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EERC DISCLAIMER 
 

LEGAL NOTICE This research report was prepared by the Energy & Environmental 
Research Center (EERC), an agency of the University of North Dakota, as an account of work 
sponsored by the U.S. Department of Energy (DOE) National Energy Technology Laboratory 
(NETL). Because of the research nature of the work performed, neither the EERC nor any of its 
employees makes any warranty, express or implied, or assumes any legal liability or 
responsibility for the accuracy, completeness, or usefulness of any information, apparatus, 
product, or process disclosed or represents that its use would not infringe privately owned rights. 
Reference herein to any specific commercial product, process, or service by trade name, 
trademark, manufacturer, or otherwise does not necessarily constitute or imply its endorsement 
or recommendation by the EERC. 
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DOE DISCLAIMER 
 

This report was prepared as an account of work sponsored by an agency of the United 
States Government. Neither the United States Government, nor any agency thereof, nor any of 
their employees, makes any warranty, express or implied, or assumes any legal liability or 
responsibility for the accuracy, completeness, or usefulness of any information, apparatus, 
product, or process disclosed, or represents that its use would not infringe privately owned rights. 
Reference herein to any specific commercial product, process, or service by trade name, 
trademark, manufacturer, or otherwise does not necessarily constitute or imply its endorsement, 
recommendation, or favoring by the United States Government or any agency thereof. The views 
and opinions of authors expressed herein do not necessarily state or reflect those of the United 
States Government or any agency thereof. 
 
 
NDIC DISCLAIMER 
 

This report was prepared by the EERC pursuant to an agreement partially funded by the 
Industrial Commission of North Dakota, and neither the EERC nor any of its subcontractors nor 
the North Dakota Industrial Commission nor any person acting on behalf of either: 
 

(A) Makes any warranty or representation, express or implied, with respect to the 
accuracy, completeness, or usefulness of the information contained in this report or 
that the use of any information, apparatus, method, or process disclosed in this report 
may not infringe privately owned rights; or 

 
(B) Assumes any liabilities with respect to the use of, or for damages resulting from the 

use of, any information, apparatus, method, or process disclosed in this report. 



 

 

Reference herein to any specific commercial product, process, or service by trade name, 
trademark, manufacturer, or otherwise does not necessarily constitute or imply its endorsement, 
recommendation, or favoring by the North Dakota Industrial Commission. The views and 
opinions of authors expressed herein do not necessarily state or reflect those of the North Dakota 
Industrial Commission. 
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TRACKING VISITOR ACTIVITY ON THE WEB SITE 
 
 The PCOR Partnership Web site was originally designed and programmed in 2004, a time 
when measuring the impact of a Web site was in its infancy. Since then, monitoring visitor 
behavior, henceforth referred to as tracking, has become one of the most important behind-the-
scenes components of an outreach Web site. If set up and maintained properly, tracking can be a 
very powerful tool for research. To that end, the PCOR Partnership outreach team focused on 
implementing a comprehensive Web-tracking upgrade during this reporting period. 
 

Background 
 
 The ability to track visitor interactions provides the means to evaluate the effectiveness of 
a Web site to engage visitors. In addition to counting the number of visitors to the site, tracking 
software has evolved to record how visitors arrive at a Web site, length of their stay, and how 
they move through the Web site (pathflow). Analysis of the results can be used to infer what 
attracts visitors, where to focus future upgrades, and the effectiveness of those upgrades 
(provided adequate baseline data were collected prior to upgrades). The tracking data collection 
tool is ideal for experiments designed to measure the impact of site modifications as well as the 
impacts of efforts to attract visitors (called campaigns), for example, e-mail blasts with 
embedded links. In addition, tracking results are critical for assessing the role of the Web site in 
the sum of all outreach activities.   
  
 Tracking visits to the public outreach Web site was initiated in 2006 using Web Trends 
software. Reporting initially did not differentiate among users (i.e., internal and external visitors) 
and was used primarily to give an indication of the total number of visitors to the Web site and 
the geographic location where they accessed the Web site. In April 2010, the tracking software 
for the Web site was replaced with Google Analytics (GA) Standard, a free product offered by 
Google. This change was made as part of a move for all EERC-administered Web sites, 
including the PCOR Partnership public outreach site. As before, using the 2010 version reporting 
did not differentiate among users (i.e., internal and external visitors), and GA was used primarily 
to give an indication of the total number of visitors to the Web site and the location from where 
they accessed the Web site. The desire to take advantage of the ever-improving level of 
assessment offered by evolving GA tracking technology was the driving force to implement a 
more comprehensive tracking scheme in 2012. It should be noted that the Web Trends data are 
not comparable to the GA data, and as a result, the tracking data cannot be aggregated to provide 
a meaningful long-term assessment of visitor behavior. 
 
 The Web site-tracking objectives for this reporting period included: 
 

1. Inventorying the tracking status of the public Web site. 
 
2. Ensuring that all elements were appropriately tracked. 
 
3. Adjusting Web site elements to take fullest advantage of the streamlined reports 

available in the free version of GA tracking software. 
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4. Developing a standard operating procedure (SOP) for tracking visitor characteristics, 
traffic sources, and content viewed for quarterly and annual reporting. 

 
 The steps taken and outcome of efforts to achieve these objectives are as follows. 
 

Initial Inventory of Tracked Components and Reporting 
 
 Integral to a comprehensive Web-tracking and data collection scheme is placing a tracking 
tag on every item for which visitor data are to be collected. The tag consists of a short string of 
computer code recognized by the tracking software as instructions to collect data. Thus the first 
step was a review of all of the elements of the Web site to determine which elements were 
actually tagged for tracking. The elements investigated included Web pages, PDFs, and 
streaming video (both short clips and full-length documentaries).  
 
 Performed in July 2012, the inventory of the Web element-tracking status revealed that 51 
of 55 Web pages were being tracked and that none of the 123 other trackable elements (PDFs 
and videos) were being tracked. Among the untracked pages were the home page, Educators 
page, Educator Links page, and Kids page. Because of this incomplete page-tracking situation, 
data prior to July 2012 do not provide a comprehensive representation of visitor behavior on the 
Web site as a whole. 
 
 Since the other elements of the Web site were not tracked, it was impossible to determine 
whether visitors were accessing the video and document components. Likewise total visits to the 
Web site were underreported because of the omission of pages and other elements from the 
tracking scheme. The extent of this bias cannot be determined retroactively. 
 
 At the time of the inventory, the reporting techniques did not differentiate between internal 
and external visitors. This meant that the manner in which data were being reported did not 
distinguish between the activities of project personnel involved in reviewing, updating, and 
programming site components and actual visitors to the Web site for the pages that were being 
tracked. Thus all site activity resulting from programming, testing, and reviewing of the Web 
page changes on the test servers were being counted by GA as visits to the live Web site unless 
the programmers specifically turned off tracking for their computers. Even though programmers 
turned off the tracking function during their work, tracking continued for project personnel and 
other reviewers who accessed the test site. This resulted in inflation of total visits and activity 
data, the extent of which can be determined retroactively, but only for the pages that were 
actually tracked.  
 

Improved Scheme for Tracking Elements 
 
 Once the inventory exposed the shortcomings of the tracking scheme, preparation began to 
improve the system on two fronts: implementing broader tracking capabilities and refining data 
analysis capabilities. 
 
 Determining whether a Web page contains a tracking code is a relatively simple process 
visible by viewing the source code while visiting a Web page (see instructions in Appendix A, 
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Section 3.3.3). It is also a simple process to ameliorate. Determining whether other elements are 
tracked requires accessing the GA account as well as coordinated action on the Web site either 
using real-time reporting or GA reports (see instructions in Appendix A, Section 3.3.3). This was 
not achievable until the project team gained access to the GA account, which was provided to the 
outreach team in September 2012. To add tracking codes to PDFs, a click event (onClick) 
JavaScript was added to each link and the “pageTracker._TrackPageview” method of GA was 
called to track the PDF as a page view. No change to the GA setup was needed. Streaming video 
tracking was not achievable until a new player was installed in September 2013 (described in the 
Video Clip Library section, page 6).  
 
 Refining the data analysis capabilities required developing a system to separate project 
traffic (hereafter internal traffic) from actual outreach visitor traffic (hereafter external traffic). 
Since internal computer-based traffic comes from computers with known IP addresses, efforts 
focused on separation via computer address. Although the most straightforward method would 
be to use GA filters, this method irrevocably eliminates data. Thus the team has relied on a GA 
sorting technique called “advanced segments” that will not alter the original data set (similar to 
the function of a filter in an Excel spreadsheet) and can be applied to past data. The method is 
described in Appendix A, Section 5.5.1. Procedures were also developed to use the advanced 
segments technique to divide the visitor data into geographic categories for quarterly and annual 
reporting. It should be noted that all of this data collection and sorting takes places within the GA 
software and thus requires access to the Web site’s GA account. 
 
 The results of this effort are that internal desktop computer traffic has been isolated in GA. 
When the segment is activated, GA reprocesses the data, reporting only external visitor traffic. 
Beginning in October 2012, the outreach team now reports only external visitor activity to DOE.  
 
 Visitor data are much more accurate now that all elements of the Web site are being 
tracked and monitored periodically. For example, the “top pages visited” statistic generated by 
GA is accurate because the software is actually tracking all pages. Table 1 compares the state of 
Web site tracking at the beginning and end of this reporting period. Figure 1 illustrates the time 
line of achieving the Web component-tracking objective.  
 
 
Table 1. PCOR Partnership Public Web Site Elements and Tracking Status 
 July 1, 2012 June 30, 2014 

Total Each No. Tracked Total Each No. Tracked As of 
Pages 55 51 66 66 7/5/2012 
Documentaries 5 0 5 5 9/30/2013 
Video Clips 51 0 55 55 9/30/2013 
PDFs 57 0 68 68 12/19/2012 
Top Pages Visited Not accurate (bias low) Accurate 7/9/2012 
External vs. Project  
Traffic Reporting 

Not separated (bias high) Separated 
Accurate 

Retroactively 
to 4/1/2010 
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Example: Case sensitivity. 
Filters were applied to eliminate multiple page counts by ignoring case sensitivity. 
Initially, undeerc.org/PCOR/ and undeerc.org/pcor/ were counted as separated pages. The 
filter forces GA to report the pageviews to undeerc.org/pcor/ regardless of the case types 
on the address bar. 

 
Example: Set the default page of the Web site and subfolders. 
undeerc.org/PCOR/default.aspx and undeerc.org/pcor/ were counted as two different 
pages. By setting a default Web page, they are counted as the same page, yielding more 
accurate results for page tracking in the standard report forms. 

 
 The procedure for implementing both of these changes is included in Appendix A,  
Section 3.3.3. 
 

Standard Operating Procedure 
 
 Because data consistency is critical to efficient Web traffic reporting, the Web team 
prepared a draft SOP that outlines the current procedure for programming, data analysis, and 
reporting, including quality assurance and quality control (QA/QC) measures of Web visitor 
activity using the free version of GA Web-tracking software. The draft SOP is attached as 
Appendix A. Once approved, the document will be reviewed periodically to keep pace with the 
changing functionality of GA software and the project Web site. 
 
 Going forward, the changes implemented during this reporting period are expected to 
provide more comprehensive Web site tracking using GA for the remainder of the PCOR 
Partnership Program. Implementation of tracking at this time allows for the possibility of testing 
and research involving visitor preferences as well as the testing of strategies to increase visits in 
the future.  
 
 
VIDEO CLIP LIBRARY 
 
 The Video Clip Library underwent the greatest change of the Web pages, both in ease of 
function and tracking capabilities. The new version has a similar layout to the previous library, 
but the appearance, shown in Figures 4–8, and feel are much more user-friendly. Whereas the 
previous player required a visitor to start at the beginning of a clip and play it through with only 
start and stop functions, this player functions as effortlessly as any Web-based streaming 
technology. This was accomplished by the purchase and implementation of Adobe Media Server 
(AMS) to host the videos on the server. AMS was selected for several reasons: 
 

 The streaming speeds are faster compared to third-party services such as Vimeo and 
YouTube because the content is hosted on our servers. 

 
 AMS produces an advertising- and pop-up-free experience for users.  
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HOME PAGE 
 
 Several elements comprise the changes to the home page (Figure 9). The horizontal 
navigation scheme near the top of the page has been streamlined to one row of audience-targeted 
choices that incorporates a search function heretofore unavailable on the Web site. Links to the 
home page, site map, and EERC Web site were removed from this location as they already 
appear in the footer of each page. The navigational changes took place in May 2013, and the 
capability of the search function to limit the search to within the PCOR Partnership Web site was 
implemented June 20, 2013.  
 
 A spot in the lower left corner has been reserved for the addition of the image and link for 
the Water Working Group fact sheets. “MVA Plans for Protection of Water Resources During 
the Geologic Storage of CO2” is currently being featured. The home page has also been updated 
to include the updated images of the revised Bell Creek fact sheet; PCOR Partnership Atlas, 4th 
edition, revised; and the shortcut button for the PCOR Partnership annual meeting (which will be 
removed after the September meeting). All changes have already been implemented on the 
existing public Web site home page.  
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STANDARD OPERATING PROCEDURE (SOP) FOR TRACKING USER ACTIVITY 
ON THE PCOR PARTNERSHIP PUBLIC WEB SITE 

 
 

1.  Introduction 
 
1.1. Purpose 
Web site analytics1 are tracked in order to evaluate visitor behavior and to estimate the 
effectiveness of the Plains CO2 Reduction (PCOR) Partnership public Web site in meeting its 
objectives. Analytics-monitoring software is used to measure online performance through user 
interactions on a Web site from which visitor behavior trends can be inferred. The performance 
of analytics software, including its ability to capture, record, and present data accurately, is 
affected both by the way in which the initial tracking code is set up and administered on the Web 
site and by a variety of other programming decisions and activities. 
 
The purpose of this standard operating procedure (SOP) is threefold: 1) ensure every item is 
properly coded for tracking, 2) ensure all changes to the Web site (e.g., new Web pages, PDFs, 
videos, updates, etc.) are aligned with existing parameters for reporting accuracy, and 3) describe 
the procedure for analyzing and reporting data for the quarterly reports. 
 
1.2. Materials 
Google Analytics (GA) Standard, a free product offered by Google, has been implemented on the 
PCOR Partnership public Web site to provide standardized data analysis on user interaction for 
the public Web site as well as focused in-depth research into visitor behavior.  
 
Spreadsheets (Microsoft Excel) are used to document changes and reduce data. 
 
1.3. Maintaining Extensive History Notes 
Regardless of whether the Web site is new or is already live, a detailed spreadsheet of all Web 
pages, PDFs, and other multimedia items should be developed and maintained. This spreadsheet 
is used for quality assurance and quality control (QA/QC) to ensure that all Web items are 
accounted for and also as a reference if naming conventions differ from elements on the Web 
site. In addition to file names, the spreadsheet should include original author, go-live dates, 
QA/QC activities, and changes. Specific details are described in each section of this SOP. 
 
2. What You Need to Know Before You Start  
 
2.1. How GA Works 
When visitors view a page on a Web site, the embedded tracking code is executed and begins 
collecting information on how users interact with the Web site’s content. Raw data are sent to 
GA servers where single parameters are pieced together in a coherent manner for the 
characterization of visitor interactions. The reprocessed data are used to generate reports which 
are displayed in the GA interface (Google Developers, 2014). This basic process is shown in 
Figure 1. 

                                                 
1 The field of data analysis. Analytics often involves studying past historical data to research potential trends . . . to evaluate the 
performance of a given tool or scenario (Business Dictionary, 2014). 
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Table 1. PCOR Partnership Public Web Site Validation Matrix 

Validation Matrix 

Components 

Initial Implementation Quarterly  

Source 
Code 

Real-
Time 

GA 
Reports 

(wait 24 hr)

Source 
Code 

Real-
Time 

GA 
Reports 

(wait 24 hr)

Naming 
Convention 

Web page          

PDFs         

Videos         

Tracking 
Code 

Web page         

PDFs         

Videos         

 
 
4. Measure  
 
Once you have established that all Web items are tracked properly, GA will automatically and 
continuously collect data. 
 
5. Data Analysis and Reporting 
 
5.1. Introduction 
GA offers many standardized reports or dashboards (customizable reports) that provide statistical 
information on Web site usage and performance. Understanding basic terminology, key metrics 
(e.g., number of visitors for a date range), and GA software data assumptions creates the 
foundation of knowledge needed to perform more complex analytics techniques, e.g., custom 
segments. These fundamentals together with Web site goals provide the necessary knowledge 
and focus used in data analysis and for reporting meaningful insights into visitor activity on the 
Web site. GA tools can be configured incrementally to facilitate data replication, creating 
established procedures necessary to institute QA/QC to ensure consistent data collection and 
analysis.  
 
5.2. Discussion and Application – Overview 
This section provides contextual information on GA terminology, principles, and caveats in data 
processing, collection, and reporting directly relevant to PCOR Partnership Web site goals 
established by the Task 2 Outreach Team. These goals guide the current procedure for data 
analysis and reporting. They include the following: 
 

 Track all Web items by GA. 
 Isolate and report external traffic usage.  
 Evaluate visitor engagement for Web site and content. 
 Establish a baseline for visitor engagement on the Web site.  
 Increase awareness of the PCOR Partnership.  
 Increase Web site traffic. 
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 Track visitor flow between Web pages – examine traffic patterns on the Web site, and 
troubleshoot the efficacy of the site. 

 Monitor top landing pages – how search engines make any page a “home page.” 
 Evaluate the effectiveness of  our outreach efforts. 

 
To address the goals listed above, three Web site categories were chosen as the focus in GA and 
are analyzed and reported in the following order: 
 

1. Audience – Who is coming to the PCOR Partnership Web site? 
2. Traffic sources – Where is our audience coming from? 
3. Content – What content is being viewed?  

 
Within these categories are attributes individually measured in GA. Combining various attributes 
correctly can provide meaningful insight into Web user behavior, but rudimentary knowledge of 
GA is needed and thus will be explained. The background information for GA was obtained at 
the GA home page (Google Analytics, 2014c). At the time of the writing of this SOP, GA was 
poised to transition to GA Universal to improve on the existing free version of GA. Several 
terms are expected to change. We have chosen to introduce the new terms, e.g., sessions and 
users for visits and visitors, respectively, but as GA has not completely converted to the new 
naming structure, the terms will be used interchangeably throughout the rest of this document. 
 
5.2.1. Audience 
The audience report in GA provides insight into the number and type of visitors, the technology 
used to view Web site content, and how interactive visitors were while viewing content (loyalty 
and engagement as measured by time spent on the site).  
 
Visitors (will be transitioning to “Users”)  
A visitor is a person (set of cookies) who visited the Web site. Visitors are uniquely identified by 
a GA user cookie, which assigns a random ID to the user’s computer or mobile device and 
combines it with the timestamp of the user’s first visit. Data describing the number of users to 
the site are only as accurate as the cookies. If a person visits a site from both home and work 
computers, for example, the same person will be assigned two sets of cookies and be counted as 
two visitors. 
 
Visits (will be transitioning to “Sessions”) 
A visit is a group of interactions (e.g., pageviews, watching videos, etc.) that take place on the 
Web site within a given time frame. Users can perform numerous actions on the Web site or just 
one and then exit the site, each resulting in a counted session. Visits end when the Web browser 
is closed or after 30 minutes of inactivity on the Web site.  
 
Pageviews 
A pageview is counted every time a page on the Web site loads. For example, if someone comes 
to your site and views page A, then page B, then page A again, and then leaves your site, the 
total pageviews for the visit is three. Average pages per visit indicates the mean number of pages 
viewed on the Web site by all users over a set amount of time. This mean can be an indication of 
the level of interest that users have in the Web site. 
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 Entrances: How many times this page was the first page in a session. 
 Bounce Rate: The percentage of entrances on this page where the user did not interact 

with the Web site any further. 
 % Exit: The percentage of pageviews that were the final page in a session. 

 
A home page on a Web site is not always the first page viewed if traffic originates from search 
engines or is directed via a link. Therefore, knowing which pages are viewed first on entering the 
site and applying additional attributes to evaluate page performance (e.g., bounce rate) may 
indicate the need for a Web page update or overhaul.  
 
5.3. Data Assumptions 
 
5.3.1. Tracking Code  
GA can track information for any visitor that loads the JavaScript tag in the page code. 
Pageviews will be underreported if: 
 

1. The Web page does not contain a JavaScript code. 
2. The visitor’s Web browser disables the JavaScript. 
3. The code fails to execute because of an error on that page. 

 
5.3.2. Visitors  
The term visitor infers people but is in fact a set of cookies generated by Web browsers and 
viewing devices (e.g., computers, smartphones etc.).  These cookies are important because they 
are used to tag a visitor and aggregate that visitor’s behavior over the course of multiple visits. 
There are a number of ways visitor cookies can inflate or deflate data (high  or low ) in GA. 
This can occur if the visitor’s: 
 

1. Web browser does not accept cookies  
2. Firewall blocks or deletes cookies  
3. Cookies are manually deleted  
4. Google account is logged into while viewing the Web site  
5. One person uses multiple devices to view the Web site  
6. One person uses multiple Web browsers  

 
5.3.3. Visits 
A visit is a group of interactions (e.g., pageviews, watching videos, etc.) that take place on the 
Web site within a given time frame. Users can perform numerous actions in GA or just one and 
then exit the site, each resulting in a counted visit. Visits end when the Web browser is closed or 
after 30 minutes of inactivity on the Web site. A new visit will be recorded for a visitor who has 
left for over 30 minutes and then returns to interact with the Web site. This can create an inflated 
number of returning visits. 
 
5.3.4. Date Ranges  
All data are processed in GA based on the date ranges selected to view data. Irrespective of 
segments or filters applied to data, viewing data in 3-month increments is different than viewing 
data for an entire year. Visitors that were new in one quarter can also be new in another quarter if 
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they return to the Web site, thus affecting new and returning visitors. To retrieve data for an 
entire year, a new date range must be selected as combining quarterly data will provide different 
values. 
  
5.3.5. Calculating Time 
Although the time on a page is defined as the amount of time a user spends on a single page, it is 
actually the time elapsed between Web site interactions. For a timestamp to register, the user 
must perform more than one action on the Web site. If no second action is performed, a 
timestamp will not register and no amount of time will be recorded for that page.  
 
5.3.6. “Not Provided or Not Set”  
There are two key phrases that will appear in different areas of a report; “not provided” and “not 
set.” Not provided indicates that data were recorded but because the user was signed into a 
Google account, the information is encrypted and not available for reporting. “Not set” has a 
number of different meanings depending on the report section in which it appears. Generally, it 
means that traffic came from referral and direct links, not from search engines. These categories 
contribute to total numbers, but extra steps must be taken to exclude them from specific data sets 
such as listing the top 10 countries; they are documented in the spreadsheet but excluded from 
quarterly reports. 
 
5.3.7. Bounce Rate 
Content-rich Web pages, such as those containing lots of text or direct links to PDFs and videos, 
often produce higher bounce rates because they provide a wealth of information to the visitor 
without required further actions that are currently being recorded by the pageview-tracking 
scheme. If no other action is performed after landing on these Web pages, a bounce will be 
recorded in GA, increasing the bounce rate for that Web page (all PDFs and video clips are 
tracked as pages). Bounce rates can be adjusted in the administrator settings to define when a 
visit should time out (usually set at 30 minutes of inactivity), thus providing a more 
representative value in GA.  
 
5.3.8. Advanced Segments 
Advanced segments are used to isolate internal traffic for reporting. It should be noted that this 
segment only isolates internal desktop computer traffic. The segment does not isolate internal 
traffic from mobile devices.  
 
5.4. Summary of Method 
Most of the data are reduced in the GA software online while logged into a GA account. Using a 
sorting technique called advanced segments, data are isolated to report external Web site visits as 
well as additional Web user attributes. Further data reduction, if needed, is performed in Excel. 
Data are analyzed and the results reported in a quarterly or annual report to DOE. 
 
5.5. Data Preparation (prior to data analysis) 
 
5.5.1. Materials 
 An e-mail account to gain access to the Web site-tracking profile. 
 A GA account (set up by GA account administrator).  
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7. From the Audience Overview Report in GA, copy and paste the numbers on the screen for 
the corresponding items below in the spreadsheet tab “Cumulative Data”: 
a. Sessions 
b. Users 
c. Pageviews 
d. Pages/session 
e. Average session duration 
f. Bounce rate 
g. % new sessions 

8. Under Geo in the GA left navigation, select Location. 
9. Enter the top ten countries listed by GA and the sessions/visits for each in the spreadsheet tab 

“Cumulative Data.” (If the phrase “not set” is present in the top ten countries, record the 
location in the spreadsheet but exclude the “not set” data from the top ten list.) 

10. In the bottom right corner, next to Show Rows, select a number that will reveal all countries, 
e.g., 100. 

11. Scroll to the bottom of the list for the total number of countries that accessed the Web site. 
Subtract 1 from the total count (because of those individuals recorded in GA as “not set”). 
Record this number into the spreadsheet tab “Cumulative Data.”  

12. All countries need to be exported to Excel so a map can be created in geographic information 
system (GIS) software and inserted into the report. 
 Under Audience>Geo>Location, click on the Export button and select Excel. 
 When the file appears, click OK. 
 Delete all columns except for A (country/territory) and B (sessions). 
 Locate (not set) and delete that row. 
 On the bottom tab of the spreadsheet, rename “All Countries.” 
 Leave the spreadsheet open as it will be used later. 

13. Under Behavior in the left navigation, select New vs. Returning from the GA menu. Enter 
the number of new and returning visitors as well as the percentage of each in the spreadsheet 
tab “Cumulative Data.” 

14. Under Mobile in the left navigation, select Overview. Enter the sessions/visits for each 
device used to access the Web site into the spreadsheet tab “Cumulative Data.” 
 

The following steps are used to isolate data from the PCOR Partnership: 
 

1. Click on +Add Segment to view the segments list in GA. 
2. Locate and select the PCOR Partnership External Traffic segment from the list and 

press Apply.  
Two data sets will be displayed. The data set of interest is PCOR Partnership External 
Traffic. To view only this segment: 
 Click on the dropdown arrow on upper right of the External Traffic segment. 
 Select remove. 
 Press Apply. 

3. Under Audience in the left navigation, select Geo, then Location. 
4. Select the United States. 
5. Copy and paste the visits for each state into the corresponding cell in the spreadsheet 

tab “Cumulative Data.” 
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5.7.1. Web Site Visits (audience) 
1. Report any spikes in visit/session numbers, and explain if this increase can be linked to a 

specific event (e.g., education workshop). 
2. Many of the numbers go from the “Google Analytics Tracking” spreadsheet tab “Cumulative 

Data” to the report without data reduction and, therefore, are pasted directly into the report. 
They include the following: 
a. Current reporting period values 
 Visits/sessions 
 Visitors/users 
 New visitors  
 % of new visitors 
 Returning visitors (if significant) 
 Total number of countries to visit Web site  
 Top ten countries (name and visits) 
 PCOR Partnership visits to each state and province 

b. Previous reporting period values 
 Visits/sessions 
 Visitors/users  
 PCOR Partnership visits 

3. Other data require additional reduction as described below. 
 

a. Change in Web visits from previous quarter, reported in percent: 
 

Example:  

	ݏݐ݅ݏ݅ݒ	ܾܹ݁	݊݅	݄݁݃݊ܽܿ	% ൌ
ݏݐ݅ݏ݅ݒ	ݐ݊݁ݎݎݑܿ െ ݏݐ݅ݏ݅ݒ	ݏݑ݋݅ݒ݁ݎ݌

ݏݐ݅ݏ݅ݒ	ݏݑ݋݅ݒ݁ݎ݌
ൈ 100% 

 
b. Domestic Web site visits for the current quarter, reported in percent: 

 
Example:  

	ݏݐ݅ݏ݅ݒ	ܾܹ݁	ܿ݅ݐݏ݁݉݋݀	% ൌ
ܷ. ܵ. ݏݐ݅ݏ݅ݒ
ݏݐ݅ݏ݅ݒ	݈ܽݐ݋ݐ

ൈ 100% 

 
c. International Web site visits for the current quarter, reported in percent: 

 
Example:  

	ݏݐ݅ݏ݅ݒ	ܾܹ݁	݈ܽ݊݋݅ݐܽ݊ݎ݁ݐ݊݅	% ൌ
ݏݐ݅ݏ݅ݒ	݈ܽݐ݋ݐ െ ܷ. ܵ. ݏݐ݅ݏ݅ݒ

ݏݐ݅ݏ݅ݒ	݈ܽݐ݋ݐ
ൈ 100% 

 
d. Change in PCOR Partnership visits from previous quarter, reported in percent: 

 
Example:  

	ݏݐ݅ݏ݅ݒ	ܴܱܥܲ	݊݅	݄݁݃݊ܽܿ	% ൌ
ݏݐ݅ݏ݅ݒ	ݐ݊݁ݎݎݑܿ െ ݏݐ݅ݏ݅ݒ	ݏݑ݋݅ݒ݁ݎ݌

ݏݐ݅ݏ݅ݒ	ݏݑ݋݅ݒ݁ݎ݌
ൈ 100% 

 
e. U.S. PCOR Partnership Web visits, reported in percent: 
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Example:  

%	ܷ. ܵ. 	ݏݐ݅ݏ݅ݒ	ܴܱܥܲ ൌ
ܷ. ܵ. ݏݐ݅ݏ݅ݒ	ܴܱܥܲ
ݏݐ݅ݏ݅ݒ	ܴܱܥܲ	݈ܽݐ݋ݐ

ൈ 100% 

 
f. Canadian PCOR Partnership Web visits, reported in percent: 

 
Example:  

	ݏݐ݅ݏ݅ݒ	ܴܱܥܲ	݊ܽ݅݀ܽ݊ܽܥ	% ൌ
	ݏݐ݅ݏ݅ݒ	ܴܱܥܲ	݊ܽ݅݀ܽ݊ܽܥ
ݏݐ݅ݏ݅ݒ	ܴܱܥܲ	݈ܽݐ݋ݐ

ൈ 100% 

 
g. Visits originating from the PCOR Partnership area, reported in percent: 

 
Example:  

	ݏݐ݅ݏ݅ݒ	ܴܱܥܲ	% ൌ
ݏݐ݅ݏ݅ݒ	ܴܱܥܲ
ݏݐ݅ݏ݅ݒ	݈ܽݐ݋ݐ

ൈ 100% 

 
5.7.2. Traffic Sources 
1. Many of the numbers go from the “Google Analytics Tracking” spreadsheet tab “Cumulative 

Data” to the report without data reduction and, therefore, are pasted directly into the report. 
Percentages from current reporting period include the following: 
a. Direct traffic 
b. Search traffic 
c. Referral traffic 
d. Campaign traffic (if applicable) 

2. Report the top traffic referral Web sites to the public Web site (Section 5.6.2). Compare 
sessions, bounce rate and pages/session to provide context into which referral site(s) 
provided the higher-quality traffic.  

3. Report the top keywords use by search traffic. Disregard the “not provided” and/or “not set” 
in this section. 

4. Export the traffic pie chart located in the “Google Analytics Tracking” spreadsheet tab 
“Reporting Pie Chart” (Section 5.6.2).  

 
5.7.3. Content/Nature of Visit 
1. Many of the numbers go from the “Google Analytics Tracking” spreadsheet tab “Cumulative 

Data” to the report without data reduction and, therefore, are pasted directly into the report. 
These include the following: 
a. Pageviews 
b. Current reporting period visits 

2. The pages, URLs, and pageviews exported from the “GA Web Page History” spreadsheet 
(current reporting period tab) to the report do not need data reduction and, therefore, are 
pasted directly into the report.  

3. Data requiring additional reduction are described as follows: 
a. Individual pageviews for each of the top five Web pages, reported as a percent of the total 

number of pages viewed: 
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data collection in the most efficient manner possible. Changes follow many of the same steps as 
detailed in Setup, Section 3.0.  
 
6.2. Procedure 
Additional procedural components will be described in the future. 
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