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Project #1: Add Volunteers to MyCampaign

¥ Whenever you add a new record to MyCampaign you have to go through a couple of steps to ensure we are n
creating a duplicate record.

¥ First, obtain a login from an organizer and gewav.votebuilder.com

¥ When you are ready to add a new record, go to OQuick Look UpO to check if the record already exists i
MyCampaign.

Click on the
MyCampaign Tab

LOGOUT

My Voter File - My Campaign

¢ Main Menu @

Welcome Ethan Cuick Look Load Data
Chama far America

User Help Center: 0

My Export Files: 0
Process Volunteers: 6,403
Help Center

Quick Look Up Scan Bar Codes

Gwickly ook up individual people Enter data using & bar code reader

Create A List Script View

) Load My List to edit in Script Wiew
Troubleshoot Create A New List

Contact the Admin Build 5 list of people

Grid View
Load & list to edit in Grid View

My Profile Go to My List
Change Password “ieene my current izt of 14,672 people Run Bulk Uploads

Upload data from a texd file using the bulk
View My Folders upload wizard

Browese my saved lists and searches

Reports - Labels
Get Organized

. Calendar
Letters - Emails

Users - Committees Analyze Data View My Calendar

Codes - Guestions - Seripts ) “ieww my calendar of events
. _ View Canvass Results
My Campaign

“iewy survey response and canvass data
Monitor the System

Aduanced @ Run Counts and Crosstabs
Get counts from the AN data warehouse
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¥You can search by name, address, phone number, or other information. aleyansure of the spelling of a name
it is often a good idea to search just by an initial or portion of the name to see what you come up with.

Quick Look Up

Last Mame First Mame Micldlle Mame Phone My Campaign 1T
[viciat s | |
Street Address City Zip Emil Courty

U=ze Smarttame search technology

Here are the search results. IfrMe_] Clear | secarch |
we donOt find a match in
Control Pa

MyCampaign, the next step is 4
Q Search My Voter FD OSearch My Voter File.O

Hamne tdress City Age
hdchak, John San Antonio
fdztak, John

Mchlabb, Jim 10700 Metric Bl If you do find a match at this point, dtic}asn-z15s
Mchiabb, John M Jr 10106 Pinehurst Dr on the record, make sure the contact 232-6s50
4People 1 Page information is all up to date, and add
whatever codes are appropriate.

¥ For this example, weQre going to search the voter file.

¥ We can run the search multiple times gislifferent combinations of information to find the record weOre looking
for.

Quick Look Up

Lazt Mame First Mame fficiclle: Mame Phone Wy Campaign 0
[mchiat N | |
Street Address City Fip Email County

Usze Smarthlame search technology

Remember Me I Clear| Search

Control Panel

) Add New Person
Q Search My Campaign ﬁ- Add Voter to My Campaign It the perzon is not listed below , click

First zelect & woter from the list below here to add & nevwe person to the
databaze

Hame Al = Age Phone
Mchab, Jaime Halmark 9619 Echo Gap If you find a match, clickte 30| (97214291080
Mchak, James 8017 Gessner [ pOX next to the record and hlt’ (512) 873-7224
Mchla, Jamie Hallmark OAdd Voter to My CampaignQ (972 4291090

Mchab, Janis Elgi 1409 Wanderbitt St &pt 3209 Fort Warth (81771 605-8019
cMak, Jennifer Taylor 1400 Dorminik Dr College Sta
ciab, Jahn 23703 Shadow Cresk Cf Kty (281) 693-0553

fdchakb, J 2200 Staffard Dr Arlingtan (517)801-3420
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¥ If you have searched both MyCampaign and the Voter File and still canOt find a match, itOs timblaéa OAdd
Person.O

Quick Look Up

Lazt Mame First Mame Middle Mame Phone Wy Campaign 10
|Mc:Nab |Jazzy | |
Street Address City Fip Etmail Zounty

Uze Smarthlame search technology

Remember Me | Clear| Search |

Control Panel

_ Add New Person
Q Search My Campaign ﬁ%— Add Voter to My Campai If the: perzon ks not listed below, click

First zelect a woter from the list belo here ta add a new person to the
datahase

Mo dats found

Add New Person
Step 1of 3

First Mame |Jazzy *
Miclcile: Mame:

Last Mame |Mcnab * Suffix |

Home Address |1 400 McMatty Drive

ity st st R 7 Enter all of the personOs informatio

wiork Address |

City State l— Fip

Sex (Sntale O Female

DOB | month || day M p year W

HomePhone [s12  _[ses - fosss

Wark Phone l__l_’— Ex‘t’—

celphene | L[ L
[

Email hazzyfreshnas{y@jazzﬁmes O
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Add New Person
Step 2 af 3

IMPORTANT: Please review the records below to ensure that your are not adding a duplicate
record to %WARN. If none of these records match, click Mext below.

Last dich effort to find a match for
Liong SeEES Ly ot o o 00 Riione) the record you are trying to create.
[ettles 1524 S Interstate 35 Austin TH
509 Cater Dr Austin TH [512) B55-0385
5406 Jeff Davis Ave Austin TH [512) B53-5555
702 Tomas Rivera San Marcos T [512) BE2-2885
909 Pairt Run Dr Pflugerville TH [512) B55-0385

Previous Hext

Add New Person
Step 3 of 3

Please review the information you have entered, and click Finish to add this person to My Campaign.

e e, You may get a message telling yoy

13 Test . NG .
Home Address oy leston, ey 40206 the address in not QvalidatedO

The LS. Postal System was unable to validate the address. Any mail sent to this address will
likely not ke deliverad.

Sex hale
wiork Phone (T02) 755-7435

Pleaze hote

Previous Finish

Add New Person
Step 3of 3

Flease review the information you have entered, and click Finish to add this person to WAN

Bl e T Or you may not. Eher way,you can

1524 = Interstate 35 . . . Y . Z,
Home AJESSS | ) \ctin, TX 78704-8031 review the info and hit OFinishO to

The input record is & walid mailing address, but is missing the secondary address

FEEER T Capartment or box number). add the record '

Sex hiale
Home Phone (512) 838-85585

Email jazzyfreshnastyi@iszztimes com

Previous Finish
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¥ Herefour glorious record. (B where®allthe info?

Jazzy Mcnab Print View Seript View
Hit the little O+O sign to expan
a section. + My Campaign ID

+ Vital Stats
+| Districts
+| Also in Household

—| Actions

Save All Changes

Save Page Layout

Merge Duplicate

Delete Person

¢ Main Menu » Quick Look Up » Jazzy Mcnab

Jazzy Mcnab Print View Seript View

-l Addresses =My Campaign ID
Address 1524 S Interstate 35 Zet Map by Camp D 100479471
Austing TH 78704-5931 Mark Adclr Badl Woter AN ID Search Yoter Fils

Add & MNew Address
—| Vital Stats

~| Salutation Sex M

Salutation |Jazzy DB [Age)

Dt Reg
[ tecesszed

Envelope Mame |Jazzv Menak
Save Salutation
—| Districts
State Texas
Courty Travis
Congressional 025

~IPhones
Home [512) 888-5588* Mark Phone Bacd

Cel v

HereOs a nice trick. Hit OSave P
— LayoutO and it will keep yoinfo
mail j[azzyfresh)

— expandedor future records.

—| Also in Household
Ilore:

—| Actions

+ Volunteer Profile @] Save All Changes

+ Events

-| Activist Codes
Mo activist cacdes Save Page Layout

- Save New Code

Add Multiple Codes R
Merge Duplicate
= Survey Questions

Mo survey responses

Sl MENY SUPYEY RESRHONSE
Add Mew Survey Response l Delete Person
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¥ If you have additional phone numbesisecial codingor other info to add, do it now.
¥ When youOre all done, hit OSave All ChangesO

¢ Main Menu » Quick Look Up » Jazzy Mcnab

Jazzy Mcnab Print View Seript View

-l Addresses =My Campaign ID
Address 1524 S Interstate 35 Zet Map by Camp D 100479471
Austing TH 78704-5931 Mark Adclr Badl Woter AN ID Search Yoter Fils

Add & MNew Address
—| Vital Stats

~| Salutation Sex M

Salutation |Jazzy DB [Age)

Dt Reg
[ tecesszed

Envelope Mame [Jazzy Menab

Save Salutation
—| Districts
State Texas
Home [512) 888-5588* Mark Phone Bacd .
Courty Travis

cel v - - Save Mew Phong Congressional 025
—| Also in Household

Email jgzzyfreshnastyi@jazstimes com® [ mever Email  Miark Emsil Bad Mane

| Save Mew Email

+ Volunteer Profile Save All Changes

+ Events

-| Activist Codes
Mo activist codes Save Page Layout
- Save New Code

Add Multiple Codes R
Merge Duplicate

= Survey Questions
Mo survey responses
Sl MENY SUPYEY RESRHONSE
Add Mew Survey Response Delete Person
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Project #2: Process Volunteers in MyCampaign

¥ Obtain a login from an organiznd go tovww.votebuilder.com

Click on the
MyCampaign Tab

LOGOUT

My Voter File

¢ Kain Menu
Welcome Ethan Click on OProcess Volunteers Load Data

Obama for Americs
User Help Center: 0 'ﬁ' Quick Look Up Scan Bar Codes
: “ Culickly look up individual peopls Erter data using & bar code reader
Iy Export Files: 0

Process Volunteers: 6,403 .
Create A List Script Wiew
Help Center P

) Load My List to edit in Script Yiew
Troubleshoot Create A New List
Contact the Admin Build & lizt of people Grid View

Load & list ta edit in Grid Yiew

My Profile Go to My List
Change Password “ieswny ey current list of 14 672 people Run Bulk Uploads

Upload data from a tesxt file using the bulk
View My Folders upload wizard

Browwse my saved listz and searches

Reports - Labels
Get Organized

. Calendar
Letters - Emails

Users - Committees Analyze Data View My Calendar
Codes - Questions * Seripts ) “iewy my calendar of events
G View Canvass Results

My Camipaign .
i : “iewy survey response and canvass data
Monitor the System

Aduanced @ Run Counts and Crosstabs
Get counts from the % AN data warehouse

¥ When you Oprocess volunteers,O you are essentially adding new names to our database. The processing is a wify to
make sure we are not creating duplicate records and, where possible, we are linking the newortdeorabter file.

¥ There are essentially 4 different possibilities for any new record:
1. Itis a duplicate and should be matched to the existing record in MyCampaign and OupdatedO
2. ltis not already in MyCampaign but it does match a record in the vletsofwe will link the records
3. ltis a completely new record which we will add to MyCampaign
4. Itis garbage or fake data and we will reject it
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¥ The first screen you see will list any possible matches that already exist in MyCampaign.

¥ Check thdist carefully to determine if there is a match. Make sure to check things like the name, address, and
phone number. Look for clues that youOve found the same person and use your best judgment.

» Main Menu » Process Volunteers

Process Volunteers

6,108 volunteers left to process HereOs the new reco

we want to add

Hew Volunteer / Actions
Hame e R Q Search My Voter File

Address 3328 Fawn Creek Dr. This example matchesg
Kingwood, T 77339 an existing record so

youOll check this box.
Home Phone Add this Person to My Campaign
Witk Phone If the person is not listed belowe, click here to
add a newy person to the database.

Update My Campaign Database

First select & person from the list below.

Cell Phone
Date of Birth - Skip this Person
Party And then hit OUpdats

My Campaign i Reject this Person
DatabaseO

Email marizimengdz 1@y ahon. oo

SEx

Options  C08 Online Submissn SO0 Pot Del Ohama
HARRIS COUMTY CC Pot §12 & WU ID 19972256
Bulk Uploszd

[y Campaign 0 Mame Acdress City Fip Sex | Age Phone Party
(}n 100465951 Mendoza, Maria 3526 Fawen Creek Dr Kingpwood 7FEd9 | F (2517 745-0906

oy

(:} 100070517 Mendoza, Matia 143 Klebery &ve Browenzville 7as26 | F =5 1]
3 100486411 Mendoza, Maris 170 M Milam St San Benito 7E53E | F 24 (956) 399-4350 |1
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¥ If the record doesnOt match amyhe list, hit OSearch My Voter File.O

Process Volunteers
5,543 volunteers left to process

Hew Volunteer

Mame  Calhoun, Calvin

Search My wm@

Update My Campaign Database

First select & person from the list below:,

Add this Person to My Campaign
If the per=on is not listed below, click here to
acld a nevy person to the databasze.

Address

128 Graystone Place
This record doesnOt
match anything already
in the MyCampaign so
weOre going to OSear
My Voter File.O

Duncanvile, TH 75137

Hatne Phane
Work Phane
Cell Phane
Date of Birth
Party

Skip this Person

Reject this Person

Etnail  wwedodoor@swhell net

SEx

Options CC08 Cnline Submizsn, CC08 Pot AR Ohama

Maote DaLLAS COUNTY CC Pt 4204 & WU D 1088223542

Source  Bulk Uplosd

Wy Campaign 10 Mame Address City Phone

100435254
100021453
100368012
100387520
100165024
100321480
100355594
100022144

Calhoun, Caral
Calhoun, Cazey
Calhoun, Cazsing
Calhoun, Cazsing
Calhoun, Chandra
Calhoun, Chandra

Calhoun, Chrizhelle

1653 Michole Woods Dr

B406 Hartvvick Pl

2512 Glenwick Ln

g6:55 Jones Rd Apt 2322

Calhoun, Cory

TEOT vvnne Ln

Houston

Austin

Dallas

Spring

Houston

Austin
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Process Volunteers
5,506 volunteers |eft to process

Hew Volunteer

Matme

Address

Home Phone
Work Phone
Cell Phone
Date of Birth
Party

Ermnail

G3E3235
5453361
15925718
14931
10358971

*Special Note: When you OAdd Voter to My Campaign,O you should still check the resultant record to make sure all

Calhoun, Calvin

128 Graystone Place

Duncanyille, TX 73137

This example does
match a record in the
voter file so youOll
check this box.

And then hit OAdd
Voter to My
CampaignO

5 Online Submizzn CCO08 Pt A Obama

DALLAS COUNTY CC Pot 4204 & WU D 1085223542

Bk Uploadd

Matme

Calhoun, Calvin
Calhoun, Pegay
Calhwoun, Calvin
Calhioun, Calvin

Calhoun, Calvin

Addrezs
128 Graystone Pl

223 Birchweood Ln
204 Golden Oaks Dr
£S04 Eagle Dr Apt 15

Duncanyile
Cedar Hill
tdabank
Dentan

Search My Campaigh

dd Voter to My Campaign

First select a person from the list below .

Add this Person to My Campaign

If the person is not listed kelowe, click here to

add 5 newy person to the databasze.

Skip this Person

Reject this Person

Phore
(972 YE0-1443

Sex Age
53

City

(O72) 7E0-7357
(003 451-0013
3

49 (409 625-4533

of the contact information is up to date. Pay special attention to phone numbers.

u

u
u
u
u

¥ Ifyou canOt find any matches for the record, go ahead and OAdd This Person to My Campaign.O
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Process Volunteers
4 850 volunteers left to process

Hew Volunteer

Mame:

Address

Home Phone
Wiark Phone
Cell Phaone
Diate of Birth
Party

Email

Sex

Options
Mate

Source

AN I
O 12022873

| 3523425
™ | 3580870

¥ Cello!

Diaz, Jazon

2036 Timber Heights 1n
Austing TH 78754
(512 7911549

In this example weOve
checked botiMy
Campaign and the voter
file and we havenOt
found any matches, so
weOre going to OAdd th
Person to My Campaign

jasondizz@Eaustine .com

CC0E Pot Al Ohama

Bulk Upload

Mame

Diaz, Jason
Diaz, Jason

Dizz. Jazon

11517 Jim Thorpe Ln
G50 Freiling
5020 Blanco Rd

Adddress City
Austin
San Antanio

San Antonio
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Search My Campaign

Add voter to ky Campaign
First i

Add this Person to My Campaig

If the person iz not listed below, click here to
add anew persan tathe database.

Skip this Person

2oy

Reject this Person

Phone
(512 2911891

Zip Sex | Age
TET43 | M 29
T3 | M 27 (2100 7371594

TE2ME I M 32




