CIFOR Website Analytics Dashboard SOW
The Communications Specialist should update the dashboard once a month before the Promote Development Team call. The Communications Specialist should then update the file in Basecamp and be prepared to report on the most recent analytics on the call.
Accessing Google Analytics:
Contact support@naccho.org to gain access to Google Analytics for the CIFOR website. You will need to create a Google account with your NACCHO email address to access the analytics.
Time Period:
Currently, the dashboard tracks each month from the 12th through the 11th of the next month. This time period was initially chosen to line up with the monthly Promote Development Team calls so that the analytics were not too outdated by the time the calls came around, but the time period can certainly be changed.
Audience:
Use the Audience Overview section of Google Analytics to fill in this section of the dashboard. 
· Unique Visitors = Users
· Total Visits = Sessions
· Avg. Pages/Visit = Pages/Session
Acquisition:
Use the Acquisition Overview section of Google Analytics to fill in this section of the dashboard.
· Use the “Top Channels” pie chart at the top of the page to fill in the percentages.
· Click “Social” in the “Acquisition” table at the bottom of the page to fill in the visits from Twitter, Facebook, and LinkedIn.
· In the navigation on the left, click the “All Traffic” dropdown under the Overview, and then click “Referrals” to fill in the “Top 5 Referrals.”
· Make sure the table is displaying data by User (the down arrow should be next to “Users.”)
· and ask for them to be filtered.
Behavior:
Click on “Behavior” in the left navigation, and then click “All Pages” under the Site Content dropdown to fill in this section of the dashboard.
· Make sure the table is displaying data by Unique Pageviews (the down arrow should be next to “Unique Pageviews.”)
· Include the top 5 pages in this list in the dashboard.
Clearinghouse
Click on “Behavior” in the left navigation, click “Overview” under the Events dropdown, and then click “File Downloads” under “Event Category” to fill in this section of the dashboard.
· Total Resource Downloads = Total Events
· Unique Resource Downloads = Unique Events
· For the top 5 resource downloads…
· Click “Event Label” next to Primary Dimension below the graph.
· Click “Download” under Event Label.
· Make sure the table is displaying data by Unique Events (the down arrow should be next to “Unique Events.”)
· Include the top 5 resources in the dashboard, and include the number of unique downloads in parentheses next to the resource name.
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