Adding Google Analytics to a site
(using GTM)

Goal: To add Google Analytics to a site using Google Tag Manager and verify that it is
working properly.

Ideal Outcome: Google Analytics is properly added without any technical issues.

Pre-requisites or requirements: You can only do this once you have installed Google
Tag Manager on your site.

Why this is important: Google Analytics is the most popular tool to measure website
data to gather visitor insights. With it, you will be able to know the amount of traffic you
are getting, and how your visitors are behaving inside your website.
Where this is done: In Google Tag Manager and Google Analytics.

When this is done: Only once—the first time you install Google Analytics.

Who does this: The person responsible for website management, or analytics.

[ ] SOP Update: Google Analytics 4



Note: Google has released a new version of Google Analytics in October 2020, this
new version can be set as a property alongside standard version “Universal Analytics”.

The “Universal Analytics” properties will likely be supported by Google for years to
come, by setting up a Universal Analytics property alongside a Google Analytics 4
property you can take advantage of the stable and documented features of Universal
Analytics while still future-proofing yourself with a Google Analytics 4 property. This is
the scope of this SOP.

To make sure you can follow this step-by-step SOP make sure you have selected the
Universal Analytics property once your Google Analytics account has been created.

1.

On the top left corner click on the Account Dropdown and select a view within
your Universal Analytics property (Not the GA4 property):

All accounts > My Emoji Site
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Note: You can identify your Universal Analytics property by noticing
the ‘UA-’ prefix in the Property ID below its name:

Properties & Apps

My Fmnii Rita
UA-187817803-1

Create and set up a Google Analytics Account

. Go to https://analytics.google.com/
2.

If you are not logged in to your Google account you will be prompted to log in:


https://analytics.google.com/

Google
Sign in

to continue to Google Analytics

Email or phone

Forgot email?

More options NEXT

3. If you are already logged in to your Google Account but you don’t yet have a
Google Analytics account, you will want to create one now by pressing “Sign Up”:
a. Note: Your Google Account can be used for multiple Google services (e.g.
Gmail, Adwords, Analytics, etc) but you still have to sign up individually for
each service.

Set up for free




o Account setup

Account details

Account name (Required)
Accounts can contain more than one tracking ID.

My Emoji Website

Account Data Sharing Settings

Data you collect, process, and store using Google Analytics ("Google Analytics data") is secure and kept confidential. This data is used
to maintain and protect the Google Analytics service, to perform system critical operations, and in rare exceptions for legal reasons as
described in our privacy policy.

The data sharing options give you more control over sharing your Google Analytics data. Learn more.

Google products & services
If you have enabled Google signals, this setting will also apply to authenticated visitation data which is

a. Account Name:
i. If you want to manage multiple websites under this account you
might want to have a name here that applies to all websites.
ii. If you only have one website you might want to type the name of
your website, or your business
b. Account Data Sharing Settings: Optional data-sharing settings that you
can opt-in or out of.

5. Click “Next”

a. Property Name: Write a name that will easily identify the exact website
you'll be tracking. You can even enter the URL of your website If you wish.

b. Reporting Time Zone: Select the Time Zone that you would like to see
being used in your reporting. Usually, this will be the time zone where

most of your visitors are located.

c. Currency: If your website handles transactions, this is where you should
select the currency your website uses.

6. Click “Show advanced options” ( 4. Important Step)



Currency

US Dollar (USD §) ~

You can edit these propert s later in Admin

Show advanced options

7. Click “Create a Universal Analytics property” and enter the following options:

Previous

Hide advanced options

Create a Universal Analytics property

The Universal Analytics property is a part of an eatli
Analytics and only supports web measuremen®Tt is not recommended for
new Analytics users, and it will not support app measurement. Turn this on if
you'd like to create a Universal Analytics property.

Website URL

https:// = asiteaboutemijis.com

@ Create both a Google Analytics 4 and a Universal Analytics property
This will create two properties with connected site tags, so you only need to tag your website once. Learn more

Enable enhanced measurement for Google Analytics 4 property

Automatically measure interactions on your sites in addition to standard screen view measurement.
Data from on-page elements such as links and embedded videos may be collected with relevant events. You
must ensure that no personally-identifiable information will be sent to Google. Learn more

a. Website URL: Select the right protocol for your website (http:// or https://):
i. If you don’t know what your website’s protocol is type your website
URL in Google Chrome starting with “https://” (e.g.
“https://clickminded.com”)
1. If you see a green padlock before the URL appearing, it
means you should select “https://”

& Secure https://www.clickminded.com

2. Ifinstead you see a red padlock and a “Not Secure”
message appearing, you will want to select “http://”

A Not secure = https://asiteaboutemojis.com

b. Create both a Google Analytics 4 and a Universal Analytics property:
Select this option.


https://clickminded.com/

i.  Enable enhanced measurement for Google Analytics property: Yes

c. Industry Category / Business Size / How do you intend to use Google
Analytics: Select the ones that apply. Don’t worry, this will not have a
direct impact on your tracking and is an optional field. It is used by Google
to help them improve Google Analytics and compile industry averages.

8. Scroll down to the bottom and click on: “Create”:

[] Measure lead generation

[] other

Previous

9. Read and accept the Terms & Conditions:

| accept the Measygmement Controller-Controller Data
thatls withfSoogle.

| Accept | Do Not Accept

10.You will be sent to the Google Analytics account you've just created. On the top
left corner select your Universal Analytics property (Not the GA4 property):

All accounts > My Emoji Site
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. Note: In addition to the “GA4” at the end of the Property name
(indicating the Google Analytics 4 property), you can also identify your
Universal Analytics property by noticing the ‘UA-" prefix in the Property ID
below it's name:

UA-187817803-1

11.Take note of your Google Universal Analytics tracking ID, you will need it for the
next steps. This ID will be a code that starts with “UA-".

Set up Google Analytics using Google Tag Manager



Note: If you don’t have Google Tag Manager set up on your website, you will want to
follow the procedure covered in SOP 004 - Add Google Tag Manager to a Wordpress
Site

1. Go to http://tagmanager.google.com and sign in with your account details.
2. Select the container that is set up on your website.
ClickMinded_ASiteAboutEmojis
Container Name Container Type Container ID
ClickMinded_ASiteAboutEmojis Web GTM-WHHVQ4B
3. Goto “Tags™

ClickMinded_ASiteAboutEmojis

@ ClickMinded_ASiteAboutEmojis ~

<
WORKSPACE VERSIONS ADMIN

Current Workspace

Default Workspace > New Tag H

Choose from over 50 tag

types.
Search
ADD A NEW TAG >
Overview

eds Description

Variables

(o)

-

»

@ Triggers
L] EDIT DESCRIPTION >
]

Folders

Workspace Changes

4. Click on “New” and rename your tag. It is recommended that it contains a
mention to Google Analytics, it makes it easier in the future to locate the tags you
are looking for.

a. Note: When creating new tags it's recommended to define a naming
convention from the beginning, this keeps your Google Tag Manager set
up neatly organized and easy to maintain for many years to come.

[Abbreviated Name Of Tool]_[Use for this tag] is a good start.
i. e.g: “GA_TrackingCode”


https://members.clickminded.com/sop/004/
https://members.clickminded.com/sop/004/
http://tagmanager.google.com/

<

ClickMinded_ASiteAboutEmojis

ClickMinded_ASiteAboutEmojis ~

WORKSPACE

Current Workspace

Default Workspace

T E ® 3 B

Search

Overview

Tags

Triggers

Variables

Folders

ADMIN GTM-WHHVQ4B Workspace Changes: 2 PREVIEW

Tags

This container has no tags, click the "New" button to create one.

Terms of Service + Privacy Policy

Click on the “Tag Configuration” section — Select “Universal Analytics”:

ClickMinded_ASiteAboutEmojig

ClickMinded_ASite < ©A-TrackingCode O3

<

WORKSPACE

Current Workspace

Default Workspace

Q
=
»
®
-]
B

Search

Overview

Tags

Triggers

Variables

Folders

4

S Tag Configuration

Tag

. | Choose a tag type to begin set-up
LEARN MORE

Triggering

Choose a trigger to make this tag fire.
LEARN MORE

You’re now going to create a “Variable” where we are going to store the Google

Analytics Tracking ID. Click on the “Google Analytics Settings” selection box, and
select “New Variable...”

SUBMIT



ClickMinded_ASiteAboutEmojig

<« . H i X i H
ClickMinded_ASite GA_TrackingCode 3 m :
WORKSPACE VERSIONS 4
Tag Configuration
Current Workspace Tag
Default Workspace >

| Universal Analytics
Google Analytics

Track Type

Overview Pageview Y

Tags Google Analytics settings

— Select Settings Variable. v

O] Eenable overriding settings in this tag
Variables
> Advanced Settings

Q
-
B
@ Triggers
™
]

Folders

Triggering

Choose a trigger to make this tag fire
LEARN MORE

a. First, copy the Google Analytics Tracking ID (that you took note of in the
beginning of this SOP)

b. Next rename the variable by clicking on the text on top. (you will want to
give it a name that easily identifies what this variable is - e.g. “GA Tracking
ID”)

c. Finally, hit “Save”

X Untitled Variable [ [ save |

Tracking 1D
X UA-108571776-1
Variable Configuration 1
Website Trcking )
Variable type
2 @ coogle Analytics sels 3
Tracking ID

UA-108571776-1 o]
Cookie Domain
auto

> More Settings

d. You will be taken back to the previous menu.

7. Now you will want to set up a “Trigger” for this “Tag”. To do that, click on the
“Triggering” section, and once the new menu opens click “All pages”:



X GA_TrackingCode [

SAVE :

Tag Configuration

Tag type

Universal Analytics ,
Google Analytics

Track Type

| Pageview v ‘

Google Analytics settings 2|

| {{GA Tracking ID)) " ®

[ Enable overriding settings in this tag >~

> Advanced Settings

Triggering

Choose a trigger to make this tag fire...
LEARN MORE

8. You are now ready to save your settings by clicking on “Save”:

X GA_TrackingCode ™

Tag Configuration

Tag type

Universal Analytics
Google Analytics

Track Type
Pageview

Google Analytics settings *
{{GA Tracking ID} (O

Triggering

Firing Triggers

All Pages
Page View

ADD EXCEPTION

SAVE H




Current Workspace

e Ta:
Default Workspace > 3 J ﬁ

i Wl akan

E ERLTREI TR L) i
|
Q_ Search
(TR Y| R ]
|I fm Overview
By orgourr TEomo Tra Ao
B Tags Mazs gk
1 L} I b’ R
@ . ] I 5 [.l FEria
Triggers a-1. 13
L -a A ak o Lra Jrr . sgra w1
SR Varahics e e 4 Vi mormaar . ] [ Tt B T
BB Folders
Workspace Changes
Named ™ Type Change Last Edited User
GA Tracking ID Variable Added 8 minutes ago EEL SRl TLEL S LRl
GA_TrackingCode Tag Added 3 minutes ago - o oawpa da

HH : [ ]
H : Py
GTM-WHHVQ4B  Workspace Changes: 2 PREVIEW l SUBMIT

e

11.In the Submission Configuration panel, you will be given the chance to add a
name and description to this version. After you have done so, hit “Publish”.
a. Note: Adding a name and description is optional but recommended. You
should enter the information here that will make it easy to know what
changes are being made.

X Submit Changes

Submission Configuration |

Q

n Publish and Create Version D Create Version
L+ S changes to your sites L s changes and create a new version

Version Name

GA Script Added to the Website

Version Description

A GA tag that will fire on all pages was created. A Variable for GA Tracking ID was also created.

Publish to Environment

@ Live




12.You will now be taken to see the summary of the changes you've just made:

¢ @ ClickMinded_ASiteAboutEmojis ~

WORKSPACE VERSIONS ADMIN

Version 2

Version Summary

L LA w1 a 0 1
Tag Triggers Variable
No description
ATraps

T o moE o W om

EA ]

Tags

Name 1 Type Firing Triggers Last Edited
Universal | Analytics © niipages 10/24/17 503 PM

[ ] Verify your set up with Google Tag Assistant

Note: This step requires Google Chrome’s Google Tag Assistant extension to be
installed on your browser.

1. Go to your website’s homepage
2. On your browser click on the Tag Assistant Icon


https://chrome.google.com/webstore/detail/tag-assistant-by-google/kejbdjndbnbjgmefkgdddjlbokphdefk

GoogleTag Assistant —

Result of Tag Analysis 2 intotal

& 1 Google Analytics

@] 2. Google Tag Manager

3. You should be able to see a Tag named “Google Analytics” and your Analytics
Tracking ID beneath it (UA-XXXXXXXXX-X)

4. Repeat this procedure for a few more pages of your website. You should always
be able to see the “Google Analytics” tag inside Google Tag Assistant.

[ ] Verify your setup inside Google Analytics

1. Open Google Analytics by heading over to https://analytics.google.com
. You will be taken to your account Home.
3. Close the popup and click on “Real-time Report”

| AII Web Site Data ~

Search reports and help Google Analytics Home When do your users visit?
it Home Users Sessions Bounce Rate Session Duration sers by time of da
Users by time of day Get answers from Analytics Intelligence
BT cusTOMIZATION O O O O Click “Intelligence” above and try asking a question

about your data.

@© reaLTIME
2 AuoeNce
3+ AcauisiTion
B9 sevavior
™~

CONVERSIONS

ast 7 days ~ AUDIENCE OVERVIEW > Last 30 days ~ REAL-TIME REPORT >
Q  Discover How do you acquire users? Where are your users?
£ aomin Traffic Channel Source / Medium Referrals Sessions by country

4. In another Google Chrome tab or window open up your website URL.
5. Now go back to the Google Analytics’ tab and wait a few seconds.
6. You should see (at least) 1 active user on the website:


https://analytics.google.com/

Right now

]

active users on site

B DESKTOP

100%

[ ] Adding your first views

Note: If you have just created your Google Analytics account you will notice you now
have one view named “All Web Site Data”. This is alright If you are sure you will not be
doing any customizations on your Google Analytics properties.

However, we recommend that you create 3 additional views:

- Main View: This is your go-to view. This is where you will be doing all your
analysis and should be working flawlessly. All customizations to Google Analytics
should have already been properly tested in the Staging View as not to affect this
view’s data.

- Staging View: This is your Google Analytics sandbox. If you want to test
something new but are unsure how it will affect your data (e.g: creating a new
filter) you will want to do it here and give it a few days before migrating the
changes to the Master View.

- Unfiltered View: This view will be left untouched no matter what. No
customizations whatsoever will be done to this view.

With this structure, you will always have a way to recover lost data in case something
goes wrong. The unfiltered view will always have all your data. And the “Main View” will
have all your filters properly applied.

1. Go to your Google Analytics Admin page by clicking here.
2. If you have multiple Analytics accounts make sure the right account and property
is selected:


https://analytics.google.com/analytics/web/#management/Settings/

My Emoji Websites
asiteaboutemojis.com

3. Under “View” click on the dropdown box and select “Create a new view”:

All Web Site Data

All Web Site Data /

Create new view Using 1 out of 25

4. Insert the view details:

a. Note: Make sure you select the same “Reporting Time Zone” you have
selected for the other views.



What data should this view track?

Website Mobile app

Setting up your view

Reporting View Name

Unfiltered View

Reporting Time Zone

United States « (GMT-07:00) Pacific Time

This property has 1 view. The maximum is 25.

5. We’re now going to create the Staging View. To do that, select the “All Web Site
Data” from the dropdown. And click on “View Settings”:

B View Settings
6. Click “Copy View”

View Setti ngs Copy view Move to rubbish bin

Basic Settings /
View ID

163216311

View Name

All Web Site Data 2]

Website's URL

https:// v  asiteaboutemojis.com

7. In the “New view name” field type “Staging View”, and click “Copy View”:



Copy view

Copying view All Web Site Data. Please enter a name for the new view.
New view name

Staging View

This property has 3 views. The maximum is 25.

/

8. You should now have these 3 views:

Unfiltered View i

Search

All Web Site Data
Staging View

Unfiltered View

Create new view Using 3 out of 25

9. All we need now is to rename the original view and we’ll be done. To do it, select
the “All Web Site Data” view.

10.Click on “View Settings™:
B View Settings

11.Click on “View Settings” and rename the view name that will now be your “Main
View” and hit “Save”:
View Name

All Web Site Data (2]

12.You should now be able to see your first three views:



VIEW

Main View -

Search

Main View
Staging View

Unfiltered View

Create new view Using 3 out of 25
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