Guide for Viewing GCWCC National Results by
Department/Agency in NORT

The Government of Canada Workplace Charitable Campaign (GCWCC) national results for all
departments and agencies are recorded using the National Online Reporting Tool (NORT)
following the campaign each year in January. GCWCC Managers, located in 83 regions across
Canada, obtain campaign results from the Treasurer of each department or agency running a
campaign in their region and enter this information into NORT. The collaborative effort of the 83
GCWCC Managers representing the results for each region enables the composition of a national
snapshot, allowing departments and agencies to follow their achievement across Canada. The
following is a detailed guide for viewing the national results of a department/agency in NORT.

To Access the System
To access the system please go to: www.gcwcec-cemtge-national.org
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To Log-in

Upon entering NORT, immediately select [ View Reports / Visuaiiser es rapports ] Please DO NOT
select your region from the United Way/Centraide drop-down list and DO NOT enter the
password right away.

Clicking this link will refresh the browser and eliminate the United Way/Centraide drop-down
list, so that only the box for the Password remains and the window looks like this:

Passzword / Mot de passe
Enter / Entrer [ Go Back ]

Please enter GCWCC as the Password (Note: the password is Caps sensitive)



To View a Report

Upon log-in, you will be able to select the type of report you would like to view. From the drop-
down menu, please select National Results by Department/Agency (as show below)
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Select a report:

Select a report
Select a report
Summary by Province
Summary by Province and United Way
National Results by United Way

[ National Results by Department/Agenc
Friends and Leaders by United Way
Friends and Leaders by Department/Agency

Designations - Percentage of Total - by Province and United Way
Comparative Resuliz

You will be navigated to the following menu, where you will be able to select the Campaign
Year and Department/Agency.

Note: The current year’s results will not be available until all results are in and they have been
released from the GCWCC national office.
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National Results by Department/Agency
Select report criteria:

Campaign Year

2009 A

Department

—— All Departments ——

View Report




View Report ]

Once you have made all of your selections, click [

You will then be able to view the GCWCC national results for your department/agency for the
selected campaign year. For example, see below:
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To Print the Report

Print the report by selecting EI in the top left hand corner. The following screen will appear.
Select the portion of the report you would like to print (or the entire thing) and then follow your
normal printing dialogue instructions.

Print Options

Enter the page range that you want to Print.
@ All
O Pages

From: | |To: | |

To Print:

1_In the next dialog that appears, select the "Open this file" option and click the
OK button.

2. Click the printer icon on the Acrobat Reader Menu rather than the print button
on your internet browser.




To Save the Report

Save the report by selecting @ in the top left hand corner. The following screen will appear
Select the format that you would like to save the report in. Then select the portion of the report

you would like to save (by page number) or you may save the entire document and Click

Export Options

Please select an Export format from the list.
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