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Google Analytics 4 —
https://analytics.google.com

Google Analytics 4 (GA4) is a set of tools that allows you to better understand
your website content and visitors through data visualization.

This document is specific to State of Indiana employees and contractors that want
a basic reference on how to use Google Analytics. This document will outline the
basics of Google Analytics and provide links to other online resources to continue
learning.

Table of Contents

I TR o T oo d L= Y 1V o 1o 2
AL EMIPIOYEES ...ttt ettt ettt ettt st e s ae e eh e e sb e e bt e b e e bt e bt e bt eabeeateeateeh e e bt e beeebeenbe e bt enbeenes 2
(00 o) o = ot {0 3PP PP PPPO 2

ACCESS YOULE SItE(S) ..uuveuemmmmerererrriiiiiiiiiiissssssssnnnnsseesesseessssssssssssssssnnsnssssesssssssssssssssssssssssssssssssssesssssssssssssssssssnnnnnsnsans 3
DASND0AIT ACCESS ...ttt sttt he e s he e bt e bt et e e a b e s atesatesae e ehe e be e be e ke e be e be e bt eate st e sheeeheenbeen 3

L0 a T 0 F T 4 Yo T 4

3= o o 5
REAIIME ..ttt ettt st h e s bt e s bt e bt e bt e a b e e a b e s atesatesae e ehe e be e be e ke et e e be e bt eabesatesheenbeenbeens 5
Yol 01w o o PP PPPO 5
[ T= =T == 0 01T o | PP PPTRTR 6
USEI ATETTIDULES ..ttt s h e st e e bttt et e e a b e satesatesaeeshe e s bt e be e ke eabeeabesatesabesatesaeenbeanbeans 8
JLLTol o F OO OO OO OO OO OO TSSO PR POV RO PRUPRUPRUPRUPRURON 8
WHETE IS BOUNCE RALE? ...ttt ettt ettt ettt st s at e s bt e s bt e bt e b e e beeabe et e eabeeaeeeateebbeeb e e beeabeenbeenaeenbeenes 9
TADIE DIIIIAOWNS ...ttt ettt ettt et a e b e be e s bt e be e bt et e e abeeabeeateshbesbeesbeesbeenbeenbeeabeeabeeatesanesanes 10
COMPATISONS ittt sttt e s e e s bt e e e s b et e e s bbb e e s e b bt e s e ab e s e s e bb e e e s b ba e e s e b e e et abae e e sbbeeesaabaeeesnnnes 10

3T =N 11
Creating EXPIOTAtiONS . .couueeieeie ettt ettt et ettt e eh b e s bt e sheeshe e s bt e be e beeabeeabeeabesabesabesatesueesbeanbeanbeans 11
Creating Explorations from Standard REPOITS........coueiiueiiuieiieieeieee ettt ettt sttt sbeesbe e b ens 13

TIPS / OtREE IEEIMS ....cneeeeeereeteeceereeeseree e st essnese st essnnsesnesesnessnesessessnnesssessnsessnessssessnsesssessnnessnessssessnnesssessnnessnnnen 13
INISIEITS ..ttt ettt sttt ettt e a bt e a bt ea b e sa et sat e s he e bt e bt e b e e bt e bt e bt e bt et e eateehteeheeeheeebe e beeabeebeenreeaee 13
SEAICR .ttt ettt ettt ettt a b e e h e e e h e e sheeehe e bt e bt e abeeabeeateeateeheeeheeehe ekt e bt e beebeebeeatesatesheenheenbeens 14
Sharing / REPOITING / EXPOITING ....coueeueiieieriiiteeie ettt ettt ettt st et e st e besaeeat et e tesbesbesbeeat et ensesbesaeententensesaens 14
COMPATISONS ittt ettt e e e et e s bt e e e s b et e e s bbb e e s e b et e s e b b e s e s e abb e e e s ab e e e s e bbe e et mbae e e sabbeeesenbneeesnnnes 14

Dashboard (LOOKEr StUAIO) ...cceeeeeeiiiiiiiiiiiiiiiiinssnnnnneeeetiteieesiiissssssssssssnnsnssssssessessssssssssssssssssnnnsssssssssssssssssssssssssssnns 15

LT o LU of =3 o o I o =T ' N 16

This document is proprietary and confidential. No part of this document may be disclosed in any manner to a third party without

the prior written consent of Indiana Interactive. L




Indiana Dffice of Tec! hnolagy I N g
L]

Login to Google Analytics

NOTE: All users must be approved before they have access to Google Analytics.
Please fill out a form here to request access:
https://www.in.gov/inwp/tools/analytics/

All users must go to https://analytics.google.com to login.

State Employees

State employees will use their state email address to login.
e Click Next after and you will be taken to IOT’s Azure sign in.
e Complete your login using your state email credentials.

,,,,,,,,,,,,,,,,

Contractors

Contractors will use their business emails. This email must be verified by Google
before access is granted in Google Analytics.

To do this, go to https://accounts.google.com/ and click Create account. Then you
will need to click Use my current email address instead. Complete the process.

This document is proprietary and confidential. No part of this document may be disclosed in any manner to a third party without )
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Access Your Site(s)

After you are logged in to Google Analytics, the first thing you will need to do is
verify you are on the right site. Some employees will have access to multiple sites,
so you will need to choose the correct one.

These different sites are called ‘Subsites’.
e Inthe top left, next to the Analytics 360 logo, you will see a dropdown. Click
anywhere in that text or on the arrow.
e A modal will pop up and show you all the sites you have access to.
e The easiest and quickest way is to search for your site. Begin typing and you
will see a list of your available sites.
e Click any of the sites in the list to access your site.

< Search Q INwP| x |greac
Search all products >
Analytics
IN.gov > www.in.gov - GA4 313652919 Organization
Web Portal (INWP) 360] Indiana Office of Pie
Technology
. Indiana Office of Techn.. > IN.gov
ol Analytics 360 web Portal INWP) @ -
Home
@ Users Event count
155 11K
@ 13.% 40.5%

Dashboard Access

A new way to access your sites and data even faster is IOT’s new dashboard. This
dashboard gives you instant access to many of the most popular metrics with the
ability to switch between all your subsites. This might be the best solution for
most users, so we encourage you to try it out first. You can read more about it
here.

This document is proprietary and confidential. No part of this document may be disclosed in any manner to a third party without 3
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Home Dashboard 4l Analytics 360

Your home dashboard is a default set of widgets that

allow you to quickly view reports on site activity. Each of
these reports is interactive and allow you to view more [ Reports
information to gain deeper insight.

@ Explore

There are several different sections of the home
@ Advertising

dashboard that give you a way to quickly navigate to
different parts of GA4:

- Report snapshot: This is an interactive widget that will show historical
metrics from the past 7 days. You can click on the top tabs (Users, Event
count, Conversions, and New Users) to get different data to display. You can
click “View reports snapshot” in the bottom-right to explore more.

- Realtime users: This widget will show you the realtime users on your site.
To view more realtime data, you can click “View Realtime” in the bottom-
right corner.

- Recently accessed: After you have viewed GA4 a few times and browsed
around, this widget will show reports and pages you recently visited. This
gives you a quick way to access those same areas in GA4 quickly.

- Suggested for you: This is a collection of widgets that will give you quick
access to data housed in other areas of GA4. There is an option to scroll
through more of these widgets by using the arrow on the far right.

This document is proprietary and confidential. No part of this document may be disclosed in any manner to a third party without
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Reports .l Analytics 360
Reports are broken into different categories to sort your

) ) ) M Home
site data. Based on which report you choose you will be

able to uncover specific information about your site or Reports
your visitors. Each report section has an Overview that

gives you quick insight on the data. There are other more @ Explore
granular areas of each report that allow for deeper dives @ Advertising

into the data.

The initial page is the Reports Snapshot. This overview page will show you a
summary very similar to the homepage, but with more widgets associated with
page and user data.

You can modify the date range of any report by TN
using the date dropdown in the top-right side of
the interface. There are also other options to Last 28 days Dec 7, 2023 - Jan 3,2024 ~

create comparisons, share, get insights, and
modify each report.

@<~ 7

Realtime

Real-time reports show you what is happening on your site right now. You can see
the number of visitors, current referrers, active pages, geographical locations, and
much more.

Acquisition
Acquisition reports show you how visitors got to your site. Whether through

organic search, social media, referral websites, or director traffic, this tab will
show you all the data for your referrals.

User Acquisition tracks where new users (only new users) are coming from. Traffic
Acquisition tracks where all users are coming from (regardless of new or
returning).

This document is proprietary and confidential. No part of this document may be disclosed in any manner to a third party without
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Engagement

The biggest change between Google Analytics UA and GA4 is how the data is
modeled. In GA4 everything is event-based, versus in the old UA everything was
session-based. Because of this major change, everything is tracked as an “Event”.

The Engagement tab will break down the top pages and events. This will give you
information on page views, user engagement, file downloads, and other actions.

Events

The Events tab under Engagement will break down all the tracked events on your
site. There are two general types of events, Default and Custom. Default Events
are defined by Google and are available for all pages. Custom Events are defined
by IN.gov via Google Tag Manager and track specific actions on specific
sites/pages. Below are two tables that show all the Default and Custom events
currently being tracked (as of January 2024):

DEFAULT EVENTS

Event Name Type Fires When

session_start Built-in When a user engages with the site

user_engagement Built-in When the app is in the foreground or webpage is in focus for at
least one second

first_visit Built-in When a user visits the site for the first time

scroll Enhanced | The first time a user reaches the bottom of each page (i.e., when
a 90% vertical depth becomes visible)

file_download Enhanced | When the user clicks a link ending with a commonly used

extension type (.pdf, .doc, etc)
view_search_results | Enhanced | When a user searches the site

video_complete Enhanced | When the video ends (YouTube)

video_progress Enhanced | When the video progresses past 10%, 25%, 50%, 75% (YouTube)
video_start Enhanced | When the video starts playing (YouTube)

video_pause Enhanced | When the video is paused (YouTube)

page_view Native User views a page

Custom events table on the next page...

This document is proprietary and confidential. No part of this document may be disclosed in any manner to a third party without 6
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Custom events are not automatically applied to all subsites. If you would like to
add them to your site, please reach out to the IN.gov team through this form.

CUSTOM EVENTS

Event Name Type Fires When

blog_post_downvote | Custom | When a user downvotes a blog post (for custom blog sites)

blog post_upvote Custom | When a user upvotes a blog post (for custom blog sites)

chatbot_click Custom | When a user interacts with a chatbot

click_email Custom | When a user clicks on an email address

click_inbound Custom | When a user clicks a link with the in.gov domain, and the first part
of the path of the clicked link differs from the current site’s path

click_outbound Custom | When a user clicks outbound links

click_phone Custom | When a user clicks on a phone number

page_translated Custom | When a user translates a page automatically (with native
language device settings and modern browser)

scroll_depth Custom | When a user scrolls the page

side_menu_shown Custom | When a user clicks on the mobile menu

language_translation Custom | When a user translates via Google Translate

screen_reader Custom | When a user uses the screen reader

accessibility_settings Custom | When a user clicks on the accessibility settings

Create Your Own Events Report in the Menu
If you want to see any missing reports in the Engagement Tab (Searches or Link
Clicks), you will need to create a New Report. You can follow these steps to add a
new link to your left navigation with the new report:
1. Go to Reports > Engagement > Events
2. In the top right, click on the “Customize Report” icon.
3. Under Dimensions, you want to delete “Event Name” and then add in the
custom event. You can add multiple dimensions if you want to switch them.
4. Under Metrics, you want to remove “Total Revenue” and add any other
metric that you want listed in the table and chart views.
5. Each time you update the settings in the far-right side panel, you will see
the report update immediately. This allows you to fine-tune the results.
6. Click “Save...” and then choose “Save as a new report”.
7. In the bottom of the left-side navigation, you will see “Library” at the
bottom, which allows you to customize the layout of the left-side menus.
Click “Library” and then choose “Edit Collection” under “Life cycle”.
8. From this screen you can choose your new report and drag it under
“Engagement” and then click “Save...”. You will now see your report in the
menu!

This document is proprietary and confidential. No part of this document may be disclosed in any manner to a third party without

the prior written consent of Indiana Interactive. U



https://in.accessgov.com/inwp/Forms/Page/inwp/google-analytics-requests/0

Indiana Dffice ot Technolagy I N g
[}

Pages and screens

The Pages and screens tab under Engagement will show you your most popular
pages, by URL. You can change the display of this table by changing the primary
display under the Search bar in the table:

Q Search...

Page path and screen cIas@ + ¥ Vie Q_  Ssearch items

Page title and screen class

66, Page path and screen class

100% of t .
o Page title and screen name

1 /core/index.html 26,9 Content group

P

NOTE: Screen class mostly applies to applications where the page path does not
change.

Landing page
The Landing page tab under Engagement will show you the most popular pages
that visitors start their session with.

User Attributes

The User Attributes tab will show the visitor information related to your traffic.
This is user-centric data and not content-centric. You can view geographic
information and other demographic information.

Tech

The Tech tab will show information on the operating system, platform, browser,
and device that the user visited your site with.

This document is proprietary and confidential. No part of this document may be disclosed in any manner to a third party without 3
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Where is Bounce Rate?

Things have changed in GA4, where Bounce Rate is not a prominent metric
displayed anymore. Instead GA4 focuses more on Engagement. Engagement rate
and bounce rate are important metrics in Google Analytics that enable you to
measure and analyze user engagement with your website or app.

Both metrics are defined in terms of engaged sessions.
- Asession is a period during which a user is engaged with your website or
app.
- An engaged session is a session that lasts longer than 10 seconds, has a
conversion event, or has at least 2 pageviews or screenviews.

The engagement rate is the percentage of engaged sessions on your website or
mobile app. The bounce rate is the opposite of the engagement rate. The bounce
rate is the percentage of sessions that were not engaged.

By default, most reports in Google Analytics do not include ¢ Metrics
the engagement rate and bounce rate metrics. To view these
metrics in your reports, you need to customize the report. i Vews

1. In the Reports tab, go to the report that you want to :
see add either Bounce Rate or Engagement Rate to,  tvmemm
and click “Customize Report” in the top right (pencil # Convarsios
icon). £ Toat revenve

2. Under “Report Data” you can add those metrics and -
click “Apply”. Then you will see them appear in your sessen
tables, graphs, and widgets.

z
H
:

® ® ® ® ® ® ©
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Table Drilldowns

In the Reports tab you will interact with tables. The graphic below shows you
where you can find the Filter, Primary Dimension Selector, Secondary Dimension
Selector, Rows per Page, Event Selector and Conversion Selector.

Rows per
Page
Secondary
Dimension
Q Sewrch. Selector Rowsperpage 10 ¥ Gotor 1 1oz
Ression default chennel groue = + + Users Sessions Engaged Average engagement Engaged sessions Events per Engagement Event count Conversions Total revenue
sessions time per session per user sassion rate alla allavents -,
Q ems
. 70,046 9,938 28,754 m 165 27 1032.00 X .
Primary ot ot 108 ot ot Event T | e bear
1 Direct Dimension 20362 30214 27,208 1m24s 130 Selector 90.05% Eventgold.membership 9,042 Conversion
Selector e pegramalints | Selector
2 Organic Sel 18967 28487 25207 1m 208 133 218 88.49% 54,286
ado_shipping_nfo
3 Cross-network 18,786 22681 22730 m 06s 118 14.66 97.51% 15,928.00 $2.202.15
4 Unassigned 6,002 5,734 2 Im 305 «0n 2716 003% 19,158 00 $6,085 48
5 Paid Search 4151 6,408 6,301 Om1is 152 543 98 33% 1381000 $242.90
6 Referral 2760 4,182 3800 1m23s 133 39 °087% 15386.00 $2,004.58
7 Email 902 1570 1416 2m03s 1.57 37.24 90.19% 13,758.00 $2912.84
iacount_u
8 Organic Soclal 857 1196 107 im23s 129 2027 9256% 797700 $1.110.60
9 Organic Shopping m 138 136 Im 355 1.04 1551 98 55% 27140 84300 $25.00
10 Affiliates m 165 137 0Om 335 123 12.87 £303% 2123 41100 $0.00

Comparisons

You can create comparisons for all your different visualizations and tables. To do
this you can specify the dimension and associated values to compare with. The
graphic below explains how to add the comparison, hide/show it, remove it, and
add another.

Hide/Show Remove Add new
comparisons comparison comparison
< Build comparison X
- Q fuses X | @ @ Counryesacty match. X (@ Country saactymatcn.. X
CONDITIONS (BUILD UP TO 5} Events @ -~
Add filter +
Include w  Dimension u]
Eauitry T Event count over time
o All Users Add comparison 4+
Dimension values 150K
Events: Event name @ -~ Select dimension values -
Add fiter + O oenmark
100K
El Sweden
[J nNetherlands
S0K
El Germany
[J united Kingdom
15 22 29 05
Cancel act Nov
@ Allusers @ Country exactly matches Canada @ Country exactly matches United States
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EX P | ore 0 Analytics 360

The Explore tab is where you can create your own
“Explorations”, which are dashboards that you can A Home
save and access anytime. There are a limited number B Reports
of templates available to quickly start your new

Creating Explorations @ Advertising

There are various types of explorations you can

create. The most popular one will likely be Free form, which you can create a
complex crosstab layout with multiple visualization styles including tables, bar
charts, pie charts, line charts, scatter plots and geo maps.

To create an exploration that shows the top links for your site you will follow
these steps (screenshot on the next page):

1. Create a new “Free form” exploration.

2. You will want to add Dimensions (Under Variables), which will be the “Link
text” and “Link URL”. Add both of those using the “+” button next to
Dimensions.

3. Next you will want to add Metrics (Under Variables), which will be the
“Event count”. Add this by using the “+” button next to Metrics.

4. Now we need to map these variables in the settings. The easiest way to
correctly map Dimensions and Metrics is by simply double-clicking on
them. This will automatically place them under Rows and Values.

5. You should see the table populate on the right side, under its own tab. You
can then sort the columns anyway you want to. You can also, right-click any
item in the table to exclude it, only include it, or create a segment from it.

6. If you want to further filter the table, you can scroll to the bottom of the
Settings column and create a filter. In this case, you could create a filter that
the “Link URL contains http”, which will remove any blank results.

7. You can also export the results of these tabs and share them with other
users by using the icons in the top right of the tab.

& B QO ~

Export data
coun
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EXPLORATION NAME:
Top Links

Custom
Sep 20-0Oct 17,2023

SEGMENTS

| it Link text

it Link URL

METRICS

i+ Event count

| it Link text

| it Link URL

i
I -+ Drop or select dimension
I

START ROW

COLUMNS

il
o+ Drop or select dimension
I

START COLUMN GROUP

VALUES

:: Event count

the prior written consent of Indiana Interactive.
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Creating Explorations from Standard Reports

You can move most of the standard reports in the
Reporting tab into an Exploration. To do this, simply
click on the “Edit Comparison (Pencil Graph icon)”. Explore ®
Then you might see an “Explore” button in the bottom
right corner. By clicking “Explore”, it will create an
exploration that you can modify and quickly filter to get different types of reports.

Tips / Other Items

Below are a few items that should be highlighted that can improve your
experience in Google Analytics.

Insights
Insights is available on the Home tab ‘ ,
» Insights X
and every tab under the Reports tab. o
You can find it on the far-right side, as Ask Analytics Intelligence
an icon that looks like a line graph with ! e e searchpary ety in
sparkles over it. It uses Analytics ’
Intelligence, which is a set of features L Basic Performance 5
that uses machine learning and
conditions you configure to help you .
understand and act on your data. ™ ® pemographics v

This might be a great place to start your exploration if you are new to GA4 or if
you are looking for more in-depth information that is not easily discovered in the
default interface.

Internal Traffic

Currently Google will only allow for filtering at the root property level and not at
the subproperty level. That being known, agencies will not have access to that
information but can request reports be generated by IN.gov to uncover any
internal traffic numbers.

This document is proprietary and confidential. No part of this document may be disclosed in any manner to a third party without
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Search | & ey |
(©  how many sessions were from paid search last 30 days

Another great way to quickly discover | O oo e |
metrics quickly in Google Analyticsistouse | ... |
the Search bar at the top of the interface. | A one 5
This will give you plenty of suggestions of S |
what to search for and has a great auto- I
complete feature that aides you in your Z
query. Results will often be returned in the A Wi ap o b o o e e |
Insights tab on the right-side of the page. _

Sharing / Reporting / Exporting

beppesmen s < < Share this report X
In the Reporting, you can share a link or @<~ 7 >
download an export for any open tab. Sharing © owmenatie ;
will only work with those who have existing
access to the subproperty, and NOT any external users.
Comparisons
In the previous version of Google Analytics, ¢ Build comparison ”

these were referred to as Segments, but in GA4
these are comparisons. You can create your own
comparisons in any Report tab, on the far-right

CONDITIONS (BUILD UP TO 5)

side next to the share and insights icons. Dimension O
City v
One tip for creating a comparison (or creating Match Type @

any filter in GA4) is that when you choose
“Exactly matches” you will be presented a list of
options that currently exist in the data. This
takes any guessing out of the equation and
immediately delivers results. There are other Q  select dimension value
options, but you may consider starting with
“Exactly matches” to see what your options are
for “contains” and other options.

exactly matches v

Value

Select dimension value v

[ indianapolis
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Dashboard (Looker Studio)

The IN.gov program has developed a dashboard that quickly shows a lot of the
most popular metrics in GA4 for your convenience.

PINgov

State of Indiana's website
and application analytics

data collected by Google

Analytics.

Download Report File Format

GA4 Performance Monitoring

Traffic Overview

—— Dowloads Dowloads (orevious 30 davs)

Top Traffic Source Sessions Top Visited Pages
@ Direct Organic Search ~ @ Referral @ Unassigned @ Email %A Engagement Rate %
@ others
236.7K IN.gov | The Official 217,867 05%¢  66.06% NN 1.3% 1
I Website of the State
3-3.7% of Indiana
Compared to prior period.
N State Employee 149,333 I 2%+ 77.38% I 37% 1
Active Users Resources | IN.gov
IN.gov | Search 336280 33%t  96.16% NN 0.5% !
149.1K Results
| . /\_/_’\ IN.gov | Online 8081] 40%t 954k NN 1.1%:¢
41.1% Compared to prior period. Services
Page Views IN.gov | 6,782| -11.5% ¢ 43.29% [N 8.6% t
Mobile.IN.gov | SOS
Business Entity
456.1K Search
$-0.2% /—\f/\_ IN.gov | Resident 5843 34%1 o731 NN 05%:
Compared to pior perod Grand total 456,107 0.2%F  62.68% 1.6% ¢
Click Events File Dowloads Time Trends File Downloads
Click Event Name Event Count ~ %A File Format File name Link text Downloads ~

The default data loaded into the dashboard will be

the IN.gov Core website. To access your site, click on 1) Defeut

the “1” dropdown. This will display all the websites 3 Q. ot

that you have access to, simply click on one of those ndiana (0T)
and the dashboard will instantly update. 6 adiana (0T)
You can use the other dropdowns to discover more

metrics about your website. Each of the widgets is O
interactive and can be hovered and/or clicked on. e .

NOTE: If you have multiple Google accounts, you will need use a private browser
or another secondary browser to access the dashboard the first time. Once you
have accessed it, the dashboard will appear in your “Recent” list when you switch
accounts.

You can access the dashboard here:
https://lookerstudio.google.com/s/lgaialx6Au8
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Resources and Help

Google Analytics Online Training - Free, online courses about Google Analytics
and other Google Ads tools. Complete self-paced lessons to learn how to use
Google products to their full potential.
https://skillshop.exceedlms.com/student/catalog/list?category ids=6431-google-

analytics-4

Google Analytics Help - The Analytics Help Center documents all aspects of using
Analytics, including how to get started, best practices for analysis, and
troubleshooting.

https://support.google.com/analytics

IN.gov Analytics Requests — A list of IN.gov services related to analytics, including
requesting new tracking, new users, a links to training videos.
https://www.in.gov/inwp/tools/analytics/
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