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Main Menu Interface

The Main Menu Interface is an interactive tool which allows the user to select their desired information.
Once installed, the Main Menu Interface wills pop-up automatically.

For any future use, there will be a shortcut,, of the application on the (user’s) desktop.

The Main Menu Interface will resemble the one outlined below.

e Y

Adobe Flash Player 10

File View Control

Citizenship and

Help

Citoyenneté et

il %

Immigration Canada Immigration Canada

These

corresponding Excel Pivot tables.

buttons are linked to the

These buttons provide the user with
access to documentation.

Research Datamart . Ccmad'a'

Main Menu Buttons ’Top

Temporary Residents — Entries: The data examines the flow of foreign nationals who are lawfully in
Canada on a temporary basis under the authority of a valid document (i.e., a work permit, study permit,
temporary resident permit, or a visitor record). Temporary residents include foreign workers, foreign
students, the humanitarian population and other temporary residents.

Permanent Residents: The data represents all the individuals who have been granted permanent
resident status in Canada for any given year. Permanent residents must live in Canada for at least 730
days (two years) within a five-year period. Permanent residents have all the rights guaranteed under the
Canadian Charter of Rights and Freedoms such as equality rights, legal rights, and mobility rights,
freedom of religion, freedom of expression and freedom of association.

Glossary: This document provides in-depth explanation of all the variables and its corresponding
terminology found within each excel pivot table (i.e. Temporary Residents and Permanent Residents).
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Opening a Microsoft Excel or Word Document “Icp

When opening an excel or word document — through the main menu buttons — a pop-up window (as
illustrated below) will appear. Please note that this window may appear on your computer, depending on
your settings.

If the pop-up does appear, uncheck the box where it asks “Always ask before opening this type of file”
and then click on Open.

File Download &J

Do you want to open or save this file?

@j Name: user_guide.doc

Type: Microsoft Office Word 97 - 2003 Document, 794KB
From: Ch\ontario2009\data

1 @ways ask before opening e of fi
W 2. Click Open.

1. Uncheck this bo

x

ham your computer. if you do not trust the source, do not open or

lg] While files from the Intemet can be useful, some files can potentially
- 4
=

save this file. What's the risk?

Once the above steps have been executed, the Excel or Word document will open. In addition, for
subsequent use, the pop-up window will no longer appear.

Excel Pivot Table - Enabling Content ’Tor

The Temporary Resident and Permanent Resident data cubes are Excel Pivot Tables. Therefore, when
opening an Excel Pivot Table for the first time, there will be a security warning at the top left hand-side,
underneath the toolbar, as outlined in the image below. The Security Warning must be enabled in order to
manipulate the data cubes.

Clipboard F Font I {

@ Security Warning Some active content has been disabled. @'

A
a

A10 & Jx } Yearly Status
u B C D =

1 2009 Facts and Figures - Temporary Resil

Excel Security Warning — must be enabled before 1. Click Options.
manipulating the data cubes.
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In order to enable the security setting, click on Options, and the following pop-up window will appear.

Microsoft Office Security Options [ ? lﬁl

@ Security Alerts - Multiple Issues

Macro
Macros have been disabled. Macros might contain viruses or other security hazards. Do not
enable this content unless you trust the source of this file.

Warning: It is not possible to determine that this content came from a
trustworthy source. You should leave this content disabled unless the content
provides critical functionality and you trust its source.

More information

File Path: C:\ProvindalProfile2009\data\Offline_TRCubes_2009FFR.xls

() _Help protect me from unknown content (recommended)

=@nable this content

Data Connection

==i= connections have been blocked. If you choose to enable data connections, your
2. Click Enable this content. tuter may no longer be secure. Do not enable this content unless you trust the source of
!

TS Ie.

File Path: C:\ProvindalProfile2009\data\Offline_TRCubes_2009FFR.xls

4. Click OK.

() Help protect me from unknown content {recommended)

A 4

3. Click Enable this content. |rr st center Q OK J Cancel
LI

When the window appears, click Enable this content for the Macro and Enable this content for the
Data Connection. Once both options have been selected, click OK.

These steps will need to be done only once for each corresponding Excel Pivot Table.
Excel Pivot Table - Data Connectivity >Tov

Once the content within the Excel Pivot tables have been enabled - as outlined above - and an error
message appears in regards to the data connectivity; please refer to the following Microsoft web-site to
attain the required updates/software packages, necessary to run the Excel Pivot Tables.

http://www.microsoft.com/downloads/en/details.aspx?familyid=78cac895-efc2-4f8e-a9e0-3alafbd5922e&displaylang=en
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Excel Pivot Table Instructions

Introduction to pivot tables Tov

A pivot table is an in-built interactive function of Microsoft Excel 5.0 or higher. Data can be selected and
arranged in whatever format is appropriate. Selected data fields included in the pivot table can be quickly
reorganized by using the mouse. Numeric data is automatically summed in a pivot table, non numeric
data is counted.

Pivot Tables allow the user to manipulate data through an array of options, such as:

- Data fields can be dragged from a list above the table or in a show fields list into the pivot table.

- Data fields can be dragged from a column and dropped into a row and vice versa.

- Data filters can be applied to the pivot table by selecting the drop-down arrows in the list of
fields.

- Totals and subtotals can be displayed or hidden.

- Data can be sorted or grouped.

Many other Excel tools and features are available to sort and format your pivot table.

You can save a pivot table to your own computer, or work with the table directly from the interactive front
page. However, you will need to save your ‘finished’ pivot table to your computer if you wish to refer to it
again.

The original pivot table will always remain available on the CD — do not be afraid to experiment!

Below is an illustration of a Pivot Table.

A | (=] 1 [ | 8] | E I [ | a | H | | il I &Y 1 L 1 i I I
ey Areas Pivat Table as at 31 karch 2000 - Provisional

Uriversity of South Australia, Planning Uit

(4]

Carmpus

[41)

Course Code

LAl

Course Major

LAl

|1
| < |
3|
4
5 |Schoal
E
7
2
4

Course Level - All

LAl

10 | Full Tirne Part Time

14

N |Internal ! External

1411

12 | Commencing ! Continuing

[40)

13 |Gender

(4]

14 | ATS Status

LAl

L NN RN RN AN RN AR RN

< Title

< List of Fieldnames

Data

17_JDivizion

Sumn of persons | Surn of load

1B [ALS
19 |BUE
20 |[EAS
21 |HsC
22 |IEE

23 |RCH

944
7730
9435

4141
3936

B4

573.802
4887464
£9B84.196
3325.208
3134573
555

< Pivot Table

24 |Grand Total

26310

13360743

Selecting the data fields for the pivot table “Tov

You will see the title, then a list of fieldnames at the top left (e.g. ‘Division’, ‘Campus’ etc.) or on the right-
hand side in the field list, and a default pivot table containing the Calendar Year for the past 10 years and
the Immigration or Yearly Status category. In this example, the ‘data’ in the pivot table (shown below)
shows the number of student’s enrolled (sum of persons) and their total load (sum of load).
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A | B | C | o E | F | G | H | | J | K| L | 1 S
| 1 |KeyAreas Pivot Table as at 31March 2000 - Provisional -
| 2 |University of South Australia. Planning Unit

3
4 | Division [&ll] -
5 |School L4l -
E |Campus (5] -
7 |Course Code ] -
8 |Course Major ] -
9 |Course Level - All [Al] -
10 |Full Time{ Part Time [All] -
| 11 |Internial ! E xternal [All] -
12 | Cormmencing ! Continuin [&ll] -
13 | Gender [&ll] -
14 | ATSI Status LAl -
5
| & | Diata
177 Surn of persons | Surmn of load
18 |Total 26310 18960.743
[ |
20

Suppose we want to see more detail in the data.
e Adata field in the list of fields at the top can be moved into a new column of the table:

Suppose we want to see how many students are in each Division. Click on the fieldname ‘Division’ in the
field list and holding the mouse button down, drag the mouse pointer down to the left hand side of the
table until the shape of the mouse pointer changes to a ‘column’ shape (near the word ‘Total’). Release
the mouse button, and the field will be dropped into the table.

10 |Full Tirne f Part Tirne

LAl

N |Internal ! External

LAl

12 | Cornmencing ! Continuin

LAl

13 |Gender

1411

14 |ATSI Status

[40)

LR N N N N R

Data

17_JDivizion

Sumn of persons | Surm of load

18 [ALS
15 |BELUE
20 [EAS
21 [HSC
22 |IEE
23 |RCH

944
7730
9435

4141
3936

B4

573.802
4087464
£984.196
3325.208
3134573

555

24 |Grand Tatal

26310

13360743

A 1 =} | L | b 3 | k | LC} | H ! | J | S L | L - (i}
| 1 |KeyAreas Pivot Table as at 31 harch 2000 - Provisional -
| 2 |University of South Australia, Planning Unit
| 2 |

4

5 [Schaol (&)
E |Campus [ &)
7 |Course Code [&ll]
8 |Course Major [&ll]
9 |Course Level - All [All)

NOTE: If the mouse pointer changes to an ‘X’ shape, do not release the mouse key or the data field will
be removed from the table. Too late? Don’'t worry, you can get back to the original table by
reopening it from your internet browser or, for more advanced users, going to the pivot table
wizard — right click on the word ‘Data’ and select wizard.

NOTE: You may notice that adding a ‘column’ heading to the table actually produces new rows of data in
the table. Vice versa, adding a ‘row’ heading actually produces new columns of data. You may
see this alternative terminology used in the Excel as you use pivot tables more.

o Now add the data field ‘gender’ as a new row into the table:

Suppose we also want to know how many male and female students are in each Division.

Click on the fieldname ‘Gender’ in the field list and holding the mouse button down, drag the pointer down
to the right hand side of the ‘Division’ column until the shape of the mouse pointer changes to a ‘row’
shape (near the word ‘Data’). Release the mouse button, and the field will be dropped into the table.
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B | B 1 [ 1 5} E F &) | e |
1 |Key Areas Pivat Table as at 31 March 2000 - Provisional
2 |University of South Australia, Planning Lnit

Tl

| 4|

]

E |Schoal L&l -

7 |Campus [&ll] -

8 |Course Code [ &) -

9 |Course Major [&ll) -

10 |Course Level - All [&ll] -

11 |Full Time ! Part Time [ 411 -

12 |lnternal f External [All) -

13 | Commencing ! Continuing || &11] -

14 | ATSI Status L&l -

5

16 Data ”Gender

177 Sum of personz Sum of load Total Sum of persons | Total Sum of load

18 |Division Fernale Male Fernale Male
| 19 |ALS B30 I 350,865 182,937 944 573,802
| 20 |BLE 4268 w22 2643.373 2338.091 770 4887464
| 21 |[EAS EB77 2668 5047438 1936638 59435 E584.136
| 22 |HSC 3037 1044 2453.507 865.701 4141 3326.208
| 23 |IEE aa8 3048 728364 2406.209 3936 F34.573

24 |RCH 18 45 145 41 B4 555

25 |Grand Tatal 5778 10532 1150107 7770636 26310 18960.743

26

e The field ‘Gender could have been added as a second column in the table, instead of a row.
Move the field ‘Gender’ from a row to a column instead:
Click on the row name ‘Gender’ in the pivot table and holding the mouse button down, drag the pointer

down to the left hand side near the ‘Division’ column until the shape of the mouse pointer changes to a
‘column’ shape. Release the mouse button, and the field will be dropped into the table as a column.

]
E | School [&ll] =
7 |Campus [&ll] =
8 |Course Code [&ll] =
9 | Course Major [&ll] =
10 |Course Level - All [&ll) =
T |Full Time! Part Time [all] =
| 12 |Internal ! External [All] =
13 |Commencing ! Continuing [[4ll] =
14 | 4TSI Status (A1) =
15
B Data |
17 |Divigion Gender ||Surn of persons | Sum of load
| 18 |ALS Fermale E30 330,965
13 Male M 182,937
20 |ALS Total 944 573.802]
| 21 |BUE Fernale 4268 2549.373
2z Male 3622 2338.091
23 |BLE Total 7790 4387 464,
| 24 |[EAS Female E377 5047.438
a5 Male 2558 1936.638
26 |EAS Total 9438 E384.136
| 27 |HSC Fermale 2057 2459.507|
28 Male 044 B8E5.701
29 |HSC Total 9 3326.208
| 30 |IEE Fernale 888 728364
il Male 3048 2406.209
32 |IEE Total 2938 3134573
| 33 |RCH Female i} 4.5
34 Male 48 41
35 |ACH Total B4 55.5
36 | Grand Total 26310 18960743
i
4[4 [¥Twil Pivot |«

If you now have the column ‘Gender’ first (on the left) and ‘Division’ on the right, but would like them the
other way around, try clicking on one and moving it to the other location. Watch the shape of the mouse
pointer to see if you are going to make a row or a column.

We have looked at the Division and Gender data in three different formats — you can choose which one
you like the best.

e A data field may be removed from the pivot table and put back into the list of fieldnames at the top of
the table:
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Suppose we do not want the Division data in the table any more.

Click on the column name ‘Division’ in the pivot table and holding the mouse button down, drag the
mouse pointer up to the fieldname list above the table until the shape of the mouse pointer changes to a
‘list’ (or ‘steps’) shape. Release the mouse button, and the data field will be dropped back into the list of
fieldnames, and removed from the pivot table.

A 1 =} | L | 8} | = + E} | H

Key Areas Pivat Table as at 31 kdarch 2000 - Provisional -
University of South Australia, Planning Unit

Divizion

LAl

School

LAl

Carnpus

1411

Course Code

(4]

olw ool w]w =

Course bajor

[40)

10 |Course Level - All

LAl

1 |Full Tirne f Part Tirme

LAl

12 |Internal ! External

LAl

13 |Cormencing ! Continuin

1411

A (4 |4 |4 |4 |4 |4 4[4 |4

14 |ATSI Status

[40)

15

Data |

Sumn of persons | Surm of load
LT 80,107
0532 FT0E36
26310 18960.743

17 |Gender

18 |Fernale

19 |Male

20 |Grand Total
21

A

e We can apply a filter to the pivot table by using the drop-down arrows in the fieldname list.
Suppose we want to filter the data in the table to show only the students at City West campus:

Click on the drop-down arrow to the right of the fieldname ‘Campus’. Click on the words ‘City West’. Keep
your eye on the pivot table data below as you do this. The data will change to only show City West
numbers. To remove the filter, click on the drop-down arrow next to ‘Campus’, then click on the word ‘All’.
Watch the data in the pivot table change back to include all students.

A

B

c I

o}

|1

ra

ey dreaz Fivol Table az at 31 March 2000 - Provisional

o

Uriversity of South Australia, Planning Uit

Division

[

Schaol

1411

-
-

Campus

City 'wiest

=l

Courge Code

4
]
B
7
g
k]

Courss bajor

City Easl

10

Course Level - All

The Levels

n

Full Tirne f Part Tirne

Magil
Difshare

12

Internal  External

Underdale

13 | Commencing! Continuing |yl

14 | 4TSI Status [4l1) -

15

16 Data [

17 | Gender Sumn of persons | Surn of load
| 18 |Fernale 3626 2521954

19 |Male 3257 Z260.858

20 | Grand Total E883 4782812

Working with Totals in a pivot table Tcv

In the table below, you will see a list of fieldnames at the top left (e.g. ‘Division’, ‘Campus’ etc.), and a
pivot table containing only a row of totals below. The ‘data’ in the pivot table shows the number of
student’s enrolled (sum of persons) and their total load (sum of load).

Add the fields Division, Campus and Gender to the table as three columns, left to right. (See instructions
Section 2 if you do not know how to do this.)

You will see that the table automatically includes subtotals for Division and Campus.
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kxS
I« [ 4T Thils Pivot

[l

- T ® T T S v 5 ' 1 = (LR 1 ] I

E

7 |School (&l -

8 |Course Code [&ll] -

9 | Course Major [&ll] -

10 |Course Level - All [&l] =

1 |Full Time! Part Time [&ll] =
| 12 |Internial ! E xternal (&) =

13 |Cornmencing! Continuing [[&ll] -

14 |ATSI Status (8] =

15

5 Data |

17_|Division Cammpus ||Gender | Sumn of pergons | Sum of load
| 18 |ALS City East [Fernale 134 57.607
| 19 | Male 105 36.067
| 20 | City East Total 233 92674
| 21 | Whualla |Ferale 436 333.258
| 22 | Male 209 787

23 Whwalla Tatal 645 481128

24 |ALS Tatal 944 573.802
| 25 |BLE City West [Fernale 2834 1910.123
| 26 | Male 2540 1643216
| 27 | City “West Total 5434 3663.339
| 28 | Offshare [Fernale 1374 £33.25
| 29 | Male 982 £34.875

a0 Offshare Total 2356 1334125

31 |BUE Total 7730 4087464
| 32 |[EAS City West|Fernale E87 571581
| 33 | hale E17 532.642
| 34 | City ‘West Total 1304 104.223
| 35 | City East |Female 304 16157
| 36 | Male 72 38.787
| 37 | City East Total 76 201.357

The Levej Female 1 1

e Suppose we do NOT want to see the subtotals for ‘Campus’ in the table:

Right click on the column name ‘Campus’ in the pivot table. In the drop down menu that appears, click on
‘field’. Under the heading ‘subtotals’, click next to the word ‘none’ instead of ‘automatic’. Then click ‘OK’.
The pivot table will now not have the subtotals for ‘Campus’.

a I = S [ S| 5] E F | 5] B I N
B
7 |School [all] =
8 |Course Code [all] -
3 Cosseivacr ETE
10 |Course Level - All [&ll] -
11_[Full Tirne ) Part Time T
| 12 |Internial f E.xtarnal o= [&ll] = e
13 |Cormmencingd Continuing [[all]  « Cancel
1 [ATS| Status ETE ’—O" Row © Colurn  page ‘ 4|
15
15 Data ~Subtotal Qel;tel
17 _|Divizion Campuz ||Gender | Sum of persons | Sum of load el .
BE City East |Female B 67607 Aupmatic m
R Male 105 35.067 £ Custom
| 20 | ‘whyalla [Female 436 333.258 [Cl Hohe
& hviale 209 U787
22 |ALS Total 944 573,802,
| 23 |BLE City West|Fernale 2894 1910123,
E3 Male 40 4326 Hide items:
| 25 | Offshore |Fermale 1374 £39.25 City Wiest =
26 hlale 982 £94.675] City East
27 |BLE Total 7790 4887464 The Levels
| 28 |[EAS City west|Female E87 571.581 ragill
| 29| hale 7 532,642 Offshore b
| 0 | City East |Female 04 6157 uUnderdale =
il hviale 72 39.787)
22| Em e — ] ] ™ Show items with no data
E Male 4 4
| 34 | Magill Fernale 33950 2990743
| 35 | Iale 064 800592
| 36 | Offshore |Fernale 369 174.197|
Ea Male 172 90.281
Underdalg Fernale 15E6 1149.007

144> | b1} Pivot

1+l

e Suppose we do NOT want to see the grand total for the table:

Right click on the word ‘Data’ in the pivot table. In the drop down menu that appears, click on ‘options’.
Uncheck the box next to ‘Grand totals for columns’. Then click ‘OK’. The pivot table will now not have a
grand total.

User Manual 10



Other subtotals and grand totals can be manipulated in a similar way.
Saving a pivot table to your computer >Ic»

You can work with the original pivot table on the CD, but if you want to keep a pivot table the way you
have formatted it, you need to save a copy of it to your computer.

e Saving the table as a pivot table.

Using this method, you will save the pivot table as it appears, and have a copy of the pivot table which
can still be manipulated as if it were the original pivot table! This will take up more room on your
computer than the second method below, but is more versatile.

From the Excel toolbar at the top of the pivot table click on ‘File’, then click on ‘Save as’.
Select a folder on your computer where you wish to save the table. Change the file name if you wish,
then click ‘Save’.

5

6 |Campus (A = Save As HEB g
7 | School [&ll] =

3 [Course Code e Save in: | Student Data 2000 =l gl

9 | Course Mlajor [&ll) =

0 EnursEL:fel-AH 12ll) = FEEarty 2000 x1s] Save I
11 |Full Tirne ! Part Time: (2] = ® examplel s

12 [Internal { Exterral e 5 indonesianz000.x1s Cancel |
| 13 | Commencing ! Continuing [(4ll] - QWWEHSEUUU-X'S

1 | ATSI Status (&0 = Options... |
15

3 Data |

17 | Division Gender | Surn of persons
| 18 |ALS Fernale B30

19 Wsle M

20 (405 Tatal 944
| 21 [BLE Female 4268

E2 Male 522 Filg pame: IMy Piwat Table j

23 |[BLE Toial 7790
| 24 |[EAS Fernale 877 Save as type: IMUUSU& Excel Workbook j

El Wale 2653

26 |EAS Total 435 6994195
| 27 [HsC Femnale 097 2453507

28 Wale W44 BES.701

29 [HEC Tatsl 4141 3325 208

| 30 [IEE Fernale i 728 364

El boale 048 2406209

32 |IEE Total | MG

| 33 [RCH Fernale 18 1.5

34 Wale 45 41

35 |RCH Total [ 5.5

36 |Grand Total 26300 18960.743

Erd

|4 [ 4» il Fivot K

You will now have a copy of the pivot table on your computer.
e Saving the table as data only.

Using this method, you will save the table data as it appears, and have a copy of the data only which can
NOT be manipulated as a pivot table. This is useful if you wish to send the data to a third party, or want
to keep the formatted table for future use. It takes up less space on your computer than keeping the
whole pivot table.

Select the rows of the table you wish to keep. Click and drag down the row numbers on the left of the
table (the rows selected will be colored black.)
Click on ‘Edit’, then click on ‘Copy’.
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A LB L 5] ] E F 5] L H Y S [ S [N St
5
E |Campus [&ll] - g
7 |Schoal [&ll] =
8 |Course Code [&ll] =
9 | Courge hajor [&ll] =
10 |Course Level - All [&ll] =
1 |Full Time! Part Time [&ll] =
12 |Internal f External [&ll) =
13 |Cornmencing! Continuing [[&1] =
14 | ATSI Status (&) =

7
1 [« [} Pivot / | 4]

Open a new Excel file to copy the table into. Click on ‘File’, then click on ‘New’.
Paste the table into the new file. Click on ‘Edit’, then click on ‘Paste’.

Now save the new file on your computer.

From the Excel toolbar at the top of the pivot table click on ‘File’, then click on ‘Save as’.

Navigate to a folder on your computer where you wish to save the table. Change the file name if you
wish, then click ‘Save’.

A B C D E F [£) H J Koo
1 Diata
2 |Division |Gender |Sum of persons  Sum of load
3 |ALS Female 530 390.865
4 hdale KIEQl Save As [21x]
5 |ALS Totel 94 ooy [0 Stdent Dats 2000
6 |BUE Female 4268
7 Male 3537 %Earlym‘ﬂ?.xlﬁs Save |
8 |BUE Total 7790 ‘ﬂi(;u:zs?aﬁ);gﬂﬂ.xls Cancel
9 |EAS Female G377 P8 whyallaz000.xls
10 hdale 2558 Qptions. .
11 |[EAS Total 9435
12 |H3C Female 3047
13 hdale 1044
14 |H5C Total 4141
15 |IEE Female 588
16 hale 8048 File narme: |Div and Genderz2000] j
17 | IEE Total 3936
18 |RCH Female 18] Saveas typei |Microsot Excel Wiorkhook =
14 hdale 48 T
20 |RCH Tatal 5 555
21 | Grand Total 26310 18950.743
22

EvY

You will now have a copy of the table on your computer as an Excel file, but not a pivot table.
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