Instructions to split a column with comma separated values into multiple rows and
have the associated data from the other columns be included in the new row.

1. Load Data into Power Query

i. Create a user data range

1.

Select all data and appropriate additional rows — | normally
choose a large number of blank rows to give the dataset room
to grow. In this example, | chose 100000 rows.

Click Formulas > Name Manager > New

Name your Named Range — | used UserDataRange in the

example
A B C D E F G H J K L M N
Edit Name ? x
Mame: UserDataRange|
comment:
Befersto:  =sheet115451:375100000 2
Cancel
Click OK
While selecting the UserDataRange Click Data > From Table
Range
File Home Insert Draw Page Layout Formulas w Review View Automate De
[ From Text/CSV [ From Picture ~ 5 [T Queries & Connections
% [& From Web [® Recent Sources RE'E}\ ==

Organization
Data v [ From Table/Range | [P Existing Connections Al ~ ¢

Get & Transform Data Queries & Connections Dat:

@7 Email [ New [ Open [o]Camera [ ImportData =

v Sx

A A B G D E F G
Service Name Username Location SKU Serial Numbers  Timestamp

I

LKFYU4 113211120
700283,
LRP904113211126
700274,
Warehouse LRP904113211126
Inventory Audit  Employee 1 1 997251 700301, 9/22/2022 8:24
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2. Apply Power Query Steps
a. Promote Headers

i. Home > Use First Row as Headers

&t mProperties —yomws 8 Data Types Ay - [ Merge Gueries - New Source -
= &' [ advanced Editor X Hi = wse Fir | | % append Queries - % Recent Sources =
Closed  Refrush — Choose ove  Keep Remove St Growp s Manage  Datasowce e
Load ™  Preview 1 Manage Columns * Calumns = Rows * Rows ~ Colmn~ By J_Usé ! Parameters™  settings T

ose Query Manage Calumns Reduce Rows  sart | Use Headers 5 First Row combine Parameters DAL SOurces New Query

b. Filter blank Rows
i. Use adrop down on your first column — | used Service Name

ii. Uncheck “null”

fx = Table.SelectRows(#"Promoted Headers", each ([Service Name] =
H=. ﬁ'g Service Name fgg Username - fgg Location - fgg
—

1 Inventory Audit 2] Sort Ascending

%] Sort Descending

T,

% Clear Filter

Remove Empty

Text Filters »
Search
|| (Select All)
[ (null) e Uncheck "(null)"
V| Inventory Audit
1. List may be incomplete. Load more

c. Split Column by Delimiter
i. Select the entire column “Serial Number” (or the column that

contains your comma separated values) by clicking on it's

header.

Home | Transform Add Column  View

[l Properties I:l L o738 Y 1 % Data Type: Any ~ R Merge Queries - D [ New Source ~
X HH nhn [ Recent sources -

]
&~ [ Advanced Editor Zl [] se First Row as Headers ~ % Append Queries ~

Refresh 1 . Choose Remove  Keep Remove spit Growp y Combine £ Manage  Data source

sreview - L Manage Columns - Columns = Rows ~ Rows~ Column~ By 2 Replace Values G2 Parameters - settings (il B

Query Manage Columns  Reduce Rows  Sort Transform Combine Parameters  Data Sources New Query
fr || = Table.SelectRows(#"Promoted Headers”, each ([Service Name] = “Inventory Audit"))

1. 155 service Name | 155 username ~| 155 Location ~| 155 sku ~ | #5S Serial Numbers [+ 45 Timestamp -

Inventory Audit Employes 1 Warehouse 1 997251 ' ERPS04TI321T126700280" 9/22/2022 8:24:00 AM

LRP904113211126700274,
LRP904113211126700301,
LRP904113211126700453,
LRP904113211126700475,

ii. Home > Split Column by Delimiter
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§j [ Properties L Y, K 4] | Data Type: Any ~ [ Merge Queries - D [ New Source ~
a x HH bl

~
=~ [ Advanced Editor [ Use First Row as Headers ~ 5 Append Queries ~ [% Recent source

Close s Refresh 1o, . Choose Remove  Keep Remove Splt | Group 4 S Manage - Datasource pmooo
Load~  Preview = lanage Columns ~ Columns~  Rows ™ Rows ~ Column~|| By v2ReplaceValues ombine Files Parameters~  settings nter Data
Close Query Manage Columns Reduce Rows  Sort By Delimiter Combine Parameters  Data Sources New Query
By Number of Characters I
> Ji || = Table.SelectRows(#"Promoted Headers”, eac ry Audit"))
By Positions L
S g e Asc B A o T
g [, 135 Service Name | 135 Username ~| 135 Locatic By Lowercase to Uppercase ~| 135 Serial Numbers ~| 795 Timestamp -
3 1 Inventory audit Employee 1 Warehou By Uppercase to Lowercase 907251 LRPS0411321112670028... 9,/22/2022 5:24:00 A
@ By Digit to Non-Digit LRP904113211126700274,

By Non-Digit to Digit IRP904113211126700301,

LRP904113211126700453,
LRP904113211126700475,

iii. On the drop down for Select or enter delimiter

1. Choose Comma
iv. Choose Split at = Each Occurrence of the delimiter
v. Click Advanced Options

vi. Choose Split Into = Rows
s X
Split Column by Delimiter

Specify the delimiter used to split the text column.

Select or enter delimiter

Comma <

Split at
Left-most delimiter
) Right-most delimiter
*) Each occurrence of the delimiter

4 Advanced options
Splitinto

) Columns

*) Rows

Quote Character

d. Trim Text
i. Select Entire Column of the split column (Serial Numbers)
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[y properties Ly ey mmx 4 ﬂ Data Type: Text - [P Merge Queries ~ D [ New Source ~
[hé [ Advanced Editor % X HH BHH 2l i % e

[ Use First Row as Headers ~ . Append Queries ~ [ Recent Sources ~

DRefreshv 0 Marnage Choose  Remove  Keep Remove spit  Group s J— Manage  Datasource o
review Columns ~ Columns > Rows ™ Rows Column~ By %2 Parameters. settings.
Query Manage Columns Reduce Rows  Sort Transform Combine Parameters  Data Sources New Query
3 H = Table.ExpandListColumn(Table. TransformColumns(#"Filtered Rows”, {{"Serial Numbers", Splitter.SplitTextByDelimiter(",", QuoteStyle.Csv),

T, 155 service Name [~] 45 vsername [~] 45 Location [~]45 sku [~] % serial Numbers [~ 455 Timestamp [~]

1 Inventory Audit Employee 1 Warehouse 1 997251 |TRP904113211126700283 | 9,/22/2022 8:24:00 aM

2 Inventory Audit Employee 1 Warehouse 1 997251 9/22/2022 8:24:00 aM
LRP504113211126700274

3 Inventory Audit Employee 1 Warehouse 1 997251 9/22/2022 8:24:00 AM
LRP504113211126700301

4 Inventory Audit Employee 1 Warehouse 1 997251 9/22/2022 8:24:00 aM
1RP504113211126700453

5 Inventory Audit Employee 1 Warehouse 1 997251 9/22/2022 8:24:00 aM
1RP304113211126700475

6 Inventory Audit Employee 1 Warehouse 1 997251 9/22/2022 8:24:00 AM
LRP504113211126700583

7 Inventory Audit Employee 1 Warehouse 1 997251 9/22/2022 8:24:00 AM
LRP904113211126700568

8 Inventory Audit Employee 1 Warehouse 1 997251 9/22/2022 8:24:00 AM
LRP904113211126700454

9 Inventory Audit Employee 1 Wazchouse 1 997251 9/22/2022 8:24:00 A
ILRP904113211126700307

10 Inventory Audit Employee 1 Warehouse 1 997251 9/22/2022 8:24:00 Ar
e

ii. Right click > Transform > Trim

S B Eypropeties -5 | DataType: Text * o Merge Queries = = | [yMewsoure=
=] o0 x H z [ - g £+
: L& [} ackoneed Ector b il [ Use First Rowas Henders = °F Append Queries = -0 Ls [ Recent Sourees =
Cosed  Refresh hosse Remove  Keep Remove Spit Group Mana Data source
Toase prmen- CIMemge ™ - fowi- fowe Colnme by szReplace ok COmINERES  purymeters= seings LD Ener Dot
close Query Momge Colemms. |\ Rrdlmor Rowes |81t Transiorm (Combine Parmmetrrs | Dot Somoes | New Guery
> Jr || = Table.ExpandListColumn(Table. TransfornColunns(#"Filtered Rows”, {{"Serisl Numbers®, Splitter.SplitTextByDelimiter(",”, QuoteStyle.(sv), W Query Sett
o T 155 service Name - 135 usemame ~| 155 Loeation ~| 155 sku - A% Serial Numbe Cop .
¥ = = v 4 PROPERTIES
g 1 Employes 1 Warenouss 1 997251 LRPS04113211 )
& R . = e % Remove A HName
2 Inventory sudit Employes 1 Rarehcuse 1 251 B e
1aP804113211
Duplicate Column ry—
3 Inventary Audit Employes 1 Marehouse 1 Bl Add Column From Examples..
113211
- n Remove Duplicates 4 APPIED STEP
4 Inventory susic employes 1 Warehouse 1 997251
e E o
imspanazzyy  RemoveEmors ; rce .
Tomote
s Budit Employes 1 Rarshouss 1 887251 Change Type . I
PP
6 Ioventary Zudit Employes 1 Mazehouss 1 897251 L, Replace Values. u :
LRFS08113211  Replace Errors Copitalize Each Wosd
. — Tim
7 Inventory hudic Employes 1 Wozsheuss 1 987251 & Creste Data Type -
1mesos1azIl .
. . rh Split Calumn . Length
8 Inventory audic employes 1 Worsheuss 1 987251 . on
mesoaaz . o
Inventory sudic employes 1 1 987251
< e €, Unpivot Calumas
LaPs04113211
Inpivot Other Columns.
10 Inventory hudit Employes 1 Wazehouss 1 997251 ngivot Oniy Selected Columns
1aP04113211
-
11 Iaventory hudit Employes 1 997251 % Rename.
LaP804113211 o "
12 Inventory A picyes 1 [P 957282 Orill Down
LRPS04113211 Add as New Query
13 Inventory huait Employes 1 997251 9/22/2022 §:24:00 A1
LAPS04113211126700580
14 Inventory Audit Employes 1 Warenouse 1 997251 8:24:00 A
LAP04113211126700566
Employes 1 Warehouse 1 997251 $/22/2022 8:24:00 A
LRFS04113211126700295
16 Tnve Employes 1 Warshouse 1 997251 $/22/3022 §:24:00 &

e. Close and Load
i. File > Close and Load
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X @ = | Tablel - Power Query Editor

File

@ -

gj Close & Load

Close & Ld  Save your changes to this query,
close the Query Editor window, and
load results to the default

> Discard &| destination.
EX

.a. Options and settings »

Export template
!

Split  Group
Column~ By

rt

by Delimiter”,{{

cation
e
louse

louse
ouse
louse

ouse

7
8
9
10
1

Inventory Audit
Inventory Audit
Inventory Audit
Inventory Audit

Inventory Rudit

Employee
Employee
Employee
Employee

Employee

1
1
1
1
1

1

1

1

1

1
ouse 1
Warehouse 1
Warchouse 1
Warehouse 1
Warehouse 1
1

Warehouse

ii. Select the destination location you want your transformed table
3. To Refresh the data when the source data changes
a. Data > Refresh All
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