* Every time you launch an email campaign,
Mailchimp’s built-in analytics will show you
who received your emails, who is opening
your emails and the kind of content they are
clicking on.

MAI Lc H I M P * After you send an email campaign,

Mailchimp begins to track and analyse data
on clicks, opens, social activity, e-commerce
purchases, and other interactions. You can
view this information in your email campaign
report.
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WHERE DO YOU FIND THE KEY METRICS?

In the MailChimp left panel select Campaigns
Select Reports

Under View by type, select Emails

> w e

Select View Report to the Campaign you want to see the
data for.

5. Inthe Overview tab scroll down the Report and you will
have 4 boxes appear with Opened, Clicked, Bounced and
Unsubscribed. See image below:

Opened Clicked
Successful deliveries 2,857 96.2%
Total opens 1,325
Last opsned 12/11/20 10:55
Forwarded 0

Q/é Campaigns

All campaigns

Email templates

83
I 4’: Reports

Campaigns ~ Comparative  Website

View by Status
Al
Ongoing

Completed

View by Type

Emails

13

Bounced

Clicks per unique opens
Total clicks
Last clicked

Abuse reports

I Campaigns Comparative Website
View by Status
o
All —]
Ongoing
Completed
2 I View by Type 3
Emails
Download All Reports.
can also search by all audiences.
Sent 19.5% 5.3% ViewReport  ~ 4
Regular - Opens Clicks
Subscribers

Sent Tue, October 20th 3:24 PM
0 2K recipients by

4

Unsubscribed

27.2%
489
11/11/20 16:48

1



HOW TO EXPORT THE DATA?

In the MailChimp left panel select Campaigns
Select Reports

Under View by type, select Emails

> w e

Select the dropdown in the Campaign you want to see
the data for and click Download

Campaigns Comparative Website

View by Status Find a campaign by name or type
All You can also search by all audiences.
Ongoing
Completed gt
Regular -

Subscribers

View by Type Sent Tue, October 20th 3:24 PM

) to 2K recipients by
Emails

Q/é Campaigns 1 I

Campaigns Comparative Website

View by Status
» - All hod
All campaigns
Ongoing
% Email templates Completed
View by Type
A Reports 2 I y Typ 3 A
S
Emails

19.5% 5.3%
Opens Clicks

Download All Reports

e RBpD i
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FACEBOOK

Facebook insights provide information about your Page's
performance, like demographic data about your audience
and how people are responding to your posts. These can
help you:

° Understand how people are engaging with your Page.
° View metrics about your Page's performance.

° Learn which posts have the most engagement and see
when your audience is on Facebook.

Important note:

You can only access data in Page Insights for the last 2
years, and demographic data, such as age, gender and
location, are available in Page Insights once there is data for
100 or more people. Pages categorised as a Community
Page don't have Insights.
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WHERE DO YOU FIND THE INSIGHTS?

1. From your Home page/News Feed, select Insights on the left.

2.  This will take you to your Page Insights and where you will see the Overview page with an insight summary.

3.  If you click on the different options on the menu, you will see graphs

Manage Page
Clear Horizon Academy
« If you'd like, you can switch to the
¥

dlassic Facebook.com for 48 hours to
manage your Page.

Switch Now
o Home

Inbox

® 6 new comments

Resources & Tools

Manage Jobs

Notifications
@ 2 new

LIk B QO O

Insights

Page Insights

Q Overview

0D » B ¢ ® W%

i

& |

~]

y

Followers

Likes

Reach

Page Views
Page Previews
Actions on Page
Posts

Branded Content
Events

Videos

Stories
Messages

Orders

Page Summary Lasi 7 days #

from Nov 5, 2020 - Nov 11, 2020
clude today's dat: =

Actions on Page

Movember 5 - Movemnber 11

Page Likes

Movember 5 - November 11

Recommendations

Movember 5 - November 11

s data. Insights activity is re;

ported in the Pacific ime zone. Ads acfivity is reported in the

per item.

Total Views By Ssction

Export Data _/

Total Views

@ Crganic [l Paid

Post Reach i

Movember 5 - Movembser 11

1

People Reached & 100%

VAN

Post Engagement i

Movember 5 - Movembser 11

1

Post Engagement & 100%

/

v

Movemnber 5 - Movember 11

Total People Who Viewed

Total Actions on Page

Get Directions Clicks ~ Website Clicks  Phone Number Clicks

See

Videos i

Mavember 5 - November 11 People Who Clicked Action Button By Age and Gender By Counlry

People Who Clicked Action Button
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Action Button Clic
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By Gity

By Device

By Device
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HOW TO EXPORT THE DATA?

Page Insights . Export Data §,
1. Select Overview and Export Data m e s L I : l1b |

Resulis from Nov 4, 2020 - Nov 10, 2020

B Followers Note: Does not include today's data. Insights activity is reported in the Pacific time zone. Ads activity is reported in the W Organic [ Paid
. “ . time zone of your ad accoun t
In the new window “Export Insights e
” . Actions on Page i Page Views i Page Previews
Data ma ke Su re Pag e d ata IS Selected @ Reach November 4 - November 10 November 4 - November 10 November 4 - November 10
)

under Data Type Export Insights Data

3. From the right side options, under Layout
select Make New Custom Layout

Select a data type, file format and date range. You can export up to 500 posts at a time.

Note: This Layout will be a one-time set ‘ 2 g‘:a;‘{;"d;a File Format

up which you will be using to extract your Key Page metrics for engagement, such as sources and audience details. | | 00 057

Facebook insights at a month basis. e e o o Date range

If you already have created a template, O Video data 16 October 2020 - 12 November 2020 v
Sklp to step 12 :r(i:.-:meo metrics, including views, unique views, paid views and organic Ceyout

Default 12/11/2020 w 3

Make new custom layout

Facehook Page Terms

+ Default 12/11/2020 LTE

Edit Default 12/11/2020

All Page data
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HOW TO EXPORT THE DATA?

In the new window “Customise Columns”, you will be able
to find and export your Facebook metrics: Reach, Likes,
Engagement, and Posts.

You can type Reach, Engagement, etc. in the Search bar
above to find your metrics.

° Under Page Impressions you will find Reach
° Under Page Engagement you will find Likes and Engagement
° Under Page Reactions you will find like, love, hate, etc.

Tick the boxes for the columns you want to include in your
report, i.e. Lifetime Total Likes, Daily New Likes, Daily Total
Reach, etc.

On the right bottom corner, under “Add a sheet separator”
enter the name for your sheet, i.e. “Key Metrics”

At the bottom left corner, rename “Name for your pre-set”,
i.e. “Facebook Weekly Insights”

Select Apply

Customise Columns

Page stories

I Page impressions
Page engagement
Page reactions
Page CTA clicks

Page user
demographics

Page content
Page actions
Page views

Page video views
Page posts

Page post engagement

), Search

PAGE STORIES

aily Page Stories

Veekly Page Stories

& Days Page Stories

aily Page Stories By Story Type
Veekly Page Stories By Story Type

& Days Page Stories By Story Type
aily Talking About This By Story Type

Veekly Talking About This By Story Type
8 Days Talking About This By Story
ype

aily Demographics: People Talking
bout This

Veekly Demographics: People Talking
bout This

8 Days Demographics: People Talking
bout This

aily City: People Talking About This
Veekly City: People Talking About This
g Days City: People Talking About This
aily Country: People Talking About This

Veeklv Country Peonle Talkina Ahout

I Name for your preset wegkm 8 I

5 I 5 COLUMNS SELECTED

Lifetime Total Likes

Daily New Follows

X
X
Daily New Likes X
Daily Total Reach X

X

Daily Post Engagements

Add a sheet separator |

Sheet name
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HOW TO EXPORT THE DATA?

10. Now select the Date range and the month needed.

11. Then select OK

h, impressions and feedback.

in
Last month
Today

November

Sun Mon Tues Wed Thurs Fri

1 2 3
8 9 10
15 16 17
22 23 24
29 30

1 November 2020 - 9 November 2020

I 16 October 2020 - 12 November 2020 10 I

Sun Mon Tues Wed Thurs Fri  Sat

This month
This quarter

w | 2020 v

4 5 6 7

1 12 13 14

%2 19 20 21
25 26 27 28

Cancel

17. Before Exporting, check that:

d. the correct Layout is selected

D. Page data is selected and

C. the Date range is correct

13. Then select Export Data

Export Insights Data

Select a data type, file format and date range. You can export up to 500 posts at a time.

Data Type
@® Page data 12b

Key Page metfrics for engagement, such as sources and audience details.

File Format

Excel (.xIs)

O Post data
Key post mefrics for reach, impressions and feedback.

O Video data
Key video mefrics, including views, unigue views, paid views and organic
views

Facebook Page Terms

Date range 12b

2 October 2020 - 1 November 2020 +

Default 12/11/2020 w

Layout 12a |

Cancel I Export Data

=]

Clear Harizon



POST INSIGHTS

Metrics for your Page's posts are available as soon
as the post is published. In the Posts section of
Insights, you can see the following information about
your Page posts:

° The number of people reached.
° Post clicks.
o Reactions, comments and shares.

1. Fromthe Insights tab select Posts
Scroll down to All Posts Published

3. Change the selection to Reach and
Engagement Rate

Page Insights

Qverview

Followers

Likes

Reach

Page Views

Page Previews

k  Actions on Page

Data shown for a recent one-week period. Insights for the time of day are shown in the Pacific time zone.

DAYS

LO v

2
o
[ ]
-
a

Branded Content

Events

Videos

Stories

Messages

Orders

839 833 833 83 837 838
TIMES
I All posts published 2 I
I Reach | v [ Engagement Rate 4 = 3 I
Published Post Type Targeting Reach ngagemen romote
wewon Hi 1
05/11/2020 Hi everyone! For Term 4 classes, @ @ 104 15% |
19:19 please see below the form that needs
29/10/2020 | [@=] The time has finally come! We are 2 13%
15:42 A== excited to announce we will be = ¢ 484 l
2}{10}2020 Abig mr.nwban_:k to this awesome - @ 148 16% |
17:58 dance clip! This was one of our most
08/10/2020 Qur 2020 Inters class QPP The 2 10%
18:32 u 2nd last class rehearsal before the e ¢ 144 l
08/10/2020 FRel Our Saturday Junior class PP P 2 7%
6.3z Missing these kiddos L] ¢ S l
07/10/2020 & B & Taking it back to February - @ 158 5% |
17:09 = this year before lockdown! We are
06/10/2020 Times like this we wish we had a
1504 wire lanel It was hard tn cantura L] @ it Lo

840

#° Create Post
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WHAT'S THE BEST WAY TO MEASURE
YOUR POST REACH?

To identify if a post has been doing well, you ° For example, your page has 9,500 fans and there
could observe the Engagement Rate. The higher were about 3,500 fans at the time your post.
tdhoein%e\;(l:ee”ntage, the better it means the post is * |If the post reaches 600 people, the post reach is
' not 6.3% of my page’s fans (600 people out of
° Itis common to benchmark the total number of 9,500), but rather 17% of the fans, 600 out of
people reached for a given post against the 3,500 who were online and reachable when you
overall Facebook reach and calculate the posted it.*

percentage of how many fans the post reached.
But that might not be the best way to look at it.

* Facebook’s new Insights gives you access to the
number of fans who are online at any point in
time. Given that, it seems better to benchmark
against the total number of fans who were on
Facebook at the time of the post.

*https://www.socialmediaexaminer.com/facebook-reach-guide/
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GETTING
ACCESS TO

In order for you to access the data
iInsights from your Facebook page, you
need to have one of the following page
roles:

° Admin

° Editor

* Moderator
° Advertiser
° Analyst

For you to be assigned one of the roles
above, you need to ask a page
administrator to add you.
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ROLE ALLOCATION

From your Home page/ News Feed, go to Settings in the
bottom left.

Click Page Roles in the left column.

Click Editor to select a role from the dropdown menu. Type
a name or email in the box and select the person from the
list that appears.

Click Add and enter your password to confirm.

Keep in mind that if you are not friends with the
person/page that is adding you, you will have to accept the
invite before you can access the page management.

Assign a New Page Role

B |

Can publish content and send Messenger messages as the Page, respond to and delete comments on the Page, create ads, see who created a post or
comment, post from Instagram to Facebook, and view insights. If an Instagram account is connected to the Page, they can post to Instagram from
Facebook, respond to and delete comments, send Direct messages, sync business contact info and create ads.

Type & name or email

Manage Page

Clear Horizon Academy

If you'd like, you can switch to the
classic Facebook.com for 48 hours to

manage your Page.
Switch Now

o Home

Inbox
@ 6 new

)

omments
Resources & Tools

Manage Jobs v

Notifications
® 2 new

Insights

@ = » @ @ ©

Publishing Tools
Ad Center v
Page Quality

Edit Page Info

Page Settings

Q, Search Page Settings

o General

Messaging

Page Info
Templates and Tabs
Event Ticketing
Notifications

Advanced Messaging

Page Roles

2]

SIS @ 1

Settings 1 I

Admin
« Editor
Moderator

Advertiser

e, create
e, they o
Analyst

Custom

ptedap
am from

People and Other Pages

Issue, Electoral or Political Ads

& Preferred Page Audience

Visitor Posts

Post and Story Sharing

Audience Optimization for
Posts

Messages

Tagging Ability

Others Tagging this Page

Country Restrictions

Age Restrictions

Page Moderation

Profanity Filter

Similar Page Suggestions

Page Updates

Post in Multiple Languages

Translate Automatically

Comment Ranking

Content Distribution

Prssnlnad Nann
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Anyone can

Post sharing

The ability tc|

People can {

Only pecple
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Page is visib

Page is shoy|

No words arj
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Choose whe|

Page posts |

Ability to wril

Your posts n|
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* Please note that Instagram Insights are

only available on the Instagram mobile
app.

* You will also need to have a business

INSTAGRAM

or creator account on Instagram to view
Insights. Please refer to Annex 1 for the
instructions on how to create or switch

to a business account.
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HOW TO VIEW ACCOUNT INSIGHTS

& Insights
1. Go to your profile. 3. Overview is the main tab within
_ _ Instagram Insights. You will be able to -
2. Tap the InS|ghtS aCtlon button access the maln metrICS from the Iast QUERALTA
°  You can also go to the menu = 7 days. Tap the metrics section or
. . . e oceanwatch_au
in the upper right corner and tap specific content you have shared for a
Insights. more detailed breakdown. |comEmA | IACTIVITY B | |Aummcp C |
. . Overview (0
oy Instagram In-S|ghts is made out of
3 main sections:
1 posts and stories you shared this
“D) Archive A. Content tab week
+1 vs. Nov 21 - Nov 27
B. Activity tab
ED] Insights 2 _
63 C. Audience tab — Seeall
wing - . :
1) Your Activity If you click on any one of these 3 basic o G
metrics, you'll be able to see some more ~ neMuster 3
823 QR Code detailed statistics that we’ll cover in the S
od next page.
m Saved . ) Feed posts ordered by number of times they were seen.
The Overview also includes “Content PR
e $= Close Friends @ You Shared” where you can access A Q O @
statistics about your Posts, Stories, and ¥
IGTV videos.
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EXPLORING INSTAGRAM INSIGHTS

YES OPTUS il & O3 m)11:48
1. Content & Insights
When you access the second tab, you will see basic metrics from the last 7
days: oepawaTeH

Post Interactions

oceanwatch_au

* Likes
CONTENT ACTIVITY AUDIENCE
¢ Comments Overview (O
* Saves
1 posts and stories you shared this
* Shares week
+1 vs. Nov 21 - Nov 27
° Story Interactions
. . P See all
* |IGTV Video Interactions =
/\le
. ) . ranWatch J
Below these metrics, you'll also be able to access Top Posts, Top Stories, ne Muster

and Top IGTV videos (same as inside the Reach tab)

Feed posts ordered by number of times they were seen.

Create Post
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EXPLORING INSTAGRAM INSIGHTS

1. Activity

The Activity tab is where you will find some basic information
about your content’s reach from the past 7 days. Refer to
Annex 2 for ways of getting more than 7 days of Instagram
data. You will see the number of impressions, profile visits,
website taps, and call-to-action button taps.

Reach vs. Impressions —what is the difference?

° Reach is the total number of unique accounts who have
seen your content.

° Impressions is the total number of times your content was
displayed. One person could count as multiple
impressions for only one piece of content.

Below these metrics, you will also be able to access Top
Posts, Top Stories, and Top IGTV videos

-
QULTRATTR What is Discovery?
This set of insights measures how many people
see your content and where they find it
oceanwatch_au
CONTENT ACTIVITY AUDIENCE
ber of unique acco
» a posts or stories in t
Discovery ® = re is an estimate and
255 Impressions
ounts reached frc The total number of times all of your posts and
N 04 stories have been seen in the last 7 days
..
it n Mon Tu u Fri
Reach 255
+126 vs. Nov 21 - Nov
Impressions 307
oo o What are Interactions?
Nov 28 - Dec 04 his set of \ he action:s
people take v count
- . — Profile Visits
| ﬂ ‘[h The number of times your profile was viewed
Sat Sun Mon Tue Wed Thu Fri
Website Clicks
The number of taps on the website in your profile

Profile Visits 12

Website Clicks 1
+1vs. Nov 21 - Nov 2
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EXPLORING INSTAGRAM INSIGHTS

= a b Top Locations Cities Countries C Top Locations Cities Countries
3. Audience A vl . - —
ifiradn ' G United States 16%
The audience tab related to user demographic S : K“%:’jﬂ‘:
data on your account. Remember that this - 7 o ce |
section only analyses your followers. MR e AUDIEREE ——
Top Locations Cities Countries B i
ad. You can check your Instagram follower 1,146 followers i — Pppp—
growth — how many users followed and e o saes ‘ o
unfollowed you on a specific day cngaom 8 o |
Growth (O See Posts cazil it} B
D. You can also see where they come from T : ! oo
— this is broken down into 5 most popular Followed You 2 d
Most Active Times Hours Days

cities and countries

< Sundays >

C. You can also analyse your followers by

the age range and their gender Joms 4,943 5831 6543I6085
?643 3,065
d. Another important chart shows when your ..l
followers are most active on Instagram — 60 9
this is very important when you wish to
find the best time to post your Instagram

content. The average post longevity on
Instagram is around 48 hours.
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EXPORTING ANALYTICS DATA

Since you can only see your Instagram data through the mobile app, you will need to
use a third-party tool to export your data. Please refer to Annex 2 for information on

third-party analytic tools for Instagram.

Disclaimer

The all the information in this manual was extracted from the following sources:
* https://napoleoncat.com/blog/understand-instagram-analytics/

* https://help.instagram.com/1533933820244654?helpref=search&sr=6&query=Edit

%20Your%20Business%20Information%200n%20Instagram
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ANNEX 1: SWITCHING YOUR INSTAGRAM
ACCOUNT TO BUSINESS

You need to have a business or creator |
account on Instagram to view insights. bo 302

1. Goto settings

2. Select Account

3. Select “Switch to Business Account e SCEERE | | PO —

Important Note u

Keep in mind that you will only see insights

for content you have posted since you
converted to a business or creator
account.
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ANNEX 2: GETTING MORE THAN 7 DAYS OF
INSTAGRAM DATA

1. Manually record this data
° Log in into Instagram and recording the data weekly in a spreadsheet. The downside to this way is that there is
a lot of room for error entry.
2. Use an Instagram analytics tools

° There are several free and paid tools to capture your Instagram insights. Using third-party tools for Instagram
performance analysis will allow you to analyse custom timeframes and observe your account’s growth.

° When choosing a third-party analytics solution, you should look for tools from official Instagram or Facebook
Marketing Partners. Such businesses are given access to the official Instagram API and can, therefore, offer
even more than just detailed analytics, e.g. direct Instagram publishing. The following link provides a list of
popular free and paid tools: https://buffer.com/library/instagram-analytics/
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