A campaign leader’s tutorial for Advokit — a voter contact

management system
© Dan Robinson, 2004; and Pat Dunlavey, 2006

Login to AdvoKit for the first time; initial steps

The default username is admin, the default password is admin (case matters).

‘@@@ @ @ @http:,l',l’localhost,l’advoklt,ilndex‘php?dlsplay=\_ug\n @ v Q @ s

Advekit

Tools for a New American Politics Login

Welcome, Admin Istrator
Browse Campaigns

Add Campaign Uzername W
Browse Help Screens Paszword I""“’i Lagin |

Add Help Screen
Forgot wour password?
Browse Users
User Report
Administration
Set Password

Logout

Last result; o o
g0 to Yotervater | _Downlogd Curre elease | Molunteer now!

The first thing to do is to change your Admin Password, otherwise anybody can make
any changes to your installation of AdvoKit. The best way not to forget it is to do it now!

Click on Set Password on the lower left of the initial screen.

Adveokit

Tools for a New American Politics Set password for user "admin®

Welcome, Admin Istrator

Browse Campaigns
Add Campaign

Qe Password I“"""‘*
Browse Help Screens

Add Help Screen
Mew Password

Browse Users Confirm Mew Password

User Report
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Set Password Set new passward |
Logout

Last result: A D o
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In the screen that comes up, type "admin" for Old Password, and choose a new password
and type it twice below, then click Set New Password.



Initial campaign setup

After changing your password, the first thing you will want to do is set up your first
campaign.

Welcome, Admin Istrator m
{ Edit Campaign "

i & campaign, add/edit,

If tl

Bro
Add Help Screen

- . To
Choose Edit Campaign

Edit a Campaign

Please name this campaign!
Name My Campaign|
Description

Cheg# this box to enable self-registration for open jobs in this campaign

[ Save ] [ Restore values ]

Give your campaign a name. The description is optional, but helps people identify the
campaign if you are running more than one.

Self-Registration allows job “openings” to be published publicly on the website. In this
way visitors to your Advokit site can volunteer for jobs instead of needing to be assigned
to them.

Edit My Campaign

Add a campaign leader

Name Wy Tampaig

Description

Check this box to enable self-registration for open jobs in this campaign

[ Save ] [ Restore values ]




After naming the campaign, a link will appear enabling you to add a Campaign Leader

Edit campaign My Campaign
You may add a new leader to fill this job, oryou m

choose from existing users.

lzername Password I
Mickname
et [ Micile | Last |
Addresz
ay [ State | (choose state) v
Postal [
Home: Oiffice
Iokile Fax Pager I
Email
M 1D M Type [ (choose IMtype) x|
Hamepage
Motes

Add Campaign Leader | Clear Form |

You can enter a new leader in on this screen, or assign an existing user the job of
Campaign Leader. At this point there are no existing users (other than admin) so you will
need to create a new Leader. The fields in red are required.

Edit campaign My Campaign
You may add a new leader to fill this job, oryou may choose from existing users.

Uzernaime  |Leader Pazsword I“‘*‘*‘“‘* Confirm I“‘*‘*‘“‘*‘

Mickname
Firzt |Leader hiciclle I La=t IEmith
Addrezz

By default, e-mail is not required (but can be made so through the settings in the
advokit.ini file). However, it is good practice to enter emails and encourage others to do
the same (otherwise the “mail me a new password” feature will not work and the user



who has misplaced their password will be forced to rely on someone else to get them
back into the system).

After you have filled out the required info you can click on “Add A Campaign Leader”.
The work area of your screen will now look something like this —

Edit campaian My Campaign

Show onily feaders having status I rany status) vI

Mame <™ Home Office Statuz 2
Sinith, Leader A
Add g leader to campaign My Campaign

o

Logging in as campaign leader and setting up some organization

[Note that before you can actually begin to make contact lists and contact voters, voter
data must be installed. This job is done by the campaign leader. Consult documentation
separately on how to prepare and install voter data. For the purposes of the remainder of
this tutorial, we will assume that voter data has already been loaded.]

You have now created an account that you can use to manage the campaign. You can
now log on using that id to manage the campaign itself. The admin account is powerful,
but you will only need it for system administration of Advokit, not for daily use. To get
access to the day-to-day features you will be using for your campaign, you need to log in
as a Leader. So choose Logout on the bottom left, then log back in as the Leader you
have created.



Ad'vokf[ Campaign: My Campaign

Tools for a New American Politics Home

Welcome, Leader Smith ( My < ampaian

MY 10BS

Leader (My Campaign)

BROWSE Welcome to the AdvoKit homepage!
Contacts
Jobs
Users
Job Types

Ifthis is the first time you are seeing this message than congratulations on successiully
installing Advokit.

To get started login with username: admin and password: admin and add a campaign.
PROGRESS SUMMARY

Tasks 1. Create a campaign.
Voter Contacts 2. You will then be prompted to create a leader for the carmpaign
3. Logout and then login as that leader
4. Follow the links to ano anoreraTon
Email Downstream 4. Follow the links to soo s e
Upload Voterfile fi. Follow the links to ano an scThist
7. Followethe links t0 ab0 s UESTOHNAIRE
8. Follow the links to upload voterfile
Edit Profile
Set Password If you need fo get back to this page fust click on the Advalkit Logo on the top left hand cormer of
Logout the page.

When you have familiarized yourself with these steps you can change the contents of this page
by logging in, clicking on “administration” in the sidebar and Editing the Home page.

Flease direct guestions, concerns and inguiries to help@woter2voter.org

Last result: i Hon
goto Yoter2voter | Downlosd Current Relesse

You will be greeted by your Advokit homepage (which the administrator can edit with
the administrative interface. Note the “My Campaign” link at the top of the work area.
This is a “crumb bar” that will “expand” and “contract” as you navigate through your
campaign — we’ll see more about that in a moment. For now, click on it to be taken to
your campaign’s details page.

Campaign Details {J

My Campaign 1
2 3 4 5

| Campaign Leadership | | Operations | | Cuestionnaires ‘ | Voter Filters |

No operations ADD OPERATION

Let’s take a look at this screen —

1) The “crumb bar” will help you will navigate through the teams in your campaign.

2) The “Campaign Leadership” tab shows who is occupies the campaign leadership
job and is responsible for managing the campaign.

3) The “Operations” tab allows you to create, navigate into and manage the
individual parts of your campaign. Each activity area in your campaign, like
phone banking, tableling, registering, fundraising, door-to-door canvassing, and
get out the vote, can have its own operation.

4) The “Questionnaires” tab lets you create a set of questions for volunteers to use to
help identify likely supporters and possible converts to your campaign. Note that



you may not want to create a questionnaire at the campaign level. Questionnaires
can be created at any level, and will be seen on voter contact sheets for that level
and below. Most typically, questionnaires are created at the operation level.

5) The “Voter Filters” tab allows you to define geographic or demographic criteria to
narrow down the pool of voters you are interested in reaching. This can be for
“targeting” purposes (defining a particular group of voters that you want to
contact with a particular message), or “turf cutting” purposes (dividing the
population geographically for efficient division of labor).

For the purposes of this tutorial, create a Get Out The Vote operation by clicking on
“Add Operation”.

Name |GOTV ® actve © nnactive
Description  oter Contact Work: phone banking,
canvassing, etc.
Identify supporters and get them to vote

Starts on Ends on
Election Date  |5/16/2006 Follz Open 7 AM v
Enable editing of ALL voter information.

Enable editing of basic voter information.

I either case, when editing a voter, ENABLE editing of residence address, mail
address and political address information.
Notes

All that is required is a name —

1) If you provide an election date, a count-down clock to the time that polls open
will appear on users’ team and job details pages.

2) The start and end dates do not currently have any effect

3) The first two check-boxes enable/disable links that let users edit voter
information. The first gives access to a detailed editing page where you can edit
all information about that voter, while the second limits editing to some basic
voter information.

4) The third check-box only matters if either of the previous two are checked. When
checked, it enables editing of address information for voters. This is included
because editing a voter’s address forces a new address record to be created just for
that voter, and the ability to search and group voters by household will become
compromised — you can prevent that leaving this box un-checked.

After the operation is created, you will be taken to the operation details page, which looks
a lot like the campaign details page:



- GOTV (details)

My Campaign = GOTY

-GOTV

Woter Contact Work: phone banking, canvassing, etc. Identify supporters and get them to vote

Election Date: 06162006 29 days and 19 hours remain until polls open!

Leadership | | Teams | | Questionnaires | | Yoter Filters | | Configuration | | Stats
No teams ADD TEAM

bR 1Y

In addition to the “Leadership”, “Teams”, “Questionnaires”, and “Voter Filters” tabs,
there are two new tabs for “Configuration” and “Stats”. These are used to view
information about how the operation was set up, and about the pool of voters available to
this operation and their contact status.

Adding Teams and Voter Filters

Let’s add a Team Called “AD215” (for the 215" Assembly District).

- AD 215 (details) @

KMy Campaign = GOTV = AD 215

~AD 215

Assembly District 215 Field Team
EDIT TEAM | DELETE TEAM

Election Date: 06/16/2006 29 days and 18 hours remain until polls open!

Leadership | | Teams | | Activists | | Questionnaires | | Voter Filters | | Stats

Burns, Deb GOTV Leader
508-458-2388 (h) deb@pdcarte.com

This team does not have any leaders ADD LEADER

Now let’s add a “filter”. Filters allow you to decide which voters a particular team (and
it’s sub-teams) can see. In this case we’ll filter for voters who live in this Assembly
District. The team members for this team (and the team’s below) will only be able to see
and work with voters in the 215™ Assembly District. Start by clicking on the “Voter
Filters” tab, and then click “add filter”:




Add a voter filter for subdivision AD 215

My Campaign = GOTV = AD 215

Selectthe desired voter characteristics, then click “create and apply filter”. The new

filter will replace any existing filtter for subdivision AD 215.
Filter Diezcription

D Check thiz box fo include only voter information that wae uploaded from & voterfile.

Last name Firzst name
ztarts with startz with

D empty D not empty Ds'ﬂmy Dn:}t:—rnnry

This page has a lot of fields that allow you to define a filter based on almost any voter
attribute that you have; we’re showing just part of it here.

Lower down on this page, find the field labeled “State Rep. District”. Enter “215” to
create a filter for assembly district 215.

Ward number Precinct number

D empty D not emnpty D empty D not empty
US Congress District

[ empty T net empty
State Senate District State Rep. Di
L empty [T nat empty -l empty ¥ ot empty

Census Tract Census Block

l:‘ empty |:| not empty |:| empty l:‘ not empty

Type a description for the filter (e.g. “AD 215”), and click “Create and Apply Filter”.

Now let’s add a new team under AD 215 — called Precinct 2. Create a filter for that team
— called Precinct 2 and in the Precinct number box fill in the value “2”.



_ Precinct 2 (details) €

My Campaign = GOTV = AD 215 = Precinct 2

~Precinct 2

EDIT TEAM | DELETE TEAM

Election Date: 06/16/2006 29 days and 18 hours remain until polls open!

Leadership | | Teams | | Activists | | Questionnaires | | Voter Filters | | Stats
Voter Filter REPLACE FILTER | CLEAR FILTER | EDIT 5QL

Description: Precinct 2
rp.precinct_number='2'

Once you have added a filter for Precinct 2 it should look like the above.

If you click on the “Stats” tab, you will see the number of voters who pass this filter and

are available to this team.

Adding Jobs

Now let’s add an activist Job to this campaign — these are the folks who do the real work!

Click on the “Activists” tab, and then click on “add activist job”:

_ Precinct 2 (details) @

My Campaign = GOTV = AD 215 = Precinct 2

~Precinct 2

EDIT TEAM | DELETE TEAM

Election Date: 06/16/2006 29 days and 18 hours remain until polls open!

Leadership | | Teams | | Activists | | Questionnaires | | Voter Filters | | Stats
No activist jobs on this team ADD ACTIVIST JOB

When you add a job you will see a drop down form for the type of job; chose the “Voter

Contact” job type and you will see the following



Add a activist to new job

My Campaign = GOTY = AD 215 = Precinct 2
Adding new jobis) within the team Precinct 2 of operation GOTV.

Typeoflob | yigter Contact ]

What would you like to do?

1 Add unfilled job(s) with this job-type. | Create Unfilled Jobs |

- 0OR —
2 Create a job of type Voter Contact and fill it with a new activist.
- 0OR —

3 Create a job of type Voter Contact and fill it with an existing activist.

You have the option to either...
1. Create one or more copies of this job type that are not yet filled by any users
2. Create one job of this type and fill it with a new user that you will create
3. Create one job of this type and fill it with an activist chosen from a list of existing
users

Let’s “Add 1 unfilled...”. You will then be taken back to the “team” page and under the
Activists tab see something like this:

Precinct 2 (details) )

My Campaign = GOTV = AD 215 = Precinct 2
~Precinct 2

EDIT TEAM | DELETE TEAM

Election Date: 06/16/2006 29 days and 18 hours remain until polls open!

| Leadership ‘ | Teams | ‘ Activists | | Guestionnaires ‘ | Yoter Filters | | Stats ‘
-  Activist & Job & Activity & ADD ACTIVIST JOB

“oter Contact #118 [+
G rssuve o2

You can fill the job at any time, by clicking on the “fill” or “+” links, which will present
you with options to fill the job with either an existing user, or with a new user that you
create.

But for now, let’s see what happens when we Assume a job. Click on the “assume” link
for this job. This will take you to a user interface that is almost identical to what a user

10



who has this job will see — you can use this feature to set up a volunteer’s work or to go
in and fix something if they get stuck. Let’s take a look at the screen:

v Iv Ca ai
Advok(t My Campaign

My Campaign = GOTY = AD 215 = Precinct 2

Volunteer Now

Tools for a New American Politics Voter Contact (team: Precinct 2) {J

~Voter Contact Job on Precinct 2

Welcome, Chief Kahuna

Contact voters for supporter identification and get out the vote

Election Date: 06/16/2006 29 days and 18 hours remain until polls open!

[= Leader (My Campaign)
Voter Contact (AD 217)

Team Leaders Contact Info
ASSUMED J0B Eq
Voter Contact _ _
(0 activists) Job holder Contact Info

newver

Cumulative Voter Filter
From Precinct 2: Precinct 2

rp.precinct_numnber='2"

Add 10 voters to new list

From AD 215: AD 215

rp.=t_rep _di=trict='215"

advanced search

From GOTW: Democrats

BROWSE v party_affiliation in ( 'D" )

Initially, the job details screen appears in the main display area. But notice the new
“Assumed Job” section that has appeared in the sidebar at the left of the screen. Here you
can see the information and controls that this activist will have access to. You can browse
through any existing contact lists (there are none at the moment), add 10 voters to a new
or existing contact list, etc. You can also search for voters to consider adding to a contact
list.

Let’s do a search. If you press the “go” button under “Search Voters” without entering
any text in the field, all the records in the voter pool will be returned. In this case, we get
all the voters who match the cumulative voter filters on this team and the teams above.
Only twenty are shown at a time, however. Use the controls at the bottom of the page to
see more pages of voters found by this search.



My Campaign = GOTY = AD 215 = Precinct 2

Show all voters visible at this level

Address &

Browse Voters (3 [

[w] Group by housenoig? @ yes O no

State

Aip

Hame

= 4 Azbury Road Worcester, MA 01802 Jones, Edward T3 2
= 5 Azbury Road Worcester, MA 01602 Bauckman, Alton 54 ﬁ]ﬂ
= 5 Azbury Road Worcester, MA 015602 Ma=on, Loretta 101 ﬁ]ﬂ
= 12 Asbury Road Worcester, MA 01502 Price, Diane 7 ﬁ]ﬂ
D & Barr Street Worcester, MA 01802 Rasmuszen, Duffy 37 ﬁ]ﬂ
D S Barr Street Worcester, MA 01602 Klgin, Benjamin 71 ﬁ]ﬂ
[] 9 Barr Street Worcester, MA 01502 Kiein, Charlotte T2 ﬁ}‘i}
[] 10 Barr Street Worcester, MA 01502 Kolios, Sandra 51 ﬁ}‘i}
D 12 Barr Street Worcester, MA 01602 Nierenberg, Eric M ﬁ]ﬂ
= 14 Barr Street Worcester, MA 015602 Kenary, Ann Marie 28 ﬁ]ﬂ
14 Barr Street Worcester, MA 01802 Kenary, Eileen 59 ﬁ]ﬂ
14 Barr Street Worcester, MA 01502 Kenary, Paul 57 ﬁ}‘i}
[] 17 Barr Street Worcester, MA 01502 Brennan, Mark 44 ﬁ}‘i}
D 15 Barr Street Worcester, MA 01502 Gaffin, Ethel 55 ﬁ}‘i}
D 19 Barr Street Worcester, MA 01802 Gaffin, Henry 31 ﬁ]ﬂ
D 2 Beeching Street Worcester, MA 01602 Brown, Cathering 55 ﬁ]ﬂ
D 2 Beeching Street Worcester, MA 01502 Brown, Michael 63 ﬁ]ﬂ
D 2 Beeching Street Worcester, MA 01602 Brown, Sarah ar ﬁ]ﬂ
D 2 Beeching Street Worcester, MA 01602 Brown, Stephen 22 ﬁ]ﬂ
D 11 Beeching Strest Worcester, MA 01602 Kaplan, Joan 49 [ﬁ'ﬁ
Add selected [i] to Mame the new list

There is a lot to see on this page! First, of course, is the list of voters who have been

add new voter

(advanced)

wn

Mext 20 [ Last [

found by this search. Consult the “Getting Started — Activists” document for more details
on how to work with voter searches, contact lists, and contact sheets.

Ok — enough of that now. Let’s “unassume” the job and return to the GOTV operation

screen. Do this by clicking on the little “x” for the assumed job,

and then clicking on “GOTV” in the “crumb bar” near the top of the main display.

ASSUMED JOB B4

Voter Contact
(0 activists)

Adding Questionnaires

12



Now we will add a “Questionnaire”. Questionnaires are how you collect information
when your activists make contact with voters. You might want to ask if that voter
supports your candidate, for example.

Click the “Questionnaires” tab on the GOTV operation details page.

Leadership | | Teams | | Questionnaires || Voter Filters | | Configuration | | Stats

No voter guestionnaires ADD GUESTIONNAIRE

Click on “Add Questionnaire”

Give your questionnaire a name and click “Add new questionnaire”

Mame My Questionnaird]
Dezcription

Add Mew Questionnaire I Clear Farm Cancel

You will be returned to the team page

Leadership | | Teams | | CQuestionnaires | | Voter Filters | | Configuration | | Stats

Voter Questionnaire ADD GUE STIONNAIRE
Worcester Votes 2004 Field Operation Questionnaire EDIT | DELETE
Mo question groups defined for this questionnaire. ADD GROUP

Next, add a question “group”. Each Questionnaire can have many question groups, each
question group can have many questions. You need at least one group. It doesn’t matter
what you call it. Question Groups can be targeted to voters — so one question group
could be for all voters, and another could be just for voters in assembly district 215, for
example. This lets you use a single voter contact for multiple races..

Mame |Guestinn Group 1

If desired, enter optional start and end dates. If specified, guestions will not ke showwn outside
the range of dates you erter.

Start Date I End Date I

Add question graup | Clear Farm |

Add this question group and then you will see an add question screen.

13



Format | multiple Chaoice = | 1 Desired answer | (motapplicable) | 4

2 Possible Answers 2 Muitinie chaice aniy
3 Goal Mumber

7 Check this box to cisplal pragress an this question on reporting pages.

Gnestion body

5

Add Mew: Gluestion I Clear Form |

1. There are several possible question formats. Multiple choice is the most flexible,
but does not support “desired” answers (more on that on item #4).

2. The number of possible answers applies only to multiple choice format questions.

3. The goal number provides a way to assess your performance against a goal you
set for yourself. For example, you could decide that you need 1,000 “yes” answers
to meet your campaign objectives and ensure a victory. By setting that number
here, “Yes” as the desired answer, and checking the box to display progress, you
will be able to see a bar graph of your performance with respect to that objective.

4. Select which response you regard as the one that indicates success. Combined
with the goal number, this enables graphing of your progress.

5. The question body is simply the text of the question, e.g. “Will you vote for
candidate X”. It is not a good practice to enter a long script here however, which
just makes the contact sheet long and difficult to manage. Better to attach a script
that the activist can print out separately. You can, by the way, enter html tags
here, and they will be displayed correctly on the contact sheet and printed
questionnaire.

| Leadership | | Teams | | Questionnaires | | Voter Fiters | | Configuration | | Stats |

Voter Questionnaire ADD GUESTIONNAIRE

Worcester Votes 2004 Field Operation Questionnaire EDIT | DELETE
1 gquestion group within this questionnaire ADD GROUP
1 Supperter identification  start: 02/08/2006 3 ¥ b4
1 Do you plan to vote on November 2nd? vooxX
-Yes - Mo

2 O <style type="text/css"> <I- style1 {color:._. vooxX
-Yes - Mo

2 & Do you support? X

- Support - Lean Toward - Undecided - Lean Away - Oppose

14



Once you enter in a question, you will be returned to the above screen. You can add
more questions to that group by clicking on the “?” icon. You can add more groups by
clicking on “Add Group”.

To see what all this looks like, dive back down to the My Campaign > GOTV > AD215 >
Precinct 2 team and assume the voter contact job as we did earlier. Click on the link to
“Add 10 voters to a new list” and then click on the name of one of the voters that you see
listed on the new contact list.

ASSUMED JOB |

Voter Contact
(0 activists)

Add 10 voters to new list

advanced search

= Name & adr & cit & Age & Home AVY P &  Status/Last Date
> Munson, Colleen - age 37 508-797-0317 N D [w]
957 Pleasant Street#2  Worcester, Ma 01802 R )
-_
% Robbins, Arthur - age 61 508-752-1872 N D v
Fdge Close  Worcester, MA 01809 Effoz
% George, Patricia - age 81 S08-754-2013 N D [v]

3602 Knightsbridge Close  Worcester, MA 01508 ER i ]

This will take you to a contact sheet for this voter, which will look something like this:

Back to contact list = PrevVoter MNex Voter =

ARTHUR ROBEINS  508-752-1872 (H) % i =
3501 Knightsbridae Close, Worcester, M4 01609 Gender: M Age: 61 Pary. D
If contact was attempted but not completed, what happened? Record Attermnpt

ORejectinn O Unavailable O Bad Number O Other

If contact was successful, enter responses below and click "Record Answers" at the bottom

Worcester Votes 2004 Field Operation Questionnaire
Supporter ldentification script

1. Do you plan to vote on November 2nd?

Oves ONo

| Record Answers | | Clear Answers |

15



Final words

We hope that this introduction has been helpful! Advokit is a powerful application, and
we glossed over and skipped a number of features in this tutorial. We would encourage
you to explore each screen as you are learning your way around Advokit, and to do this
early in your campaign preparations! There are some online help screens that you can
access when you see the @ button at the upper right portion of the page. Consult other
documentation for detailed information for activists and how to install voter data. And
good luck on your campaign!

Dan Robinson and Pat Dunlavey
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