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FORMATTING AND UPLOADING DATA

It is important to ensure that data that is obtained from external sources is of good quality. If you
choose to select data from online sources, choose websites that are reputable. Sites such as
Statistics Canada or the World Health Organization are great resources. In the example
throughout this tutorial we selected data from The Canadian Institute for Health Information.
You are able to select from various file types when working with tableau.

Examples of acceptable data files include Excel files, PDF, or text files. Data can also be uploaded

from servers such as Google Sheets.

The data needs to be in the correct format before uploading to Tableau

The data you want to use in Tableau should follow these guidelines.

1. The data should be granular as possible. This means that your data is detailed rather than just
average values.

2. Ensure that there are no aggregated data (no total values)

3. All extra titles and notes should be removed. This excludes data headers.

4. Ensure that there are no blank cells or rows

5. The data should follow database format where it is row-oriented rather than column oriented.
Tableau is optimized to work with row-oriented tables. This can be done either in Tableau or

before you upload your data.

Here’s an example of how to reformat the data
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In order to optimize the data for tableau, the null data cells needs to be replaced with zeros. The
extra notes at the top must also be deleted.

Once all the data is in the correct format, you can upload the file to Tableau. From the home
screen, click on the corresponding file format in the blue payne highlighted in the orange box.
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Once the data has loaded
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your screen will look like this.
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From here, you can reformat the table so that it is row-oriented.

While holding the shift key, select

the data that you want to be grouped together. In this example we want three columns, the year,

province, and the expenditure. To achieve this, we need to group together all the province

columns. After highlighting all columns we want to be grouped, click on the dropdown menu that

appears in the heading of any province columns, and select pivot table. After pivoting the table

you can rename your columns and being to work with your data set.
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Tableau will allow you to select which sheet from the file you want to work with if you have more
then one sheet in your excel file. To select a sheet, click and drag the file into the open space on
the top half of the screen. During this stage you also have the option to clean up your data by
checking the box on the left hand side of the screen.
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To combine a data set from two seperate sheets, click and drag the two sheets you want to
the center space on the top half of the screen.

ex) Combined data sets from different sheets on one excel file
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To begin manipulating and working with the data, select a sheet at the bottom left of the screen.



