Pivot table tutorial for importing Ontario donations data

Details about how much individuals or institutions donate to federal, provincial and municipal politicians
or their political parties have become standard fare, as in this Globe and Mail piece on The Beer Store
and its monopoly of beer sales in Canada’s largest province.

In order for stories to resonate, they need context, which in the Globe’s story is about companies
perhaps using the political process to guard to their money-making venture in the face of emerging
competition from smaller and increasingly vocal players.

In order to resonate, stories about campaign donations need context, which can be best provided by
answering basic questions: Have the donations increased over the years? If so, how quickly? Who are
the most generous donors? Why do politicians donate money to themselves? Are there any surprising
donations? Who gives to the so-called “fringe” parties and their candidates?

The questions are as endless as the story possibilities. However, context is ALWAYS the key. And this is
where pivot tables come into play, arguably the most useful task that Excel will perform for journalists
hunting for good stories.

In a nutshell, pivot tables summarize the information in your database by grouping key categories
(donors) and providing subtotals (their donations) for each group. (Note: for information on pivot tables
that goes beyond this tutorial, you can check out Computer-Assisted Reporting, A Comprehensive

Primer, or any number of online tutorials, some of which are referenced on our syllabus.)

So if you want to find out who donated the most to a certain political party or candidate, for instance,
you would group the donors, the parties to which they contributed, sum the donation amounts, and
then sort the dollar amounts in descending order. To make things more interesting, and to add more
context, you could even group all that information by year, something we’ll learn in the sequel to this
tutorial.

Or, instead of summing the donation amounts, perhaps you want to COUNT them in order to determine
which party or candidate attracted the greatest number of donors, which could also lead to interesting
stories about the effectiveness of grassroots campaigns.

As you'll see from the Elections Ontario data, the donations fall into three categories: annual
contributions; campaign contributions; and leadership contests. In Ontario, it’s possible to know who
donated to leadership hopefuls. (Not so at the federal level.) For The Globe’s Beer Store piece, it would
appear that the reporter tallied the results from all three categories going back to 2015. That workload
is beyond the scope of this tutorial. Instead, we’ll just focus for one year’s worth of data from annual
contributions to get a sense of who's giving money to whom.

So let’s get started with the data from Ontario Elections, for the three main parties: the Ontario Liberal
Party, the Ontario NDP and the PC Party of Ontario



http://www.theglobeandmail.com/news/politics/beer-stores-11-million-in-donations-to-ontario-politicians-under-scrutiny/article22777433/
http://www.amazon.ca/Computer-Assisted-Reporting-A-Comprehensive-Primer/dp/0195424573
http://www.amazon.ca/Computer-Assisted-Reporting-A-Comprehensive-Primer/dp/0195424573
http://www.davidmckie.com/reporting-methods-carleton-university-journalism-5206_2015/#Computer2
http://www.elections.on.ca/en-CA/Tools/FinancialStatementsandContributions/RealTimeDisclosure.htm

1) Click on the link for “Contributions to registered political parties”.
2) Select Ontario Liberal Party, and then “Annual Contribution — 2014”



http://rtd.elections.on.ca/rtd/jsp/en/RTDParty.jsp

3) Hit the “Search” tab. Don’t worry about the number of records displayed per page.

Elections
Ontario

o s Vo Eany

Lrancais
CONTRIBUTIONS TO POLITICAL PARTIES

Contributions in excess of $100 and contributions from a single source that in the aggregate exceed $100.

Party : ONTARIO LIBERAL PARTY -
Contribution
Report © ANNUAL CONTRIBUTION - 2014

Number of records to display per page : (20 v

MNote: Data is posted on the web site as submitted by the registered political party.
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We Make Voting Easy.
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Download (tab-delimited file)

CONTRIBUTIONS TO POLITICAL PARTIES

Party : ONTARIO LIBERAL PARTY
Contribution Report : ANNUAL CONTRIBUTION - 2014

The table below is broken down into the following columns: Contributor / Deposit Date / Reporting Date /
Contribution Amount / Aggregate Amount.

» The "contributor” column represents contributors who have donated over $100 to the political party

* The "deposit date" column represents the date the political party deposited the contribution into the
appropriate depository on record with the CEQ

« The "reporting date" column represents the date the political party's CFO filed the contribution
report with the CEO

+ The "contribution amount” column represents the amount from a single contribution in excess of
$100 or a contribution from a single source that in aggregate exceed $100

+ The "aggregate amount” column represents the total amount of contributions from the contributor
during this period

REPORTING
DEPOSIT DATEDATE CONTRIBUTION AGGREGATE

CONTRIBUTOR = = AMOUNT
1003694 Ontario Inc. (Carepartners) 11/21/2014 11/28/2014 1,000.00 1,000.00
1003694 Ontario Inc. (Carepartners) 11/21/2014 11/28/2014 1,000.00 2,000.00
1084278 Ontario Inc. o/a Super 8 Sudbury 11/21/2014 11/28/2014 3,500.00 3,500.00
1150140 Ontario Inc. 11/28/2014 11/28/2014 600.00 600.00
1258702 Ontario Ltd. 05/13/2014 05/27/2014 5,025.00 9,975.00
1258702 Ontario Ltd. 03/31/2014 04/01/2014 5,025.00 5,025.00
1307957 Onkario Limitad. O/A First 12/15/2014  12/29/2014 20.00 240.00
Accounting

1307997 Ontario Limited O/A First
Accounting 11/15/2014 11/28/2014 20.00 220.00
1307997 Ontario Limited O/A First
Accounting 09/15/2014 09/26/2014 20.00 180.00
1307997 Ontario Limited O/A First 08/18/2014  09/02/2014 20.00 160.00
Accounting

130?99? Ontario Limited O/A First 07/15/2014 07/28/2014 20.00 140.00
Accounting
;30?99? Ontario Limited O/A First 06/15/2014 06/27/2014 20.00 120.00

ccounting

1631057 Ontario Inc 12/22/2014 12/29/2014 2,000.00 2,000.00
1746391 Ontario Inc. - Canadian Motor 09/26/2014 09/26/2014 3,200.00 8,200.00

Crnaardwau

4) Before downloading the data, be sure to read the explanations under the “Contributions To
Political Parties” section above the table, which explains what each column head means. (Note:
it’s always a good practice to read as much about the data you’re about to download,
understanding what it can tell you and, perhaps more importantly, what it can’t. Many
institutional, public-sector websites like Elections Ontario have excellent “readme” files, or
explanations of the contents of the data you’re about to download. It’s also a good practice to



6)

7)

8)

9)

either copy or download these explainer files, keeping them in the same folder that contains
your data.)

To download the delimited text file, select the “Download (tab-delimited file)” tab to the right of
the “Contributions To Political Parties” title.

contributions.txt

In the image above, you'll notice that the file has a generic name, which is fine if you're only
importing a year’s worth of data for one political party. Because we’ll be repeating this exercise,
it’s a good idea to name the text files. Call this one, “Liberals2014Annual”.

You’'ll notice that the title contains no spaces. Naming conventions for databases are a bit
different — they dislike names with spaces. So you can run either the titles together, using a
capital for each new word in the text string, or an underscore to join the words.
“Liberals2014Annual” could also be “Liberals_2014_Annual”. To a database, the underscore is a
character.

After you’ve renamed the file, move it to the folder you’ve created for this exercise, and repeat
the process for the NDP and PCs.

Your folder should have text files for each of the three main political parties.

Documents library

Liberals2014Annual.txt
NDP2014Annual.txt
PC2014Annual.bxt

10) Now we’ll pull each of these files into an Excel workbook.



11) Open a workbook, and import the first file ( it doesn’t matter which one ), using the import
wizard.
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12) Your interface may look a bit different than mine.
13) Begin the import.

Text Import Wizard - Step 1 of 3 ? X |

The Text Wizard has determined that your data is Delimited. r
If this is correct, choose Next, or choose the data type that best describes your data.
Original data type
st e that best describes your data:
Delimited | - Characters such as commas or tabs separate each field.
() Fixed width - Fields are aligned in columns with spaces between each field.

Start import at row: 1 £ File grigin: | MS-DOS (PC-8) E

Preview of file C:\Users\mckied\Documents\Masters 2015\Week five\Pivot Table Tuto...\Liberals2014Annual.be.

Download Date: 02/05/2015 -
Contributions to Political Parties

Party : ONTARIO LIBERAL PARTY
Contribution Report : ANNUAL CONTRIBUTION - 2014

- o,




14) Excel defaults to the “Delimited” data type format. As we explained in class, a delimited text file
uses “delimiters”, in this case tabs, to replace the column separators in the data tables. A
carriage return ends each row. Many open data sites use these delimited files ( Comma
Separated Values, or “csv”, files are also popular) to reduce the size of the files. Excel and
database managers like Access, MySQL of SQL can open these files.

15) Select the “Next” tab.

Text Import Wizard - Step 2 of 3 3 &5

This screen lets you set the delimiters your data contains. You can see how your text is affected in the preview below.

Delimiters
v Tab
Semicolon | Treat consecutive delimiters as one
Lomma Text qualifier: |" EI
| Space
i '_ Other:

Data preview

ownload Date: 02/05/20135 -

i

ontributions to Political Parties
rty : ONTARIO LIBERAL PARTY
ontribution Report : ANNUAL CONTRIBUTION - 2014

o4 b

Cancel J [ < Back | Next > | Finish




16) Excel’s Text Import Wizard defaults to the “Tab” delimiter, the one we want. Use the vertical
scroll bar to ensure that the delimiter is, indeed, separating the columns.

Text Import Wizard - Step 2 of 3 X

This screen lets you set the delimiters your data contains. You can see how your text is affected in the preview below.
Delimiters
V] Tab
I | Semicolon || Treat consecutive delimiters as one
"] comma
:|§o Text qualifier: " El
"] space
"] other:
Data preview
nzer, Alison R. 3/31/2014 pP4/10/2014 15.21 -
ple Leaf Foods Inc. 3/31/2014 p4/01/2014 5,025.00 5,
ple Leaf Sports & Entertainment Ltd. [12/01/2014 N2/05/2014 800.00 l|E|
aple Leaf Strategies Inc. 2/23/2014 p1/07/2015 i,000.00 1)
arangoni, Emily 2/15/2014 f2/29/2014 83.33 JL,.|v
arangoni. Emilv . 2/15/2014 n2/29/2014 10.00 1.
< | 1 | b
[ Cancel ] [ < Back




17) Select the “Next” Tab.

Text Import Wizard - 5tep 3 of 3

m5)

Column data format
Q! General
Text

Date: | DMY

[=]

() Do not import column (skip)

Data preview

This screen lets you select each column and set the Data Format.

'General' converts numeric values to numbers, date values to dates, and all remaining

Advanced...

values to text.

eneral General General General
03/31/2014 p4/10/2014 15.21 &
03/31/2014 p4/s01/2014 5,025.00 5,
2/01/2014 N2/05/2014 800.00 =
2/23/2014 pP1/07/2015 1,000.00 1, =
2/15/2014 N2/29/2014 B3.33 1,
2/15/2014 N2/29/2014 10.00 1.7
i »
Cancel ‘ ‘ < Back

18) The term “General” appears at the top of each column. This means that the wizard has given

the information, or data in each column, a generic format, which you can change, by clicking on

each column, which the wizard will then highlight in black. Depending on what system you're

using, the date columns may be imported as text and dates. This consistent formatting makes it

difficult to work with the dates, a task we’ll complete in part two of this tutorial. So to make




things easier, and for the sake of consistency, let’s format these two date columns as “Text”.

Text Import Wizard - Step 3 of 3 e A

This screen lets you select each column and set the Data Format.

Column data format

General

'General' converts numeric values to numbers, date values to dates, and all remaining
values to text.

Date:  DMY E| | Advanced... |

Do not import column (skip)

Data preview

anzer, Alison R.

aple Leaf Foods Inc.

aple Leaf Sports & Entertainment Ltd.
aple Leaf Strategies Inc.

arangoni, Emily

Maranogoni. Emilwv

4 I

r Cancel < Back FEinish |
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-

19) Select the “Finish” tab .



-~

Import Data (P % ]}

Where do you want to put the data?
(@ Existing worksheet:

=848t :

(7) New worksheet

| Properties... [J| ok |]| cencel |||

20)

' Download Date: 02/05/2015
Contributions to Political Parties

Party : ONTARIO LIBERAL PARTY
Contribution Report : ANNUAL CONTRIBUTION - 2014

)

L

u

!.

]

5

5

7

i CONTRIBUTOR DEPOSIT DATE REPORTING DATE CONTRIBUTION AMOUNT AGGREGATE AMOUNT
3 1003694 Ontario Inc. (Carepartners) 11/21/2014  11/28/2014 1,000.00 1,000.00
01003694 Ontario Inc. (Carepartners) 11/21/2014  11/28/2014 1,000.00 2,000.00
1 1084278 Ontario Inc. o/a Super 8 Sudbury 11/21/2014  11/28/2014 3,500.00 3,500.00
2 1150140 Ontario Inc. 11/28/2014  11/28/2014 600 600
3 1258702 Ontario Ltd. 05/13/2018  05/27/2014 5,025.00 9,975.00
4 1258702 Ontario Ltd. 03/31/2014  04/01/2014 5,025.00 5,025.00
5 1307997 Ontario Limited O/A First Accounting 12/15/2014  12/29/2014 20 240
6 1307997 Ontario Limited O/A First Accounting 11/15/2014  11/28/2014 20 220
7 1307997 Ontario Limited O/A First Accounting 09/15/2018  09/26/2014 20 180
& 1307997 Ontario Limited O/A First Accounting 08/18/2014 09/02/2014 20 160
9 1307997 Ontario Limited O/A First Accounting 07/15/2014  07/28/2014 20 140
0 1307997 Ontario Limited O/A First Accounting 06/15/2014  06/27/2014 20 120
1 1631057 Ontario Inc 12/22/2014  12/29/2014 2,000.00 2,000.00
12 1746391 Ontario Inc. - Canadian Motor Speedway 09/26/2014  09/26/2014 3,200.00 8,200.00
3 1746391 Ontario Inc. - Canadian Motor Speedway 09/26/2014  09/26/2014 5,000.00 5,000.00
4 1753413 Ontario Ltd. (Retire Sooner Team) 11/21/2014  11/28/2014 1,750.00 1,750.00
'S 1801385 Ontario Inc (Connect Consulting Solutions) 12/22/2014  12/29/2014 5,000.00 5,000.00
6 1820473 Ontario Inc. ofa Molinaro Group 11/28/2014  11/28/2014 500 500
7 2080650 Ontario Inc. 12/22/2014  12/29/2014 1,500.00 1,500.00
'8 2103274 Ontario Inc. (Tailgators) 12/15/2018  12/29/2014 20 240
9 2103274 Ontario Inc. (Tailgators) 11/15/2014  11/28/2014 20 220
0 2103274 Ontario Inc. (Tailgators) 09/15/2014  09/26/2014 20 180
i1 2103274 Ontario Inc. (Tailgators) 08/18/2014  09/02/2014 20 160

21) We've imported our first table.



22) Rename the sheet with a title makes senses, “Liberals2014Annual”, and paste the website’s URL
into the first available cell in the first row -- B1 -- and save the Excel workbook.

Al bl = # | Download Date: 02/05/2015

F A ; - - - E

1 Download Date: 02/05/2015 http://rtd.elections.on.ca/rtd/jsp/en/RTDParty. jsp#
2
3 Contributions to Political Parties
4
5 Party : ONTARIO LIBERAL PARTY
6 Contribution Report : ANNUAL CONTRIBUTION - 2014
7
8 CONTRIBUTOR DEPOSIT DATE REPORTING DATE CONTRIBUTION AMOUNT AGGREGATE AMOUNT
9 1003694 Ontario Inc. (Carepartners) 11/21/214  11/28/2014 1,000.00 1,000.00
10 1003694 Ontario Inc. {Carepartners) 1Y21/2014  11/28/2014 1,000.00 2,000.00
11 1084278 Ontario Inc. o/a Super 8 Sudbury 11/21/2014  11/28/2014 3,500.00 3,500.00
12 1150140 Ontario Inc. 11/28/2014  11/28/2014 600 600
13 1258702 Ontario Ltd. 05/13/2014  05/27/2014 5,025.00 9,975.00
14 1258702 Ontario Ltd. 03/31/2014  04/01/2014 5,025.00 5,025.00
15 1307997 Ontario Limited OfA First Accounting 12/15/2018  12/29/2014 20 240
16 1307997 Ontario Limited O/A First Accounting 11/15/2014  11/28/2014 20 220
17 1307997 Ontario Limited O/A First Accounting 09/15/2014  09/26/2014 0 180
18 1307997 Ontario Limited O/A First Accounting 08/18/2014  09/02/2014 20 160
19 1307997 Ontario Limited O/A First Accounting 07/15/2014  07/28/2014 20 140
20 1307997 Ontario Limited OfA First Accounting 06/15/2014  06/27/2014 20 120
21 1631057 Ontario Inc 12/22/2014  12/29/2014 2,000.00 2,000.00
22 1746391 Ontario Inc. - Canadian Motor Speedway 09/26/2014  09/26/2014 3,200.00 8,200.00
23 1746391 Ontario Inc. - Canadian Motor Speedway 09/26/2014  09/26/2014 5,000.00 5,000.00
24 1753413 Ontario Ltd. (Retire Sooner Team) 11/21/2014  11/28/2014 1,750.00 1,750.00
75 1801385 Ontario Inc (Connect Consulting Solutions) 12/22/2014  12/29/2014 5,000.00 5,000.00
26 1820473 Ontario Inc. ofa Molinaro Group 11/28/2014  11/28/2014 500 500
27 2080650 Ontario Inc. 12/22/2014  12/29/2014 1,500.00 1,500.00
28 2103274 Ontario Inc. (Tailgators) 12/15/2014  12/29/2014 20 240
29 2103274 Ontario Inc. (Tailgators) 11/15/2014  11/28/2014 20 220
30 2103274 Ontario Inc. (Tailgators) 09/15/2014  09/26/2014 20 180
31 2103274 Ontario Inc. (Tailgators) 08/18/2014  09/02/2014 20 160
32 210 ittt 075 . o 07/15/2014 __ 07/28/2014 20 ) 140
[ Sheet? ‘Sheet3 T3 i4




23) Using your keyboard’s short-cut keys (NOTE: you'll make your life much easier to learning
them), select the table.

Party : ONTARIO LIBERAL PARTY
Contribution Report : ANNUAL CONTRIBUTION - 2014

CONTRIBUTOR DEPOSIT DATE REPORTING DATE CONTRIBUTION AMOUNT AGGREGATE AMOUNT

1003694 Ontario Inc. (Carepartners) 11/21/2014  11/28/2014 1,000.00 1,000.00
) |1003694 Ontario Inc. (Carepartners) 11/21/2014  11/28/2014 1,000.00 2,000.00
1 |1084278 Ontario Inc. o/a Super 8 Sudbury 11/21/2014  11/28/2014 3,500.00 3,500.00|
? 11150140 Ontario Inc. 11/28/2014 11/28/2014 600 600
3 |1258702 Ontario Ltd. 05/13/2014  05/27/2014 5,025.00 9,975.00
1 [1258702 Ontario Ltd. 03/31/2014 04/01/2014 5,025.00 5,025.00
3 [1307997 Ontario Limited O/A First Accounting 12/15/2014 12/29/2014 20 240
5 |1307997 Ontario Limited O/A First Accounting 11/15/2014  11/28/2014 20 220
7 /11307997 Ontario Limited O/A First Accounting 09/15/2014  09/26/2014 20 180
3 |1307997 Ontario Limited O/A First Accounting 08/18/2014 09/02/2014 20 160
3 |1307997 Ontario Limited O/A First Accounting 07/15/2014 07/28/2014 20 140|
1 /1307997 Ontario Limited O/A First Accounting 06/15/2014  06/27/2014 20 120|
L (1631057 Ontario Inc 12/22/2014 12/29/2014 2,000.00 2,000.00
11746391 Ontario Inc. - Canadian Motor Speedway 09/26/2014 09/26/2014 3,200.00 8,200.00
3 |1746391 O io Inc. - Canadian Motor Speedway 09/26/2014  09/26/2014 5,000.00 5,000.00
+ 1753413 Ontario Ltd. (Retire Sooner Team) 11/21/2014  11/28/2014 1,750.00 1,750.00
3 |1801385 Ontario Inc (Connect Consulting Solutions) 12/22/2014  12/29/2014 5,000.00 5,000.00
3 |1820473 Ontario Inc. o/a Molinaro Group 11/28/2014  11/28/2014 500 500
7 | 2080650 Ontario Inc. 12/22/2014  12/29/2014 1,500.00 1,500.00|
3 |2103274 Ontario Inc. (Tailgators) 12/15/2014  12/29/2014 20 240
3 |2103274 Ontario Inc. (Tailgators) 11/15/2014 11/28/2014 20 220
) |2103274 Ontario Inc. (Tailgators) 09/15/2014  09/26/2014 20 180
L (2103274 Ontario Inc. (Tailgators) 08/18/2014 09/02/2014 20 160|
1 12103274 Ontario Inc. (Tailgators) 07/15/2014 07/28/2014 20 140
3 |2103274 Ontario Inc. (Tailgators) 06/15/2014  06/27/2014 20 120
2 lnarnrny et vad Ala s aainadnmnaa aadanianea o e Eaaa i tel




24) Paste the table into a new worksheet (make sure the worksheet is to the right, which may mean
dragging it with your cursor), which you will call “Liberals2014AnnualWorkingCopy”.

A B c D E F

1 CONTRIBUTOR DEPOSIT DATE REPORTING DATE CONTRIBL AGGREGATE AMOUNT
2 1003694 Ontario Inc. (Carepartners) 11/21/2014 11/28/2014 1,000.00 1,000.00
3 1003694 Ontario Inc. (Carepartners) 11/21/2014 11/28/2014 1,000.00 2,000.00
4 1084278 Ontario Inc. ofa Super 8 Sudbury 11/21/2014 11/28/2014 3,500.00 3,500.00
5 1150140 Ontario Inc. 11/28/2014 11/28/2014 600 600
6 1258702 Ontario Ltd. 05/13/2014 05/27/2014 5,025.00 9,975.00
7 1258702 Ontario Ltd. 03/31/2014 04/01/2014 5,025.00 5,025.00
B 1307997 Ontario Limited OfA First Accounting 12/15/2014 12/29/2014 20 240
9 1307997 Ontario Limited O/A First Accounting 11/15/2014 11/28/2014 20 220
0 1307997 Ontario Limited O/A First Accounting 09/15/2014 09/26/2014 20 180
1 1307997 Ontario Limited O/A First Accounting 08/18/2014  09/02/2014 20 160
.2 1307997 Ontario Limited OfA First Accounting 07/15/2014 07/28/2014 20 140
3 1307997 Ontario Limited O/A First Accounting 06/15/2014  06/27/2014 20 120
4 1631057 Ontario Inc 12/22/2014 12/29/2014 2,000.00 2,000.00
5 1746391 Ontario Inc. - Canadian Motor Speedway 09/26/2014  09/26/2014 3,200.00 8,200.00
6 1746391 Ontario Inc. - Canadian Motor Speedway 09/26/2014 09/26/2014 5,000.00 5,000.00
7 1753413 Ontario Ltd. (Retire Sooner Team) 11/21/2014  11/28/2014 1,750.00 1,750.00
8 1801385 Ontario Inc (Connect Consulting Solutions) 12/22/2014  12/29/2014 5,000.00 5,000.00
9 1820473 Ontario Inc. ofa Molinaro Group 11/28/2014  11/28/2014 500 500
!0 2080650 Ontario Inc. 12/22/2014 12/29/2014 1,500.00 1,500.00
1 2103274 Ontario Inc. (Tailgators) 12/15/2014 12/29/2014 20 240
2 2103274 Ontario Inc. (Tailgators) 11/15/2014 11/28/2014 20 220
'3 2103274 Ontario Inc. (Tailgators) 09/15/2014 09/26/2014 20 180
'4 2103274 Ontario Inc. (Tailgators) 08/18/2014 09/02/2014 20 160
!5 2103274 Ontario Inc. (Tailgators) 07/15/2014 07/28/2014 20 140
16 2103274 Ontario Inc. (Tailgators) 06/15/2014  06/27/2014 20 120
'7 2168587 Ontario Ltd. OfA Upper Crust 11/21/2014 11/28/2014 5,000.00 5,000.00
18 2248774 Ontario Inc. ofa Destination Niagara Falls 12/11/2014  12/12/2014 300 300
19 2285045 Ontario Inc. o/a Grand Niagara Golf Club 11/21/2014  11/28/2014 5,000.00 5,000.00
10 2348505 Ontario Inc. ofa Activar 11/27/2014 11/28/2014 600 1,800.00
1 2348505 Ontario Inc. ofa Activar 11/21/2014 11/28/2014 1,200.00 1,200.00
OV N (herako014Annual || Liberals2014AnnualWorkingCopy ] Sheetd 03 Mt e

25) The first cell in each column contains the title. You’ll notice that the columns containing the
dates are justified to the left, meaning that Excel reads them as text. Because they are in a text
format, we won’t be able to sort them. However, we will be able to use a function to easily
extract the year from each date, which will come in handy for our pivot table in the next tutorial.
The columns containing the contribution amounts are numbers. How do we know that? Because
they are justified to the right.



26) Before we go any farther. Adjust the column widths so that we can see all the titles, and then
reformat the numbers as “currency” without any decimal places. Highlight the columns.

D | E
.TE JCONTRIBUTION AMOUNT AGGREGATE AMOUNT
1,000.00 1,000.00
1,000.00 2,000.00
3,500.00 3,500.00
600 600
5,025.00 9,975.00
5,025.00 5,025.00
20 240
20 220
20 180
20 160
20 140
20 120
2,000.00 2,000.00
3,200.00 8,200.00
5,000.00 5,000.00
1,750.00 1,750.00
5,000.00 5,000.00
500 500
1,500.00 1,500.00
20 240
20 220
20 180
20 160
20 140
20 120




27) Get the short-cut menu.

11728/ 2U1% 1,UUU.UU 1,UUU.UU
7 — 3 E

Format Cells |u|
- - -l -

Number Allgml Font Border Fill

Protection

Category:

General
Number
Currency
Accounting
Date

Time
Percentage
Fraction
Scientific
Text
Special
Custom

Sample

General format cells have no specific number format.

“TI7Z872014
12/12/2014

aalanirnaa

5,000.00
300

[ atalalNatal




28) Choose “currency” without any decimal places.

Format Cells I - fﬁ). XS

Number | Alignment | Font | Border | Fil | Protection

Category:

General A~ Sample

CONTRIBUTION AMOUNT

coounng imal places: |0 =]

Date Recimal p . ~

Time Symbol: | None

Percentage Izl
Fraction ue_gative numbers:

Scientfic I -
Text 1,234

Special -1,234

Custom -1,234

Currency formats are used for general monetary values. Use Accounting formats to align decimal points
in a column.

TTTTRT YT
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CONTRIBUTION AMOUNT AGGREGATE AMOUNT
$1,000 $1,000
$1,000 $2,000
$3,500 $3,500

$600 $600
$5,025 $9,975
$5,025 $5,025
$20 $240
$20 $220
$20 $180
S20 $160
$20 $140
S20 $120
$2,000 $2,000
$3,200 $8,200
$5,000 $5,000
$1,750 $1,750
$5,000 $5,000
$500 $500
$1,500 $1,500
$20 $240
$20 $220
$20 $180
$20 $160
$20 $140
$20 $120

29) We'll add to new columns to our Working Copy table: “Party”; and “Year

30) Type “Party” into cell F1, “Liberal” in F2.

A B C
1 CONTRIBUTOR DEPOSIT DATE REPORTING DATE
2 1003694 Ontario Inc. (Carepartners) 11/21/2014 11/28/2014
3 1003694 Ontario Inc. (Carepartners) 11/21/2014  11/28/2014

A 1NQAITE Nararia lar ~ls Conar @ Cordbens 11 M ma

11 /reina

D

E

F

CONTRIBUTION AMOUNT AGGREGATE AMOUNT Part:

$1,000
$1,000

<3 5nn

$1,000
$2,000

€3 snn

G
Year




31) Place your cursor at the bottom right corner of F2 until it turns into a black cross, and then

double click to fill in the rest of the cells in column F.

(O

A

CONTRIBUTOR

_ 1003694 Ontario Inc. (Carepartners)
1003694 Ontario Inc. (Carepartners)
1084278 Ontario Inc. ofa Super 8 Sudbury
1150140 Ontario Inc.
1258702 Ontario Ltd.
1258702 Ontario Ltd.

1307997 Ontario Limited O/A First Accounting
1307997 Ontario Limited O/A First Accounting
1307997 Ontario Limited O/A First Accounting
1307997 Ontario Limited O/A First Accounting

11307997 Ontario Limited O/A First Accounting

1307997 Ontario Limited O/A First Accounting
1631057 Ontario Inc

1746391 Ontario Inc. - Canadian Motor Speedway
1746391 Ontario Inc. - Canadian Motor Speedway

1753413 Ontario Ltd. (Retire Sooner Team)

1801385 Ontario Inc (Connect Consulting Solutions)

1820473 Ontario Inc. o/a Molinaro Group
2080650 Ontario Inc.

2103274 Ontario Inc. (Tailgators)
2103274 Ontario Inc. (Tailgators)
2103274 Ontaric Inc. (Tailgators)

| 2103274 Ontario Inc. (Tailgators)
| 2103274 Ontario Inc. (Tailgators)

2103274 Ontario Inc. (Tailgators)
T1RRERT Nintarin 1 vd NS4 | lnnar Croct

DEPOSIT DATE REPORTING DATE CONTRIBUTION AMOUNT AGGREGATE AMOUN

B iC
11/21/2014  11/28/2014
11/21/2014  11/28/2014
11/21/2014  11/28/2014
11/28/2014  11/28/2014
05/13/2014  05/27/2014
03/31/2014  04/01/2014
12/15/2014  12/29/2014
11/15/2014  11/28/2014
09/15/2014  09/26/2014
08/18/2014  09/02/2014
07/15/2014  07/28/2014
06/15/2014  06/27/2014
12/22/2014  12/29/2014
09/26/2014  09/26/2014
09/26/2014  09/26/2014
11/21/2014  11/28/2014
12/22/2014  12/29/2014
11/28/2014  11/28/2014
12/22/2014  12/29/2014
12/15/2014  12/29/2014
11/15/2014  11/28/2014
09/15/2014  09/26/2014
08/18/2014  09/02/2014
07/15/2014  07/28/2014
06/15/2014  06/27/2014
1/MMHhma 1HrMHma

51,000
$1,000
$3,500
$600
$5,025
$5,025
520
520
520
520
$20
520
$2,000
$3,200
55,000
51,750
55,000
$500
$1,500

$20

$20
$20
$20
<5 NN

E

32) Scroll to the bottom to make sure “Liberal” populates ALL the column’s cells. If not, you’ll have
to manually complete the process by clicking on the last cell above the blank space, clicking on
the bottom right-hand corner and dragging your cursor to the bottom. (NOTE: if there are
blanks in the adjacent column to the left — in this case, column E — Excel will stop the process of

copying)
33) Once you’re assured that all the columns in the Party columns are filled, type the 2014 under
“Year”.
A C D E F

1 CONTRIBUTOR DEPOSIT DATE REPORTING DATE CONTRIBUTION AMOUNT AGGREGATE AMOUNT Party
1 1003694 Ontario Inc. (Carepartners) 11/21/2014  11/28/2014 $1,000 $1,000 Liberal
3 1003694 Ontario Inc. (Carepartners) 11/21/2014  11/28/2014 $1,000 $2,000 Liberal
4 1084278 Ontario Inc. ofa Super 8 Sudbury 11/21/2014 11/28/2014 53,500 $3,500 Liberal
5 1150140 Ontario Inc. 11/28/2014 11/28/2014 S600 $600 Liberal
5 1258702 Ontario Ltd. 05/13/2014 05/27/2014 $5,025 $9,975 Liberal
T 12858707 Mintarin I rd na/a1/rma na/m/rma CSNIs S5 NIS liharal




34) Repeat the process to populate column G with 2014.

A B C D E F G

1 CONTRIBUTOR DEPOSIT DATE REPORTING DATE CONTRIBUTION AMOUNT AGGREGATE AMOUNT Party Year

2 1003694 Ontario Inc. (Carepartners) 11/21/2014  11/28/2014 $1,000 $1,000 Liberal 2014
3 1003694 Ontario Inc. (Carepartners) 11/21/2004  11/28/2014 51,000 52,000 Liberal 2014
4 1084278 Ontario Inc. ofa Super 8 Sudbury 11/21/2014 11/28/2014 $3,500 $3,500 Liberal 2014
5 1150140 Ontario Inc. 11/28/2014 11/28/2014 S600 $600 Liberal 2014
6 1258702 Ontario Ltd. 05/13/2014  05/27/2014 $5,025 $9,975 Liberal 2014
7 1258702 Ontario Ltd. 03/31/2014  04/01/2014 $5,025 $5,025 Liberal 2014
8 1307997 Ontario Limited O/A First Accounting 12/15/2014  12/29/2014 520 5240 Liberal 2014
9 1307997 Ontario Limited O/A First Accounting 11/15/2014  11/28/2014 520 5220 Liberal 2014
10 1307997 Ontario Limited O/A First Accounting 09/15/2014  09/26/2014 520 $180 Liberal 2014
11 1307997 Ontario Limited O/A First Accounting 08/18/2014  09/02/2014 520 5160 Liberal 2014
12 1307997 Ontario Limited O/A First Accounting 07/15/2014  07/28/2014 520 5140 Liberal 2014
13 1307997 Ontario Limited O/A First Accounting 06/15/2014  06/27/2014 520 5120 Liberal 2014
14 1631057 Ontario Inc 12/22/2014  12/29/2014 52,000 $2,000 Liberal 2014
15 1746391 Ontario Inc. - Canadian Motor Speedway 09/26/2014  09/26/2014 $3,200 $8,200 Liberal 2014
16 1746391 Ontario Inc. - Canadian Motor Speedway 09/26/2014  09/26/2014 $5,000 $5,000 Liberal 2014
17 1753413 Ontario Ltd. (Retire Sooner Team) 11/21/2014 11/28/2014 51,750 $1,750 Liberal 2014
18 1801385 Ontario Inc (Connect Consulting Solutions) 12/22/2014  12/29/2014 $5,000 $5,000 Liberal 2014
19 1820473 Ontario Inc. ofa Molinaro Group 11/28/2014  11/28/2014 $500 $500 Liberal 2014
10 2080650 Ontario Inc. 12/22/2014  12/29/2014 $1,500 $1,500 Liberal 2014
11 2103274 Ontario Inc. (Tailgators) 12/15/2014  12/29/2014 520 5240 Liberal 2014
12 2103274 Ontario Inc. (Tailgators) 11/15/2014  11/28/2014 $20 $220 Liberal 2014
23 2103274 Omtario Inc. (Tailgators) 09/15/2014  09/26/2014 $20 $180 Liberal 2014
14 2103274 Ontario Inc. (Tailgators) 08/18/2014  09/02/2014 520 5160 Liberal 2014
15 2103274 Ontario Inc. (Tailgators) 07/15/2014  07/28/2014 520 $140 Liberal 2014
16 2103274 Ontario Inc. (Tailgators) 06/15/2014  06/27/2014 520 $120 Liberal 2014
17 2168587 Ontario Ltd. O/A Upper Crust 11/21/2014  11/28/2014 55,000 $5,000 Liberal 2014
18 2248774 Ontario Inc. ofa Destination Niagara Falls 12/11/2014  12/12/2014 $300 $300 Liberal 2014
19 2285045 Ontario Inc. ofa Grand Niagara Golf Club 11/21/2014  11/28/2014 $5,000 55,000 Liberal 04
30 2348505 Ontario Inc. ofa Activar 11/27/2014  11/28/2014 S$600 51,800 Liberal 2014

35) Now we have two worksheets for the Liberals 2014 annual contribution report, with the
additional columns in the workingcopy worksheet. Repeat the same process for the PCs and
NDP.

36) Once you’ve achieved this step, your Excel workbook should have six worksheets.

Y Anderson, Mark 1U/1bf 20148 pLLTF P ¥ 400 PLs U148
0 Andrews, Karla 12/31/2014  01/15/2015 5399 $399 PCs 2014
1 Andrews, Karla 12/31/2014  01/09/2015 5399 5399 PCs 2014
T 4 ibes20i4Anua _Lberas20tdAnnuoNionooCopy_ NOP20idAnnual__NOP2014ANuaWorkngCopy _ PCs2014Amial | PCs2014AmnualWorking |

37) Create a new worksheet called Master.

NDP2014AnnuaWorkingCopy .~ PCs2014Annual ~~ PCs2014AnnuaWorkingCopy | | Master a
IEE—




38) Select, copy and paste the table from “Liberals2014AnnualWorkingCopy” into the “Master”

worksheet.
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31

A

'CONTRIBUTOR

1003694 Ontario Inc. (Carepartners)

11003694 Ontario Inc. (Carepartners)

1084278 Ontario Inc. o/a Super 8 Sudbury

11150140 Ontario Inc.
11258702 Ontario Ltd.

1258702 Ontario Ltd.

11307997 Ontario Limited O/A First Accounting

1307997 Ontario Limited O/A First Accounting

11307997 Ontario Limited O/A First Accounting

1307997 Ontario Limited O/A First Accounting

1631057 Ontario Inc

11307997 Ontario Limited O/A First Accounting
11307997 Ontario Limited O/A First Accounting

11746391 Ontario Inc. - Canadian Motor Speedway

1746391 Ontario Inc. - Canadian Motor Speedway
1753413 Ontario Ltd. (Retire Sooner Team)

11801385 Ontario Inc (Connect Consulting Solutions)

1820473 Ontario Inc. o/a Molinaro Group

12080650 Ontario Inc.

2103274 Ontario Inc. (Tailgators)
2103274 Ontario Inc. (Tailgators)

12103274 Ontario Inc. (Tailgators)

2103274 Ontario Inc. (Tailgators)
2103274 Ontario Inc. (Tailgators)
2103274 Ontario Inc. (Tailgators)

12168587 Ontario Ltd. O/A Upper Crust

2248774 Ontario Inc. ofa Destination Niagara Falls

12285045 Ontario Inc. ofa Grand Niagara Golf Club

2348505 Ontario Inc. ofa Activar
2348505 Ontario Inc. ofa Activar

e

< T 7 NDP2014Annual

" NDP2014AnnualorkngCopy

B G D
'DEPOSIT DATE REPORTING DATE CONTRIBUTION AMOUNT AGGREGA
11/21/2014  11/28/2014 $1,000
11/21/2014  11/28/2014 $1,000
11/21/2014  11/28/2014 $3,500
11/28/2014  11/28/2014 $600
05/13/2014  05/27/2014 $5,025
03/31/2014 04/01/2014 $5,025
12/15/2014  12/29/2014 $20
11/15/2014  11/28/2014 $20
09/15/2014  09/26/2014 $20
08/18/2014  09/02/2014 $20
07/15/2014  07/28/2014 $20
06/15/2014  06/27/2014 $20
12/22/2014  12/29/2014 $2,000
09/26/2014  09/26/2014 $3,200
09/26/2014  09/26/2014 $5,000
11/21/2014  11/28/2014 $1,750
12/22/2014  12/29/2014 $5,000
11/28/2014  11/28/2014 $500
12/22/2014  12/29/2014 $1,500
12/15/2014  12/29/2014 $20
11/15/2014  11/28/2014 $20
09/15/2014  09/26/2014 $20
08/18/2014  09/02/2014 $20
07/15/2014  07/28/2014 $20
06/15/2014  06/27/2014 $20
11/21/2014  11/28/2014 $5,000
12/11/2014  12/12/2014 $300
11/21/2014  11/28/2014 $5,000
11/27/2014  11/28/2014 $600
11/21/2014  11/28/2014 $1,200

anfnn inne s A don oo s A .
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39) Scoll to the bottom of this table ( NOTE: it’s easiest to use your shortcut keys ).

] A ! B c D E F G
7480 de Haan, Glenna Jean 12/15/2014  12/29/2014 $100 $300 Liberal 2014
7481 de Haan, Glenna Jean 11/15/2014  11/28/2014 $100 $200 Liberal 2014
7482 de Man, Leny 12/15/2014 12/29/2014 $25 $300 Liberal 2014
7483 de Man, Leny 11/15/2014 11/28/2014 525 $275 Liberal 2014
7484 de Man, Leny 09/15/2014  09/26/2014 525 $225 Liberal 2014
7485 de Man, Leny 08/18/2014 09/02/2014 $25 $200 Liberal 2014
7486 de Man, Leny 07/15/2014 07/28/2014 525 5175 Liberal 2014
7487 de Man, Leny 06/15/2014  06/27/2014 525 $150 Liberal 2014
7488 de Man, Leny 05/15/2014  05/27/2014 525 $125 Liberal 2014
7489 de Meulles, Leslie Anne 12/15/2014 12/29/2014 583 $1,000 Liberal 2014
7490 de Meulles, Leslie Anne 11/15/2014 11/28/2014 583 $917 Liberal 2014
7491 de Meulles, Leslie Anne 09/15/2014  09/26/2014 583 5750 Liberal 2014
7492 de Meulles, Leslie Anne 08/18/2014 09/02/2014 s83 $667 Liberal 2014
7493 de Meulles, Leslie Anne 07/15/2014 07/28/2014 583 5583 Liberal 2014
7#9_4 de Meulles, Leslie Anne 06/15/2014 06/27/2014 583 $500 Liberal 2014
7495 de Meulles, Leslie Anne 05/15/2014 05/27/2014 583 5417 Liberal 2014
7496 de Meulles, Leslie Anne 04/15/2014  04/29/2014 583 $333 Liberal 2014
7497 de Meulles, Leslie Anne 03/18/2014 04/01/2014 S83 $250 Liberal 2014
7498 de Meulles, Leslie Anne 02/15/2014  02/28/2014 583 $167 Liberal 2014
7499 de Salaberry, Nicolas 12/15/2014 12/29/2014 $35 $420 Liberal 2014
7500 de Salaberry, Nicolas 11/15/2014 11/28/2014 535 $385 Liberal 2014
7501 de Salaberry, Nicolas 09/15/2014 09/26/2014 S35 $315 Liberal 2014
7502 de Salaberry, Nicolas 08/18/2014  09/02/2014 S35 $280 Liberal 2014
7503 de Salaberry, Nicolas 07/15/2014  07/28/2014 535 $245 Liberal 2014
7504 de Salaberry, Nicolas 06/15/2014 06/27/2014 $35 $210 Liberal 2014
7505 de Salaberry, Nicolas 05/15/2014  05/27/2014 S35 $175 Liberal 2014
7506 de Salaberry, Nicolas 04/15/2014  04/29/2014 $35 $140 Liberal 2014
7507 de Salaberry, Nicolas 02‘1&/2014 04/01/2014 535 5105 Liberal 2014
7508 khandakar, Samia 10/0¥/2014 10/17/2014 $100 $170 Liberal 2014
7509 |
7510
€< Wl 7 NDP2014Annual  NDP2014AnnuaWorknaCopv  PCs2014Annual ~ PCs2014AnnuaMorknaCopy | Master - ¥3

40) Select the NDP working copy table, minus the column headings which we don’t need because
they are standard for each table.



41) Place your cursor in cell A7509 in the Master worksheet and paste the NDP table.

I A I B 1 C v 1 E G

7498 de Meulles, Leslie Anne 02/15/2014  02/28/2014 $83 $167 Liberal 2014
7499 de Salaberry, Nicolas 12/15/2014  12/29/2014 $35 $420 Liberal 2014
7500 de Salaberry, Nicolas 11/15/2014  11/28/2014 $35 $385 Liberal 2014
7501 de Salaberry, Nicolas 09/15/2014  09/26/2014 $35 $315 Liberal 2014
7502 de Salaberry, Nicolas 08/18/2014  09/02/2014 $35 $280 Liberal 2014
7503 de Salaberry, Nicolas 07/15/2014  07/28/2014 $35 $245 Liberal 2014
7504 de Salaberry, Nicolas 06/15/2014  06/27/2014 $35 $210 Liberal 2014
7505 de Salaberry, Nicolas 05/15/2014  05/27/2014 535 $175 Liberal 2014
7506 de Salaberry, Nicolas 04/15/2014  04/29/2014 $35 $140 Liberal 2014
7507 de Salaberry, Nicolas 03/18/2014  04/01/2014 $35 $105 Liberal 2014
7508 khandakar, Samia 10/03/2014  10/17/2014 $100 5170 Liberal 2014
7509 |AMAPCEO 02/19/2014  02/27/2014 $1,431 $1,431 NDP 2014
7510 [Aass, Miriam 12/15/2014  12/17/2014 $12 $144 NDP 2014
7511 |Aass, Miriam 11/19/2014  11/20/2014 $12 $132 NDP 2014
7512 |Aass, Miriam 10/15/2014  11/05/2014 $12 $108 NDP 2014
7513 |Aass, Miriam 09/15/2014  11/05/2014 $12 $120 NDP 2014
7514 |Aass, Miriam 09/15/2014  09/26/2014 $12 $108 NDP 2014
7515 |Abbas, Nazar 12/01/2014  12/09/2014 $26 $312 NDP 2014
7516 |Abbas, Nazar 11/03/2014  11/05/2014 $26 $286 NDP 2014
7517 |Abbas, Nazar 10/01/2014  11/05/2014 526 $260 NDP 2014
7518 |Abbas, Nazar 09/02/2014  09/10/2014 $26 $234 NDP 2014
7519 |Abbas, Nazar 08/01/2014  08/13/2014 $26 $208 NDP 2014
7520|Abbas, Nazar 07/02/2014  07/08/2014 $26 $182 NDP 2014
7521 |Abbas, Nazar 06/02/2014  06/04/2014 $26 $156 NDP 2014
7522 |Abbas, Nazar 05/01/2014  05/07/2014 526 $130 NDP 2014
7523 |Abbas, Nazar 04/01/2014  04/10/2014 $26 $104 NDP 2014
7524|Abbott, Diane 04/25/2014  05/07/2014 $375 $400 NDP 2014
7525 | Abbott, Mary 12/01/2014  12/09/2014 $10 $120 NDP 2014
7526|Abbott, Mary 11/03/2014  11/05/2014 $10 $110 NDP 2014
7527 |Abel, David 12/01/2014  12/09/2014 $10 $120 NDP 2014
7528|Abel, David 11/03/2014  11/05/2014 $10 $110 NDP 2014
COv ¥ NDP2014Awual _ NDP20idAnmuoMorkngCopy . PCs2014Annual _ PCs2014AnnuaMorkngCopy | Master . ¥ o




42) Repeat the same process for the PCs.

003 Van YWagner, vickl US LD/ LUl LAfUDS£ULS 232 230U NLY £LULS
19854 van Wagner, Vicki 09/15/2014  09/26/2014 535 $315 NDP 2014
19855 van Wagner, Vicki 08/15/2014  08/28/2014 535 $280 NDP 2014
19856 van Wagner, Vicki 07/15/2014  07/16/2014 $35 $245 NDP 2014
19857 van Wagner, Vicki 06/17/2014  06/18/2014 $35 $210 NDP 2014
19858( Tora CollingwoodLimited ~ 12/11/2014  12/23/2014 $800 $800 PCs 2014
188591039591 Ontario Ltd. ofa D £01/10/2014  01/23/2014 5200 $200 PCs 2014
198601181525 Ontario Inc 06/11/2014  06/24/2014 $9,975 $9,975 PCs 2014
198611528564 Ontario Limited ~ 09/25/2014  10/02/2014 $150 $150 PCs 2014
198621584592 Ontario Limited ~ 11/13/2014  11/26/2014 $200 5200 PCs 2014
19863 (1668345 Ontario Inc c/a Chil 12/31/2014  01/15/2015 $200 $200 PCs 2014
19864 2168587 Ontario Ltd. o/a Up 10/30/2014  11/11/2014 $250 $250 PCs 2014
19865 407 ETR Concession Co Ltd  04/22/2014  05/05/2014 $3,825 $3,825 PCs 2014
19866 (553562 Ontario Limited ofa\11/20/2014  12/02/2014 $200 $200 PCs 2014
19867941106 Ontario Ltd o/a Sylva 10/02/2014  10/07/2014 $200 $400 PCs 2014
19868 (941106 Ontario Ltd o/a Sylva09/11/2014  09/16/2014 5200 $200 PCs 2014
19869 942334 Ontario Inc 11/13/2014  11/26/2014 $250 $250 PCs 2014
19870 |AGF Management Limited  04/22/2014  05/05/2014 $3,825 $3,825 PCs 2014
19871 |Abbott, David 09/11/2014  09/16/2014 5200 $200 PCs 2014
19872 |Abell, Nicholas 11/13/2014  11/26/2014 $200 $200 PCs 2014
19873 |Adelson, Sheldon 10/15/2014  10/27/2014 $199 $199 PCs 2014
19874 |Aecon Group Inc. 04/11/2014  04/24/2014 $2,285 $9,975 PCs 2014
19875 |Alex McGregor Drugs Ltd.  12/24/2014  01/05/2015 $200 $200 PCs 2014
19876 |Allan, James 12/11/2014  12/23/2014 S75 $150 PCs 2014
19877 |Allen, Doris 12/16/2014  12/23/2014 5100 $200 PCs 2014
19878 [Allen, Murray 01/13/2014  01/15/2014 $150 $150 PCs 2014
19879 |Allison, Paul 10/23/2014  10/31/2014 $200 $200 PCs 2014
19880 |Ambrus, Irene 12/15/2014  12/23/2014 $50 $250 PCs 2014
19881 |Ambrus, Irene 11/18/2014  11/26/2014 S50 $200 PCs 2014
19882 |Ambrus, Irene 10/15/2014  10/27/2014 $50 $150 PCs 2014
19883 |Anderson, David 10/15/2014  10/27/2014 5200 $200 PCs 2014
‘:T -D .ﬂ j &I"Is!ln‘:lﬁnn..:\l m?ﬁ)'ﬁra';:.:.;wm:::" = DredntdAnnaal e dimﬂu'\.&nf{m- M::::r ﬁ‘;"] e

43) Your master file should have 51,594 rows or records.

44) We can use sorting and filtering to extract information from this master table, such as who gave
the most. But it’s much better to use a pivot table to answer questions such as who gave the
most overall, which party raised the most money and attracted the highest number of donors.

45) Scroll to the top of the master table and put your cursor on cell Al.

= £« CONTRIBUTOR

8 A B C D E F G
1 |[CONTRIBUTOR |§EPOSIT DATE REPORTING DATE CONTRIBUTION AMOUNT AGGREGATE AMOUNT Party Year

Rt : fewveped1/21/2014  11/28/2014 $1,000 $1,000 Liberal 2014
3 1003694 Ontario Inc. (Carep: 11/21/2014  11/28/2014 $1,000 $2,000 Liberal 2014
4 1084278 Ontario Inc. ofa Sup 11/21/2014  11/28/2014 $3,500 $3,500 Liberal 2014
5 1150140 Ontario Inc. 11/28/2014  11/28/2014 $600 $600 Liberal 2014
6 1258702 Ontario Ltd. 05/13/2014  05/27/2014 $5,025 $9,975 Liberal 2014
7 1258702 Ontario Ltd. 03/31/2014  04/01/2014 $5,025 $5,025 Liberal 2014
8 1307997 Ontario Limited O/£ 12/15/2014  12/29/2014 520 $240 Liberal 2014
9 1307997 Ontario Limited O/ 11/15/2014  11/28/2014 $20 5220 Liberal 2014
10 1307997 Ontario Limited O/# 09/15/2014  09/26/2014 520 5180 Liberal 2014
11 1307997 Ontario Limited O/#£ 08/18/2014  09/02/2014 520 5160 Liberal 2014
12 1307997 Ontario Limited O/£07/15/2014  07/28/2014 520 5140 Liberal 2014
13 1307997 Ontario Limited O/# 06/15/2014  06/27/2014 $20 $120 Liberal 2014
14 1631057 Ontario Inc 12/22/2014  12/29/2014 $2,000 $2,000 Liberal 2014
15 1746391 Ontario Inc. - Canac 09/26/2014  09/26/2014 $3,200 $8,200 Liberal 2014
16 1746391 Ontario Inc. - Canac 09/26/2014  09/26/2014 $5,000 $5,000 Liberal 2014
17 1753413 Ontario Ltd. (Retire 11/21/2014  11/28/2014 $1,750 $1,750 Liberal 2014
18 1801385 Ontario Inc (Connec 12/22/2014  12/29/2014 $5,000 $5,000 Liberal 2014
19 1820473 Ontario Inc. ofa Mc 11/28/2014  11/28/2014 $500 $500 Liberal 2014
20 | 2080650 Ontario Inc. 12/22/2014  12/29/2014 $1,500 $1,500 Liberal 2014
21 1 71N2374 Nintarin Ines (Tailaat 12/18/3014 12/Mmalhna <mn €24n 1ikaral mn1a




46) Select the Insert, or Data section on your menu at the top to find the “pivot table” option.

Al v £ CONTRIBUTOR

A B c D £ 3 G

L {CONTRIBUTOR | DEPOSIT DATE_REPORTING DATE_CONTRIBUTION AMOUNT AGGREGATE AMOUNT Party  Year |
1 11003694 Ontario Inc. (Carepi 11/21/2| Create PivotTable ? = ‘51,000 Liberal 20145
3 11003694 Ontario Inc. (Carep: 11/21/2¢ 152,000 Liberal 2014;
1 11084278 Ontario Inc. ofa Sug 11/21/2{| S0 the deta that you want to analyze $3,500 Liberal 2014}
5 11150140 Ontario Inc. 11/28/2)| @ Selectatableorrange $600 Liberal 2014}
5 1258702 Ontario Ltd. 05/13/2{| TR g et 1IGI1504 B8] | 59,975 Liberal 2014}
7 11258702 Ontario Ltd. 03/31/2{ | Uise an extemal data source 155,025 Liberal 2014}
3 11307997 Ontario Limited O/£ 12/15/2{ | $240 Liberal 2014}
3 11307997 Ontario Limited O/ 11/15/2{ | Connection name: $220 Liberal 2014}
0 5130?99? Ontario Limited O/£ 09/15/2{ | choose where you want the PiotTable report to be placed $180 Liberal 2014}
1 11307997 Ontario Limited O/£08/18/2| | g pew worksheet $160 Liberal 2014}
2 {1307997 Ontario Limited O/# 07/15/2{ | Disting Worksheet $140 Liberal 2014}
3 11307997 Ontario Limited O/F06/15/24 | S ncetion: =~ $120 Liberal 2014;
4 11631057 Ontario Inc 12/22/2f | $2,000 Liberal 2014}
5 }1746391 Ontario Inc. - Canac 09/26/2 | [ x| Concel | 168,200 Liberal 2014}
6 {1746391 Ontario Inc. - Canac 09/26/2ba——veraer = 255,000 Liberal 2014}
7 in53413 Ontario Ltd. (Retire 11/21/2014  11/28/2014 $1,750 $1,750 Liberal 2014}
8 11801385 Ontario Inc (Connec 12/22/2014  12/29/2014 $5,000 $5,000 Liberal 2014}
9 11820473 Ontario Inc. o/a Mc 11/28/2014  11/28/2014 $500 $500 Liberal 2014}
0 izosos50 Ontario Inc. 12/22/2014  12/29/2014 51,500 51,500 Liberal 2014,
1 1IMINAIVTA Netacia lor (Tallaas123/12 /004 avMhalwnaa e EIAN 1 lharal At

47) Notice the range. Excel has automatically chosen the range for your data (NOTE: the dollar sign
“anchors” the cell ranges. Removing them wouldn’t affect the result. ) The dialog box gives you
the option of placing the pivot table in a new worksheet, or the existing one. Usually, we’ll want
a new worksheet. So select the OK tab.
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Choose fields to add to report: -:h b
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S — DEPOSIT DATE

1 ] REFORTBIG DATE
CONTRIBUTION AMOUNT
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To build a report, choose fields from the PivotTable Field
List

(Drag fields between areas below:
W Repont Filter =1 Column Labels

Ll Row Labels I vales
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Defer Layout Update

48) The upper window on the right side contains the names of your columns. The lower side
contains the areas where you'll do the grouping and calculations. On the left is the area where
you’ll see the table.



49) Drag the “Aggregate Amount” and into the “Values” area. (NOTE: clicking on the check box to
the left of “Aggregate Amount” will do the same thing.)

A3 - J= | Sum ot AGOGREGATE AMOUNT
A 8 C D E F G H 172 | PivotTable Fieid List v
1
Choose fields to 84 1o repart: =
Sum of AGGREGATE AMOUNT CONTRITOR
19849355.62 AERCERNT O TE

REPORTING DATE

+ AGGREGATE AMOUNT

Year

Dirag fields between areas beiow:
¥ Report Filter = Column Labels
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50) The pivot table has SUMMED the aggregate contribution, which is what we want it to do at this
point. We just have to reformat the number as currency without decimal points to make it
easier to read.



51) Click on the downward arrow to the right of the “Values” area in the lower window to obtain a
dialog box, and then choose “Value Field Settings”.
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52) Select the “Number Format” tab.

in a column.

Currency formats are used for general monetary values. Use Accounting formats to align decimal points

jhions Tools Show
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53) In 2014, donors contributed slightly more than $19.8 million to three main political parties in
Ontario. This could be a headline. Not a very interesting one, though. But a headline,

nonetheless.




54) Let’s group the contributors by dragging that column into the “Row Labels” section.

A3 - Jx| HOW LaDers i
A 8 " PivotTable Field List -

1 r

2 Choose fields to add to report: @~

i Row Labels - Sum of AGGREGATE AMOUNT | CONTRIBTOR

% | Tora CollingwoodLimited $800 |DEPOSIT DATE

5 1003694 Ontario Inc. (Carepartners) 53,000 me:;‘TE

5 1039591 Gnlar!a Ltd. o/a D & D Enterprises $200 7 =

7 1084278 Ontario Inc. ofa Super 8 Sudbury 53,500 Pacty

3 1150140 Ontario Inc. $600 Yeor

3 1181525 Ontario Inc 59,975

0 | 1258702 Ontario Ltd. 515,000

1 1307997 Ontario Limited O/A First Accounting $1,060

2 1528564 Ontario Limited 5150

3 1584592 Ontario Limited $200

4 1631057 Ontario Inc 52,000

5 1668345 Ontario Inc c/a Child Care Plus $200

6 1746391 Ontario Inc. - Canadian Motor Speedway 513,200

7 1753413 Ontario Ltd. (Retire Sooner Team) $1,750

8 1801385 Ontario Inc (Connect Consulting Solutions) 55,000 Drag felds between areas below:

9 1820473 Ontario Inc. o/a Molinaro Group $500 ¥ Report Filter 5 Column Labels

‘0 2080650 Ontario Inc. 51,500

1 2103274 Ontario Inc. (Tailgators) 51,060

'2 2168587 Ontario Ltd. O/A Upper Crust $5,000

3 2168587 Ontario Ltd. o/a Upper Crust $250

‘4 2248774 Ontario Inc. ofa Destination Niagara Falls 5300

'5 2285045 Ontario Inc. o/a Grand Niagara Golf Club $5,000 — T valoes

6 2348505 Ontario Inc. o/a Activar $3,000 OB , ey ——

7 2435869 Ontario Inc. 2,500

‘8 2800 Keele Residences Inc. $5,000

9 3D Evolution System Canada Inc. 55,000

0 407 ETR Concession Co Ltd $3,825

i1 407 ETR Concession Company Limited $5,025 -
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55) Sort the values in column B in descending order by selecting the first cell under the title, B4, and
selecting the sort function to arrange the values in descending order (Z to A).



Home Insert Page Layout Formulas Data Review View Developer Tableau Acrobat ' Options H
’ivotTable Name: Active Field: o3 | # GroupSelection I, E _EJ ?i\l :\d 5% Clear ~ id summari
PivotTablel Sum of AGGREGA ¥ Ungroup ’ i i select - & show va
& options - 9 Field Settings E #3) Group Field &l sont ;::;:‘, Reh:esh Chsa:'?rec:)?ta 5% Move PivotTable = [ Fields, Ite
PivotTable Active Field Group Sort & Filger Data Actions Calcu
B4 ~@ £ | 800
A B E
1 (=
5 s
3 Row Labels ~ Sum of AGGREGATE AMOUNT
4  Tora CollingwoodLimited | 5800 |
S5 1003694 Ontario Inc. (Carepartners) $3,000
6 1039591 Ontario Ltd. o/a D & D Enterprises $200
7 1084278 Ontario Inc. o/a Super 8 Sudbury $3,500
8 1150140 Ontario Inc. $600
9 1181525 Ontario Inc $9,975
10 1258702 Ontario Ltd. $15,000
11 1307997 Ontario Limited O/A First Accounting $1,060
12 1528564 Ontario Limited $150
B4 M - £ 98380
A | B
1
2
3 Row Labels ~' Sum of AGGREGATE AMOUNT
4 |Eady, Donald K | $98,380|
5 Barber, Georgina $90,675
6 USW 09042 PH $86,113
7 McKendry, Pat (Pesha) $67,125
8 Ontario Professional Fire Fighters Association OPFA $63,745
9 Langley, Kathryn $61,302
10 IBEW 0353 $60,432
11 UNITE HERE LOCAL 75 $58,710
12 Elementary Tchrs Fed Of Ont Yrk R $57,423
13 McCarthy, Daniel $55,725
14 SEIU Local 1 $55,494
15 The Capital Hill Group Ottawa Inc $52,345
16 Ker-Hornell, Sarah $49,685
4= 1120 T Vanaalbk fan nan

56) So Donald K. Eady was the most generous donor in 2014, contributing $98,380. Again, not a bad
headline, or lead. But wouldn’t it be helpful to know which party was the recipient of his
largess?



57) Drag the “Party” column into the Column area.

A u L "] E | Pivotiable Field List -
1 o
2 Choose flelds to add to repert: ]

3 Sum of AGGREGATE AMOUNT Column Labelsf - S CUNRENOR

i Row Labels -t Liberal NDP s Grand Total ORI e

5  Eady, Donald K 98 380 598,380 NETENLIANG DV

& Barber, Georgina 590,675 590,675 CO'"R::::"" AN

7 USW 09042 PH 586,113 586,113 ::::‘ S

8 |McKendry, Pat (Pesha) 567,125 567,125 Vear

9 Ontario Professional Fire Fighters Association OPFA $63,745 $63,745

10 Langley, Kathryn $61,302 $61,302

1 IBEW 0353 560,432 560,432

2 UNITE HERE LOCAL 75 558,710 $58,710

3 Elementary Tchrs Fed Of Ont Yrk R 557,423 $57423

4 McCarthy, Daniel 555,725 555,725

5 SEIU Local 1 555,494 555,404

6 | The Capital Hill Group Ottawa Inc 548,020 54,325 552,345

7 | Ker-Homell, Sarah 549,685 549,685

2 Hill, T Joseph 549,049 549,049 Drag fiakds between aredf below:

9 Horwath, Andrea 548,860 548,860 v Report Filter ™ Column Labels

0 USW 06500 DIR 546,994 546,994 Farty -
"1 Ontaric Home Builders' Association Inc. OHBA 544,070 $44,070

2 UA Plumbing® Pipe Fitting Localdé 543430 543,430

'3 Ontario English Catholic Teachers Association 542,903 542,903

4 Vanthof, John 542,325 542,325

'S Forster, Cindy $39,980 539,980 i Row Lebaks T Ve
6 Armstrong, Teresa $39,980 $39,980 CONTREUTOR v | | Sum of AGGREGAT... *
7 | Murray, Stephen 538,620 538,620

'8 Carter, Chris 538,260 538,260

'3 The Law Society of Upper Canada $34.170 53,825 $37,995

0 Fife, Catherine 537,760 537,760

58) Ah, he donated to the NDP, making the party the recipient of the largest donation in 2014, an
even better headline.

59) Our pivot table has provided lots of information that would have been too difficult to discern
otherwise. We can filter the dataset to see who donated to whom, getting us a little closer to
the trend uncovered by The Globe and Mail.

60) Let’s do one more thing. We can also determine the number of times each person donated by
COUNTING the cells containing the aggregate amount. In other words, getting the pivot table to
simply count each time a person donated.



61) To do this, drag the “Aggregate Amount” into the “Values” section, which also automatically
place it in the “Column Labels” section.
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CONTRIBUTION AMOUNT
i Eady, Donald K
5 + AGGREGATE AMOUNT
' Barber, Georgina J Party
| USW 09042 PH a5
| McKendry, Pat (Pesha)
Ontario Professional Fire Fighters Asso $63,74 9
Langley, Kathryn
IBEW 0353

UNITE HERE LOCAL 75
Elementary Tchrs Fed Of Ont Yrk R
McCarthy, Daniel

SEIU Local 1

The Capital Hill Group Ottawa Inc $48,02 8

Ker-Hornell, Sarah 549,681 10 Drag fields between areas below:

Hill, T Joseph ¥ Report Filter = Column Labeis
Horwath, Andrea Party -
USW D6500 DIR I Values -
Ontario Home Builders' Association Inc S44.07 7

UA Plumbing& Pipe Fitting Local46

Ontario English Catholic Teachers Association
Vanthof, John Ll Row Labels
Forster, Cindy
Armstrong, Teresa
Murray, Stephen
Carter, Chris

The Law Society of Upper Canada 534,17 6
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62) The extra columns have expanded the pivot table, making it difficult to see the results. So close
the “PivotTable Field List” box to the right, and reduce the width of the columns, making it
easier to see most of the pivot table at once.

A B v u E F (5] H
L
L]
i Column Lz
i Liberal NDP Total Sum of AGGREGATE Total
i Row Labels -~ Sum of AGGF Count of Sum of AGGREGAT Count of AGG| of AGG Count of AGGREGATE AMOUNT2
i Eady, Donald K $98,380 40 598,380
T Barber, Georgina TS rag 590,675
3 USW 09042 PH 586,113 35 586,113
)} McKendry, Pat [Pesha) $67,125 18 $67,125
0 Ontario Professional Fire Fighters Assox $63,745 9 563,745
1 Langley, Kathryn $61,302 25 $61,302
2 IBEW 0353 $60,432 5 $60,432
3 UNITE HERE LOCAL 75 $58,710 13 $58,710
4 Elementary Tchrs Fed Of Ont Yrk R $57,423 5 $57,423
5 McCarthy, Daniel 55,725 13 $55,725
6 SEIU Local 1 $55,494 5 555,494
7 The Capital Hill Group Ottawa Inc $48,020 8 54,325 1 £52,345
8 Ker-Hornell, Sarah $49,685 10 549,685
9 Hill, T Joseph $49,049 31 $49,049
0 Horwath, Andrea 548,860 26 548,860
1 USW 06500 DIR $46,994 13 546,994
2 Ontario Home Builders' Association Inc 544,070 7 544,070
3 UA Plumbing& Pipe Fitting Locald6 $43,430 6 543,430
4 Ontario English Catholic Teachers Association 542,903 3 542,903
5 Vanthof, John $42,325 26 542,325
6 Forster, Cindy $39,980 24 $39,980

63) Donald K. Eady made 40 donations! And even better lead or headline.



64) In part two of this tutorial, we’ll learn how to repeat the process for the year 2013, which will
allow us to make more comparisons, uncover more trends, and inch us closer to the figure The
Globe and Mail uncovered.



