2017 Economic Census Web Instrument Screenshots

A. Login Screens (eCorr)
· Steps to create a new account
· Creating a profile and answering security questions
· Entering the authentication code to access your survey
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Census.gov > Respondent Portal € Learn more about Census Surveys

Respondent Portal

Already have an account? Don't have an account?
If you have already created a Census Register for your Census Account to
Account, you may sign in below. access your survey.

Need help registering?

SIGN IN REGISTER
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Create Your Economic Respondent Portal Account

REGISTER CONFIRM LOGIN

Your account is intended for your use only. Do not share your account information. Once you have created your
‘account, you will have the option to delegate to others to assist you in reporting.

Personal Information All Fields required
FIRST NAME LASTNAME
| Last Name is required

EMAIL
[EMAIL s Required and will be your userid

CONFIRM EMAIL
[EMAIL Confirmation is Required

PHONE
[Phone Required

Security Questions (5) Al Fields required
‘Questions and answers must be unique. Answers must have a minimum of 4 characters and are not case sensitive.

QUESTION 1
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= MySurveys 2 Message Status

## Manage Account

®  signout

@ John Publi

My Surveys

HOW DO

No surveys associated with this user

£ Report Now @ History

VIEW: 32 GRD = LST

New Survey Request

Received a new suney request? Add
it with your Authentication Code to
get started

© ADD AUTHENTICATION CODE
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Welcome to the 2017 Economic Census

Due Date: June 12, 2018

YOUR RESPONSE IS REQUIRED BY LAW. Title 13 United States Code (U.S.C.), Sections 131, 182, and 191 authorizes this collection. Sections
224 and 225 require your response. The U.S. Census Bureau is required by Section 9 of the same law to keep your information CONFIDENTIAL.
and can use your responses only to produce statistics. The Census Bureau is not permitted to publicly release your responses in a way that could
identify your business, organization, or institution. Per the Federal Cybersecurity Enhancement Act of 2015, your data are protected from
cybersecurity risks through screening of the systems that transmit your data

This collection has been approved by the Office of Management and Budget (OMB). The eight-digit OMB approval number for Economic Census
is 0607-0998, for Economic Census of Island Areas is 0607-0937, and for the Report of Organization is 0607-0444 and appears at the upper right
of this screen. Without this approval we could not conduct these surveys

Report for this survey by clicking the "Continue” button:

Note: Your session will expire if you remain on one screen for 45 minutes without navigating to another screen. To ensure data are saved, navigate to the next screen

Burden Statement | Accessibility | Privacy | Security




Link to How-To Videos
B. Dashboard Overview
· Overview Page: This page describes the basic steps a respondent needs to take to successfully submit their survey. 
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Overview

Reporting Steps
& Step 1 - Report

First, you will need to update our record by adding locations as needed from the Report Dashboard.
Then you will be asked to report various types of information for your company's locations

Our reporting system offers two ways to enter data:
‘Option 1: Oniine form for individual locations

Option 2: Excel Spreadsheets for multiple location reporting

) Step 2 - Review

Review your responses and make any necessary corrections.

4 Step 3 - Submit

Once errors and warnings are resolved, submit your data to the Census Bureau

Bac





· Site Navigation

a. The Banner; Horizontal Scrolling; Forward-Back Navigation
· Main Dashboard Features
a. Filtering and sorting
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#" Step 1 - Report Dashboard

1. Update our record of your company'slocations by acing locations as needed using the Add Location buton at the bottom ofthe screen
(Note: To see the st ofosations of  consolidated report click (View AIl* under the “Number of Estabishments in Survey” column.)

2. Beginreporting using one o th folowing options:

‘Option 1: Statthe survey for each location ised i th table below OR
‘Option 2: Download, and then Upload  completed spreadshest template o complete the survey for manylosations af once:

& Download Spreadshest Template | ) Upload Completed Templste.

soen [Pt review survey = |Evors1 < Wamberor [ survey - e e e
Questons Wamngs Esabshmentsin
Sirver

= = = =
B [ e W ervencs 200 500002 A
TR (2 e Wzt Motor Vericks. 4DD_som001
. B vz Ve Cuts s 7e001062 sor
T © e ossix Repsir, Laundy, and 0. 708010042 var
= W ervencs Teworoues =
T (© e Rras231 Wrehouse Clbs and. | 7802010032 e
= osanx Repe. Lty 30, 70010032 w
T (© e Wzt Motor Vericks. Tecaotonst scHny
= vz Ve Cuts s Te001021 sor "
——— o — = = =

< >
-
B Prnt Sueys o POF + Add Locaton x Dekte Added Locaton





· How to begin the survey

C. Preview of Survey Questions
· Printing Full Survey
[image: image7.jpg]= Print Surveys to PDF

Select the Surveys to print to PDF by clicking the appropriate checkbox(es), and then, clicking the "Continue” button:

O | survey > Title

Fiter Fiter
O |ossrix Repair, Laundry, and Other Selected Services (Enterprise Support)
O | rrs23t Warehouse Clus and Supercenters

O |whazt1 Motor Venicies




D. Add/Delete Locations
· Adding a New Location
a. Where to find the new information 
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Submit

Add Locations

Please enter the number of locations you want to add (you can add up to 98 locatons t a ime):

survey Title Humber of Locations
RT-44422 Nurseries, garden centers, and farm supply
stores

Please enter the number of locations you want to add (you can add up to 98 locatons t a ime):
survey Title crn Toltem

NC-99001(L) Report of Organization 5000091001 temss

Return to Report Dashboard ‘Add These Locations:

Humber of Locations




· Deleting an Added Location
· Closing a Pre-listed Location
E. Messages Feature 

· Location of the messages 

· Types of messages received 
[image: image9.png]Messages

Below are the fies that you have aftempted to upload or downioad and ther status.
FRows in blue are messages that have not been read.

Action Subject
Open Submission Report
Open ‘Spreadsheet Upload

Downloag  Spreadsheet Download

Download  PDF Download

Message

Your Submission Report s available.
Upload resuls of RT-44422, Fls: SPREADSHEET_RT_44422_upload xisx
Vour fie 2017_Fullsurvey_S000081000_180314113956.2ip is ready to be downbaded

‘Vour fie PDF_Previews_S000091000_130314095511.2i s ready to be downloaded

Date

36118 12:28 PM

a1z 1215 U

31418 11:39 Al

314118 956 Al




F. Downloading Spreadsheet
· How to download the spreadsheet
· General guidance for Excel sheet do’s and don’ts
· All Locations action explanation
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Select the Surveys to print to PDF by clicking the appropriate checkbox(es), and then, clicking the "Continue” button:

O | survey > Title

Fiter Fiter
O |ossrix Repair, Laundry, and Other Selected Services (Enterprise Support)
O | rrs23t Warehouse Clus and Supercenters

O |whazt1 Motor Venicies




G. Uploading Spreadsheet
· How to upload the completed spreadsheet
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Go to Overview # Go to Step 1 - Report ¢ Go to Step 2 - Review <A Go to Step 3 - Submit

[8) Upload Wizard

Please Follow the following guidelines:

« Your spreadsheet must be saved as a xisx file

« You can only upload one spreadsheet at a time.

« Make sure you have reported dollar amounts in thousands of dollars.

« Use the "Browse...” bution below to select the file you would like to upload.

+ Click "Upload"
File to Upload: & Browse.
status ~ | survey ~ Filename > Date + ~ View Report - =
Fiter Fiter Fiter Fiter
Total ems: 0

tum to Report Dashboard




H. Reviewing Your Responses

· Fixing Errors and Warnings
· Downloading Errors and Warnings
[image: image12.png]) Step 2 - Review

Please review your responses and make any necessary corrections by selecting the 'Fix' button, which wil retum you to the screen where you can make the appropriate update.
Errors must be corrected before the location can be submitted

Download Erfors/Warnings | 70 0Wnload all erors and warings to a spreadsheet, click the "Download Erfors/Wamings" button.

This report contains the data you have reported totaled by Employer Identification Number (EIN). You can compare these totals to your records to
ensure the data you have reported are correct.

&5 Auto-sum Totals

Fix ¥ Erors/Wamings a; ¥ lem# ~ Explanation a5 ~ | survey v Title v e =
Fiter Fiter Fiter Fiter Fiter Fiter

[ Err Location s not tared w2311 Mator Venicis Te0a01001 A

=l = Error: Location is not started. WH-42311 Motor Venicies 7608010021

[ JE Error: Location is not started. WH-42311 Motor Venicies 7600010011

[ Locaion nformation | Waming: lea provide a esponse o 2P Code n Physical Address. | WH42311 Mot Verices ADD_s00002

= R Locaion ormation  Waming: lea provide a response o Sal n Physial Address. | WhH42311 Mot Verices ADD_s00002

=R v Location Information Warning: Please provide a response for City, Town, Village, efc. in WH-42311 Motor Vehicles ADD_500002
Physical Adress.

=l oo Location Information  Waming: Please provide a response for Number and Streetin Physical  WH-42311 Motor Vehicies ADD_500002
Adgress. N

< >
Total ems: 19

Report





I. Submitting Your Survey
· How to submit the survey
· Printing the completed survey
· Confirming survey has been submitted successfully
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4 Step 3 - Submit
‘After you have the location(s) selected that you want to submit below, click the "Continue" button to continue to Submission Certification.

Location(s) with a "Can Submit" column value of "Yes" are already selected for submission except previously submitted locations with no data changes since the last submission,
Wwhich do not need to be submitted again.

You can deselect/select a location for submission with a "Can Submit" column value of "Yes" by clicking on the check mark for that location.

It a location can't be submitted or still has "ErorsWamings" to fix in the table below, click the "Return to Review” button for that location to see the issues to resolve on the
"Step 2 - Review" screen.

[J | can Submit +, " Responses v Emors/ v Review ~ Lastsubmission DataChanged Since Survey ¥ CFN o =
Warnings. Last Submission =
Fiter Fiter Fiter Fiter

O [ne ™ ViewResponses | 00 Retum to Review WH42311 7609010011 A
O |no = ViewResponses | 00 Retu to Review 0s8111X 7609010012

O [N " ViewResponses | 00 Retum to Review RT-45231 7609010013

O |no = ViewResponses | 00 Retu to Review WH42311 7609010021

O [N " ViewResponses | 00 Retum to Review 0s8111X 7609010022

O |no = ViewResponses | 00 Retu to Review RT-45231 7609010023

O [N " ViewResponses | 00 Retum to Review WH42311 7609010031

O |no = ViewResponses | 00 Retu to Review 0s8111X 7609010032

O [N " ViewResponses | 00 Retum to Review RT-45231 7609010033 e
e - oo an — Wt 4 7mAnninnas
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