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Prerequisites

No prior knowledge of programming languages is 
required. However, you'll a need a basic level of 
Excel expertise to comfortably participate in this 
course. Please refer to Microsoft Excel Course: 
Level 1 and make sure you can complete at least 
80% of the learning outcomes.

Upon completion
Every participant receives a 
University of Sydney certificate 
of completion. 

Course duration
1 session, 8 hours total

Time
9am - 5pm

Format
Face-to-face 
or
Online in real-time

Dates
Browse available
course dates

This one-day Power BI training course will provide you with the skills to navigate and retrieve the 
business intelligence within existing reports and datasets. Within your browser you'll learn how to filter 
report pages to gain insights from key influencers, and how to collaborate in the Power BI Service to 
query your team’s data, and reveal informative stats and trends that you can pin to the team’s 
dashboards. Finally, we'll show you how to extract and export the results of your analysis in a variety 
of secure formats.

Power BI for Business Analytics Course: Reports 
and Dashboards
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Intended audience

Analysts and users who ‘consume’ data and reports (but are not necessarily modelling or building 
reports), Managers, Directors, Executives and Assistants. Financial Forensic Specialists, Social Media 
Analysts, Sales and Marketing Professionals

https://cce.sydney.edu.au/course/MSE1
https://cce.sydney.edu.au/course/MSE1
https://cce.sydney.edu.au/course/PBEU
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Outcomes
By the end of this course, you should be able to:
− view and navigate the Power BI Service reports, datasets, dashboards and apps
− comprehend and interpret a variety of report visuals
− filter, focus and bookmark targeted insights and influencers
− drill down and drill through visual hierarchies
− extract and export queries and insights
− query your dashboards with efficient Q&A vocabulary
− share and collaborate on the results of your analysis.

Content

Aims
We want to equip you with knowledge and skills to analyse, interpret and work with existing 
Power BI models, reports and dashboards. You'll learn to navigate, filter and extract 
business intelligence from your team’s visuals and datasets. You'll also learn how to 
collaborate with your colleagues and analysts to easily and efficiently produce new visuals 
within your team’s workspace.
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Get Started with the Power BI Service
Opening and Navigating the Power BI 
Service
Accessing and understanding Workspaces
– Recognising Roles and Permissions
– Viewing Reports
– Viewing Datasets and Lineage
– Viewing Dashboards
– Accessing and understanding Apps

Working with Reports and Dashboards
Navigating
– Resizing the Report on screen
– Navigating Pages
– Using Bookmarks
– Spotlight Visuals
– Reset the Report
– Refresh the Data

Interpreting Visuals and Insights
– Column, Bar and Line Charts
– Waterfall, Funnel and Scatter Charts

– Pie, Donut and Treemap Charts
– Gauge, KPI and Decomposition Visuals

Highlighting and Retrieving Data
Understand and use Tooltips
– Best practices when selecting visuals
– Sort Tables and Chart Axis’
– Focus Mode
– Show as Table
– Get Insights
– Key Influencers
– Smart Narratives
– Pin Visuals and Pages to a Dashboard

Filtering
– Cross filtering between visuals
– Slicers, including synchronised slicers
– Page filters
– Basic, Advanced and Top N filtering
– Drill Down and Drill Through
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Collaborating, Sharing and Exporting
– Add Comments
– Subscribe
– Chat in Teams
– Export Visual to CSV
– Save and/or download the Report
– Embed the Report in SharePoint and 

Teams
– Export Report to PowerPoint; static or 

live
– Export to PDF
– Analyse in Excel and Pivot
– Generate QR Code

Effective use of Q&A to generate 
Business Intelligence
– Use Q&A Suggestions
– Ask questions using key words
– Filter and edit Q&A results
– Pin visual results to a Dashboard

Editing
– Format existing Visuals and Pages

– Create and manage new Pages
– Add New Visuals
– Understand and apply prebuilt Measures 

to Visuals
– Apply prebuilt Hierarchies to Visuals; 

including Date Hierarchies
– Format new Visuals and Pages
– Add Custom Visuals
– Add Filters and Slicers
– Add Bookmarks
– Add Titles; including Page Titles
– Understand graphical excellence

Working with Datasets
– Create formatted Tables
– Add Fields
– Summarise Fields
– Format the Tables
– Save and Export
– Create New Reports
– Connect Power BI Desktop to Live 

Dataset
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“The course was a useful overview of PowerBI dashboards, how to edit 
existing files online, and how to share with other business users.”

Nick Ferguson

Organisational training and development
This course can be delivered as a private session for groups, and tailored
to meet the needs of your business. Contact us to discuss our range of organisational 
training solutions. 

Learn more

https://cce.sydney.edu.au/organisational-training


Produced by the Centre for Continuing Education, the University of Sydney, 2024. The University reserves the 
right to make alterations to any information contained within this publication without notice.
CRICOS 00026A    ABN 15 211 513 464

Follow us
       @ccesydney
       @centreforcontinuingeducation

       ccesydney

For more information
Centre for Continuing Education
+61 2 7255 1577
info@cce.sydney.edu.au
cce.sydney.edu.au

We recognise and pay respect to the 
Elders and communities – past, present, 
and emerging – of the lands that the 
University of Sydney's campuses stand 
on. For thousands of years they have 
shared and exchanged knowledges 
across innumerable generations for the 
benefit of all.

Empower ambition, 
inspire leadership

mailto:info@cce.sydney.edu.au
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