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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 not 
creating a duplicate record. 
 
¥ First, obtain a login from an organizer and go to www.votebuilder.com 
 
¥ When you are ready to add a new record, go to ÒQuick Look UpÓ to check if the record already exists in 
MyCampaign. 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

Click on the 
MyCampaign Tab 

Go to ÒQuick Look UpÓ 

http://www.votebuilder.com/
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¥ You can search by name, address, phone number, or other information.  If you are unsure 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. 
 

 
 
 
¥ For this example, weÕre going to search the voter file. 
 
¥ We can run the search multiple times using different combinations of information to find the record weÕre looking 
for. 
 

 

Here are the search results.  If 
we donÕt find a match in 

MyCampaign, the next step is to 
ÒSearch My Voter File.Ó 

 

If you do find a match at this point, click 
on the record, make sure the contact 
information is all up to date, and add 

whatever codes are appropriate. 
 

If you find a match, click the 
box next to the record and hit 
ÒAdd Voter to My CampaignÓ 
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¥ If you have searched both MyCampaign and the Voter File and still canÕt find a match, itÕs time to ÒAdd New 
Person.Ó 
 

 
 

 
 
 
 
 
 
 
 
 
 
 

Enter all of the personÕs information. 
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or . . . 
 

 
 
 
 
 
 
 
 
 
 
 

Last ditch effort to find a match for 
the record you are trying to create. 

 

Or you may not.  Either way, you can 
review the info and hit ÒFinishÓ to 

add the record. 
 

You may get a message telling you 
the address in not Òvalidated.Ó 
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¥ HereÕs our glorious record.  But whereÕs all the info? 
 

 
 

 

Hit the little Ò+Ó sign to expand 
a section. 

 

HereÕs a nice trick.  Hit ÒSave Page 
LayoutÓ and it will keep your info 

expanded for future records. 
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¥ If you have additional phone numbers, special coding, or other info to add, do it now. 
¥ When youÕre all done, hit ÒSave All ChangesÓ 
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Project #2: Process Volunteers in MyCampaign 

 
¥ Obtain a login from an organizer and go to www.votebuilder.com 
 
 
 

 
 
¥ When you Òprocess volunteers,Ó you are essentially adding new names to our database.  The processing is a way to 
make sure we are not creating duplicate records and, where possible, we are linking the new records to the voter file. 
 
¥ There are essentially 4 different possibilities for any new record: 

1. It is a duplicate and should be matched to the existing record in MyCampaign and ÒupdatedÓ 
2. It is not already in MyCampaign but it does match a record in the voter file so we will link the records 
3. It is a completely new record which we will add to MyCampaign 
4. It is garbage or fake data and we will reject it 

 
 
 
 
 
 
 

Click on the 
MyCampaign Tab 

 

Click on ÒProcess Volunteers.Ó 
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¥ The first screen you see will list any possible matches that already exist in MyCampaign. 
 
¥ Check the list carefully to determine if there is a match.  Make sure to check things like the name, address, and 
phone number.  Look for clues that youÕve found the same person and use your best judgment. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

HereÕs the new record 
we want to add 

 

This example matches 
an existing record so 
youÕll check this box. 

 

And then hit ÒUpdate 
My Campaign 

DatabaseÓ 
 



 
 

 
 
 

Printed in house 
 

Paid for by Obama for America 

 
¥ If the record doesnÕt match any on the list, hit ÒSearch My Voter File.Ó 
 

 
 
 

This record doesnÕt 
match anything already 
in the MyCampaign so 
weÕre going to ÒSearch 

My Voter File.Ó 
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*Special Note: When you ÒAdd Voter to My Campaign,Ó you should still check the resultant record to make sure all 
of the contact information is up to date.  Pay special attention to phone numbers. 
 
¥ If you canÕt find any matches for the record, go ahead and ÒAdd This Person to My Campaign.Ó 
 
 
 
 

This example does 
match a record in the 
voter file so youÕll 

check this box. 
 

And then hit ÒAdd 
Voter to My 
CampaignÓ 
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¥ Cello! 
 
 
 
 
 
 
 
 
 
 
 
 

In this example weÕve 
checked both My 

Campaign and the voter 
file and we havenÕt 

found any matches, so 
weÕre going to ÒAdd this 
Person to My CampaignÓ 
 


