
How to Use PowerBI – A Comprehensive 
Beginner’s Guide 
Learn how to use Power BI with this beginner-friendly guide! Discover essential 
steps for getting started, from creating stunning data visualizations to sharing reports 
and making data-driven decisions. 

What is PowerBI? 
Power BI, as the name suggests, is a Business Intelligence tool that helps you make 
sense of your data without giving you a headache. Got a lot of numbers, charts, or 
information scattered everywhere? Power BI takes all of that and turns it into neat, 
easy-to-read visuals like colourful graphs, charts, and dashboards, and allows you to 
share it with anyone.  

The 3 Elements of PowerBI 
1.​ Power BI Desktop​

Think of this as your workshop. Power BI Desktop is where the magic 
begins—you load your data, play around with it, and turn it into something 
meaningful. It’s like having all the tools you need to edit, shape, and design 
stunning visuals and reports.  

2.​ Power BI Service​
Once you've created your amazing report in the Desktop, the Power BI 
Service is where you share it with the world (or at least your team). This is an 
online platform where you upload, view, and share your shiny new reports. 
Even better? You can interact with the dashboards here—filter, slice, and dice 
the data to dig deeper.  

3.​ Power BI Mobile​
Life’s busy, and you’re not always tied to a computer, right? That’s where the 
Power BI Mobile app comes in. It’s like having your data to-go! You can 
access your reports and dashboards from your phone or tablet, whether 
you’re in a meeting, traveling, or chilling on the couch.  

Why PowerBI is useful 
PowerBI, like all BI tools, is used in many ways, depending on the user, from 
developers and analysts to managers and directors.  

●​ Tracking Business Performance​
Whether it’s sales, customer satisfaction, or website traffic, Power BI helps 
businesses keep track of how they’re doing and spot trends over time. 



●​ Making Smarter Decisions​
It gives you the facts you need to back up your gut feelings. With Power BI, 
you can dig into the details, identify patterns, and make decisions with 
confidence instead of guesses. 

●​ Creating Eye-Catching Reports​
Forget boring spreadsheets; Power BI allows you to create professional, 
interactive visuals that can easily wow your boss, clients, or team. Bonus 
points for making you look like a data wizard. 

●​ Working Better with Teams​
Power BI isn’t just for your eyes. You can share reports and dashboards with 
your team, making it easier for everyone to stay informed and work toward 
common goals. 

●​ Staying on Top of Data Anywhere​
With the mobile app, you can carry all that info in your pocket. Need to 
impress someone during a meeting or check progress while you’re out? 
Power BI has got you covered. 

You can check out our in-depth comparison of the 3 most prominent Business 
Intelligence tools here. 

Downloading and Installing PowerBI 
There’s two ways you can install PowerBI in your system: 

●​ From the Microsoft Store (Recommended) 
●​ From the website 

Installing Power BI Desktop from the Microsoft Store is super convenient. It updates 
automatically, so you always have the latest features. Plus, no admin rights are 
usually needed, making it hassle-free. The installation is quick and easy—no extra 
steps or setup files. It’s also optimized for Windows, so you get better performance. 
Simple, smooth, and stress-free! 

If you do want to install it from the website, you can go to the product page. 

The Many Functions of PowerBI  
PowerBI may take a few weeks or even days to learn, but it takes years to master. 
Let’s break down what makes PowerBI: 

Data Connection 

Data Modelling 

Data Visualisation and Report Building 

https://www.skillcamper.com/blog/top-data-visualization-tools-for-2024-a-comprehensive-guide
https://powerbi.microsoft.com/desktop


Integration 

Data Connection 
The first thing you’ll do in PowerBI is connect to a data source. There’s a myriad of 
ways you can get data into PowerBI, but they’re classified under three distinct types: 

 

 

●​ Live Connection​
Think of this as a live stream of your data. Power BI stays connected directly 
to your data source (like a database) and shows updates in real time. It’s 
perfect when you need the freshest numbers possible, without delays. But 
here's the catch—you can’t tweak the data much in Power BI since it’s being 
read straight from the source. 

●​ DirectQuery​
Similar to Live Connection, but with more flexibility! Power BI doesn’t store the 
data—it queries (or asks) the source every time you interact with a report. 
This mode is handy for big datasets that are too large to import. You can 
refresh or explore your data without putting a strain on your computer, though 
some features may be slower compared to imported data. 

●​ Import Data​
Here, Power BI actually brings your data into its system. It’s like downloading 
it to your device, so it works offline and loads super fast. You get full control to 



shape, edit, and play around with your data. It’s best for smaller datasets or 
when you don’t need real-time updates. 

For a comprehensive list of possible connections, click here. 

Data Transformation 
Imagine you’ve got a big pile of raw data—a mix of messy, mismatched info that just 
doesn’t make sense yet. That’s where data transformation comes in! Think of it as 
giving your data a makeover so it’s neat, organized, and ready for action. Power BI 
makes this whole process super easy with its built-in tools. 

Here’s how it works: 

What is Data Transformation? 
Data transformation is like taking ingredients out of your pantry and prepping them 
for a dish. Sometimes, you need to chop, sort, or measure before things are ready to 
cook. Similarly, in Power BI, you clean, shape, and rearrange data, making it usable 
for analysis and visuals. 

Example:​
Say you have a list of customers, but their names are all in lowercase, or your sales 
data has a few blank rows. Data transformation fixes that stuff—turning "john doe" 
into "John Doe" and filling in those pesky blanks. 

How Power BI Helps with Data Transformation 
Power BI comes with a magical tool called Power Query that does all the heavy 
lifting for transformation. It’s like your friendly assistant who loves cleaning and 
organizing data so you don’t have to type formulas or do it manually. 

Here are some things Power BI can do for your data makeover: 

●​ Remove Errors and Blanks: Clean up missing or faulty entries. 

●​ Split and Combine Columns: Turn full names into first and last names or 
merge dates and times into one column. 

●​ Change Formats: Make everything consistent, like converting dates to the 
same style (e.g., mm/dd/yyyy). 

●​ Filter and Sort: Pick out only the data you need, like sales from the last six 
months. 

●​ Group and Summarize: Combine rows to get totals or averages, like grouping 
sales by region. 

●​ Rename Columns: Make column names clear, so you don’t forget what they 
represent later. 

https://learn.microsoft.com/en-us/power-bi/connect-data/desktop-data-sources


It’s all about taking that raw data and transforming it into something clean, 
understandable, and ready to shine in charts or dashboards. 

Bonus: This process uses a simple, point-and-click interface. No coding skills 
required! 

Once your data is transformed, creating visuals and reports becomes a breeze. And 
the best part? These transformations are saved—so the next time you load new 
data, Power BI will apply the same cleaning steps automatically. No extra work for 
you! 

 

Data Modelling 
Data modelling in Power BI is like organizing a messy closet—you’re taking all the 
scattered pieces (your data) and arranging them in a way that makes sense and is 
easy to use. Here’s what it’s all about: 

●​ What is Data Modelling?​
It’s the process of shaping and structuring your data so Power BI can 
understand it. Think of it as creating a custom blueprint that tells Power BI 
how your data connects and works together. You’re setting the rules for how 
different pieces of information (tables) link up! 

●​ Why is it Important?​
Imagine trying to assemble a puzzle without the picture guide—it’s frustrating, 
right? Without a good data model, Power BI can’t create accurate calculations 
or visuals. A clear model makes everything work smoothly and ensures your 
reports are reliable. 

●​ How Does it Help?​
Data modelling allows you to: 



●​ Combine data from different places (like Excel files and databases) into 
a unified model. 

●​ Create relationships between tables, so your charts and reports pull the 
right information automatically. 

●​ Make calculations easier with measures or columns that do the math 
for you (no headaches involved). 

●​ Clean up messy data by removing duplicates, filling gaps, or 
transforming it into a usable format. 

This is what the data modelling pane looks like. 

 

 

Data Visualisation 
Now for the fun part, which PowerBI is known for – Data Visualisation. 

Power BI is like your personal design assistant. It helps you create impactful visuals 
with zero design skills. Here’s how it works: 

●​ Drag and Drop Simplicity: Pick a visual type (bar chart, pie chart, map, etc.) 
and drag your data to where it needs to go. Power BI does the hard work for 
you! 



●​ Customization Galore: Change colours, labels, and layouts to make your 
visuals tailor-made for your audience. 

●​ Interactive Dashboards: It's not just pretty pictures—users can click on charts 
to zoom in, filter data, or answer specific questions on the fly. 

●​ Real-Time Updates: Link your visuals to live data so you always see the latest 
trends, like tracking sales numbers as they roll in. 

Bonus Tools: Power BI suggests visuals for your data, so even if you’re unsure, you’ll 
get a head start. It’s like having a coach who always knows the best way to 
showcase information. 

 

Common Visuals 
Power BI offers a buffet of visual types, so you’ll never have to force your data into 
something that doesn’t fit. Here are just a few of the must-know visuals: 

●​ Bar and Column Charts: Perfect for comparing things (like sales between 
products or performance over time). 

●​ Example: A column chart showing your company’s revenue growth 
over the last 12 months. 

●​ Line Charts: Great for tracking trends and changes over time. 

●​ Example: A line chart that shows a steady increase in website visits 
after launching a marketing campaign. 

●​ Pie and Donut Charts: Summarize parts of a whole. These are quick ways to 
show proportions but use them sparingly (you don’t want a pie overload!). 



●​ Maps: Whether it’s sales by region or user activity by city, maps make it easy 
to visually pinpoint where things are happening. Power BI supports regular 
maps, filled maps, and even heatmaps. 

●​ Scatter Plots: Show relationships or patterns between two variables. 

●​ Example: Plot ad spend against customer acquisition to see if there’s a 
correlation. 

●​ Cards and Tables: If numbers or raw data need to be front and centre, these 
are simple ways to display details like profit margins or inventory levels. 

●​ KPI Visuals (Key Performance Indicators): Highlight key metrics, like sales 
targets, and whether they’re being hit. 

Bonus: Power BI supports custom visuals! If the default options don’t cut it, you can 
grab more from the Power BI marketplace or even create your own. 

Customization Options 
What makes Power BI stand out is how much you can tweak every visual to fit your 
exact needs. You’re in control of the colour, shape, labels, fonts, and more. Here’s 
what you can do: 

●​ Design Your Own Style: Change colours to match your company branding, 
highlight critical metrics with bold fonts, or make visuals pop with background 
shading. 

●​ Formatting Data Labels: Control what info is displayed and where. For 
example, label the highest value points directly on a chart. 

●​ Add Legends and Titles: Make your visual approachable by adding descriptive 
titles, legends, and tooltips (little pop-ups with details when you hover over 
elements). 

●​ Conditional Formatting: Use colour coding to instantly draw attention—like 
turning cells red for regions with low sales or green for areas exceeding 
targets. 

With these options, your visuals don’t just look great—they communicate better, too. 

 

Interactivity Features 
Visualizations in Power BI aren’t just static images. They’re alive! Users can interact 
with them in exciting ways, making reports feel less like documents and more like 
dynamic tools for exploration. Here’s how: 



●​ Cross-Filtering and Highlighting: Click on one chart, and other visuals on the 
same page react instantly. 

●​ Example: Select one state from a map, and all your charts update to 
show data specific to that state. 

●​ Drill-Through: Want to zoom in for a closer look? Use drill-through functionality 
to jump from top-level data to detailed views. 

●​ Scenario: From a high-level sales dashboard, drill into a specific store's 
monthly performance. 

●​ Slicers and Filters: Add slicers for users to filter data on specific criteria, like 
time periods, categories, or geographies. 

●​ Example: A slicer for “Last Quarter” gives you instant updates for that 
time range across all visuals. 

●​ Tooltips: Hover over any point in a chart to get quick, additional data or 
context. These are especially helpful for dense visuals where you don’t want 
numbers cluttering the view. 

●​ Interactive Dashboards: Pull all your visuals together into one dashboard 
where viewers can explore and interact with data without needing assistance 
from analysts. 

These interactive tools make data exploration hands-on and engaging—perfect for 
avoiding boring, static reporting. 

 

Enhancing Data Storytelling 
Data storytelling is all about taking your audience on a clear, memorable, and 
impactful journey—and Power BI is a master at this. 

1.​ Simplify Complexity: By turning raw data into visuals, you eliminate clutter and 
focus on the key messages behind your data. 

●​ Example: Instead of showing a 600-row table of sales numbers, display 
a heatmap for regions with the best and worst performance. 

2.​ Spot Trends: Trends that might be invisible in raw numbers pop out in line 
graphs or bar charts, letting decision-makers act quickly. 

●​ Example: A dip in the sales trend line last March? That signals 
something specific happened during that period. 

3.​ Personalize Experiences: Interactivity tools allow each user to focus on what’s 
important to them—like a regional manager isolating data from their area. 



4.​ Create Focus With KPIs: Highlighting key metrics or ratios keeps the 
audience focused on what matters most. 

Practical Real-Life Usage 

Imagine you’re preparing a quarterly business review for your management team. 
Instead of juggling multiple Excel sheets and clunky PowerPoints, you harness 
Power BI: 

●​ Create a sleek-in-one-place dashboard combining revenue trends, 
product-wise comparisons, geographical sales heatmaps, and customer 
satisfaction scores. 

●​ Add slicers to analyse month-by-month campaigns or drill-through options so 
your CEO can deep-dive into holiday season performance. 

●​ Use branded visuals to ensure your presentation looks as polished as the 
data is insightful. 

You’ll not only impress your stakeholders but also leave them with actionable insights 
to work with, minus the confusion. 

Publishing Reports 
All that work isn’t just for fun, obviously. Publishing reports is like the grand finale of 
your Power BI workflow. Once you’ve cleaned your data, designed jaw-dropping 
visuals, and built your interactive dashboard, it’s time to share your masterpiece with 
the people who need it most. But there’s more to publishing than just hitting “upload.” 
Let's break it down and explore the process, options, and benefits in a simple, 
approachable way. 

How to Publish a Report in Power BI 
The process of publishing a report is actually a breeze, as long as you’ve got your 
ducks in a row. Here’s a step-by-step rundown: 

1.​ Create and Save Your Report: Once your report is ready in Power BI Desktop 
(the app where all the magic happens), save your work. 

2.​ Connect to Your Power BI Service Account: Think of this as sending your 
report to the cloud. Log in to the Power BI Service (the online platform) and 
click the "Publish" button. 

3.​ Select a Workspace: Choose where you’d like to publish the report. For 
instance, you can use a workspace that’s shared with your team or a personal 
one to keep things private. 



4.​ Success! Your Report is Online: Once it’s published, you (and any authorized 
viewers) can access it from anywhere via the Power BI Service. No messy 
email attachments or file transfers! 

It’s that simple! The real fun, though, starts once your report is published. 

 

Sharing Options in Power BI 
Publishing a report is only the first step—next, you need to share it so others can see 
and interact with it. Power BI offers a bunch of ways to do this, depending on who 
your audience is: 

●​ Share a Link: The easiest option is to send a direct link to your report. Perfect 
for quick sharing with teammates or stakeholders. 

●​ Collaboration Workspaces: If you’re working with a team, use shared 
workspaces. Here, everyone can access, edit, and comment on reports in one 
central location. 

●​ Embed in Other Platforms: Power BI makes it super easy to embed your 
report in apps or systems like SharePoint, Teams, or even websites. This is 
great for bringing insights directly to your audience instead of asking them to 
switch platforms. 

●​ Export Options: Need an offline copy? Export your report to a PDF or 
PowerPoint to share in a classic presentation format. 

With these options, you can seamlessly make your reports available to anyone, 
anywhere. 

 

Permissions and Access Control 
Now, not everyone should see everything—right? This is where Power BI’s 
permissions system comes into play. Here are ways you can control access: 

●​ Define Roles: Assign roles like “Viewer” or “Editor” to give people just the right 
amount of access. 

●​ Viewer—See the report and interact with visuals, but no changes 
allowed. 

●​ Editor—Edit and tweak the report as needed. 

●​ Row-Level Security (RLS): Put simply, this feature ensures that users only 
see the data they’re supposed to see. 



●​ Example: A regional manager sees only sales data for their region, not 
the entire company. 

●​ Restrict Downloading: Sometimes, you don’t want anyone downloading your 
report or underlying data—Power BI lets you lock this down to protect 
sensitive info. 

Not only does this keep things secure, but it ensures the right insights are shared 
with the right people. 

 

Embedding Reports 
Embedding reports in other platforms is a game changer. It puts your data where 
your team already works, making collaboration faster and easier. Here are the two 
main embedding approaches: 

1.​ Embed in Office Tools: Power BI integrates beautifully with products like 
Microsoft Teams and SharePoint. 

●​ Scenario: You embed a sales dashboard into a Teams channel so your 
sales team can track their performance in real time without flipping 
between apps. 

2.​ Embed in Apps or Websites: If you want to share reports externally or with 
customers, Power BI lets you embed reports in web portals. This is perfect for 
companies that want to give their clients access to specific metrics. 

It’s all about reaching your audience where they already are! 
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