27 September 2018

Creating a query in Excel via Sharepoint

Please note, this requires you to sync the folder to your local pc. This may be dependent on
permissions set by your IT department. For assistance in syncing, please contact your IT
department.

Open the database you want to pull the information into (your destination file essentially). You
won’t be able to overlap the two tables so make sure the column you’re importing the data into is a

blank cell not part of the table.

Vlookup

Customer no./~ | Customer name ~ | Address 1 ~ | Address 2 ~|Town/city [-|Postcode ~
11158 Lanford Haverrman Travel 80 St. Thomas's Rd Highbury London N4 20wW !
11584 ABC Holidays 7/22 Wheler 5t Shoreditch London E1 6NP
11659 Mindy Sadley Travel 108 Acorn Wik Greenwich London SE16 5DX
12867 Essence Jardine Holidays 31 Ellerslie Rd Shepherds Bush London W12 7BN
14809 Dorothy Schreckengost 43 Tivoli Gardens MNew Charlton London SE18 5PD
20058 Jaylin Tours 12 Akerman Rd South Lambeth London SW9 65W
20337 Coral Tours 164 Macmillan Way Furzedown London SW17 6AU
22680 Monty Sanforth Holidays 35 Trinity Close Clapham London SW4 0D
22974 Payton Cady Travel 3 Chiswick Mall Chiswick London W4 20QH
25525 Eveline Tours 3/1 Challoner Cres Earls Court London W14 9LE
25871 Chantal Tours 5/154 Randolph Av Maida Vale London W9 1PG
26704 Penelope Cason Travel 20a Sherriff Rd South Hamstead London NW6& 2AU
30268 Alec Briner Holidays 55 Havelock 5t King's Cross London N1 0DA
36954 Braidy Thomlinson Travel 223 New Pk Rd Streatham Hill London SW2 4HN

Select Data > Get Data > From File > From Workbook (I use 365 so my label says Get Data, yours
might say New Query depending on what version you’re working in)

File Home Insert Page Layout Formulas Data Review View Help Wendy P Tell me what you want to do
T Queries & Connections A H T‘ EE
(Bl B [o 72 gy [ 2 YI B
Get From  From From Table/ Recent Existing Refresh Stocks Geography |+ Zl Sort Filter Textto  Flash
Data v Text/CSV Web Sources Connections Al ~ F" & ﬁndvanced Columns  Fill
) 5 & Connections Data Types Sort & Filter
From File * § From Workbook
D FromDa From File HfCSV e 5 z = E
Import data from a file, such as
[5- From Az Microsoft Bxcel and XML. L
L] —_—
) . [N
P From Online Services From JSON
ress 1 +| Address 2 ~| Town/city |[+|Postcode~
[‘gl From Other Sources [% From Folder . Thomas's Rd Highbury London N4 20W _|
Wheler St Shoreditch London E1 6NP
g‘@ Combine Queries @ From SharePoint Folder fcorn Wik Greenwich London SE16 5DX
ATUIE TUnuEy s srolerslie Rd S'WE‘p'TE‘I’dS Bush London W12 7BN
@ Launch Power Query Editor... ! o
ichreckengost 43 Tivoli Gardens New Charlton London SE18 5PD
Data Catalog S h

@ Deto Catalog Searc ) rs 12 Akerman Rd South Lambeth London SW9 6SW

il My Data Catalog Queries rs 164 Macmillan Way Furzedown London SW17 6AU

[8 Deta Source Settings.. nforth Holidays 35 Trinity Close Clapham London SW40JD

[£] Query Options idy Travel 3 Chiswick Mall Chiswick London W4 2QH
13 (25525 Eveline Tours 3/1 Challoner Cres Earls Court London W14 9LE
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Browse to where this file is saved and select the file that you want to draw the information FROM
and select Import

X8 Import Data

« v 4 » 5TL » Training Team - Test - WC v D Search Training Team - Test- @
Organise + MNew folder ==~ H o

o - .
Microsoft Excel Name Status Date modified Type Size

e

ﬁ Main Database = Microsoft Excel W... 3TKB
@ VLookup Exercise @ 27/09/2018 16:13 Microsoft Excel W... 56 KB

& Creative Cloud Fil
4@ OneDrive - Persor
fa@ OneDrive - STL L

fa STL
Training Team -
Training Team -
Training Team -
B This PC L
‘r Libraries
& Apps
Documents

[Z Nacuments e

File name: | VLookup Exercise v| Excel Files ~

Select the table that you want to draw the column / information from

o X
Navigator
pel

Select multiple items
Display Options ~ [%
4 Vlookup Exercise.xsx [8]

E tbiRentzlincome

B 20z

B 2013

B 2014

2015

ER Viookup Chart

B Viookup Data No item selected for preview

ER Viookup Yearly Sales

Load |~ Edit Cancel
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Once you've selected the correct table, you should see a preview of the table. Select Edit at the
bottom to select which columns are required.

o X
Navigator
P tbIRentallncome !
Select multiple items Customer no. Customer name Rental Income

Display Options ~ [% 11158 Lanford Haverrman Travel 12616 A
a WVlockup Exercisexlsx [8] 11364 ABC Holidays 12164
11659 Mindy Sadley Travel 17413
B tbiRentalincome 12857 Essence Jardine Holidays 12481
£ 2012 14809 Dorothy Schreckengost 10913
E 203 20058 Jaylin Tours 12247
g 2014 20337 Coral Tours 11415
D 2015 22680 Monty Sanforth Holidays 10727
22974 Payton Cady Trawvel 14353
= Vlookup Chart 25525 Eveline Tours 12349
Bl Vieokup Datz 25871 Chantzl Tours 1430
EE Viookup Yearly Sales 26704 Penelope Cason Travel 11227
30268 Alec Briner Holidays 16467
36954 Braidy Thomlinson Travel 12457
38547 Linzi Holidays 17423
44117 Brigit Thorley Travel 15617
44156 Porter Holidays 13315
44462 Sheridan Tours 15839
55683 lan Tillson Travel 15536
58437 Gillian Hunter Holidays 15334
&3851 Tripp Tours 15559
64287 Vincent Tours 18560

&6874 Jeremiah Tomey 13558 v
73380 Richter Travel 18112

Load |- Edit Cancel

Select Choose Columns on the Home tab and select only the columns you want to create a link with

o e
I fome oeiom pdacoumn view °

& B Propeties Hew Sousce +

- L Advanced Editor
e Retrest noase R Verp e solt Group
Tosa ™ et~ I Manage = - i !

[ Recent Sources =

Manage  Data sousce
Porsmeters+  settings

Clase Query Manage Column:  ReduceFoms  Sort Tanstorm Combine Paameters  DataSources  Mew Cuew

> T Comomerno. |~ Wi Gusmmen ame [ - 1% Rental mcome . T ET e %

g 4 PROPERTIES

Choase the columns to keep Name

# APPLIED STEFS

Coral Tours

3 COLUMMS, 25 AOWS PREVIEW DOWNLOADED AT 1636
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Select the drop down menu and select Close and Load to

Mew Souree =
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1 COLUMN, 25 A0WS

Select the cell you’d like the column to import into (keeping in mind the heading will import as well
so select the cell where the heading should start)

Import Data

Select how you want to view this data in your workbook.

o (@ Table

(") PivotTable Report

15 O PivotChart

|:" Dgnly Create Connection
Where do you want to put the data?

....................................................

="lookup Exact'|5G53
O Mew worksheet

|*

|:| Add this data to the Data Model

Properties... - Cancel
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Your document should look similar to below:

Query you want to do =] © Comments

F Hor nsert Formulss  Data  Review  View  Help  Wendy

Page Layeut

e = U 6] Properties

9 Header Raw ] Farst Column

Table Nome: [ Fitter Buttan

TotalRow [ Last Calumn

tientativco] | [ Remove Duplcaes = || -
© Rosize Table (5 Comvent ta Range ey X Unink 57 Bandes Rowes (] Sanded Colurans .
Fropetties Touts Eternal Table Data TabieStle Options Table Styes v
612 - £ | wm -
A 8 < JFomms B L] E F H L] L L N -] -
Queries & Connections * N
+ Vlookup S
. =
3 | Customer no. - | Customer name Address 1 - Address 2 - |Town/city - Postcods . [Teepmeey —
411158 Lanford Haverrman Travel 80 St. Thomas's Rd Highbury Lendon N4 20W 1208 iz e F
511584 ABC Holidays 7/22 Wheler St Shoreditch Londan £16NP e B
& | 11659 Mindy Sadley Travel 108 Acorn Wik Greenwich Landon SE16 50X a8
7 |12867 Essence Jardine Holidays 31 Ellerslie Rd Shepherds Bush Londan W12 78N 12481
814809 Dorothy Schreckengost 43 Tivoli Gardens New Charlton Landan SE185PD 0m3
s Jaylin Tours 12 Akerman Rd South Lambeth London SWS BSW e
Coral Tours 164 Macmillan Way Furzedown Landan SW17 6AU nas
Monty Sanforth Holidays 35 Trinity Close Clapharr London Sw4 01D
Payton Cady Travel 3 Chiswick Mall Chiswick Landan W4 20H
Eveline Tours 3/1 Challoner Cres Earls Court Londan W14 SLE
Chantal Tours 5/154 Randolph Av Maida Vale Landan W9 1PG
Penelope Cason Travel 20a Sherriff Rd South Hamstead Londan NWB 2AU
Alec Briner Holidays 55 Havelack St King’s Cross Landan N10DA
Braidy Thomlinson Travel 223 New Pk Rd Streatham Hil Londan SW2 4HN 12457
Linzi Holidays 25 Baizdon Rd Blackheath Landan SE3 OUN n
Brigit Thorley Trave 12 Hillersdon Av Landan SW13 DEF a7
22 B‘xgdu‘! Rd Londan SE13 THL 1318
Sheridan Tours 20 Crozier Road Landan SE3 9PT 1835
lan Tillson Travel 71a Victoria Rd Londan NW6 6T8B 19536
Gillian Hunter Holidays 28 Mayday Gdns Greenich Landan SE3 8NN sage
Tripp Tours 19 Morden St St Johns Londan SE137QX 15599
Vincent Tours 90 St Augustines Rd  Kentish Town Landan NW1 9RP s5e0
Jeremiah Tomey 16 Heber Rd East Dubwich Londan SE22 9LA 13598
Richter Travel 3 Rector St Haxton Landan N17DG iz
Lauren Reed Travel 2/126 Long Acre Strand London WC2E 9PE 10836,
=
n § o
Viookup Exact ® n
Reaty  tm toc I — o e

This won’t automatically update the sheet, you will need to refresh the data to see latest updates

When you open the file again, ALWAYS Enable Content. Right click on the column you want to
update and select Refresh. This can take a few minutes depending on the size of your file and speed
of your network.

This will not update if anyone else has the file open while you are trying to refresh. Please ensure
you are the only person using the file when you refresh.
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P S Fommpuns | B T U - |- |2-4 T % 3|54 O e et [format — Rewd Do PO G s s |
copboard 2 font . Algnment tumber cein tating deas p
[} SECURITY WARNING ExtermalData Connections have been disabied | _Enable Content x
G6 - Es 17413 -
A i c ° . . s " . i " " o , a " s ' v
.|Vlookup
2
3 | Customer no. | Customer name Address 1 - Address 2 - Town/city - Postcods . [Torapimeeer
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