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Workplace Registration 



Landing	
  Page	
  

You can sign up your 
workplace directly suing 
the URL: http://
commuterchallenge.ca/
app/commuter/register/
workplace 

OR 

From go the Commuter 
Challenge home page, 
and click “Workplace” 
under Register to enter 
the signup process. 



Workplace	
  Registra4on	
  

Choose your 
province and 
city.  
The city list is 
automatically 
updated when 
you select your 
province. 



Workplace	
  Registra4on	
  –	
  Step	
  2	
  

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

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



Workplace	
  Registra4on	
  –	
  Step	
  3	
  

There is no option for 
multiple Workplace 
Coordinators (yet). If 
you wish to have a 
Coordinator for each of 
your branches, please 
create an account for 
each branch with a 
unique email address. 



Workplace	
  Registra4on	
  –	
  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. 



Workplace	
  Admin	
  –	
  Results	
  

You can log into 
your Workplace 
Admin account from 
the main page. 



Workplace	
  Admin	
  –	
  Results	
  

Click on 
“Workplace” 
from the 
sign in page  
and log into 
your admin 
account. 



Workplace	
  Admin	
  –	
  Results	
  

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

• Number of 
employees and 
participants 

• Total impacts of 
all your employees 
(KM, GHG 
emissions, fuel 
savings, calories) 

• Participation and 
KM by mode of 
transportation 



Workplace	
  Admin	
  –	
  Results	
  Report	
  

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	
  

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 accumulated data that includes previous days. 



Workplace	
  Admin	
  –	
  Profile	
  
You can edit/modify 
your information. Click 
“Update” to save 
changes. 

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 report. 

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



Workplace	
  Admin	
  –	
  Add	
  New	
  City	
  

Some organizations 
have offices in 
different cities. You 
can add new cities 
to your organization 
by clicking on the 
“Add City” button. 
Choose your 
additional office’s 
province and city 
and enter the total 
number of 
employees in that 
city. 

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



Workplace	
  Admin	
  –	
  Add	
  Loca4on/
Division	
  

Once your city is 
added 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; e.g. 
Accounting, HR, 
Sales, etc. 
• A team; e.g. 3rd 
floor, Sustainability 
Team, etc. 

After adding your 
locations will 
appear in the list of 
cities. 



Workplace	
  Admin	
  –	
  Add	
  Loca4on/
Division	
  

Send the registration URL to 
your employees. 

They will skip the first step of 
the registration (choose 
province and city) and will 
automatically be signed up with 
your organization. 



Individual Registration 



Individual	
  Registra4on	
  
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. 



Individual	
  Registra4on	
  –	
  Step	
  2	
  

Do you work alone or 
is your organization 
not signed up yet? 

• You can register 
yourself under 
Individual/No 
Affiliation 

• If you are your 
organization’s 
Commuter Challenge 
Coordinator please 
sign up your 
organization first 



Individual	
  Registra4on	
  –	
  Step	
  3	
  



Individual	
  Registra4on	
  –	
  Complete	
  

When you 
completed your 
registration you 
will automatically 
be directed to 
your account 
where you can 
track your 
commute. 



Individual	
  –	
  Tracking	
  	
  

Choose your day, 
your commute 
mode and enter 
the total KM you 
travelled that day 
in the respective 
mode. 

After submitting 
your cumulated 
results will be 
shown at the top. 

You may enter 
multiple modes per 
day. If you need to 
correct an entry, 
simply delete it 
and re-enter the 
information. 



City Coordinator 
Registration 



City	
  Admin	
  

To register as a 
City Coordinator, 
click “City” from 
the Commuter 
Challenge home 
page.  



City	
  Admin	
  
Click on “City 
Coordinator’s 
Login page”, OR 
use the following 
URL:  

http://
app.commuterchall
enge.ca/
commuter/city/
session 

Enter your user 
information in the 
next page to sign 
in.  



City	
  Admin	
  –	
  Coordinator	
  Info	
  

Update your City 
Coordinator contact 
info here (seen by 
your Workplace 
Coordinators). 

Download your full 
participants report 
here. 



City	
  Admin	
  –	
  Par4cipant’s	
  Report	
  

The Full City Results includes all your participants’  
• City 
• Names 
• Workplaces (location) 
• Email addresses 
• Usual modes 
• Accumulated results (GHG, fuel savings, calories, 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) 



City	
  Admin	
  –	
  Coordinator	
  List	
  

You can download a list of all your Workplace Coordinators and 
their contact information into Excel; e.g. for mail merge. 



City	
  Admin	
  –	
  Merge	
  

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

Please note: 
merging is 
IRREVESIVBLE! 



City	
  Admin	
  –	
  Merge	
  

Will be DELETED 

Participants will 
be added to the 
other workplace 
as well as # of 
employees. 

Total number of 
employees. 

REAL workplace 
account to keep. 



City	
  Admin	
  –	
  	
  
Workplace	
  Info	
  AKer	
  Merge	
  

You will need to 
refresh the page 
under the 
Workplace tab to 
see your 
successful merge. 



Thank	
  You	
  
For	
  any	
  further	
  ques4on	
  or	
  informa4on	
  please	
  contact	
  
info@commuterchallenge.ca	
  


