

Drill through

Cross-report (@Off)

Keep all filters @

Add drill-through fields here

<)
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Card Visual ID

A Card displays one important number.

Cards are ideal for high-level KPls.

Common Examples

Use Case Example
Total Revenue S25M
Total Profit S 650K
Total Customers 500
Profit Margin 24%

<)
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LN Bar Chart - Comparing Categories

~N

. A Bar Chart compares values across categories.

. Bar charts are excellent for comparing business

performance.
A00,000
Example Use Cases: Ye0,000
. F2000 O
* Revenue by Region & a0 o0
: S 200,000
* Profit by Product Category S 150000 m 2019
Jo0h0 O] .
* Sales by Customer Segment 50,000 I I e
- - ~
* Quantity by Salesperson Tickets  Popcorn & ges  Other Cests

Nenks

Cifferent Businesss Activitieg
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. A Column Chart compares values vertically.
Sales
. Column charts work well for time-based
comparisons.

Example Use Cases:

* Sales by month )
 Revenue by quarter o
* Profit by year 2° I I I I

 Orders by period

< b
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LU  Line Chart - Showing Trends
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. A Line Chart shows trends over time

* Line charts help users see direction,

Produce sales

movement, seasonality, and patterns.

Example Use Cases:

* Monthly revenue trend
 Customer growth

 Profit trend

e Complaint trend




Example Use Cases:

ENCE Pje and Donut Charts

04
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Pie and donut charts show part-
to-whole relationships.

Effective only with few categories

\_

Revenue share by category
Customer mix by segment

Sales contribution by region

~N
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Example Use Cases:

LI Table visual
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Tables are useful when users need detail, not

only summaries

Customer revenue listing
Product sales detail
Transaction review

Regional performance table

Customer Saks Reoort

~N

<)
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Example Use Cases:
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Matrix visual

04

A Matrix is similar to a pivot table.

° ° ° ) Retail Analysis Sample PBIX 0 search
M i l I rIX VIS l | i l 5 e p 5 ; l | m m ; i rI !e i l l ; l File Home Insert Modeling View Optimize Format Data / Drill
Bl DE =€ B bW RASRbE =
i 04 = % N I-_é I
New New More Q¥A  Key Decomposition Narrative ~ Paginated Power Power Text Buttons Shapes Image = Adda
pagev  visual visualsv influencers tree report Apps Automate  box sparkline
Pages Visuals Al visuals Power Platform Sparkiines
]

across rows and columns.

Sales by territory

Track category performance

DE 35,570

Revenue by Region and Product Category S——
Sales by Month and Customer Segment e

$22,132
$50,560
$4,126
$11,482
$11,590
$10,195
$13,167
$77.128
$49,572

Profit by Year and Quarter

331,56

132,141
298,038
37,024
61,060
59,812
75,183
64,959
234,240

$69.419
$143,759
$19,761
$28,228
$28,235
$35,717

1,275
$159,909

= (=] X

|2 Share v

-

« » Data »

Format visual
@

A Search

Visual | |General

> Layout and style presets

Q Search
v Gsales

s193|14 A

Average Unit Price
Average Unit Price L
Avg $/Unit LY

Avg $/Unit TY

Gross Margin Last Year

Gross Margin Last Ye..

ziead Gross Margin This Year

3 Blank rows o Gross Margin This Ye...
Last Year Sales

> Values & Markdown_Sales_Dol...

Markdown_Sales_Units

V Column headers Regular_Sales_Dollars

00D DDDDHDDHNH6H®

Regular_Sales_Units
V Text Sales Per Sq Ft
Font Store Count
egoe Ul || 10 > A This Year Sales
Bl[7|[y Total Sales Var
Total Sales Var %
Text color
[ @ Total Sales Variance
N v
Total Sales Variance %
Background color
@) Total Units Last Year
i @
L Total Units This Year

Header alignment @ TotalSales

=== TotalSalesLY
Title alignment > M TotalSalesTY
= = TotalUnits
> District
Textwrap e '°©
!  Bgltem
Buyer
> Options




LCE Map Visual

04

. A Map displays data geographically.

«  Map visuals help reveal geographic -~ \ s 2, sy
patterns.

Example Use Cases:

 Sales by city
e Customers by country
e Complaints by region

e Store performance by location e ¥

92021 TomTom, © 2021 Microsoft Corporation Jerms

-



Creating Your First Visual
Steps

Click a blank Drag fields Place fields
Select a

area on the visual tvpe from the into the
canvas yYP Data Pane. visual wells

Example: Create a bar chart using Region and Revenue.

Resize and
position the
visual

<)
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Le(c)t:re Choosing the Right Visual

Choose visuals based on the question you want to answer

Start with your question: What are you trying to communicate? Trends, comparisons, proportions, ot

relationships?

Audience matters: Executives prefer simple visuals with clear takeaways, analysts want details.

Business Question Recommended Visual
What is total revenue? Card
Which region performs best? Bar chart

How is revenue changing over time? Line chart

What is revenue share by category? Donut chart

What are the details by customer?  Table

~N

UNIVEFESITY'

)
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Avoiding Wrong Visual Choices

A good visual makes the answer easier to see.

Poor Choice

Pie chart with 15 categories

Table for trend analysis

Map without location data

Too many cards

Better Choice

Bar chart

Line chart

Bar chart by region

Prioritized KPI cards

{ € Why it’s not ideal:

€3 POOR CHOICE

Pie chart with 15 categories is hard to read
and compare.

Sales by Product Category

B Category 1
| Category 2
i Category 3
m Category 4
W Category 5
W Category 6
W Category 7
W Category 8
B Category 9
W Category 10
B Category 11
W Category 12
W Category 13
W Category 14

Category 15

» Too many slices make it difficult to compare values.
» Percentages are hard to read.

MIDOCEAL

UNIVERSITYI

& BETTER CHOICE

Bar chart makes it easy to compare values
across many categories.

Sales by Product Category

Category 1 12%
Category 2 NN 9%
Category 3 I 8%
Category 4 I 7%

Category 5 I (6%
Category 6 I 5%
Category 7 NN 5%
Category 8 IS 5%
Category 9 NN 4%

Category 10 NN 4%

Category 11 NN 3%

Category 12 NN 3%

Category 13 NN 3%

Category 14 NN 2%

Category 15 NN 2%

0% 2% 4% 6% 8% 10% 12% 14%
Sales (%)

@ Why it’s better:
« Easy to compare lengths of bars.
* Clear ranking of categories.
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3. Formatting Reports
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Visual Design Principles

The purpose of visuals is communication, not decoration.

Good visuals should be:

i © Q

Clear Simple Relevant Consistency Focused

on business
decisions



Formatting Pane

The Format Pane controls how visuals look.
Formatting makes reports easier to read and more professional.

Visualizations b | X Search

Common Settings:

Format wisual

= @

Visual General

Ti t | e & > Properties
| & Search
w Title
I_a b e I S Visual General
> Title
> Multi-category layout
Legend > Subtitle
» Category header
> Divider
AX I S 2 Multi-card layout
> Spacing

Colors

DEIERELEIR

Background

Border

» Cards

> Callout

> Image

» Reference labels layout

> Reference labels

‘0 Reset to default
> Effects

> Data format

» Header icons

> Tooltips

> Alt text

=
L
]

x:_k.-'

i
L ]
]

M:E.x

)
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Formatting Titles and Data Labels

Good visual titles should be clear and

business-focused.
A strong title tells users what they are

looking at.

Weak Title Better Title
Chart 1 Revenue by Region
Sales Monthly Sales Trend
Table Bar chart by region

MIDOCEAH

UNIVERSITY

Use data labels when they add clarity.

 Show values only when needed

« Avoid clutter

 Format numbers clearly

« Use thousands or millions where

appropriate



Sorting Visuals

Sorting helps users identify high and low performance.
Sorting turns charts into clear performance rankings.

Examples

« Sort revenue by region
descending

« Sort customers by total sales

« Sort products by profit

« Sort months chronologically

"Sum of Revenue and Count of Product Name by Category 7 A e
v [% Export data
% Y L_‘I;"u Show as a table
; x Remowve
l e
: - El-
. _ o Sort by p:
T o aH 1& A el o 2"
-;,I,{h?" ae" '-55\# ';} R o< gt _F' e -*_J,ﬂ{‘h {:.“ﬁf dfi Mew visual calculation >
L =Cat!gnr1.r ﬁ'c.’; Set up a verified answer (preview)

v L&

2

Category

Sum of Revenue

Count of Product Mame
Sort descending

Sort ascending



Report Page Layout

A good layout guides the user’s eye.
Layout should support the story of the report.

QUARTERLY BUSINESS PERFORMANCE REPORT Date 11, 2022
Suggested Structure
TOTAL REVENUE NEW CUSTOMERS AVERAGE ORDER VALUE CUSTOMER RETENTION OPERATING MARGIN
. (o) (o)
. Title at the top S3.8M ¢+ 2 1,245 ¢+ Y $142 ¢+ & 89% + 4 243% *
+15.2% vs. LY +8.1% vs. LY +3.5% vs. LY +1.1% vs. LY +0.7% vs. LY
« KPI cards below title TREND VISUAL d S
$60M - Revenue -# Costs -+ Margin 6
° ° ° $40M o o %4___.—j<: 4
 Trend visual in the middle S oot o = =0 . e
$20M g_?_’_fﬁv —— —e- — == &= ° el ~— 2
— —— ——— —o—— — = e e 2
. $0 0
Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec
y Category Com parlson @ Revenue -@ Costs - Margin
- CATEGORY COMPARISON VISUALS : CATEGORY COMPARISON VISUALS
visuals |
Electronics HNNIIIININENENGNGEGEGEGEGEGEGEGEE——— RoW North America
. Fashion I
e Detailed table at the sHoTte— ’
ports [T :
$0 $5M $10M $15M $20M $25M $30M Aca Europe
bottom
DETAILED TABLE
C1001 2023-09-15 Smartphone X Electronics $999 Shipped
C1002 2023-09-16 Running Shoes Sports EU $150 Delivered
C1003 2023-09-17 Smartphone X Sports NA $250 Delivered
ﬂ\ﬁ\\\"\\\'-\"
(L’I\//JIJ,J//{LJ
30
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4. Building interactive



Visual Interactions

Power Bl visuals can interact with each other.

Visual interactions make reports exploratory and interactive.

Example:
* Click a product category in Revenue by product category
e Other visuals update automatically

* Total Revenue and Monthly trends visuals show this product category results only

Total Revenue Total Revenue

$1.1M

Sum of Revenue

$12.5M

Sum of Revenue

Click a product

Sum of Quantity by Month Name Sum of Quantity by Month Name

2K 200
. category
2
g > £
S i > s
£ & 100
@ 5

0K 5

o o o0 & B ) o A0
o (_\D\:)h ‘h_‘.,:‘}"‘" K W y3 \.,b(\“aé o o 03@ @ e .
: October March June July January February
Sum of Revenue and Count of Product Name by Category Y OB e Sum of Revenue and Count of Product Name by Category v B e
L3
2
g oM
4
B
% HEEEEm
. - N
2 < QR a0 A 0D g o - b 5 o
Q\.\:_"‘S a é‘.\,_o @® o ',?-“‘\i @ (P-\\“ _Ae_\\-_ﬁ q“"\ 0“""& (}"Qb ,;-_b““k'

CCCCCCCCCCCCCCCC
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LI Slicer Visual

Sales Performance Report
. A Slicer allows users to filter the report interactively. = e | ‘
$12.5M
. Slicers give report users control over what they want to analyze.
. Common slicers: M
Year " o]
Il!g;.----
. Month 2@ | LTt T
. - Feature Purpose
. Region = , ) L
Filters Pane Report designer controls filtering
’ Product Category Slicer Report user controls filtering
’ Customer Segment Example: A report designer applies a page filter for
2026, while users select Region using a slicer.




Drill Down

Drill down allows users to move from summary to detail.

Example hierarchy:

* Year
 Quarter
 Month
 Day

Business Example:
Start with annual revenue,
then drill down to monthly

revenue

STEPS

@ Create a visual with a hierarchy

(Year > Quarter > Month)

9 Click the visual to select it

Click the Drill down mode
icon (4)

0 Click a data point to drill down

to the next level

e Use Drill up (1) to go back

to the previous level

LEVEL 1: YEAR

Total Revenue by Year ™ |4

25M

20M

15M

10M

5M

oM

20.1M
18.7M
15.2M

2023 2024 2025

Drill down mode is ON.
Click on a bar (e.g., 2026) to drill down
to Quarter level.

DRILL DOWN IN POWER BI VISUALS

Explore your data from a high level summary to more detailed levels

’l\ Drill up

Go back to
the previous

level

Y

22.8M

I.»

2026

DRILL ICONS ON THE VISUAL

@ Drill down mode ¥ Go to next level ¥ Expand all down
one level
Click a data point Move all data to :
to drill down to the next level in Show the next level ~ More options
the next level the hierarchy while keeping the

current context

LEVEL 2: QUARTER LEVEL 3: MONTH

Total Revenue by Quarter (202¢) T | Y - Total Revenue by Month (Q22026) 1 | Y

8M

oM

3M

6.6M
6.1M
i 5.3M 54 i 1.9M
» 1.6M
I ) I I
oM

Q12026 Q2 2026 Q3 2026 Q4 2026 Apr 2026 May 2026 Jun 2026
Now you are at Quarter level for 2026. You are now at Month level for Q2 2026.

Click a quarter (e.g., Q2 2026) to drill down

Use Drill up ( T) to go back to Quarter level.
to Month level.

<)
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Tooltips

Tooltips show extra information when users hover over a visual.

Tooltips add detail without overcrowding the report page.

Examples:

« Revenue

« Profit

« Quantity

* Profit Margin

e Customer Count

Month Name

Sum of Revenue

##x

é‘:.ﬁ'

@5*?*“

ﬂﬁ""

&

o
o0

i

Oy
*"#‘-’?&

Category

= '.'Jlf""h‘::i:L

"Sum of Revenue and Count of Product Name by Category

) ll

.,::_“LE-

f:.‘ﬂ'*ﬂ

G

__l

Y B -

Category Services
Sum of Revenue 866,205.78

Count of Product Name 14

<)
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Exercise: Build a Sales Report onvers T

Using the same data set from last lecture after

modelling data.

Create one page report with:

Report Area Visual

KPIl Section

Cards ( Revenue, Quantity, | " < ~
# of Customers) i

Trend Section

Line chart (Monthly
Revenue Trend)

Lecture

Region Section

Bar chart (Revenue by
Region) 04 Exercise

Product Section

Column chart
(Revenue/Product)

Detailed Section

Table (Top 10 Customers by
Revenue) Expected Output:

A connected sales data model ready for reporting.

WU
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Exercise: Build a Sales Report onvers T

Add Interactivity

* Year Slicer
* Region Slicer
* Product Category Slicer

Add Formatting:

e (Clear titles Lecture
e Datalabels

* Sorted charts 04

Exercise

W
(0¢)
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Key Points

~N

Report View is where visuals and reports are created.
Different visuals answer different business questions.

Formatting improves clarity and professionalism.

Filters, slicers, drill-down, and tooltips create interactivity.

A good report turns data into business insight.




Lecture 05:

e (Calculations and Business
Metrics with DAX

Lecture

04

Next Lecture
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Thank You
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