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WHAT YOU NEED TO KNOW 

This guide provides instructions on how to generate and produce original and duplicate copies 
of official receipts for contributions made to candidates during an election campaign period.

An official agent of a candidate is responsible for completing and filing accurate Election 
Financing Returns (EFRs) with the Chief Electoral Officer and for issuing official receipts 
to contributors. In order to perform these tasks using this guide, you will need access to a 
printer and a computer equipped with the following software applications: Adobe PRO, 
Microsoft Excel (Excel) and Microsoft Word (Word). A working knowledge of the basic 
functions of these software applications will be beneficial. 

The fillable pdf version of the EFRs can be downloaded from Elections Yukon’s website. 
Contributions recorded in the fillable EFRs can be extracted into Excel. With some 
modifications, the Excel data can then be merged into one of two receipt templates to 
produce official receipts for the contributors, candidate’s official agents,  and the Chief Electoral 
Officer.

Using the fillable PDF will ensure accuracy in calculations and official receipt production. It will also 
eliminate the need to manually complete large volumes of official receipts.

All original hard copy receipts must be requested from Elections Yukon. Information on where 
to download the fillable EFRs as well as how to extract the data into Excel is available on 
page 2. 

All receipt templates and related Excel data extraction files must be downloaded and saved in the 
official receipts folder. Step-by-step instructions on how to create a folder on your computer 
desktop is detailed on page 26. 

There are two receipt templates, listed below, which are available on Elections Yukon's website 
http://electionsyk.ca/. Click on Election Financing > Forms and Guides > and select  "templates".

EFR/ 
Schedule 

Receipt Template 
(request from Elections Yukon) 

Receipt Description For Use By 

EFR (Candidate)/ 
Schedule B, E, G

1. Monetary Receipt
Template CAND.docx

Official Receipt for a 
Monetary Contribution to a 
Candidate (Yukon) 

candidate’s 
official agent 

EFR 
(Candidate)/ 

Schedule C, F, H

2. In Kind Receipt Template
CAND.docx

Official Receipts for a 
Contribution of Goods and 
Services to a Candidate 
(Yukon) 

candidate’s 
official agent 

Page 1 of 22



HOW TO EXTRACT DATA FROM THE ELECTION FINANCING RETURN (EFR) INTO 
EXCEL 

1. Download the following fillable Election Financing Returns (EFR) from 
Elections Yukon’s website, after entering contribution information.

Election Finance Return Downloadable URL/File Name 
Candidate

Click on Election Financing>Forms & 
Guides>Fillable PDF

 http://www.electionsyk.ca/en/financing/formsandguides
 Save file as electionfinancingreturnforcandidate.pdf

Note: Save these pdf files in the officialreceipts folder on your computer desktop. Step-
by-step instructions on how to create a folder on the computer desktop is detailed on 
page 26, if one has not already been created. 

2. Extract the data from the fillable EFR using Adobe PRO by clicking on the
Export PDF option.
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3. Click on Spreadsheet and ensure the Microsoft Excel Workbook option is selected.

Page 3 of 22

4. Click on the cogwheel icon to customize settings (below) for the data to be exported. Once
options have been confirmed or selected, click on the OK button.

 Under the Excel Workbook Settings, ensure Create single Worksheet for the
Document option is selected.

 Under the Numeric Settings, ensure Treat the following as decimal and
thousands separators option is selected.

 Under Recognition Settings, ensure Recognize text if needed box is checked.



5. Back at the screen below, click on the Export option to export the data into Excel. Save the
Excel data extraction in the officialreceipts folder on your computer desktop and name the
files as listed in the table below.

Data Extract File name 

Candidate  Save file as candidatecontributions.xlsx
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HOW TO PREPARE THE EXTRACTED DATA FOR THE CANDIDATE’S MONETARY CONTRIBUTIONS

SCHEDULE B, E, and G (Monetary Contributions)

1. On your computer desktop, locate and double click to open the officialreceipts folder.
Next, double click on the Excel file named candidatecontributions.xlsx. Once the file is
opened in Excel, a worksheet named Table 1 is displayed, which contains the information
extracted from the fillable EFR pdf. For this purpose, we are looking for the contributor
information in Schedule B.

The next few steps will guide you to prepare the contributor data and add columns needed
to capture additional information to prepare the official receipts.

2. Next, click on the Insert Worksheet icon located at the bottom of the screen as shown in
the diagram below to add an additional worksheet.

3. Double click on the default sheet name and rename it to ScheduleB. Repeat steps 2 and 3
to insert another worksheet and rename it to ScheduleE, etc. Once you have

completed the steps, you will have the same layout as below.

Note: Worksheet ScheduleC will be used in the later steps.
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4. Click on worksheet ScheduleB to prepare/add the worksheet column headers (columns A
to J) in row 1. It is important to type the column headers exactly as provided.

Row Column Column Header 

1 A Name of Contributor 

1 B Address of Contributor 

1 C Amount of Contribution 

1 D Campaign Period 

1 E Name of Candidate 

1 F Political Affiliation 

1 G Date Contribution Received 

1 H Date Receipt Issued 

1 I Name of Official Agent 

1 J Address of Official Agent 

5. Once completed, click on the number 1 on row 1 and bold the column headers.
Your spreadsheet will look similar to the one shown below.

6. Click on worksheet Table 1 and navigate to row 52 (Schedule B section in Table 1), where
the first line of contributor data is located. In this example, there are only three lines of data.

Select all lines in which you have data under the Name of Contributor, Address
and Amount columns and then click on the Merge and Center option on the top 
ribbon to unspan the data (unmerge the columns).  
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7. Highlight and copy the data under the Name of Contributor column and click on the Copy
option on the ribbon as shown in the diagram below.

8. Click on worksheet ScheduleB, and paste the copied data in cell A2. Repeat steps 7 and 8
until all contributors' names are copied over to worksheet ScheduleB.

9. Next, repeat the same process to copy the addresses of the contributors from worksheet
Table 1 to worksheet ScheduleB. Click on worksheet Table 1 and navigate to row 52,
where the first line of contributor data is located. Highlight and copy the address data and
click on the Copy option on the ribbon as shown in the diagram below.
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10. Click on worksheet ScheduleB, and paste the copied data in cell B2. Repeat steps 9
and 10 until all contributors’ addresses are copied over to worksheet ScheduleB.

11. Next, copy the contribution amounts from worksheet Table 1 to worksheet ScheduleB.
Click on worksheet Table 1 and navigate to row 52, where the first line of contributor data
is located. Highlight the amount data and click on the Copy option located on the
top ribbon.

12. Click on worksheet ScheduleB, and paste the copied data in cell C2. Repeat steps 11
and 12 until all contribution amounts are copied over to worksheet ScheduleB.
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13. While in worksheet ScheduleB, click on column C to highlight all data and convert the
column to Accounting value by clicking on the $ option located on the top ribbon as
shown below.

14. Next, convert columns G and H to Short Date by selecting both columns and then clicking
on the drop-down menu located on the top ribbon to select the Short Date option.

15. Finally, complete the data entry of information for the additional columns before proceeding
to generate the official receipts using the receipt template. The sample below shows the
completed data.

16. Proceed with the step-by-step instructions to print the official receipts for the candidate’s
monetary contributions on page 27.
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HOW TO PREPARE THE EXTRACTED DATA FOR THE CANDIDATE’S IN KIND CONTRIBUTIONS 

SCHEDULE C, F, and H (In Kind Contributions)

1. On your computer desktop, locate and double click to open the officialreceipts folder.
Next, double click on the Excel file named candidatecontributions.xlsx.

There are three worksheets: Table 1, ScheduleC and ScheduleF and H. We will 
be working with worksheets Table 1 and ScheduleC.

2. Click on worksheet ScheduleC to prepare/add the worksheet column headers (columns A
to K) in row 1. It is important to type the column headers exactly as provided.

Row Column Column Header 

1 A Name of Contributor 

1 B Address of Contributor 

1 C Description of Contribution 

1 D Amount of Contribution 

1 E Campaign Period 

1 F Name of Candidate 

1 G Political Affiliation 

1 H Date Contribution Received 

1 I Date Receipt Issued 

1 J Name of Official Agent 

1 K Address of Official Agent 
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3. Once completed, click on the number 1 on row 1 and bold the column headers.
Your spreadsheet will look similar to the one shown below.

4. Click on worksheet Table 1 and navigate to row 144 (Schedule C section in Table 1),
where the first line of contributor data is located. In this example, there are only 2 lines
of data.

Select all lines in which you have data under the Name of Contributor, Address,
Description and Amount columns and then click on the Merge and Center option on
the top ribbon to unspan the data (unmerge the columns).

5. Highlight and copy the data under the Name of Contributor column and click on the Copy
option on the ribbon as shown in the diagram below.
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6. Click on worksheet ScheduleC, and paste the copied data in cell A2. Repeat steps 5 and 6
until all contributors’ names are copied over to worksheet ScheduleC.

7. Next, repeat the same process to copy the addresses of the contributors from worksheet
Table 1 to worksheet ScheduleC. Click on worksheet Table 1 and navigate to row 144,
where the first line of contributor data is located. Highlight and copy the address data and
click on the Copy option on the ribbon as shown in the diagram below.

8. Click on worksheet ScheduleC, and paste the copied data in cell B2. Repeat steps 7 and 8
until all contributors’ addresses are copied over to worksheet ScheduleC.
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9. Next, copy the description of contribution from worksheet Table 1 to worksheet
ScheduleC. Click on worksheet Table 1 and navigate to row 144, where the first line of
contributor data is located. Highlight the description data and click on the Copy option
located on the top ribbon.

10. Click on worksheet ScheduleC, and paste the copied data in cell C2. Repeat steps 9
and 10 until all descriptions are copied over to worksheet ScheduleC.

11. Next, copy the contribution amounts from worksheet Table 1 to worksheet ScheduleC.
Click on worksheet Table 1 and navigate to row 144, where the first line of contributor data
is located. Highlight the amount data and click on the Copy option located on the
top ribbon.

Note: You can adjust the column width to have a better view of the data and to make it
easier to highlight data.
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12. Click on worksheet ScheduleC, and paste the copied data in cell D4. Repeat steps 11
and 12 until all contribution amounts are copied over to worksheet ScheduleC.

13. While in worksheet ScheduleC, click on the column D to highlight all data.

Next, follow steps 2, 3 and 4 as shown in the diagram below to further format the Amount
of Contribution column.

14. Convert columns H and I to Short Date value by selecting both columns and then clicking

on the drop-down menu located on the top ribbon to select the Short Date option.
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15. Finally, complete the data entry of information for the additional columns before proceeding
to generate the official receipts using the receipt template. The sample below shows the
completed data.

16. Proceed to the step-by-step instructions on how to print the official receipts for the candidate’s
in-kind contributions on page 27.
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HOW TO CREATE A FOLDER ON THE COMPUTER DESKTOP 

1. Right click on any empty space your computer desktop and select New then Folder.

2. Change the default name from New folder to officialreceipts.

3. Press the return key on your keyboard or click out of the box to complete

4. Double click on the renamed folder, which should be empty. You may now save all fillable
EFRs, Excel data extraction files and receipt templates to this folder. The following sample
diagram shows all four receipt templates that can be requested from Elections Yukon for
your specific purpose.
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HOW TO PREPARE AND PRINT OFFICIAL RECEIPTS FOR THE CANDIDATE'S CONTRIBUTIONS

1. On your computer desktop, locate and double click to open the officialreceipts folder.
Double click on one of the following receipt template files.

Receipt Template Schedule Description Data Source 

1. Monetary Receipt
Template CAND.docx

B, E, G
Official Receipt for a 
Monetary Contribution to 
a Candidate (Yukon) 

candidatecontributions.xlsx 

2. In Kind Receipt
Template CAND.docx

C, F, H

Official Receipts for a 
Contribution of Goods 
and Services to a 
Candidate (Yukon) 

candidatecontributions.xlsx 

Important: Ensure the Excel data extraction files are prepared and saved in the 
officialreceipts folder before you proceed to step 2. 

A dialogue box message will pop up as shown below. Click Yes to proceed. 
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2. Once the file is opened in Word, the receipt template is displayed as show below. It is not
recommended to make any edits to the template. Alterations may cause improper
alignment or layout of printed information on the official receipts.

3. There are two methods to print. Method one is to print all receipts at once. Method two is to
print selected receipts.

Method One: Print All

a. Click on Mailings to display the ribbon.

b. On the ribbon, click on the Finish & Merge option and then select Edit Individual
Documents… as shown in the diagram below

c. A pop-up dialogue box with option All is selected by default. Click OK to complete the
merge and view the receipts.
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d. The merged receipts are now displayed in a new Word document window.
In this example, there are 3 receipts per page for each contributor.  You may choose to
save this merged document.

Note: If edits are required, you must make your edits in the Excel data sources,
rerun the merge and print the receipts using this template. Making edits on this merged
document will not automatically update the information stored in Excel.

Important: Ensure you have the original blank receipts (supplied by Elections Yukon) in 
the printer in the correct position before printing. Alternatively, you may wish to run a 
test by using the selective receipts method, which is explained in the next section. 

Ensure that you use the correct receipt forms (i.e. monetary or in kind).
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Method Two: Print Selected Receipts

a. Click on Mailings to display the ribbon.

b. Click on the Edit Recipient List option on the ribbon and the Mail Merge Recipients
box will appear, as shown below. In this diagram, all contributors are selected. You
can select and deselect by clicking on the check boxes.
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c. For this example, we will deselect the last two contributors. Click the OK
button when the selection is completed.

d. On the ribbon, click on the Finish & Merge option and then select Edit Individual
Documents… as shown in the diagram below

e. A pop-up dialogue box with option All is selected by default. Click OK to complete the
merge and view the selected receipt.
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f. The merged receipt is now displayed in a new word document window. In this example,

receipts for 1 contributor are displayed.

Note: If edits are required, you must make your edits in the Excel data (source data), 
rerun the merge and print the receipts using this template. Making edits on this

merged document will not automatically update the information stored in Excel.
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