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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:/lelectionsyk.cal. Click on Election Financing > Forms and Guides > and select "templates".

EFR/ Receipt Template

Schedule (request from Elections Yukon) RECEIFH (PESE I e Lk 2

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

Official Receipts for a

EFR (Candidate)/ | 1.Monetary Receipt
Schedule B, E, G Template CAND.docx

candidate’s
official agent

EFR 2. In Kind Receipt Template | Contribution of Goods and candidate’s
(Candidate)/ CAND.docx Services to a Candidate official agent
Schedule C, F, H (Yukon)
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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 . . . .
Criok on Election Financing>Forms & | ™ http://www.electionsyk.ca/en/financing/formsandguides

Guides>Fillable PDF = 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.

Export your PDF to any format

O

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.

Save As XLSX Settings

Excel Workbook Settings 0

@ Create single Worksheet for the Document

o

Create Worksheet for each Table

5 ‘ Create Worksheet for each Page
-
= Numeric Settings
-
- Detect decimal and thousands separators using regional settings
.-
@ Treat the following as decimal and thousands separators
-
Decimal Symbol 4 -
Thousands Separator | -
Text Recognition Settings

7 Recognize text ff needed Set Language

Q :Rnstoceodw’ts | Cancel
S '
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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.

Export your PDF to any format

[ YTV T

Data Extract File name
Candidate = Save file as candidatecontributions.xIsx

Page 4 of 22



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.

(] candidatecontributions.dsik

(=]

= =B

1 1
2 date)

ELECTION FINANCING RETURN (CANDIDATE)

Date October 8 2016

Name of Candidate Homer Simpson Palitical Affiliation ABC Pal
Electoral District_ Copperbelt North
Campaign Period (\

ey [ [ [

A B CO E [F G H|I I K L M N

o

P

F, Total Election Revenue (from Line 17 an Schedule A\ k\\ (
8

13,050.00

2. Total Election Expenses (fmm 37 on c \
10

s ELECTION FINANCING RETURN N «)} \\\}/f}\y

13,050.00

3. Surplus/Deficit® (1 >
1
*[Ta deficit s reported, listthe ses orall debt holders 1o whom payment is owed and the amount of each

mes anthaddrds
12 debtbelow. If a surplus is rep:'t%_aﬁay?fmfpaymem or payment to the Yukon Consolidated Fund, as appropriate

" DEFICIT REPORT

i« > | Table1 /73 gl

4 Name B Address B Amount

Q

E

Insert Worksheet (Shift+F11)

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.

) ] candidatecontributions sk o @ =
: A B C D E F G H I I K L M N o N
2
]

4

5

3

[

)

10

u

[P} 3
13 T
1

15

16

17

18

19

2

2

P

[z] —1

= L
23

oo Tahlelll ScheduleB | ScheduleC I|*t) M4l | [l
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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

Name of Contributor
Address of Contributor
Amount of Contribution
Campaign Period

Name of Candidate
Political Affiliation

Date Contribution Received
Date Receipt Issued
Name of Official Agent
Address of Official Agent

—_

o|l—|TI®OMMmoO|m|>

AlAalAalalalalalala

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.

ble 1 | Scheduled .~ Scheduet 7J

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).

X 9- - A&l
Home Insert Page Layout Formulas Data Review View

== % cut .

Arial 10 v AT AT

S Genera - R

¥ |55 Merge & Center|~|} $ ~ % » | %3 ;% Conditional Formi
Formatting * as Tabj

Alignment Number

i [

=3 Copy ~
- Format Painter
Clipboard Font

Paste

B I U- H- &H-A-

A52 - Jx | Bort Sampson, Owner/Qperator Bort Corp.

] tempadsi o B s
[aT] B [cl E [F] G [H[1] 7 Tx [ 1 MN] 0 =
SCHEDULE B - MONETARY CONTRIBUTIONS
OVER $250 IN TOTAL =

49
18. Monetary Contributions (over $250)
(From individuals, trade unions, political parties & other unincorporated groups)™

0

19.  Name of Contributor (For 20. Address 21. Amount
unincorporated groups, include the name of the (For unincorporated groupseipcl e address of
QruuW the principal) \D
and name cipal r\
51 pal ~ N [
it Sampson, Owner/Operator Bort Corp. 1231 mj% \Sw vv $ 1 UUO.U-U\
2
Hank Scorpio, CEQ, Globex Corporation 456 Termrkane $ 500.00 )
.
Flanders, Flancrest Enterprises 768 Saint Matthew Avenue $ 300.00
4
e — $ s
4 4 M| Table1 /%3 [T [ | iz
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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.

X d9--R_&-
Home | Inset  Pagelayout  Formuias  Data  Review  View

= Arial o - A [F== o [Eweptet General - *é‘ %
Pﬂ;"”tpmm B U- H- H-A- E== EE Euegeacenter~ $ - % » | 853 éﬂv"‘"‘;‘:t"“n’;ﬂ‘v EE‘;;’;
Clipboard ] Font Alignment ] Number
A52 - # | Bort Sampson, Owner/Opera(ur Bort Corp.
B tempaxds = B =
A C[ D] EIF G H[1] 7 | K L MN o E
SCHEDULE B MONETARY CONTRIBUTIONS
OVER $250 IN TOTAL E
4
18. Monetary Contributions (over $250)
(From individuals, trade unions, political parties & other unincorporated groups)*™
50
19. Name of Contributor (For 20. Address 21. Amount
unincorporated groups, include the name of the (For unincorporated groups dncli e address of
group the pnmpau ;S
5agme ofthe principal)
Bort 123 “v U - 3 1,000.00
52 [Sam vy
Hank] 456 =" § 50000
53 [Scor Terror
Ned 768 § 30000
\a Flan Saint
~— s
4 4% W] Table1 /%3 Ml Ml 0

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.

1 - AN =

A EEE P

) - #« | Bort Sampsan, Gwnar/Operatar Bort Corp.

@) condiatecontribionsaie
A B C D E F
1 Name of Contributor Address of Contributor Amount of Contribution Campaign Period Name of Candidate Political Affiliation D:
Bl

W Table 1| scheouied - Schediee o

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.

Y15
x| Q&=
h Home | Insert  Pagelayout  Formulas  Data | Review | View

IR Arial - [Shwrap Text General - ij,‘ ﬁ
,@ 4
Poste TormatPainter | B £ T FEE Evergeacenter- | $ - % o | 58 FCﬂurrn\"dE\;‘unnga\v asﬁ;r
Clipboard Font Alignment Number
D52 - Je| 123 lvy Avenue
] temp.xisx o =B o=
A c[D]EJ[F [ H[I] 1 [X L MN ®_ 1=
SCHEDULE B MONETARY CONTRIBUTIONS
OVER $250 IN TOTAL E
49
18. Monetary Contributions (over $250)
(From individuals, trade unions, political parties & other unincorporated groups)™
50
19. Name of Contributor (For 20 Address 21. Amount
unincorporated groups, include the name of the (For unlncurpurited gruups cl e address of
group the prmc\paH
o and name of the principal)
Bort 123 \J - ¢ 1.000.00
[ [ s | D \X\J
Hank 456 =/v $ £00.00
53 |Seor [Terror
Med 768 § 30000
54 |Flan |Saint
— $
A4 b o] Table 1 /%3 okl [T} |0
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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.

Home | Inset  Pagelayout  Formulas  Data  Review  View

EN Arial <10
'3 Copy -
- Format Painter B L U- #H-|&-A-

- A AT B = Wrap Text

General

= 5 [ Mergemcenter | $ v % » | % S

Clipboard 3 Font 5 Alignment 3 Number
B2 - S| 123 Ivy Avenue
(] candidatecontributions.xlsx
A \ B \ g

1 Name of Contributor Address of Contributor Amount of Contribution (]

Bort Sampson,
Owner/QOperator
2 |Bort Corp.

MenN
/

3 |Globex Corporatio

Hank Scorpio, CE(% 456 Terror Lane

Ned Flanders,
Flancrest
4 |Enterprises

1768 Saint Matthew

s

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.
Tome | Wan Feeelrod  Fomum  Oia Revew  View

) candidatecontibutions

2 CID[E [F G H[I] 1 [ K L MN o P Q R 5 T
47 * Acandidate’s nomination deposit is nat considerad to be & contribution

+ ELECTION FINANCING RETURN (CANDIDATE)
SCHEDULE B - MONETARY CONTRIBUTIONS
OVER $250 IN TOTAL

18 Monetary Contributions (over $250)
(From individuals, trade unions, political parties & other unincorporated groups)**

19.  Name of Contributor (For 20. Address 21. Amount

unincorporated groups, include the name of the (Fos unincorposated groups, inefgE.the address of

group the principal)

and name of the principal)
T principal) i 0

Bort 123 \j A\ 5
5 Sam oy ol
| Hank [255 A B
13| o S

Ned 766 8
< Flan Sai

3

35
14 v W] Table 1 Scheduld . SchedulC %3

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.
E Home Insert Page Layout Formulas Data Review View

Cut N ClRd =
* Cu Arial T10 v A A = W =¢ Wrap Text Custom - ij:'
13 Copy - B
- - - A- = 3= | B S .y <0 .00 | Canditio
F FormatPainter | B 4 U 71 = & A = 5| EMergemCenter~ | § - % 9 | 8 5%

Formattin)
Clipboard £l Font £l Alignment i Number

c2 - £ | 1000

#] candidatecontributions.xlsx

A B | C D
1 |Name of Contributor Address of Contributor A of Contribution Campaign Period
Bort Sampson, 123 lvy Avenue 1000.00
QOwner/Operator
2 |Bort Corp.
Hank Scorpio, CEQ, |456 Terror Lane 500.00
3 |Globex Corporation
Ned Flanders, 768 Saint Matthew 300.00
Flancrest Avenue
Enterprises N

H oy |
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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.

T T

= Cut A —| =

B & cu Times New Roman ~ 10~ A” o7 [= ¥~ SiwrapTert Accounting -
e Copy - o i
aste - . -A. = = B . o <8 0 Col
2 Format Painter B I U & at = 5 Merge & Center Y v | %G8 5% Con

Clipboard Font Alignment Number
Cc1 - Jx | Amount of Contribution

] candidatecontributions sk

A

B

=
ié?

D

W< b ¥ Tablei | ScheduleB . ScheduleC

I |Name of Contributor Address of Contributor | Amount of Contribution | Campaign Peri
Bort Sampson, 123 lvy Avenue $ 1,000.00
Owner/Operator

2 |Bort Corp.

Hank Scorpio, CEO, |456 Terror Lane $ 500.00

3 |Globex Corporation
Ned Flanders, 768 Saint Matthew $ 300.00
Flancrest Avenue

4 |Enterprises

| 5 |
6

7]

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.

12
W 4 » [ Tablel| ScheduleB . ScheduleC

(7]

Formulas  Data  Review  View Q
war I e— 2 B P ]
L Times NewRoman - 10 = A A" B SiwepTet | B ﬁ:ﬂ Nomal Bad sl Neutral el ;““‘
B3 Copy = = g & i
D TR Bz u-|m- & A 5 Merge & Center - ﬁlg EZ“;?‘UMWW Fomd EZE] owlonotory..  Eoflowed Eype . Hypetink et Delte Fomat o
- as Table * R J
Ciipboard Font Alignment b styles ceiis
umber
G1 - f| Date Contribution Received 12 oste Contribution Receivea
Curren.
A B C [ feonting s E F & | H
1 |Name of Contributor Address of Contributor Amount of Contrib Name of Candidate Political Affiliation| Date Contribution Received Date Receipt Issued
Short Date
Bort Sampson, 123 Ivy Avenue 1,000 7] ate contabution Recened
Owner/Operator -
2 Bort Corp. ] pate contribution Recenved
Hank Scorpio, CEO, |456 Terror Lane $ 500! - rime
3 Globex Corporation () ate Contribution Received
Ned Flanders, 768 Saint Matthew $ 300! (7 Percentage
Date Contribution Received
Flancrest Avenue
0 Fraction
4 Enlerpnses 1/2 Date Contribution Received
=N > saentic
6 10 oste contribution Recenvea
7 Text
g | ABC  Date Controution Receiea
9 More Number Formats..
10
11

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.

&) candidatecontributions.dsk s B s
A B ® D E F H 1 ] =2

1 Name of Contributor Address of Contributor __Amount of C Campaign Period __Name of Candidate _Poliical Affiliation _Date € ion Received Date Receipt Issued _Name of Official Agent _Address of Official Agent

2 [Bort Sampson, Owner/Operator Bort Corp._[123 vy Avenue 1.000.00 [Sept 1 to Oct 1, 2016 [Horner Simpson _|ABC Part [9r1/201 [9r15720 [John Doe [123 2 Avenue, WH

3 Hank Scorpio. CEQ. Globex Corporation 456 Terror Lane 500.00 |Sept 1to Oct 1. 2016 [Homer Simpson__|ABC Party [9/15/2016 19115720 [John Doe |1 Avenue, WH =
4 Ned Flanders, Flancrest Enterprises |768 Saint Matthew Avenue 300.00 |Sept 1to Oct 1, 2016 |Horner Simpson __ |ABC Part |9126/2016 [9r30/20 [John Doe [123 2 Avenue, WH

5

5
:|s —

)

10 [l
W < » W[ Table 1 | ScheduleB . ScheduleC = ¥J [T [ » [

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.x|Isx.

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

(= 4 &~

Home Insert Page Layout Formulas Data Review  View
=5 % cut .. = = :E]j -,
s ony - Times New Roman = 10 - A° x7 == = - (= Wrap Text Genera | - £ __'_J‘jrd No
P ramarann B 7 UG 00 A S = Sewaceme $ -0 0 382 gt ome [
Clipboard Font Alignment Number
Al - i3

] candidatecontributions.xisx = = =

A B c D E F G H I I K i M N o ;
1 =
2
3
4
3
6
8
2
10
11
12 |
13
14
15
16
17
18
19
20
21
2
23 P
24 -
HAr @Schedulaﬁ m [T« 1 ] A0k

LW wi L v

ey —

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

Name of Contributor
Address of Contributor
Description of Contribution
Amount of Contribution
Campaign Period

Name of Candidate
Political Affiliation

Date Contribution Received
Date Receipt Issued
Name of Official Agent
Address of Official Agent

—_

X~ |[—|ZT|®|MMmM|OO|w|>
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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.

] candidatecontributions.xlss = B =R
[ A [ B [ B [ D [ E [ F [ G [ H ;
ED(‘_I)Name of Contributor Address of Contributor Description of Contribution Amount of Contribution Campaign Period  Name of Candidate Political Affiliation Date Contribution Recei‘H
3
4
5
6
7
]
9
10 A
W 4 » M| Tablei ScheduleB | ScheduleC . ¥3 ] il .

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).

FEER Q& Micro:
Home | Inset  Pagelojout  Formulas Data  Review  View
B :E:;y Aral BTV N - [EiwmpTe ﬂ ﬂjd‘ Nomal
P romatpanter | B 4 U7 |5t 3| conamonat rorma | TR
Cipboard Font A
A144 - £ | 123 Financial Investments Inc.
&) candidatecontributions.xisx o =3 =
AT [cl € [F] [ [H[I] 7 [x [ L MN] ) P Qo =
.0 ELECTION FINANCING RETURN (CANDIDATE)
SCHEDULE C - IN KIND CONTRIBUTIONS
OVER $250 IN TOTAL
11
23.1n Kind Contributions (over $250) E

(Fromindividuals, frade unions, political parties & other unincorporated groups)™

142/

24. Name of Contributor (For 25.  Address Qﬁ Description 27. Amount
unincorporated groups, include the name of | (For unincorporated groups, inclu & (Value)

the group address of the princi

and name of the principal)

143

|~~"T123 Financial Investments Inc [546 Kiuane @Mm EF6 |Financial Assistance  |§
144] 6.000.00
|46 Acoustic Pickups Inc. 560 Kiat itehorse, YIA 576 |Musical Instruments M
145

-

146/

147

148 -
W 4 ¥ | Table1 /¥ [T I 1 v [

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.

(Xl 9~ Q&
Home | Inset  Pagelayout  Formulas  Dats ew  View

=¥ cu

Arial -1 - AN General
P CEID, E- @A
Clipboard Font Number
Al44 - Jx | 123 Financial Investments Inc.
] candidatecentributions sk = B =
A B Gl E [F [ H[1[ 7 [k L MN o P Qi

. ELECTION FINANCING RETURN (CANDIDATE)

SCHEDULE C — IN KIND CONTRIBUTIONS
OVER $250 IN TOTAL
141
23.In Kind Contributions (over $250) E|
(From individuals, trade unions, political parties & other unincorporated groups)™
12
24.Name of Contributor (For 25.  Address (26. Description 127. Amount
unincorporated groups. include the name of | (For unincorporated groups, inclu ( (Value)
the group address of the princip:
and name of the principal) Q
AN
[123 516 S \O) ¢ |Finanai 5
124[Fina Kiu al 5
[456 [560 Musica 5
125 |Acou| / Kia K@\f | n
$
146
$
17
$
18 -
W 4 b 0| Table1 /%3 []41 [} ] [
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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.

= &&=
Home | Inset  Pagelayout  Formulas  Data  Review  View
& cut Arial 10 - A A | B2 S Wrap Text General ﬂ
23 Copy ~ 53]
S| Eeo S o| = 5 . - <0 .00 Condit
F Formatpainter| B 4 U7 2 &-A- = S Merge&Center v § - % 9 | % 5% e
Clipboard Font Alignment Mumber
A2 - fe | 123 Financial Investments Inc.
] candidatecontributions.dsx o B =
| A [ B [ D=
1 Name of Contributor Address of Contributor Description of Contribution ~ Amount of Co
2 |123 Financial Investments Inc. |
3 |456 Acoustic Pickups Inc_ 1
4
3 -
M 4 » M| Tablel ~ScheduleB | ScheduleC /%3 [T [ [0k

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.

P

Ingert  Pagelayout  Fommul

X9~

i

Cc144

sl

B IO

Font - ignmen Humbe
fx | 546 Kluane Lane, Whitehorse, Y1A 5F6

8] candidatecontributions.xsc = @
A B TKEF G B1] 7 (K] 1 [ MK ) 2
.o« ELECTION FINANCING RETURN (CANDIDATE)
SCHEDULE C - IN KIND CONTRIBUTIONS
OVER $250 IN TOTAL
11
23 In Kind Contributions (over $250)
(From individuals, trade unions, poliical parties & other unincorporated groups)™
182
24. Name of Contributor (For 25,  Address 26. Description 27. Amount
unincorporaled groups, include the name of | (For unincorporated groups, inclyde (Value)
the group address of the pring| ]
and name of the principal)
i PN
3 EQ Financi S
14 Fina /Kluana W al 65,000
56 B \f s 3
145 Acou Klaune] | 400.0
S
148
T =
¥ Table1 €3 104

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.

D&~

HEER
Home

Inseit  Pagelayout  Formulas View
& Cut Arial 0 v A B [Siwepted
23 Copy - o
F Fomatpainter | B 4 U~ | - === E=E [EHMegeacenter -

Clipboard F Font Alignment

Number

B2 J | 546 Kluane Lane, Whitehorse, Y1A 5F6

(] candidatecontributions.xlsx o B %
A B C D E
1 Name of Contributor Address of Contributor of Ci Amount of Contributi ‘Campaign Pe
123 Financial Investments Inc. ‘546 Kluane Lane,
Y1A 5F6
456 Acoustic Pickups Inc_ ‘560 Klaune Lane,
3 Whitehorse., Y1A 5F6
4
: -
W < » v Tablel . ScheduleB | ScheduleC ~#J 0K [ [0

Page 12 of 22



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.

BN A& Mic
me | dnaet  Pagelayout  Formubs  Data  Review  View
_ i 0 oA ap Test Gene
P F Tomatpaioter | B | H- | & A Merge & Ce 5 -
144 - £ Financial Assistance
() condidatecontributionsis: = @
A B c EETF G HI[ T Tk L £ o S|
1« ELECTION FINANCING RETURN (CANDIDATE)
SCHEDULE C — IN KIND CONTRIBUTIONS
OVER $250 IN TOTAL
ol
23 In Kind Contributions (over $250)
(Fr duals, trade unions, & other unincorporated groups)™
w
24. Name of Contributor (For 25 Address 26. Description |27, Amount
unincorporated groups, include the name of | - (Far unincorporated groups. inclyge I(Value)
]
AN
2 545 . [Financ 3
144 |Fina Kuane = W ( jal \| l6.000
456 560 sical
pas|Aceu Klauns 3\; I l400.0
B
1
M 4v ¥ Tablel ©J I 4

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.

HEERCHEY:-1E

Home | Inse age Layou
Wres
& Cut i General fj ﬁﬂﬁ Nom
el M Conditional Format
P @l Format
< Format Painter o S Formatting = as Table = E
Clipboard Humbe
c2

& candidatecontributions.xlsx o B R
A B B D E
1 Name of Contributor Address of Contributor Eription o ibution _ Amount of Contribution c%
123 Financial Investments Inc. 546 Kluane Lane, [Financial Assistance
2 Whitehorse, Y1A 5F6 (
456 Acoustic Pickups Inc 560 Klaune Lane, W"S"W
3 whitehorse, Y1A 5F6 [ (Ctrl) -
4 -
W <+ W[ Tablel ScheduleB | ScheduleC /%3 MHal | P

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.

EEEN 2 &= Micrd
Home | Insert  Pagelsyout  Formulas  Data  Review  View
A b e e Fomen < 15+ v G e B 1=
o e | B T U = $o% o ua Sonaners ot I
Clipboard Font Number
M144 - E|S
&) candidatecontributionsadsx = b
A B C L E F G H I 1 K L M | N o P ?
1 ELECTION FINANCING RETURN (CANDIDATE)
SCHEDULE C — IN KIND CONTRIBUTIONS
OVER $250 IN TOTAL
141 E
23.In Kind Contributions (over $250)
(From individuals, trade unions, political parfies & other unincorporated groups)™
12
24 Name of Contributor (For 25 Address 26 Description 27 Amount
unincorporated groups, include the name of | (For unincorporated groups, inclyde (Value)
the group address of the princ 2
and name of the principal) @
143 Ag\\ /’\
123 516 Financi 5
1alF Kiuane = W | { 6.000 \
456 660 [ 3
125/A Klaune ’é)\)’ | \ l200.0 /
N
146 E
M 4 » »| Table1 ~Sheeti . ¥J oENl | a0
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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.

EHD-=-Q&~ Micr
Home Insert Page Layout Formulas Data Review View
J
* Eut Times New Roman = 10 SWrap Text General - ijg ﬂ% Normal
{3 Copy ~ E
. | Bl - - <8 .00 Conditional F t
F Format Painter| B £ U = EfMergeaicenter~ | § v %+ | T 5% Foﬁ-:na‘téfnngav R Check |
Clipboard Fl Font Fl Alignment F} Number Fl
| D2 - ¢ K
IZJ] candidatecontributionsxlsxk = = £3
A B C [ D [ =
1 Name of Contributor Address of Contributor Description of Contribution ntribution Cam;
123 Financial Investments Inc. 546 Kluane Lane, Financial Assistance 6.000.00 =
2 Whitehorse, Y1A 5F6
456 Acoustic Pickups Inc. 560 Klaune Lane, Musical Instruments \$ 400.00
3 Whitehorse, Y1A 5F6
4 \-—-—/ @l(cm)v
3
6
- -
4 4 » »[ Table 1 ScheduleB hedulk %2 4 [T 1]

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.

&9 -« Q&= Microsoft Excel
Home Insert Page Layout Formulas Data Review View 3

& Ccut s (== _4 . ]
Times New Roman = 10~ A 4 == P~ Accounting - 5 ‘ﬂ Accentl
53 Copy - 2 E
Paste f Format Painter B|7 u~-|ii- &~ A | = ’? 2= @ Merge &Center@ % » | %8 ;%  Conditional Format Wil e

Formatting - as Table -

Clipboard rl Font £l Alignment Fl Mumber Fl
| D1 - J= | Amount of Contribution
-

B candidatecontributions.xlsx 1 {} o B3R
[=] A B c D E F o=
1 Name of Contributor Address of Contributor __Description of Contribution Amount of Contribution § Campaign Period Name of Candidate Political Affi

123 Financial Investments Inc. 546 Kluane Lane, Financial Assistance $6.000.00 E
2 ‘Whitehorse, Y14 5F6
456 Acoustic Pickups Inc. 560 Klaune Lane, Musical Instruments $400.00
3 ‘Whitehorse, Y14 5F6
4
[5] >
W 4 » M| Tablel ~ScheduleB | ScheduleC ¥J Ikl M .

14.Convert columns H and | 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.

EE9-~-Q & Microsoft Excel
Home | Insert  Pagelayout  Formulas  Data  Review  View
= = = ) )
B & cut Times NewRoman ~ 10~ A »° (== M- SiwrapText | D }H“I ﬁ‘iﬁ Notmal Bad Good Neutral Calculatiof
“—' 3 Copy ~ -
Paste “ e S A : - || ABc General romat | [T Explanato Linked Ce Not:
M€ romatpainter B2 T 7| D A £ Merge & Center 123 Mo speaticromat s P - P _Linked Cell _ [Note
Clipboard Fl Font £ Alignment £l Styles
Number
| HL - fe | Date Contribution Received 12 bate contiibution Received
Gy Curenay
] candidatecontributionsadsx === Date Contribution Received 4 9 4 5 o B =
A B @ D Accountin F [ B I 1 T =
Name of Contributor  Address of Contributor _ Description of Contribution _Amount of Contri | " | 9
iz Date Contribution Received

Short Date
H| Date Contribution Received
Tong Date
H|  Date Contribution Received
[ Tme
u Date Contribution Received

Percentage 4
W (v W] Tablei ScheduleB | ScheduleC /¥J % Date Contribution Received ] 4 [ n b

Candidate Political Affiliation [ Date Contribution Received Date Receiptlssuedj Name of DﬂiﬁI

1 Fractior
/. Date Contribution Received
S
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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.
= Q&= Microsoft Excel
Home Insert Page Layout Formulas Data Review View
&= & ]

= — ]
& cut vl o - AN [Fl== ® | Swepre General S o Bad Good Neutral
F_t SIel A A 0 200 G dt:) I Fi it E; i - B Insert Delete Fe t | )
v | v - === =5 - -y 8 Explanatory.. Linked Cel .
5 Fromatpame B L U0 EHo [ A- [EE S F Eegencner| $ % 0 | B3| Sndtonsl romet | [ITTTEIN] Explonatory Linked Cell__ [Note || nset Detete Forma
Clipboara : Font : Alignment Numper " Stytes cens
E4 - F:3
] candidatecontributionsaxdsx o B 0=
A B c D E F G H 1 1 K :
1 Name of Contributor Address of Contributor iption of Contri Amount of Contributi ‘Campaign Period Name of Candidate Political Affiliation Date Contribution Received Date Receipt Issued Name of Official Agent Address of Official Agent
123 Financial Investments Inc. 546 Kluane Lane, Financial Assistance $6,00000 |Sep 1toOct1,2016 [Horner Simpson  |ABC Party 9172016 915/2016 John Doe 123 2 Avenue, WH %
2 , Y1A 5F6
456 Acoustic Pickups Inc. 560 Klaune Lane, Musical Instruments $400.00 |Sep 110 Oct1,2016 (Horner Simpson  (ABC Party 9115/2016 915/2016 John Doe 123 2 Avenue, WH
3 . Y1A5F6
E3] v
5
M < » v| Table 1 ~ScheduleB | ScheduleC /%J 4] [ A0

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.

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.

(E=3 Bl 5
(jOv| ) » officialreceipts ~ T3 ][ Search officialreceipts 2]
Organize v (W] Open Share with ¥ Print Burn New folder = 0 @
I . * Name i Date modified Type Size
) OR-G5-Cand-receipttemplateCGS.docx  7/6/201610:47 AM _ Microsoft Word D. 17 KB
B Desktop |B] OR-GS-RPP-receipttemplateGS.docx 7/6/2016 10:17 AM _ Microsoft Word D... 17 kB
- Libraries ] OR-MC-Cand-receipttemplateCM.docx  7/6/201610:17 AM_ Microsoft Word D... 17 KB
& Homegroup 1] OR-MC-RPP-receipttemplateM.docx 7/6/2016 10:17 AM  Microsoft Word D... 17 KB
% Computer
€ Network
[E3 Control Panel
18] Recycle Bin

1. officialreceipts

(W) ) @ fRtems selected stete 2 Shared Authors: Date modified: 7/6/201610:17 AM
— Title: Add a title Size: 65.7 KB
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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. Monetarv Receint Official Receipt for a
g y P B, E, G | Monetary Contribution to | candidatecontributions.xIsx
emplate CAND.docx .
a Candidate (Yukon)
Official Receipts for a
2. In Kind Receipt Contribution of Goods : R
Template CAND.docx C,F,H and Services to a candidatecontributions.xlsx
Candidate (Yukon)

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.

(W)

Home | Inset  Pagelayout  References  Mailing,
=4 cut . = 4 Find -
* KX A E IR M
53 copy LR Replace
Paste O - . WA~ _ Change
= F Format Painter B L O -abe x, x el M Smgsg. g Select
Clipboard Font Styles Editing
H9- SAa7Q-x04 ~
Microsoft Word ===
Opening this document wil run the following SQL command:
I, SELECT *FROM “ScheduleB$™
Data from your database will be placed in the document. Do you want to continue?
Show Help >>
[ ves | Ne | [ e
s
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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.

o

EERT FLE ST T

{MERGEFIELD Campaign_Period
{MERGEFIELD Name._of Cormiouter

{MERGEFIELD Asress,_of

[MERGEFIELD Amount

1_of_ Conrunon WS0.00)
(MERGEFIELD Name_of_Oia_AgEnc], { MERGEF ELD

MERGEFIELD Amouri_af Contreusion WS0.00%)
i Ofcial_Agsne], { MERGEF ELD

{MERGEFIELD Campaign ¢

{MERGEFIELD Mame ot

[ MERGEFIELD Acavess of

1
(MERGEFIELD

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.

% Home Insert Page Layout References Mailings Review View

Design Layout
{ .:I_. ‘Elﬁ by = =3 =5 L [Zr Rules - ey M 41 [ C‘
— = _—.—i--I — i — == =1 . " o=k
© g Match Fields
Envelopes Labels | Start Mail Select Edit Highlight Address Greeting Insert Merge Preview B Finish &
Merge * Recipients ~ Recipient List | Merge Fields Block Line Field ~ 2] Update Labels | pesyits S Auto Check for Errors | perge =
\. Create Start Wail Merge Write & Incert Fields Preview Besylis Eini

i Find Recipient

b. On the ribbon, click on the Finish & Merge option and
Documents... as shown in the diagram below

then select Edit Individual

h Home Insert Page Layout References Mailings Review View Dresign Layout 0

TN AN R

' - L — — — — T & Match Fields 427 Find Recipient =
Envelopes Labels = Start Mail Select Edit Highlight Address Greeting Insert Merge Preview 2 Finish &

Merge - Recipients - Recipient List | Merge Fields Block Line Field - g DElS | Results + Auto Check for Errors | |perge -
Create Start Mail Merge Write & Insert Fields Preview Results -..E:J Edit Individual Documents. ..
=2 9-8 @ uk T0-3- 1 3# - &B Frint Documents...
IE [ o1 l-l-\-3-I-MII-5-\-6‘I-7-I-S-\-9-!-10-|-11-|‘12-|-11‘|-14-|-§||-16-|-17-|‘;;-"‘H Send E-mail Messages...
=) T g

c. A pop-up dialogue box with option All is selected by default. Click OK to complete the

merge and view the receipts.
(R ==

Merge to New Document

Merge records
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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.

] Lettens? - Microsoft Word . @
Home  lnsert  Pagelmout  Releemces  Madings  Revew  View | Desgn  Layout @
= . . = N A
A - - = 3 4
A o
t 2

AsBbCED AaBbCcD AaBbC: Aasbce AAB
THormsi |THoSpc. Hesdingl Headng?  Tde  Subtile  Sub

AaBbCcD AcBbCcD AsBbCED AaBbCcD AcBbCeD
Emphasis  IntenseE..  Stong Quote  IntemseqQ. Subtie Rel.. Intemse R

age:l Sedionl Pogeilel3 Akldcm | Werds 279 | o Enghsh(Us) | Inser EFEFEL R

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.
l'ﬂ G | Table lools |

File Home Insert Page Layout References Mailings Review View Design Layout
s 1 ‘. :j_ —j = a [Zr Rules - B H 41 boM II__-E;
-E = = = = = =5 = =]
— 9% Match Fields 429 Find Recipient g
Envelopes Labels | Start Mail Select Edit Highlight Address Greeting Insert Merge Preview B Finish &
Merge * Recipients = Recipient List | Merge Fields Block  Line Field ~ #] Update Labels | pesults S Auto Check for Errors | perge -
L8 Create Stad bgil Merge Wirite & Incert Fields Preview Resulis Eini

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.

DI’I’|E Insert Page Layout References Mailings Review View Design Layout

= = = = E: B _’h
\Eb'.] \% \% \% é:::h Fields < gﬁ:d ;ec\pient " IL‘°%

Envelopes Labels | Start Mail Select Highlight Address Greeting Insert Merge Preview A Finish &
Merge = Recipients erge Fields Block  Line Field~ 7] Update Labels | pesutts S Auto Check forEmors | Merge -

OR-MC-Cand-receipttemplateCM.d

Edit
Recipient List

Create Start Mail MeMw ‘Write & Insert Fields Preview Results Finish

H9-0&8Q T Q-2 348 -
E [ 1 -2 -3 -[#[ -5 16 1-7 1 8-1-91-20-1 10112+ 1 13- 114~ | -J#]I 16 1 17 18 | 19 1 -20 & |
] . /\ _

= Mail Merge Recipier

3 This is the list of recilents thatlwill be used in your merge. Use the options below to add to or change your list. Use the

- checkboxes to add of remove rddpients from the merge. When your list is ready, dick OK.

= Data Source |7 Address of Contributor | Name of Contributor — | Amount of Contribution . | Camp D
; didatecontrib. . [JEdl A o pso 000 P e}
- candidatecontrib. |7 6 Terror Lane Hank Scorpio, CEOQ, Gl... 500 Sepl LD
st candidatecontrib.. |7 68 Saint Matthew Ave... Ned Flanders, Flancrest... 300 Sepl n}

= o
= ve

= o
- LD
™~ o .
- < | mn | r

2 Data Source Refine redpient list

z candidatecontributions.dsx . | 4] sort...

= Ylj Filter...

; i_-_] Find duplicates. ..

z -| 421 Find recipient...

[ if Valdate addresses.. T
z Ed Refres! D voicate addresses.. LD
- e}
H e pe
B ~n}
= [MERGEFIELD
+ . Date_Contribution_Receive
[~ { MERGEFIELD Amount_of Contribution #%0.00X} A MvDate @ " MMM dd
— {MERGEFIELD Name_of_Official_Agent}, { MERGEFIELD

o { MERGEFIELD
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c. For this example, we will deselect the last two contributors. Click the OK
button when the selection is completed.

Mail Merge Recipients

(7 [l

This is the list of redpients that will be used in your merge. Use the options below to add to or change your list. Use the
chedkboxes to add or remove redpients from the merge. When your list is ready, didk OK.

Data Source

| [v |Mdress of Contributor & | Mame of Contributor

| Amourt of Cortribution |Campa

candidatecontrib...
candidatecontrib...

{ [v )1}‘3 Ivy Avenue
456 Terror Lane

Bort Sampson, Owner/... 1000
Hank Scorpio, CEQ, Gl... 500

Sepl
Sepl

candidatecontrib...

[ 768 Saint Matthew Ave...

Med Flanders, Flancrest... 300

Sepl

Ll

n |

Data Source

Refine recipient list

candidatecontributions. xdsx

= ‘El Sort...

| Filter...
3 Find duplicates. ..

Find redpient. ..

i validate addresses...

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

h Home Insert Page Layout References Mailings Review View Design Layout

= = - = Rules = <ffec 41 '3 o
g4 j 3 3 = 2 gj . . =
J‘_j Match Fields ¢z Find Recipient el
Envelopes Labels = Start Mail Select Edit Highlight Address Greeting Insert Merge Preview Finish &
Merge * Recipients * Recipient List | Merge Fields Block Line Field * pdate Labels Results = Auto Check for Errors | |perge =
Create

Start Mail Merge Write & Insert Fields Preview Results

| Edit Individual Documents,.,

i;;g Print Documents...

H9-05390Q-3-04 <

|\x|‘|-15|-z-wl-z-n-‘};ah-s-w-a‘n-:-n-s-w-~:~-|-1-3-1-11-1‘12-1-11‘n-14-|-1§||-16-|-1..'--|‘ 23 send E-mail Messages...

e. A pop-up dialogue box with option All is selected by default. Click OK to complete the
merge and view the selected receipt.

B =

Merge to Mew Document

Merge records

() Current record

(@) From:
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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.

"
Paste
Clipbs

J
| Sep01,2016
B Sep 115 00t 1,2016

R Bort Samesan, OwnerOperstor Bort Cam. Homer Simpson
3 iy
& 123 lvy Avanue

3 Sep01. 2016
= Jahn Dos. 123 2 Avenus, Wit

B Sep 15,2015
5] ABC Party

Page 22 of 22





