
Semi-Automated Data 
PrepUsing Power Query in Excel to Append files from a folder to refresh reporting



How to use Power Query in Excel 
to make refreshable reports

Find your data
XLS or CSV formats

Download it into a folder
Consistent naming convention

Use Power Query for data prep and cleaning
Append files into a single table

Make a report in Excel
Validate that formulas reference refreshable ranges

Refresh your data as necessary
Ad hoc or scheduled downloads into your source folder
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1. Find your data

Lots of websites and apps 
produce predefined reports 
that don't quite meet all 
your needs.

If you can extract data into 
consistently formatted XLS 
or CSV files you can use 
power query to append data
together for timeseries or 
benchmarking analysis.



2. Download your data into a folder 

Use a consistent naming 
convention for your files

Include the date of 
extract or descriptive 
information to help tell 
them apart at a glance

Put them into a dedicated 
folder

Dropbox, OneDrive, 
GoogleDrive or your 
desktop are all fine

Manage the access 
permissions to this folder 
carefully



3a. Use Power Query for Data Prep
Append your files into a single table

From the Data menu, select 
Get Data>From File>From 
Folder



3b. Use Power Query for Data Prep
Append your files into a single table

Select Transform Data (don't 
skip to combine)



3c. Use Power Query for Data Prep

Filter the file names you 
want to include 

in this case I used a text 
filter for "concept2-
season" which removes 
the Concept2 Report file



3d. Use Power Query for Data Prep

1. Expand the files to be 
appended by clicking 
the double down arrows
on Content, then click 
OK

2. Check the date field to 
see that all years have 
been successful 
appended together

3. Do any data types 
changes, column 
reordering and data 
transformation you 
need for your Excel 
report on the combine 
dataset



4. Make a report in Excel
Validate that formulas reference refreshable ranges

1. Include a data validation 
field to ensure full data 
set range is being used 
in calculations

Record count

Max Date

2. Format for end users

Hide raw data sheet if 
desired

Password Protect 
sheet if desired

Hide formula bar and 
gridlines in report 
view if desired



5. Refresh your data as necessary
If you design the report or pivot table properly all your user needs to do is hit refresh!

1. Ensure the data folder is 
shared with the right 
audience

2. Add files to the folder 
when incremental data 
becomes available

3. Teach users to check the 
validation date field and 
refresh all regularly



Applied common sense for pricing and analytics
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