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You can sign up your
workplace directly at
httpy//commuterchallenge.cal
app/commuter/register/
workplace




Chaoose your province and city.
The city ist is automatically
updated when you choose
your province.
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Workplace Registration - Step 2

The number of employees
represent the total number of
for the named workplace in
that city.

If you have multiple locations
In any city, you can set up those
divisions in your Workplace Admin

account.
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Workplace Registration - Step 3

0
¥, Chatlenge
If you have multiple .
lacations in any city, HOME  ABGUT  GETINWOLVED  RESOURCES  RESULTS  CONTACTUS
you can set up those
divisions in your
Workplace Admin ﬁ Workplace Sign Up
account, ' =
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There is no option riairiorita.com
for Multiple Workplace CONFIAM EMAIL
Coordinators. If you wish Fhadiriorta com
to have a coordinator FASSWORD
for each of your branches, -
please create an account T
for each branch with i
aunique e-mail address,
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Workplace Registration - Complete

Congratulations, your workplace is signed up! Your City Coordinator will receive an email
notification with your contact information so they can get in touch with you about any
local events or promotions.
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(i) LOCATION  (2) WORKPLACE DETAILS  (3) LOGININFO  Having problems? Contact Us

Thank you for registering your workplace for the Commuter Challenge.
You still need to register yourselt 25 an individual.
Yourworkplace had been added to the system and your city coordinator has been notified.

Return to Caommuter Challenge home page
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Workplace Admin - Results

0 Commuter "
oS Commuber JUNE 2-92013

You can log into your

Workplace Admin

account directly at
http://commuterchallenge.ca/
app/commuter/workplace/session/

or right on the home page.

Log into your
admin account

O  Commuler
.ﬁ___ﬂ. Challenge

| ABOUT GET INVOLVED  RESOURCES  RESULTS

| NI I [ - f e 1 ) y
':: Waorkplace Coordinat
)

Rengenveyour workpl aoe regmstrants
Ciory |
kathiry nadnk | prglshawca

indrsidual
o Waorkplacs
iy £



The first page in your admin
account shows a summary
of your workplace’s resuls,
including

-Number of employees and
participants

-Total impacts of all your
employees (KM, GHG
emissions, fuel savings,
Calories)

- Participation anc! KM
by mode of transportation,

Workplace Admin - Results
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Workplace Admin - Resulfs

‘E,. Commuiter B WWEbna e Bk, FLE

Pet Wi kel | REsUE ¢ Prodie 1 Bulk EFery 1 Logod
"y Challenge

HOME ABDUT GET INVOLVED RESOURCES RESLILTS COMTACT LS

mmm PMRLCYEES REGISTERED WRLORWHL AT PAF THIRSAM TS WL ACT PRETICIRATICN
mﬁﬁﬂéﬁlmhﬂ CALCRILS BURMED LITHES OF FUIL SAVED: KILDGRAME OF OO AWCID D

A

KILOGRAMS OF CO2 AVOIDED

- You can download your full report

into Excel. It includes your employees’

- City

-Workplace locations

-Names

-Email addresses

-Usual modes

-Accumulated results (GHG emissions saved,

fuel savings, calories, sustainable travel distance in KM)
-Number of modes used during Commuter Challenge
-Total trips and KM per mode




Workplace Admin - Results Report
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You can set up multiple branches or departments as
different locations to compare them. THe public results
on the Commuter Challenge website will show the
aggregated results for your whole organization.




Workplace Admin - Bulk Entry

If the majority of your
employees does not work
with computers it might
make more sense to
collect their commute data
manually and enter it

"in bulk".

If you manage multiple

branches in your account

they will show in separate blocks.
Please enter your bulk data

per branch,

You may enter your bulk data
|every day. Please note:

Previous entries are overwritten,
Make sure to enter

(accumufated data that

includes previous dates.
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Workplace Admin - Profile

| Results [ Profiked Bulk Entry | Logout
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information in here.
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Locations within a city are
for your internal use only.
These locations will not be
shown in public reports

on the website. However,
you will see them separately
in your downloadable results
repart.

You may send your unique registration URL
to your employees and they will automatically
be signed up under your organization.




Workplace Admin - Add City/Add Location
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- to your organization by clicking on
the “Add City"button. Choose your
office’s additional province and city

o |

in that city.

and enter the total number of employees

Once your city is entered
you can add office locations
in that city.

A location can be

- a branch of your organization; e.g.

Centre Street, Brentwood, etc,

- A department; &9, Accounting, HR, Sales, etc.
- A team; e.g. 3rd floor, Sustainability team, etc.

Once you have added the locations, they will
appear in the list of locations.




Workplace Admin - Add Location/Division
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Individual Registration

All participants need to sign up as individuals to track their commute during Commuter Challenge Week.

If you are a Workplace Coordinator, please sign up your workplace first. Then return to the registration page
and register as an individual under your workplace. You may use the same login information for both accounts.
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Individual Registration - Step 2
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| Ifyou are voﬁ'r"urganizatiun’s Commuter Challenge Coordinator,
please sign up your organization first.



Individual Registration - Step 3

o2 Commuter JUNE 292013
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Individual Registration - Complete

When you have completed your registration, you will automatically be directed to your account
where you can track your commute.
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Individual - Tracking
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City Admin
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directly from the Home page.
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City Admin - Coordinator info

Edit your City Coordinator
- contact info (seen by your

Workplace Coordinators)
Hello Kathryn Winkler! [Logout)

[prfie] “Merge | [Workpiaces |
Calgary City Coordinator

Contact Mame Kathryn Winkler

Email Addresss kathryn.winklerfishaw.ca

Host Qrganization Sustainadie Alberta Association
Phone 4032940904

Save

F Download Full City Results to Excel
\| Download your full

©2011 - 2013 Sustainable Alberia Association. All Rights Reserved. partlmpants rep-nrt



City Admin - Participant’s Report

!I Ho-f-= caigenrpatiamils fAesd-Onk] ompstibdn: bode] - Miooolt el ros-conneiod ise E T+ ]
- Hame Imien Fage Lo Fiamiiis Curia Ftvipa Wew Auptai El ﬂ

= B i) ’ | P By B coum-
'—.lu-“ -y W omgy B g Ted Gyl E I i 5-3_!__]3"_ ﬂ‘lﬁ
By Mg 2 A EEE FE SHwpsoen- S-% 0 (B3 e 48 | Mok e V(L L SN TN
Chpbaard 1] 1 aRgEEERl v Hambar F TrplEd LEwi REE R

AR T & ooy [7§

v O t B E | 1 A A L H i M [}] [ - . [
;:I ataian Hime Friail Usnial Bl Pomal Co Daie Rag KU Tracl Fasl Saw Caksis EGreanhoa ® of Made B Trips e KW CWTWEMW“IH_.
(2 |Cagary el ComAGsen Din A Deroi@ Tt TETVE  2BER-EQ 1 ] D 0 [ 2 0 ] 0 B
|1 |Caigary Ieckorhaath Ararcds B ablanchore Drose MonT284K2 3 BB 1 ] D 0 [ 1 i ] 0 i

4 Cocoy BeseCodiieciber UrstagnginWak TOLCE 2HIMZD 1 b 0 i 0 1 i ¥ o 0

| & Cairory Aotz ErBlacria Gl b gimcsids Drow Men T2 P02 3NLEL00 1 b ] i a 4 [ b b 1]

§ Cagay lecbauaitOhis Well welzy@@sh Bl TII383  201301-160 1 b ] 1] a

7 Caigmy e hTaby Seb sehaaitse] Diess MeaTIT 16 JHIR-E0 q ] ] 0 a T E

F Cogery  Inchvibuad) e Whel dof@tte Dioos Son T2 255 21130200 1 b 0 0 a The Full City Results

0 |Capery  AfteCas U1Ese Pobls ern pots Tramsd. THV IV 201 B0-060 [ ] i 0 [ ; . e '
W Cagry  Carocian [Fred Bute Frod Bume Bl TIG T 2013820 1 b 8 o 8 include all your participants
¥1|Cagry  Deon Cantront Morgent marsBiks  THEIPE 2011MNQ 1 b B i a - City

|| Cafigary  Inckoouab Jamer Mor s mor Carpoct [ TITZE1 - BHER-0 1 b i i ]

3 Caigary  Aiberin Ec.luyme Nl nelson@x Tramsl.  TOE6T4 20134060 1 ] 0 0 0 - Names

8 Capry  Epcor Condenss Con prosecal Transl  TEETHE 2013150 1 b b 0 [

W |Caipery  Incrnitjobn o mascq_pow Dvese Mlent3HE] 2121100 1 ] i i [ -wﬁrrkp{am (location)

B Cormry  Sustanablasleryn VW kothryn s Drose Men T4 2ER 201304200 1 b b i [ :

it iCalgery  Green ColjLeams b kool Tansd TR 2011010 1 b b o -:| - Email addresses

B gy Caigay Pubabee Kimslae ko Teesd T 2G0 BMEBRLEG 1 b ] i a

B |y Albeste EcMalabs Od p.oci@alk Dvems MenTISSCT  2HEH-Z0 [ ] D 0 [ - Usual modes

() |Cagary  Cossckan |Dami Som: sommnevlier Dreme Men T2 M3 2HII-ZQ [ ] D i i

|21 |Caigary  BaneeCodiRisbert P blogaiies Tehecomm TIT 401 211 3-04-210 [ b ] 0 0 - Accumulated results (GHG,
X |Caipary M SobScod May SheversiBie TROGGD 201BBLEQ 1 b i i [ f :

25|Cagay Manan NasHumaerante et 2umza 4 o o oo | fuelsavings, calories,
L;I-"-”—""" ~ o sustainable travel distance in KM)
' - Number of modes used over

the week
- Total trips and KM per mode




City Admin - Workplace Info

Your Workplaces tab shows a list of all your Workplace Coordinators. It includes:
- Contact info

- # of employees

- # of registered participants

- Actual number of participants (who have logged at least one trip)

Helie Kathrpn Winkler! logout)

Calgary City Details
Total Workplaces: 28 ﬁ_ Dovmnloed Detadad Workpdacs Data 18 Exoel

Alberte Eeminest Foundation |00

Lo

S0 a o

0.0%




City Admin - Coordinator List
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and their contact information into Excel; e.q. for mail merge,
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City Admin - Merge

If the same workplace is signed up multiple times by different employees,
you can now merge duplicate accounts into one.

Hello Earthryn Winkler! {Logout)

Merge Workplaces

Merge the participant details from...
Alberta Ecotrust Foundation o
into the participant details for...

Albaerta Ecotrust Foundation

The merge process is *destructive* and irreversible!

All cities, employees, divisions and commutes from the source workplace will be added to the
target workplace and the source workplace will be deleted.

Merge

Please note: Merging is irreversible!!




City Admin - Merge

Hello Eathryn Winkler! (Logowt]

Merge Workplaces

Mderge the paricipant detalls from..

Sierra Club Chinook Group "_

Will be deleted

Total # af . _
Ernplcl:.'eesﬂ Cimies: 1  Dhdsians

into the panicipant detadls for—

Trewor Dorey

Read Jones ChristefMersan
Herry Romol

Shedl Canada
Skl GresTves

Suncor Energy
Dan e W Eas

Sustainable Alberta Assoclation
Eathrgn Winider

o Commiunes:

(0 Coemmiuiens |

(0 Commubers])

1 Cismimiiers |

I Ciemmuter |

[ Comemubers )

Il b= added to the

Ml rgen

/

The Unigue Blend
[Darwi Win ki

L0 Commmiuhers ]

Participants will be added
to the other workplace

as well as the

# of employees,

Real workplace
account to keep




City Admin - Workplace Info After Merge

'.0 , Commuter

Calgary City Details

Total Werkplseei: 53 I-"- Dorwenioad Defailed Wor kplace Deta to Lacel

You need to refresh the page

to see your successful merge.
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