
 



 

To get started, click on ‘Sign in’ to 
gain access to CARD features, and 
to view listing content. 



 

Enter your email and password, 
then click ‘Login’. 



 

Click the menu icon to 
view the site menu, 
located on the left-hand 
side of the screen. 

In addition to info and resource 
pages, the menu also includes a link 
to My CARD, where you can view 
your customized media lists. 

The menu is accessible from every 
page throughout the website. To 
close, click the X. 



 

To search, type a keyword in the Keyword(s) field and/or 
select a category from the dropdown menu, then click the 
search icon. 

 



 

To refine your search results, select your filters from the left-hand side. The 
number in brackets indicates how many listings are associated with that 
filter. The side bar displays the top 5 filters (most listings) for each filter type. 

 

Once you’ve selected the filters you want, click ‘Filter 
results’ to display the listing results for the search 
performed. 

 

You can also click ‘More…’ to open a 
modal window to view a complete list of 
available filters. 



 

Within the modal window, select the filters you 
want to apply, then click ‘Search’. 

If you click ‘Cancel’, any changes you made to 
the filters here will not be applied. 

If you click ‘Clear all’, all filters will be 
unselected. 



 

To perform a new search by keyword(s) 
and/or category, click on ‘New search’. 

This will display the search bar where you can start 
a fresh search. 

If you want to go back to your previous filters, click 
‘See filters’. 



 

To view a listing from the search results, 
click on the title of the listing. 

As you scroll down the list of results, it will 
load more results. To jump back to the top of 
the search results page, click ‘Back to top’. 



 

To quickly jump to a specific section within a 
listing, click on one of the section tabs below 
the listing name. 

To return to your search results, click 
‘Back to results’. 



 

From the search results page (or a listing page), click ‘Create new list’ to 
create a new media list which you can then add listings to, for creating 
custom reports. 

 



 

Create a name for your media list, 
then click ‘Save’.  

Once the new list name has been 
saved, it will appear in the 
dropdown menu where you can 
select the media list you wish to 
add listings to. 



 

To add specific listings to the selected list, click ‘Add to my 
media list’ under the listing name. Or click ‘Add all to list’ 
to quickly add all of the listings from your search results. 



 

To view your media lists, open the menu and click 
‘MY CARD’, then click ‘MY MEDIA LISTS’ from the 
dropdown list. 



 

A list of all of the media lists you have created will appear. 

This is where you can delete a list. You can also download a Combined Report. 

Click the small arrow next to the list 
name to view the listings included in 
that list. 



 

If you want to remove a listing from 
the media list before creating a report, 
click ‘Delete’ under the listing name. 



 

Media lists are organized by category. You can create a detailed 
media report based on a specific category, or you can download 
a combined report which includes basic information for all 
listings in the media list, regardless of category. 

To create a detailed report for listings of a 
specific category (eg. Newspapers), click 
‘REPORT’ next to the category header. 

To create a report for all of the listings in the media 
list, regardless of category, click ‘Combined Report’. 



 

If you click ‘Combined Report’, it will automatically download the report in 
Excel. This type of report includes data from General Information, Contacts, 
and Media Representatives, displayed on separate tabs. 



 

If you click ‘REPORT’ next to the category 
header, this will take you to the Report Options 
page for that category type. 

Here, you can select the type of information you want to 
include in your customized report. 
Once you’ve made your selections, click ‘Generate 
Report’ to download the media report in Excel. NOTE: The report options vary based on the category type. 



 

The downloaded media report will include a tab for each of 
the report options selected before the report was generated. 



 

 

For additional assistance, please contact the 

CARDonline Editorial team 

cardonline@strategyonline.ca 
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