
Data-Driven News Stories 
Spreadsheet Training



Today’s Lesson
10:00 - 10:20 am – Introductions,
What is Data Journalism and
Why Do I Need to Learn It

10:20 – 11:00 am – Analyzing 
Government Data for Stories
101: Using Google Sheets

11:00 – 12:00 The Power of
Pivot Tables

12:00-12:30 pm – Working Lunch

12:30 – 1:15 pm – Advanced Pivot Tables,
Functions and Formulas in G-Sheets

1:15 – 1:45 pm. – Free Tools in G- Sheets
to Visualize your Data

1:45 – 1:55 pm – Training Evaluations

1:55 – 2:00 pm – A Word About 
Scraping and Cleaning Data



Data, Data Everywhere



Connecticut Data Sets

• Connecticut Sentence Review
Docket

• Connecticut Court Case Lookup

• Connecticut Opportunity Zones –
Projects

• Connecticut Town Profiles by
CTData Collaborative

https://www.jud.ct.gov/jud2.htm
https://ctozmap.com/project-directory
https://profiles.ctdata.org/


Connecticut Data Sets

• State contracts
• State pensions
• State payroll
• State Office of Policy 

Management

• Report Environmental Violations |
ECHO | US EPA

• Annual Environmental Justice
Progress Reports | US EPA

https://portal.ct.gov/DSS/Services/Partners-and-Vendors/Contracts/Current-Contracts
https://data.ct.gov/Government/State-of-Connecticut-Open-Pension-2014-Present/rmqj-976w
https://data.ct.gov/browse?q=payroll&sortBy=relevance
https://portal.ct.gov/OPM/Root/Databases/DatabasesResources
https://echo.epa.gov/report-environmental-violations
https://www.epa.gov/environmentaljustice/annual-environmental-justice-progress-reports


Sample National and Global Data

• Data.gov – federal government data
• Enigma.io - for-profit government 

data aggregator
• UN Data – United Nations Database
• World Bank data – global financial

data
• Data World – for-profit data site

• Federal campaign finance data –
also see FEC data

• USA spending – federal spending
data

•Foreign Influence Explorer –
Sunlight Foundation project on 
foreign influence in U.S. policy

• U.S. Work Visa Data – visa data
• Open Corporates – free database to

find corporations
• Pro Publica Non Profit Data – free 

data to look up non-profits

https://www.data.gov/
https://www.enigma.com/
http://data.un.org/
https://data.worldbank.org/
https://data.world/
https://www.opensecrets.org/
https://www.usaspending.gov/Pages/Default.aspx
http://foreign.influenceexplorer.com/
https://www.foreignlaborcert.doleta.gov/performancedata.cfm
https://opencorporates.com/
https://projects.propublica.org/nonprofits/


Introductions – Instructor and 
Students



Storytelling with Data

Maggie Mulvihill – investigative and data journalist, teacher, news 
entrepreneur

The New England Center for Investigative Reporting exposes injustice 
by producing and teaching in-depth, impactful journalism.





Teaching Data Journalism -
Examples of Stories Using 
Spreadsheet Skills



BU Graduate students – AP Byline Spring 2021 
from JO 521



BU Spring 2020 Grad Nick 
McCool and Noemi Arellano-
Summer – JO 521 Students





When a student follows data . . . . A national 
byline!



Sexual Assault on Campus



What Is A Data Driven Story?



An Investigative Journalism Definition

A data-driven text and visual narrative 
supported by quantified information that 
uncovers abuse of power, inefficiencies 
or inequities on the part of government 
and powerful institutions, individuals, 

organizations and foreign powers



Having a Data-Driven Mindset



Quantify New Information for Stronger, Fact-Based 
Stories



Finding a Data-Driven Story

• What is in the news?
• How can you go deeper?

• How you can take an anecdote and find the bigger picture?



Taking an Anecdote – Examining a System



Small Picture to Big Picture



Finding a Data-Driven Story

• What is in the news?
• How can you go deeper?

• How you can take an anecdote and find the bigger picture?



Juvenile Life Without Parole

• 2009 U.S. Supreme Court preparing to hear case about juvenile life without
parole

• Should youths who murdered while 16 or under be sentenced to life without
parole?

• What is the status of Massachusetts juvenile killers?





Finding Data

• Does anyone have data on this topic we can analyze?
• If so, is it current, accurate, complete and reliable?

• If answer is no – create your own!



Juvenile Life Without Parole



Our Youngest Killers



Finding Data-Driven Stories

• BU students on front page of Globe
• Key findings – law in MA designed to 

punish most vicious teen killers
being unevenly applied



National and Regional Bylines Numerous Student 
Awards



Following Up



Following Up



What Is 
Data 
Journalism?





Computer-Assisted Reporting exploded in the 1990’s with major investigative stories done with data and databases

Storytelling with Data



Storytelling with Data

Today’s reporter-programming teams are developing all sorts of newsroom 
tools to help advance journalism



Mother Jones: The Cost of Gun Violence in 
America



Mother Jones: The True Cost of Gun Violence



Data Ninjas Needed



Storytelling with Data

Today’s prize-winning investigative stories have data components



Analyzing Government Data for 
Stories 101: Google Sheets





• Concept 1: Introduction to 
Spreadsheets

• Concept 2: Why Numbers Matter
• Concept 3: Basic Spreadsheet 

Navigation
• Concept 4: Filtering
• Concept 5: Sorting



Introduction to Spreadsheets



Why Spreadsheets?
 A spreadsheet can be a calculator or database

 Can import, analyze and visualize large amounts of data

 Statistical data
 Text

 Dates and times

 Do calculations in seconds on vast amounts of financial information

 Allows you to drill down deep into the data to look for story leads and angles



Journalism’s Swiss Army 
Knife



Spreadsheets: Structured Data

The vertical
sections are
“columns,” and
they’re referenced 
with letters.

The horizontal
sections are
“rows,” and
they’re referenced 
with numbers.



Many Government Agencies Have Data To Download 
In A Spreadsheet Format



Intersection Of A Column 
And Row Is A “Cell” 

Here We Are Looking
At Cell A1



What Is A Spreadsheet?

Columns and Rows Together = 
Spreadsheet

Multiple Sheets Can Make Up A 
Workbook



How Does Information Get Into A Spreadsheet?
• It is typed in from paper records
• It is scanned in from documents
• It is scraped from the web
• It is inputted from online forms



Tip: When You Start A Beat Collect All Forms For the 
Agencies You Cover

These are goldmines for 
stories

Blueprints to data the agency 
collects





Forms = Datasets for 
Stories



Types of Spreadsheet Software



Types of Spreadsheet Software

This Photo by Unknown Author is licensed under CC BY-SA

https://creativecommons.org/licenses/by-sa/3.0/


What Can A 
Spreadsheet Do?





What A Spreadsheet 
Can’t Do



Spreadsheet Limitations

Missing People in Connecticut Connecticut State Payroll



Spreadsheets: Why Numbers Matter



Why Numbers Matter

• Context for stories
• Must always ask compared to

what?

• A number standing alone means 
nothing

• Is this a lot or a little or average?



Asking The Right Statistical Questions



Always Ask: My Number Compared to What?



Some Key Numbers to Pay Attention To

Difference Percent 
difference

Percent of 
total Sum Average Rate Median Mean Ratio



Concept 3: 
Basic 
Spreadsheet 
Navigation



Basic Spreadsheet Navigation

Let’s download some data from the Federal Aviation Administration: Wildlife
Strike Database

https://wildlife.faa.gov/search


Search the Web for FAA Wildlife Strike Database: You Should Get this Link







Recent Stories With This Data



Click Search the Database

• Now



Remember: Everything Leaves a Fingerprint

Make sure when 
you open the data 

to put CT in the 
state field if it is 

not there

Hit SUBMIT

How many 
records should we 

have?

Click on “Search the
Database“

We’ll search the
database for CT

After you enter CT in
the State box, click
submit



Wildlife Strikes at CT Airports: How Many Records 
Do We Have? *hint – bottom left of your screen



A “Record” Is A Single Data Point – You Could One 
Case Entry But It Could Have Multiple Charges or 
People Involved



Note The Field List At the 
Bottom of the Page



Before We Even Export or Download . . . . .

1. Do a “four
corners” check of
your dataset to
see what you 
should get

2. Make sure you
have a data
dictionary or
record layout
explaining the data
– here it is called a 
“field list”

3. Always make a 
copy of your data

Take 3 Important Steps



Export The Data to Excel 
and We’ll Bring It Into G-Sheets



Export the Data and 
Open It

•Once Your File Has Exported, Open Your 
Export

• Save it to your Desktop





After Your Download or Scrape Into A Spreadsheet Always Do A 
Four Corners Check



Make Sure To Get The Data Dictionary – In This 
Data It Is Called a Field List





Other Key Steps

• Always make a copy of the original “raw” data 
before you start slicing it up

• Do a four corners check to make sure you have all 
your columns, rows and fields and nothing seems 
amiss

• Make sure the field type for each column matches 
the type of data in that field

• Check the formatting of the cells in case you want to 
make any changes while you work with the data



Always Check 
The Number of 
Columns and 
Rows in Your 
Original Data

You should have the same numbers
after you export or import your data
into another program to work on it

How many rows (or records) do we 
have in this data?

How many columns?



Let’s Import this into 
G-Sheets



Let’s Import this into G-Sheets
Once We Open a Blank Sheet, We Want to Name It



Import Your Data Into G-Sheets

• On the ribbon, click on FILE
• Then click on IMPORT and find your file



Find Your File and Click UPLOAD

• Mine is on my desktop, so now I will click UPLOAD and find the file





If Your Import, Was Successful, Open the File





Basic Spreadsheet Navigation



Basic Spreadsheet Navigation: Reviewing Data



Basic Spreadsheet 
Navigation: 
Reviewing Data

•Move to last column by hitting 
CTRL and your right arrow key on 
your keyboard
• Click the left arrow key to go back



Basic Spreadsheet Navigation: Enlarging 
Columns



Resizing Columns: Another Option



Basic Spreadsheet Navigation: Freeze Panes



Basic Spreadsheet Navigation: Freeze Panes

Freezing the 
panes let’s us 
freeze rows or 

columns

Then we can scroll 
through our data 
and still see the 

headers at the top



Basic Spreadsheet Navigation: Working with 
Columns

• Scroll over to column CE which is “species”
• G-Sheets ran out of letters to name the columns so is doubling 

up
• We can delete columns we don’t need
• Or we can hide them



Basic Spreadsheet Navigation – Inserting 
Columns

• Select a column heading
• Right click on it
• You’ll get a menu of options
• Click on
• G-Sheets will insert a column to the left



Inserting Sheets

We can add new 
sheets to the bottom of 
our spreadsheet and 
rename the sheets as 

we do different 
analyses on the data



Basic Spreadsheet Navigation – Inserting Rows

• Select the left hand side of a row
• Right click on it

• G-Sheets will insert a row above it



Basic Spreadsheet Navigation – Hiding Columns 
and Rows

• Select the column
• Right click

• Choose delete
• Same for deleting rows



Filtering in G-Sheets



Concept 4: Filtering



Basic Spreadsheet Navigation: 
Filtering



After Your “Turn On” Your Filter, You’ll
See This Page



You Should See A Small Down Arrow in the Right of Your Column Heading



Click on the Down Arrow in CE – Species



We’ll Filter First on Values; Click on That Option



Then Select “Clear” to Clear All the Options



Now Scroll Through and Click “Bat”



Now Click All the Bats to 
Select Them

This Photo by Unknown Author is licensed under CC BY

https://www.flickr.com/photos/wirelizard/2957180326/
https://creativecommons.org/licenses/by/3.0/


When You Click OK, You’ll See All the Incidents in 
Which a Bat Was Entered Into this Data



Pick Another Species and 
Repeat the Steps
• Go back to your down arrow and then click CLEAR and OK to clear 

your data



Now Click SELECT ALL and OK to get all your 
data back



Anything Interesting from your filter?



I did “turkey”

This Photo by Unknown Author is licensed under CC BY-SA

https://creativecommons.org/licenses/by-sa/3.0/


We Can Click 
SELECT ALL
to bring back 
all our data



Your Turn to 
Practice: Try to 

Filter on the 
Column 

Showing The 
Airports that 
Had Wildlife 

Strikes



Instead of Values, 
Let’s Filter by 
Condition
• Scroll Over to the Column Showing 

Year
• Click on the Column and Make 

Sure Your Filter is Turned On
• We’ll Create a New Filter View



Conditional Filtering



Click on Filter by Condition and Choose TEXT 
CONTAINS



Type in “2000” and click OK



We’ll Only Get the Incidents in 2000



Spreadsheet Basics
Concept 5: Sorting Data

223



Sorting Data

Let’s Work 
with the 
Connecticut 
State Police 
Payroll
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Sorting Data

•Sorting allows you to explore data in different ways
•Lowest to highest, highest to lowest, alphabetically

•Must highlight a cell in the column you want to sort on first
•CTRL-Z will undo a sort or the Undo button



I’ve Given You the Most 
Recent Payroll Data
• You can download the data yourself from the state open 

data portal
• I’ve given you the data in your G-drive for this training
• Download to your desktop the file called CT State Police 

Payroll
• Do your four corners check to understand what you are 

looking at
• Ask yourself some basic questions
• How many records do we have?
• What years does this data cover?
• What columns and rows could produce good stories
• Do you remember how to create a new sheet in G-

Sheets and import the data?



Sorting in G-Sheets

• Do you remember how to create a new G-
sheet and import the data?

• Do not forget to name your sheet



Open Your File Once It Is Imported



Sorting Data

▷ Click on the column Q – Overtime
▷ Go up to the ribbon and click on DATA
▷ We will sort the “range” – which is the column, 

not the whole sheet

133



Sorting Data

Click “sort range”
It will give you a drop down menu 
We want to sort our data from 
largest to smallest

134



Sorting in G-Sheets



Let’s Sort from Z to A – or largest to smallest



Who Made The Most in Overtime?



What Would Our Lede Be?

Is there anything 
that is 

surprising?



You Never Want To Sort Over Another Sort
• Let’s copy our Overtime results to a 

new sheet
• Hit CMD OR CTRL A – CMD for a 

MAC and CTRL for a PC
• Go to File
• MAKE A COPY
• Go to the bottom of your sheet and 

find the plus + button



• Go to the bottom of your sheet and find the plus + button



You Can Paste Your Copy Into the New Sheet



Don’t Sort Over Another 
Sort!
• You never want to sort over another sort
• This can lead to errors
• That is why we are putting our sorted data in new sheets
• So we have it saved if we want to refer to it later

This Photo by Unknown Author is licensed under CC BY-SA

https://helpwiki.evergreen.edu/wiki/index.php/Sorting_Data
https://creativecommons.org/licenses/by-sa/3.0/


Sorting on Multiple Columns



We Can Also Sort More Than One Column

• Select all your data
• Go to DATA
• Go to SORT RANGE
• Go to ADVANCED RANGE
• SORTING OPTIONS



You’ll Get This Drop Down Menu

• Since we have a header row, we want that checked
• We can then chose the columns we want to sort by
• Let’s sort by two columns



We’ll First Sort 
by Age in 

Descending 
Order

Then Select
“Add Another 
Sort Column”



Let’s Add the Column with Total Gross and Click 
SORT





What Is Our 
Lede?



The Power 
of Pivot 
Tables

This Photo by Unknown Author is licensed under CC BY-SA

https://successfulsoftware.net/2012/01/05/pivot-tables/
https://creativecommons.org/licenses/by-sa/3.0/


Pivoting Your Data

What can a pivot table do?
Quickly summarize data to show you the most and least

(and a lot more)
Quick way to find anomalies for stories

Also helps check data integrity – how clean is your data



Pivoting Your Data

 With a pivot table, you 
set the criteria for 
analyzing the data

 The spreadsheet 
program then 
produces a table that 
displays the results

4



We’ll Pivot With "Connecticut Missing Persons Data“ - Import 
That Data Into G-Sheets



Do your “four corners check”
How many records do we have?

What is in our data?
What do the columns and rows show?



Do A Four Corners Check

What is in our data?
What questions might we want to 
ask the data?
Pivot tables help us get to answers 
to our questions quickly 



Pivoting Your Data
 You build PIVOT TABLES by dragging and dropping your

criteria from the FIELD LIST into the four boxes in your
grid

 You can also right click and select your criteria instead of
dragging and dropping

 Learn how to make simple PIVOT TABLES first

 Then you can layer additional criteria into your table from
the FIELD LIST to create more complex PIVOT TABLES



Pivoting Your 
Data

Start by clicking on any cell in your 
data

Go to INSERT

Choose PIVOT TABLE  



Pivoting Your Data

We will put our pivot table in a NEW 
SHEET at the bottom of your 
workbook

Click CREATE

Look at the bottom – you’ll see your 
original data is in the first sheet



You’ll Get A Grid of Options



Pivoting 
Your Data

Take your time building pivot tables

The key is learning what to ask the data

You will have to experiment lots of times to 
get the answers you want

Let’s try one to show you how to question 
your data 



Let’s Find Out 
Which County 
Had The Most 

Reporting 
Missing Persons



We Are Going to Drag Counties To Rows 



G-Sheets Has Set the Counties Up in the Grid so We 
Can Do Analysis 



Now Let’s Drag Counties to Values



Values is a Calculation Field
When we bring something into “values” in a pivot table, G-Sheets knows it has to
calculate something 

It defaults to count

G-Sheets has counted up the number of reported missing persons by county in 
the data 



Let’s Tweak Our Pivot Table for News Purposes



We Can Look At the Percentage of Cases by County
In the Lower Left, Change “Show As” from Default to % of Grand Total



 By pivoting your data you 
are isolating out just certain

columns and rows to 
answer a question or find a 

story angle
 We have just two columns 

and seven rows (you don’t 
count the header row)



Let’s Pivot This Data A Different Way
Right click on the sheet at the bottom, Pivot Table 1, and name it “County %”

We might need that for a story

Go back to your original data, select a column, and insert a new pivot table

Remember, it is under DATA and then click PIVOT TABLE





What Else Can We 
Pivot On?

Let’s count the number of males vs. females missing in this data

How far does the data go back

Here is the finished pivot table; on the next slide I’ll show you how I did it



Drag “Sex” to 
Rows and 
Again to 
Values



Sort Your Findings in Descending Order 



Pivoting in Descending Order



Pivoting Your Data
To clear your pivot table and start over, click on the “x” in the areas on the field 
list that you want to clear 

I want to clear everything, so I’ll click on both x and I will get a clear pivot table



Building Pivot Tables

Experiment with building pivot tables 
with some of the other field choices 
and we can share screens to show 

results 

11



Let’s Pivot Our State Police Payroll



We’ll drag “Ethnic Grp” and “Sex” 
to our rows 

Then drag your “Total Gross” to 
your values

Remember values can do 
calculations for you

G-Sheets also recommends data 
you can pivot on

We’ll Pivot To Determine Which Gender and Race Made the Most in Total Pay





Let’s Sort The 
Total Gross in 
Descending Order

Click on the column C heading and make sure all of your data is highlighted

Click on DATA

Select sort sheet for column C from Z to A



What is a Story Lede?



Working Lunch – Practice Your New 
Skills with a Data Set of Your Own



Advanced Pivot Tables
and Functions and

Formulas in G-Sheets



Advanced Pivot Tables



We Can Also Filter on a Pivot Table
Let’s pivot our Connecticut Missing Person’s Data To Show the “City” and “Sex” 
of each missing person

Do that by dragging both of those fields into the ROWS area

Drag “Sex” Into the VALUES area so we can calculate how many persons of 
each sex are missing from each city 
Now we are going to add a FILTER to see these missing persons are from 





Now we are going to add a 
FILTER to see these missing 
persons are from 

Choose ADD under the FILTER 
option

We are going to filter on 
RACE/ETHNICITY

Add a Filter To Your Pivot Table



Click the Down 
Arrow Next To 
“Showing All 
Items”



Select CLEAR ALL

Then type “Asian” in the search 
bar

Click on each option that comes 
up  - there should be two 

and hit OK 

We’ll Filter by Values



What Is Your Result?



If Your Pivot Table Editor Dissapears



Click on Any Cell; Your Editor Will 
Reappear 



We Can Also Add Columns to Our 
Pivot Table to See the Last Name, 
First Name of Each Missing Person



Open Your State Police G-Sheets
We can do some filtering here

Let’s create a Pivot Table for the Last Name, First Name and Fringe Pay

You’ll drag Last Name, First Name to your ROWS area

Then drag “Other” to your Values area to calculate the amount of Other Pay for 
each employee





Now Let’s Filter for “Captains”
Add a FILTER for “Job Cd Descr”

Click on the drop down arrow next to 
“Showing all items”



Let’s Filter by 
Condition 
Instead of 

Values

Click on “Filter by Condition”

On the option stating “text 
contains” type “Captain”





You Should Get the Total Amount of Other Pay for 
Just Captains



You Can ZOOM in and see details for a particular 
record on a Pivot Table
Select a cell

Right click 

Choose “details”

The details for that record will pop up in a new sheet



Make sure to rename 
your sheet if you want to 

save it



Pivot Table Editor, Transposing



We Can Hide The 
Pivot Table Editor by 
Click in the X on the 
Upper Right 



Copying Field Names

▷ You can also copy the field names and put them in a sheet
so you can see them more quickly and just choose the ones
you want to use

▷ To do this, copy the row of column names from your 
original data set



Start a New Sheet and Name it “Fields”



In Cell A1, click PASTE SPECIAL
Choose “transposed”

Paste your fields in 

You will get a vertical list 
of column names





Formulas and 
Functions in G-

Sheets



Write Formulas and Functions with Cell Addresses 
To Get Insight Into Your Data

=sum(D3:D6)



Math Skills

 Open the Budget Data provided for today’s training
 Let’s “interview the data” for stories by using math skills

 What questions should we ask of the data?





Math Skills – Subtraction 

Difference

 How much did total expenditures rise?
 Always start your formula or function with a = 

sign
 In column D, type heading – “dollar change”
 In cell D 4, type your formula
 =C4-B4
 Hit enter





If you put your cursor 
on the bottom right of 
the cell holding your 
formula and hold the 
mouse down you can 

copy your formula 
down to the last cell so 

you don’t have to 
repeat your steps 



Click in the cell and you see the formula



Click in the cell and you can see 
your formula is =C10-B10



Math Skills – difference

 Can see some 
stories

 Which categories 
of expenditures 
rose the most?



Math Skills – Percent Change

Percent 
Change

 Let’s look at the percent change in the 
expenditures

 In column E, type the heading Percent 
Change

 Formula for percent change is 
 New number/old number



Math Skills – Percent Change

Percent 
Change

 New – Old/Old
 We’ve already done the subtraction 
 So here it will be D4 – our new number 
 Divided by B4 – our old number



Math Skills – Percent Change

Percent 
Change

 New – Old/Old
 We’ve already done the subtraction 
 So here it will be D4 – our new number 
 Divided by B40 – our old number

Now copy 
your formula 

down the 
column



Math Skills – Percent Change

Percent 
Change



Math Skills – Percent Change

 Now you practice with “Revenues”
 Create a formula for the dollar 

difference
 Create the percent change 

 Copy your formula up in both columns



Math Skills – Dollar Difference



Math Skills – Percent Change



Math Skills – Percent Change



Math Skills – Percent Change

Percent 
Change

 What stories do you see about the city 
budget changes?



Math Skills - Sums 

Sums

 Always start with the = sign
 Excel knows you are asking it to do 

something
 Formula for SUM - =SUM(cell address 1:cell 

address2)



Splitting Cells

 Open Employees in G-Sheets
 It Is In Your G-Drive for Today’s Training

 Save it to your desktop
 Let’s explore it 

 How many records do we have?
 What might we want to change?



Text to Columns

 Let’s split the last name, first name and middle name into 
three different columns

 Put your cursor in the column header
 Highlight it
 Copy it into a new sheet
 Name it COPY EMPLOYEES





Splitting Cells
In that 
sheet, go to 
the ribbon
Go to DATA
Select TEXT 
TO 
COLUMNS



Your Data Will Split



Now Highlight Your Split Column – Column B
• Click on DATA
• Click on TEXT TO COLUMNS
• At the bottom of the sheet, you’ll see an option to choose the separator that 

separates the data
• Choose SPACE



G-Sheets Will Split That Into Another Column



You Can Repeat Those Steps on the Date Column



Visualizing 
Your Data:  
Free Tools For 
Storytellers



Conditional 
Formatting



Create a New G-Sheet
Upload this file to it and name it “Fourth Quarter Enforcement Actions”

These are enforcement actions taken by the Connecticut Department of Public 
Health Against licensed professionals

Always know the time range for your data; this is only the 4th quarter of 2021





What data do we have?

How many records?

How many columns?

Is the data missing information or 
are there are a lot of blanks?

What is the time frame for these 
records?
Is the data missing information or 
are there are a lot of blanks?

Do Your Four Corners Check



Highlight the data

Go to FORMAT in the ribbon

Choose CONDITIONAL 
FORMATTING from the drop 
down menu

We Are Going to Do Some Conditional Formatting On The Data to Glean Some 
Insights





Conditional Formatting

You’ll get options to format the data and color-code 
anything interesting

Let’s format in a single color

Make sure G-Sheets has recognized the full range 
of the data we want to format 



Let’s Find Any Enforcement 
Action In Which “Drug” or 

“drug” is mentioned
choose “text contains” from the drop 

down menu

Then type “drug”

Click “done”





• G-Sheets will 
color code any 
“rule” you create

• You can also 
change the colors 
or formatting here



Charting Data 
in G-Sheets



Open the file above in G-Sheets

These are enforcement actions taken in Connecticut for 
violations of the U.S. Environmental Protection Agency 

laws 





What data do we have?

How many records?

How many columns?

Is the data missing information or 
are there are a lot of blanks?



On the Lower 
Left, Click 
“Explore”



G-Sheets - Explore
Make sure the range selected is accurate 

G-sheets suggests ways for you to explore 
the data

It also gives you options for creating 
some visualizations 



Explore:  Charting Settlement Dates



We Can Insert A 
Chart Into Our Data

Hover with your cursor over 
“more” to the left of the first 
suggested chart

You see an option to insert 
your own chart 





Click on the Three Dots In the Upper Right 



Click “Edit 
Chart”



We Have a Range of Options to Customize Our Chart 



Mapping



Google My Maps

This Photo by Unknown Author is licensed under CC BY-NC

https://edtechmethods.com/student-posts/illustrated-math-problems-using-google-my-maps/
https://creativecommons.org/licenses/by-nc/3.0/


Mapping 

• Mapping software can be very complicated

• Try to find a simple, reliable tool that you 
are comfortable with 

• Google My Maps allows you to create your 
own maps based off the layers of Google 
Maps 

• Each layer is based off one data set 

• Same functionality as Google Maps

This Photo by Unknown Author is licensed under CC BY-SA

https://stackoverflow.com/questions/31580362/qt-creating-icon-button
https://creativecommons.org/licenses/by-sa/3.0/


Open The Below File in G-Sheets



This Is The 
Latitude and 
Longitude of 
Firearms 
Dealers in 
Connecticut





Search the Web for Google My Maps



You’ll Get An Option to Import Your Data



Click IMPORT and find your file
You Can Import It Right From G-Drive



When You Click 
Select, It Will Ask 
How You Want The 
Data Positioned On 
the Map 

We Want Lat –
Long

Click Continue



Click Finish and It Will Create a Map





We May Have To Clean 
Up Some Of The Data

• It also shows dealers who are 
headquartered out of state

• Click on the + button a few times on the 
lower right to zoom into Connecticut

• Then click on one of the blue teardrops
• You’ll get some options to customize the

map with colors or icons





You Can Do A 
Lot of 
Customization 
and Then Share 
or Publish Your 
Map



Training Evaluations



Scraping and Cleaning Data for
Stories









Thank you!

Questions?

Maggie Mulvihill
mmulvih@bu.edu
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