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Getting Started

How to request an account

Requesting an account is easy. Follow the step -by-step process outlined
below.

Go to Liberalist.ca

Click the Request Access button in the top left-hand corner.

Read the Liberalist User Agreement (See Page 6).

Once you have carefully read through the terms of the agreement, fill out your
details and check the box, assuring us that you have read the terms, conditions
and limitations stated above.

5. The Liberal Party of Canada will then contact your riding president and candidate
for authorization. We will create your account and you will receive an e-mail with
a link to set up your account password and details. If you do not receive your
account confirmation in five business days, contact assistance@liberal.ca.

HwnN P

The account approval process is designed to ensure that information in Liberalist is
secure and that all users fully understand their responsibilities surrounding the use of
Liberalist. It is important to note that the voter file contained in the system is an
electronic version of the Elections Canada List of Electors, which is subject to the
Canada Elections Act and to the scrutiny of Elections Canada. Users are expected to
respect the sensitive information contained in Liberalist, use it only for approved
purposes and fully comply with the rules set out by Elections Canada and the Liberal
Party of Canada (LPC).

You can request one of three kinds of user profiles for your account. Each level has
been designed for different positions within your campaign.
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Liberalist User Agreement form

The Liberal Party of Canada (referred to

a voter identification and contact management system which is called

Liberalist. This system is to be used in a ccordance with the following terms
and conditions and such other requirements that may be communicated to

a person who is granted access to it:

Agreement Regarding the Use of the Lists of Electors

I, by completing required fields below, in consideration of the provision to me of access
to Liberalist, do hereby agree and undertake as follows:

bel o

Al understand the importance of protectin

electors provided to the LPC and other personal information collected by the LPC
andst ored in Liberalist (all of which

i s co

A I understand and agree that | may use th

communicating on behalf of the LPC with electors, donors and members of the
LPC, including soliciting contributions and recruiting party members.

A I understand and agree that | wil!/l
confidentiality of the data and the personal information contained therein. | will
not disclose the data to anyone outside the LPC.

A I understand and agree that | wil!/l
means, electronic or otherwise, and will return or destroy any copies that | may
obtain once | have completed the task for which they have been provided.

A | und e rasknowladge tlantitht the unauthorized use or disclosure of
the data constitutes an offence under the Canada Elections Act and other laws.

A understand and agree that access

the National Director of the LPC at any time and at his or her discretion and that
his or her decision is final.

6| Page
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Al understand and agree that | will only
authorized functions on Liberalist, and | will not permit the use of my personal

login by, or provide it to any other individual, group or entity. In the event that |

believe that my personal login has been obtained by any other individual group or

entity, or otherwise compromised, | will immediately report this to the National

Office of the LPC so that the authorization for the login may be cancelled.

Al understand and agree that the data con
obtained from lists of electors, is the sole property of the Federal Liberal Agency

of Canada, and that any data that | may enter into Liberalist shall become the

property of the Federal Liberal Agency of Canada, which it may use in

accordance with law.

A I understand that the provision of data
solely for the use of the LPC at the federal level.

A I understand and agree that further requ

by the Federal Liberal Agency of Canada at any time, and that my continued use
of the login and of Liberalist shall constitute my agreement to such requirements.
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Level 1: Basic User

This account level is for new volunteers, door-to-
door canvassers, phone bankers and data entry
aides. This should be sufficient for most ordinary -
activities that volunteers will encounter day-to-day. &

Basic Users have access to modules such as Grid

View, Scan Bar Codes and the Virtual Phone Bank so they can enter data and make
phone calls with lists that are assigned to them. However, they cannot search for any
individual or create a list of voters. They will only be able to use lists supplied to them by
other users. This user level cannot export any information.

Level 2: Intermediate User

This account has every feature available to Level 1
users, but it also can search for individuals in
shared contacts and my voters and update their
profiles. Level 2 users can also manage event

participation for volunteers and attendees. prp—
Typically, this account will be used by volunteers & e
with a more senior level of responsibility, such as a

receptionist. Like Level 1, this account cannot export any information.

Level 3: Advanced User

This account is designed for all of your campaign
organizers, such as the campaign managers,
volunteer co-coordinators, canvassing chairs,
fundraisers, poll captains, technology co- , ‘
coordinators, etc. This account allows users to do . G

everything Level 1 and 2 users can do with the Y T
addition of the ability to create lists of voters or
shared contacts. This account also has access to
the analytics modules and can create and edit form letters, survey questions, scripts for
phone banks and door-to-door canvasses. Level 3 users are able to request exports of
information contained within the voter or shared contacts file.
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Logging in to Liberalist

In order to use Liberalist, all you need is a computer and an Internet
connection. T h a titON® other software is required because Liberalist is a
web -based system.

1. Liberalist is recommended and supported on the following Internet browsers:
Firefox 3.0 or higher and Internet Explorer 7.0 or higher

2. Type http://my.liberalist.ca/ in the address field of your Internet browser.

3. Enter the username provided to you by email by the Liberal Party of Canada.
First time users will be asked to create a password.

4. After you click Log In, you will see the main menu. Be sure to enter or verify your
contact information in My Profile. Your e-mail address will be used to reset your
password in case you forget it.

Ub;a BN

[ ] oo
o : ;

Note: If you do not have a username and password, visit www.liberalist.ca and fill out
the online user agreement form. You account will be validated by your riding association
president or candidate before you can receive a user name and password.
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Setting up your profile page

Help Center staff depend on the accuracy of the information you
provide in your profile page when answering your support requests.
If you do not fill out your name, address, and one phone number, this
page will reappear every time you log in.

My Profile

Mame

Emasl

1. Your profile must include your first and last name and your full address.

2. We use the email address found here to reset your password in cases where you
have forgotten or compromised your password. Please be sure that the email
address found here is up-to-date.

3. We strongly recommend including at least one phone o
number in your profile. The Liberal Party of Canada Help o i;*_gf
Centre operators will often use this number to more cal N W
efficiently respond to your Support Requests. =l B N

4. Click Save. e

5. Update your profile regularly. g e
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How t o reset your Liberalist password

1. Type http://my.liberalist.ca in the address field of your Access Denied
Internet browser_ e L
2. Enter the user name provided to you by the Liberal Party =~ ™ ressereraisees

of Canada. The naming convention is oo
firsthame_lastname. Your username is not case
sensitive.

3. Attempt to enter your password and click Login.

4. On the Access Denied page, you will be prompted to v

click on the word here if you forgot your password. Click
on the word here.

5. Enter your username and your email address and click
Next.

6. If your account is validated, click Finishto send alink ~ ——
to reset your password to the email you provided. = e =
There may be a small delay between requesting the reset and receiving the
email.

7. If your username and email address are not
validated, you can press Previous and attempt to
enter a different username and email. For further assistance contact the LPC
Help Desk by email at assistance@liberal.ca or by phone at 1-866-574-5131.

,,,,,,,,,,,,,,,
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Liberalist Main Menu

After logging in, you will find yourself at Liberalist dM&in Menu. Here, you will be able to
navigate the many features and modules Liberalist has to offer.

The main menu is divided into two sections, My Voters (the grey tab) and Shared
Contacts (the yellow-beige tab). Although they look similar, there is a very important
distinction:

My Voters, also called the voter file, contains W ohes Linll
the complete Elections Canada list of all LY Lceon

registered voters in your riding. The voter file
is used to create lists of voters and to track My Voters Shared Contacts
information about voters. e &

Shared Contacts contains those who have W Voter

had contact with the Liberal campaign in your 0e0 [l /
district (or your committee) and anyone you

or your campaign adds to this section. You My Voters Shared Contacts
also have search capability for limited profiles ® &
of contacts of the Liberal Party of Canada across the country through Quick Look Up.
Individuals do not have to be a registered voter, nor do they have to be a resident of
your riding to be added as your el ectoral dis
Contacts is used to house information about your volunteers, activists, supporters, staff
and anyone who wants you to communicate with them. Under Shared Contacts, you
build your contact list, reach out to your volunteers/donors, and manage your
campaignbés activities.
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Finding individuals & the profile page

Quick Look Up 0 Finding a Shared Contact

Quick Look Up (QLU) is a feature that Quiick Look Up

allows you to search your Shared oﬁ] Quick Look Up
Contacts for an individual. J
This feature is to help you look up individuals when they contact you.. You can search

Quickly look up individual people

based on name, location, phoneore-mai | . QLU wuses O0Smart Named t e
automatically searches for variations in spelling and common nicknames (e.g. Rob,
Bob, Bobbie, Robert, etc).

1. To search for a person, click on Quick Look Up in the Shared Contacts Menu
and enter your search query in the relevant boxes.

Quick Lock Up

—

2. After clicking the search button, the individual you are searching for may appear
in a list at the bottom of the page. People that appear in this list are shared
contacts. This means that you or someone else in the Liberal campaign has had
contact with that person in the past.

Control Panel

Q‘ Search The Voter File

Name Address

3. If the individual that you are searching for does not appear in this list, select

Search the Voter File. 6 By c | i c ki rvgterd&ite, yQuea@ searbhing h e
El ection Canadaéd6s |l ist of registered el ect

o~

® Doe. John

4. If you find the individual you are searching for on the voters list, select the tick
box that appears to t heAddwfShared Contaclise Dr n a me

Add to Shared Contacts
First select a voter from the list below
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5. If you cannot find the individual you are searching for on the voters list, then

s e | AddtNewPersond6 and add their information in
Add New Person
If the person is not listed below, click
here to add a new person
6. You wi | | now be able to access that i1indivi

add information about them.
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Customising the Quick Lookup search

In order to maximise the functionality for different users, Liberalist allows
you to sort how you view your searches depending on what information you
find valuable

1. To customise a search, first enter Quick Look Up.
Quick Look Up

oﬁl Quick Look Up
Il Quickly look up individual people

2. In the upper right hand corner, you will find a Gear icon. Click the gear and this
will take you to List Settings.
G

3. The top field is where your current settings are shown. The bottom field is where
display options currently not in use are displayed.

Quick Lock Up

ot e et s -

4. Click, hold and drag the desired boxes from the bottom field to the top one. You
can then also re-arrange the order in which they are displayed when you search.
Default Rows determines how many individuals appear on one page at a time in
the search results.
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An i ndividual s recor d: the I ntrod

After searching in Quick Lookup or creating a list, you can click on a
personb6és name to open their profile.

You will be able to view a range of
information, varying from existing data

entered in older systems to any new data sapor e
collected during campaigns or intra-writ :-:-’}- '.:::::
periods. In other words, the more you use — 5—
Liberalist, the more information you will be e
able to access. e

* Crant Moy
M.

When you click the plus sign (+), it will open each heading and reveal the details within
that particular section.

[Fllame « Sahation
First Moot Last [ orn on

Sasston |t
Erweiope Nane [ o Doe

Swve Nane st Saafsdon
Once you have a view you like, click Save Page Layout and next time you open an
individual 6s profile, the selected headings w

égzﬂ Save Page Layout
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Individual records

Address is determined by the Elections John Doe

Canada list of electors. In each profile, you A3 S
can mark an address as bad or add a new
or alternative address. You are also able to B S

2048 New A4x0ia

o0 What are all these sections for?

ol Mg
Mk At Ba

Farat bl Last | John

view a map of where the individual lives by e ;
pressing Get Map.

Salutation is the preferred style of address | s
for that individual T in other words, what T
they like to be called. This allows you to e

7] 0o oot Mt

-

personalise your communication with the *
individual.

Sae Mg a0 Sabdatn

2~ {7\r' v {1502

Vital Stats, depending on your province and existing data, will show you the sex, age

and preferred official language of the individual.

Phones

Phone and e-mail are also updatable like hooe (S5 SI8S0T
addresses. The number of phone numbers T ==

and e-mail addresses in your voter file will 0 A,
depend on your legacy data. - Vohwent Profile

Volunteer Profilest or es your ¢"6"ntactds

volunteer activities and availabilities.
Events record past and future attendance at your events.

1410 Mark Phone Disd
Save New Fhone

4 % Mk B B

Show Ny Eret
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= Activist Codes

Activist Codes allow you to build a more e oo
developed profile for a given individual. iy e o
Activist Codes help describe a voter
based on factors such as language
preference, cultural background, occupation, etc. Applying Activist Codes to profiles will

help you later on when you want to begin more targeted messaging or pull lists of

particular demographics or groupings. Activist codes are tags which signal that an

individual belongs to a specific group. In this section you will find identifications like sign

and transportation requests. Please note that some previous identifications that are

stored as ActivistCodeshave been archived and you must se
page Activist Code Picker to see these groupings. Activist Codes that are private to

your electoral district (or committee) have s o
the name of your electoral district (or o 30 aco -
committee) indicated in parenthesis. Public codes are marked as

Survey Questions,al | ow you to further develop a persor
Activist Codes, any level 3 user can create a Survey Question. When you use survey

guestions to gather information, you are able to give the person multiple options in how

they want to identify themselves on a given question. This unique feature makes

Survey Questions more flexible than Activist Codes. This is the section where you

will find identified supporters. Survey Questions are private to the electoral districts (or

committee) that the creator has given access to the Survey Question.

e Queashor ADs ertr Took
L T Onleln

Nere Merreew £ Oalals

Contact History indicates each time this i =
person was contacted, how they were 0 v e wawe | cewes ok
contacted and who contacted them. :,',::“:,y

Voting History indicates the elections in ool BEER - ERS R
which a particular voter has participated. " ot

For some campaigns, this will be limited to the Advanced Voter Data supplied by
Elections Canada during the last voting period.

The IDs (My Shared Contacts ID, VAN ID, National ID) S-. LI ——

VANIDs hows you an individual 6s UunMdguzersssl D number
Liberalist system. A VAN ID identifies someone in the My e fﬁﬁﬁ

Voters tab and a Shared Contacts ID identifies someone in

the Shared Contacts tab. You will find a VAN ID and Shared Contacts ID when an
individual 6s Voter record haSharddeComactkiecokled t o
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If a National ID and voter sequence number exist, you will also find this information
provided by Elections Canada under My Voters.

Districts displays the Province, Riding, Municipality and Polling Division in which this
contact is a registered voter. I Districts

Also in Household allows you to easily manoeuvre between Cimonzz:’;;z: f:f::rism —
the profiles of voters and contacts that have the same address. Municipality Mortréal

The individuals listed in the same household are determined e

by Elections Canada under My Voters and it includes every

contact recorded as living at the residence under Shared Contacts.

[+/ Also in Household
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Comparing Profiles: My Voters d Shared Contacts

What can you find in each profile?

My Voters Shared Contacts
Addresses Addresses
Name Salutation
Vital Stats Vital Stats
Phones Phones

Email T addresses here will not be visible
to other committees

Email

Volunteer Profile
Events

Activist Codes -if the code o _ _
_ Activist Codes -if the code is relevant to
is relevant to My Voters or
Both Shared Contacts or Both
o)

Survey Questions -if the response is
relevant to Shared Contacts or Both While
Survey Question responses on party
affiliation may be visible in Shared
Contacts, party affiliation should always
be recorded on the My Voters side

Survey Questions -if the
response is relevant to My
Voters or Both

Contact History Contact History
Polling Location
Voting History

Notes Notes
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VAN ID -this is only present where a
contact has been identified as a

VAN ID _ :
registered voter and linked to a voter
profile

National ID

Elec Seq ID

Shared Contacts ID -this is

only present where a

Shared Contacts Profile has |Shared Contacts ID
been created for, and linked

wi t h, this vo

Districts Districts

Also in household -this includes every
Shared Contact recorded as living at this
residence

Also in household -as per
El ections Can
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How to merge duplicate Shared Contact records

This process cannot be reversed. Do not merge profiles unless you are
completely certain that the Shared Contact records are the same individual.

Open one of the Shared Contacts records by searching
for someone or by creating a list and then clicking on
the contactds name.

1. Click on Merge Duplicate. ¥iMy Shared Contacts ID

2. Liberalist will automatically return a list of possible  Districts
duplicate records. If the duplicate does not appear on DAl Househ
the results on this search, you may change your search
criteria and click search for a new list of possible

=l Actions

L!E Save All Changes
<]

matches. [E;I Save Pa
ge Layout
3. Select the record that you would like to merge with the "
record you just opened by clicking beside the name of fg Merge Duplicate <=

the duplicate record and click on Merge this person.
Fields that are shaded indicate that they contain the same information.

Merge Duplicate
Control Panel

Merge this person |
First select a person fromthe stt@;
below

Hame
Doe, John

&5
- o w9 pmiom

4. You may be given a choice between the information to keep on the record.
Review and select the most accurate information. Click next.

5. Confirm that you would like to merge the records by checking the box to indicate
that you understand the process is irreversible. Click Finish.

N L Ty rp—
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Creating Lists

Creating a list in Liberalist

Your lists can be based on many different factors such as polling division,
activist codes, etc. You can create a list under Shared Contacts or My
Voters. Only Level 3 users can make lists.

1. In the Main Menu, click on Create a New List.

| Create A List

Create A New List
Build a list of people

2. Select the specifications from which you want Liberalist to generate your list
(e.g.) poll number, survey questions, activist codes, phone numbers or email
addresses.

Create A Mew List Conas A e Seuty

L s My T Cmaihs B d
C .

Peame - o

¥

" AR - Pegih s Bes - Lungmage ‘:J Save Page Layour
Canney ety
—.
Abmt b
== v
* My Soved L
* Moten
<Ry Vet
* By by

- Cameny Bt

3. Once you have selected all your desired criteria, click Search to generate your
new list of voters. This will then take you into the My List where you can create a
report, print letters and labels, use Counts and Crosstabs or further refine your
search criteria.

My List
587 People
411 Doors
567 Mailboxes

4. There are counts on your list on the My List page. People is the total number of
people in your list. Doors is the count of the number of households on your list,
regardless of lastna me s . |l t6s the number of doors you
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reach these voters. Mailboxes is the count householded by address and last
name. |l tos also the number of stamps you w

voters.

Note: The number found imedploe icurye@mbatédyi iad eon
list page indicates the number of people in the last list you created. Liberalist will not

tell you how many people will correspond to your new search criteria until you have

clicked Search on the Create a New List page.
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Creating a List of Expiring Memberships for Renewal

1. In the Main Menu of the Shared Contacts page, click on Create a New List.
My Ystern m-if.;.dlfi
Cuatch Look Uy Lowl Dats

— o
9 J Ouick Look Up B Quick Mark
a’\‘ 4y ook 1y TV [eophe L Wk ) PaTDe o

Crute A List i’.'"‘ Scan Bar Codes
8 TS Drier ssts usng a b
( Create A New Ust

2. Scroll down to the Membership box at the bottom of the Create a List page.
Open the box and set the Date Expired From and To as December 31st, 2011.

= Membership
Date Joined me| B To ‘ B

Joined in the past Days

Date Expired From|31/12/10 [l To[3112/10 [

Membership Status Active Expired
Membership Type ["] Associate Auto Renew

Membership ID
Form Number

¥| Most Recent Membership Only

Note: Do NOT untickthethei Most Recent Member ship Onlyo
Unticking that box will include members who have have re-joined the party since
the expiry date.
3. Click Search. This will then take you into the My List where you can create call
sheets, print letters and labels.
4. There are counts on your list on the My List page. People is the total number of
people in your list. Doors is the count of the number of households on your list,
regardless of | ast names. Il té6s the number
reach these members. Mailboxes is the count householded by address and last
name. ltés also the number of stampse you w
members.
My List
262 People

237 Doors
245 Mailboxes

Note: The number found ipedploa icnryambtédyi ta@ eon
list page indicates the number of people in the last list you created. Liberalist will not

tell you how many people will correspond to your new search criteria until you have

clicked Search on the Create a New List page.
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Creating a List of Active Members

The Membership Box is updated every night directly from the National Membership
Registry. Only Level 3 users can create lists.

1. In the Main Menu of the Shared Contacts Page, click on Create a New List.

* @ &

Ctch Look Up Lol Dats
ﬁi;; D?:”:L:DC'UF_, o : "» D.'JI-IL !:(le.
Crmte A List j{u‘ ?7.m.BuCud~'.
'“T ::.'el'.e-\uewuz’. R et ;- sk fome
B onaview
2. You do not need to select your riding from the Location box. Liberalist only gives

you access to your ridingdbs membership inf
3. Scroll down to the Membership box at the bottom of the Create a List page. Open

the box and sel ect the AActiveodo status.

= Membership

Date Joined Frnm‘ B To ‘ )
Joined in the past ’— Days
Date Expired Frnm‘ B To ‘ )
Membership Status [¥] Active Expired
Membership Type Associate Auto Renew
Membership ID ’7
Form Number’i

4. Remove the Most Recent Membership Only flag from the bottom of the
Membership box. This ensures that your list includes all of your members.
5. IMPORTANT NOTE: The Suppressions box ensures that you are not contacting
people who have been asked not to be contacted.
1. If you are contacting your members, you can ignore the Suppressions box,
as it is set by default to exclude members who do not want to be
contacted.
2. If you are looking for the most accurate count of your membership, open
the Suppressions box (in the right-hand column of the Create a List page).
Change AExclude Do Not Callo to Alnclud
Do Not Mail o to Alnclude Do Not Mail . o
6. Scroll up to the top of the Create a List page and click Search. This will then take
you into the My List where you can create canvassing sheets, print letters and
labels.
7. There are counts on your list on the My List page. People is the total number of
people in your list. Doors is the count of the number of households on your list,
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regardless of | ast names. Il tds the number
reach these members. Mailboxes is the count householded by address and last
name. |l tds also the number of st afthpse you w
members.
My List

262 People

237 Doors
245 Mailboxes

Note: The number found ipedploa icnryewmt | lyi a®@ eon
page indicates the number of people in the last list you created. Liberalist will not tell

you how many people will correspond to your new search criteria until you have clicked

Search on the Create a New List page.
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Creating lists of Expired Members

The Membership Box is updated every night directly from the National
Membership Registry. Only Level 3 users can create lists.

1. In the Main Menu of the Shared Contacts page, click on Create a New List.
ﬁn To

D ()
Cuich Look Up Lowl Dats

g o
} Ouick Look Up P OQuick Mark
P oy ook 1y ALY fpie L o < PASTID
rho
Crmate A Lt ."' Scan Bar Codes
I Priee dals usng » b

'“T Create A New U3t g

&5 cndview

2. You do not need to select your riding from the Location box. Liberalist only gives
you access to your ridingdbs membership inf
3. Scroll down to the Membership box at the bottom of the Create a List page. Open
the box and select the fAExpiredo status.
[=] Membership

Date Joined From| i To| 222
Joined in the pastl— Days
Date Expired From | i To|
Membership Status Active Y| Expired
Membership Type | Associate Auto Renew
Membership IDI
Form Numberl—

| WMost Recent Membership Only

4. Leave the Most Recent Membership Only flag from the bottom of the
Membership box. This ensures that your list does not include renewed members.

5. IMPORTANT NOTE: The Suppressions box ensures that you are not contacting
people who have been asked not to be contacted.

1. If you do not want to contact people who have requested not to be
contacted, ignore the Suppressions box. It is set by default to exclude
members who do not want to be contacted.

2. If you are looking for the most accurate count of your expired membership,
open the Suppressions box (in the right-hand column of the Create a List
page) . Change fiExclude Do Not Call o to
AExcl ude Do NloudeabDo oNato Kainlc. o
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6. Scroll up to the top of the Create a List page and click Search. This will then take
you into the My List where you can create canvassing sheets, print letters and
labels.
7. There are counts on your list on the My List page. People is the total number of
people in your list. Doors is the count of the number of households on your list,
regardless of | ast names. Il tds the number
reach these members. Mailboxes is the count householded by address and last
na me . |l tds also the number of stamps you wo
members.
My List
262 People

237 Doors
245 Mailboxes

Note: The number found impedploa icnr heaQmehtd dylisthta @ eon
page page indicates the number of people in the last list you created. Liberalist will not

tell you how many people will correspond to your new search criteria until you have

clicked Search on the Create a New List page.
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Creating a list  from previous political identifications

If you used ManageElect in your past Create A List
campaigns, all your previous Create A New List
identifications have been shared with Build a fist of peopie

Liberalist. All of your past political affiliations are stored as Survey Questions. You will
always search for political affiliations under My Voters.

1. Click on Create a List on the My Voters tab.
| Elsurvey Questions

Question| v
2. Open Survey Questions by clicking (+)and then click on the underlined word
Question. All search options for survey questions including previous party
affiliation will be displayed.
3. Select the criteria you would like to base your search on and click Save.
4. Here you will be returned to the Create a List page. Click Search to proceed to
your results.

Create A New List

You currenthty have O people » your list
Runnmg this search will claar your current list and start 3 new one

+ Location

+ Age » Registration Date « Language

Semvey Questions
LA MRS Stvwy Cuartors Secied
Frond Type | v Cortact m—( v
o

Ertwnd try | v

Carwaind From|

Dade Ent From|

Conmitee | v

L) nchuse most recend responis ofly
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Creating a list of previous transport identifications

If you used ManageElect in your past campaigns, all your previous identifications have
been shared with Liberalist. Your past identi
Activist Codes. Search for these previous identifications under My Voters.

1. Click on Create a List on the My Voters tab.
| Create A List

Create A New List
Build a list of people

2. Open the Activist Codes by clicking on the (+) then on Activist Code.

~ I Actmist Codes
At !-'uu-l v

3. At the top of the page Activist Code Picker, click on the status drop
down menu and select Archived.

4. Select the codes you would like to perform your search on and then
press Save.

5. Here you will be returned to the Create a List page. Click Search to
proceed to your results.
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Creating a list of sign requests
Search for your sign requests under My Voters.

1. Click on Create a List on the My Voters tab.
| Create A List

Create A New List
Build a list of people

2. Open the Activist Codes by clicking on the (+) then on Activist Code.

= Actwist Codes
Acir 1~'lxl-I ~
3. Select the codes you would like to perform your Visibility [Chack Type]
search on and then press Save. To create a list of gPﬂten“a' Sign (Public)
. . . Sign 04 (Public)
your sign requests for this election that need to be [ sign 08 Publics

installed, select Sign Request, Sign Request (Large) [ sinos Eubic

and Sign Request (Med). ) st st

4. To create a list of signs to be installed, click on L sign removal request (Public)
Remove people on the My List page. This will bring g:;z: ::J:f;f;i;ic)
you to the Remove people from My List page. Open [ sign Request (Large) (Public)
the Activist Codes by clicking on the (+) then on g:z:g:zzzz E:E:ic(:”b””
Activist Code. Select the code Sing Installed. Click
Search.

5. Here you will be returned to the Create a List page. Click Search to proceed to

your results.

Note: After you install your signs, it is important to flag each sign installed. Select the
Sign Management script when you are entering this data using Scan Barcodes or
Gridview.
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Creating a list of potential volunteers

Search for your potential volunteers and volunteers who have signed up on your
website under Shared Contacts.

1. Click on Create a List on the Shared Contacts tab.
Create A List

Create A New List
Build a list of people

2. Open the Activist Codes by clicking on the (+) then on Activist Code.

3. Select the codes you would like to perform your search on and then press Save.
Volunteer [Check Type]

[ active voluntzer (Public)
[ Data Entry (35005 Beaches-—-East Yark
O Door Canvass (350045 Beaches--East vork)
[ Criver {35004 Beaches--East York)
O Event Organizer (35005 Beaches—-East York)
O EventWolunteer (35005 Beaches--East York)
O In-active Walunteer (Fublic)
O Literature Drop (35005 Beaches—-East vork)
O Cffice Warker (35005 Beaches--East York)
O FPhone Canvasser (35005 Beaches-East Yark)
[ Foll Captain {35005 Beaches--East York)

O FPotential volunteer (Fublic <—

[ Frevious Yolunteer (Public)

4. Here you will be returned to the Create a List page. Click Search to proceed to
your results.
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Printing a Poll in Liberalist

Liberalist allows you to easily select and print a report of one or more of the
polls in your riding.

1. In the Main Menu, click on Create a New List.
| Create A List

Create A New List
Build a list of people

2. Select your riding in the drop-down Riding field. The Polling Division field will
appear.

~ Location

Potel Cose | 007 l

3. To print a single poll, select the desired poll from the drop down menu. If you
want to print multiple poll s, click the wun
Polling Division

0010
[Coozo
0030
0040
0050
[ooso
[ooro

4. On the Polling Division page, click the boxes to create a checkmark beside each

of the polls you wish to print. Select Save.
D4010

D 4020
D 4030

Save |
5. Back atthe CreateaNewlListpage, you should see OMul tipl
where the Polling Division drop-down menu was previously. Select Search in the
pageds ughandcorneri ght
6. You now have a printable list of one or more polls. You can further refine this list
or print it right away. For information on how to refine your list, see Refining and
Saving with My List. See How to Print a Canvass Sheet for further instructions on
printing reports.
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Create a List based on Voting History

Liberalist allows you to build a list based on your voters voting history. Advanced voting
data is provided electronically by Elections Canada. Election day voting data for your

riding is available in Liberalist if previous campaign teams were able to enter data from
0 Bi n gmevidub damkbased

t he

paper

1. Onthe My Voters tab, click Create a New List.

d

Create A New List
Build a list of people

2. Open the Voting History Box.

3. Select whether you want to include voters who did:

4. Choose which years and what type of voting action you want.

[=]Voting History

Include anyone who did

2008 General
2006 General
2004 General
2000 General
2008 By-Election
2007 By-Election
2002 By-Election
1999 By-Election
1887 By-Election
2007 Ontario
2003 Ontario

Voted
Voted
Voted
Voted
oted
Voted
oted
Voted
oted
Voted
oted

Didnt Vote
Didn't Vote
Didnt Vote
Didn't Vote
Didn't Vote
Didn't Vote
Didn't Vote
Didn't Vote
Didn't Vote
Didn't Vote
Didn't Vote

Advance
Advance
Advance
Advance
Advance

Advance

T ofthe following

1. Any of the voting actions you want.

2. All of the voting actions you want.

3. At Least the voting actions you want.
4. Exactly the voting actions you want.
5. No More Than the voting actions you want.

nt o

eg. People who voted in the Advanced polls in 2008.

[=] Voting History

Include anyone who did Al

/| 2008 General

DNNR Canaral

1. Voted includes Advanced and Election Day voting.

Yoted

Vintard

Didn't Vote @ Advance

Midn®t Vnta Arvanra

~ ofthe following

t he

2. Di d n &d inchMdes people for whom we have no voting record T they

may

have

voted

we

j ust

donot

3. Advanced includes only voting in the Advanced polls.
5. When you have the list you want, scroll up to the top of the Create a List page
and click Search.

know abou
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Editing, Saving  and Exporting Lists
Refining lists

If you would like to further refine your search you can, Add People, Remove People or
Narrow People.

Once you have created your initial list you can )¢ Narrow People
refine the list by keeping only a certain people from your initial search. To keep only the
individuals that correspond to a new search on your list, click Narrow People, then enter
the new criteria and click Search.

To remove people off your most recent list, click on == Remove People
Remove People. Now add the new search criteria for the individuals you would like to
remove from your list and then click Search.

To add people onto your most recent list that did not o= Add People
correspond to your previous search criteria, click on Add People then select the criteria
for the individuals that you would like to have added onto your list. Then, click search.

You can continue refining your list using the Add People, Remove People and Narrow
People functions until you are satisfied with your final list. See Saving My List to find out
how to keep this list for future reference.

36| Page



Saving a fixed list or a dynamic search

1. If you want to save a list, press Save in the list menu bar on the My List page.

Save
2. If you know you want to preserve a list of these particular people, then click

Saved List (Fixed set of Voters).
Save My List

@ Saved List (Fixed set of People)
Saved Search (Dynamic set of search criteria)

3. If you want the list to update itself every time you load it, click Save Search

(Dynamic set of search criteria).
Save My List

Sawed List (Feed set of Peopka)
w Sawed Search (Dymamic set of search crilenia)
4. Select the folder, name and description, then press Save.
Save My List

Saved List (Fixed set of People)
o Saved Search (Dynamic set of search criteria)

@ New Search
Folder | Membership (=] * [ New Folder
Name | Active Members

Description |
Save |
Notes:
You may save a list as a dynamic search and/or a fixed list. If you always want your list
to be up to date, select O6Saved Search (Dynam

list to reflect the situation on the day you created the list (eg. how many members did
we have on November 1(FixeflsetosPedple)ct A Saved Lis

One advantage of a fixed list is that you may use the My Saved Lists section on the
Create a List/Narrow My List/Remove People from My List/ Add People to My List page.
This tool helps you include any fixed saved list in the search criteria you use to create a
new list or search.
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Exporting a list in excel

1. Click on Create a List under either e __Jrassrenis == Remove Poople:
23 Uoor

My Voters or Shared Contacts to ( 'J ] u]_’v @9 ’“
generate a list of either voters or contacts. Enter the parameters for your list and
click search to generate your results on the My List page. Within the toolbar on
the My List page, click on the Export button. Enter a title and description of your
export request. Select the date that you require your export. Click Submit

2. When an export is approved it can be found in the welcome |

administrative options on the left hand side of the ;\:f_:iuests S 4—8
Main Menu under My Requests. Your export may My Export Files 1 <=
be on either the My Voters or the Shared Contacts

side of the application depending on which tab you were using when you
requested the export. Click on My Requests and then click on Download beside
the name of the list you would like to export. This will prompt you to select the
fields that you would like to appear in your export. Here you can choose to
download the file in several different formats. It may take a few moments to

generate the report.

My Requeesy [rmp—

3. To download the information, return to the main menu and from the
administrative options on the left hand side, click on My Export Files. Click on
download file beside the name of the list you created when downloading your
request.

My Export Files

Lt e tmated Ui Beowd Come Dot Bewerwnen Boeratlne
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Exporting a list of emails

1. Click on Create a List under either My Voters or )¢ Narrow People
Shared Contacts to generate a list of either voters or contacts. Enter the parameters for your
list and click search to generate your results on the My List page. From the My List page
click on Narrow People in the menu bar.

2. This will bring you to a page that looks

L . . My List o 2ad People = Remove Pecple
similar to the Create a List page but is el ] A | = 8 G
. . 304 Mailhoes =, ] & - = ;]
titted Narrow My List. To keep only the Pt | Letiws | Lkl | D Countn | Sample
individuals that have e-mail address, openthefieldPhones A Emails by clicki

check the Emails only box and click Search.

[=IPhones + Emails

D Phones Only
] Cell Phones Only

3. On the My List page you will see all the individuals from your initial search that also have
email addresses. Within the toolbar on the My List page, click on the Export button. Enter a
titte and description of your export request. Select the date that you require your export. Click

Submit
4. When an export is approved it can be found in the m
. . . . . ~Liberal
administrative options on the left hand side of the Main My Requests 1 Hew ltem <
Menu under My Requests. Your export may be on either My Export Files 1

the My Voters or the Shared Contacts side of the application depending on which tab you
were using when you requested the export. Click on My Requests and then click on
Download beside the name of the list you would like to export.

5. This will prompt you to select the fields that you would like to appear in your export. Here you
can choose to download the file in several different formats. If you wish to copy and paste
your list into an email, select email blob. Select All E-Mail Addresses |

6. Click Select All to highlight all of the emails and then Ctrl C to copy them. Enter Ctrl V to

paste the emails into the appropriate field of your email messaging program. When sending
out mass emails, it is always best to copy and paste this email blob into the bcc field of your
email so that all the email addresses are not accessible to the end recipients.
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Splitting your report to section large canvassing
reports for multiple canvassers

Splitting your report divides your list into sections according to the number
of people o r phones that you would like to be in each grouping of your list.

1. On the My List page you can split your report to divide it into multiple E)
sections for your canvassers by click on Split within the menu bar. /

2. Select the number of people or the number of phones you would like Split
to include in each section of your list.

3. Select the folder that you would like to save the list in from the drop down menu
or check the box new folder and enter the name of a new folder.

Spit My List

4. Enter the name of the list. This name will refer to all of the sections within the list
as well.

Print Report

1
i 343
Al

5. Click Save.

If you are printing a report of a list that contains more than 2,500 individuals this is an
obligatory field. Enter the number of people that you would like to appear in each
grouping of your report. You can split your report to contain sections that include up to
2,500 individuals. The minimum number of individuals for each section of the report is
the number of people that can appear on one page according to your report formats
parameters. Press Next.
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Door Canvassing

How to Print a Canvass Sheet

Any list you create can easily be converted to a printable canvassing report.

1. Create or Load a list you would like to use. Be sure to consider which tab you
should use: My Voters or Shared Contacts.

2. Click the Print icon. The Print Report screen will appear.

3. Select a Report Format. This controls the information that will appear for each
individual on your canvassing sheet. Walking and Calling List are standard
formats that have been shared across the country. Any level 3 user can create a
report format and share it with their electoral district (or committee) so you can
control the information that appears on your canvassing sheets.

Print Repont

..........

4. Select the script you plan on using for your canvass. If you have not created your
own script, see the ACreating a Scripto se
scripts.

5. Selecting your source (Calling or Walking). This controls the default order in
which the names will appear on the page and the page breaks. You can modify
these settings by changing the drop down options for the sort order and the
check boxes for page breaks. Press Next.

6. Change the name of your I|list from the def a
list, you can easily identify it.

7. A warning to Print Setup on your computer will appear. It is extremely important
that you follow the instructions and check to make sure your Print Setup matches
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the information on the warning page. Next, click Finish.

IEORTANT ™

T mabe pzur report pring comecly, you st ensare St pour browsers
grinter seinps are comect
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E
Now your canvassing sheets are ready for printing. Print by selecting print from
your web browserds menu or by right clicki

down options.
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Your Canvass Sheet 9@ an Overview

Canvass sheets contain the information needed for both collecting data and
entering it into the Lib eralist database.

The My List button will bring you to the list from which the canvass was My List
pulled. Phone Calls Poll 0040

S ) ) ) Script: Canvass
People refers to the number of individual names on your list while Doors is  people: 238

the number of doors you will have to knock on to reach them. Al vy

The Canvass Results Key box outlines the standard canvass abbreviations that are selected when

creating a script.

anvass Results Key

The text below the Canvass Results Key box is the Script you are providing your volunteers for

this canvass. It is determined by the Canvass Script you selected when printing. Any level 3 user
can create and customize a script by openingtheCodes 6 Quest i featusefromti®cr i pt s

Main Menu, selecting Scripts, and following a few simple steps.

Do, Jebn

The canvass sheet will indicate individuals il

cw, Jare

residing at the same address by separating them

>

Lo

with a gray line, rather than a black one.

Canvassing Results are recorded by ticking the

appropriate boxes (Activist Codes, Canvass Results) or circling an answer according to the
corresponding responses (Survey Questions).
Results from canvassing sheets are then entered into Liberalist by either using the Gridview or

Barcode method. If you plan on scanning your results in using a barcode reader it is important to
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include the barcode field and VAN ID in your report format. The Standard Calling or Walking List

Report Formats include the barcode field and each pe¢

VAN ID number to allow for faster data entry.

The List Number located at the bottom of each page is valid to retrieve the list for data entry during

a 30 day time period.
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Target a Specific Region using TurfCutter

The TurfCutter function allows you to target individuals by a specific region allowing you
to tailor your approach.

1. In My Voters, first click Go to My List then click on the CutTurf icon on. @
(You can cut your list when you have less than 2,500 people on your

list.) Cut Turf
2. This will take you to the Turf Cutterpage. When you choose fABr o\
map is in navigation mode. Use the + (plus) symbol to zoom in and
the T (minus) to zoom out, or you can use the slider control for 7’@ 0
zooming. oG
3. From the menu, select whether you want to view the icons by Ji'e
selecting Doors, People, or Both. Show Counts By
4. You can create up to 30 ATUXDos, 06 or sets o
the function Select Individuals, or the function Draw O People
Turf. Draw Turf allows you to select voters who are part O Both
of your list by drawing a line around them on the map.
The people inside the boundaries will become your new O Browse Map
list, once saved. To select the people who will be part ::’ Draw Turf
of a Turf using fiSelect | ndi“Fd%¥Eso you m

CTRL as you click on individual icons.
5. TostartcreatingyourfirstTur f, sel ect 0 Tl % 1 Spveiln t he
menu beside the Clear button. 5 ¥ Clear |

6. Click on the map to choose a place to start. Then
choose a second point and click there. Continue ?
clicking on points to draw the geographical limits of - - 3
the group you want to apply to the Turf. '

7. If you want to undo your most recent click on the j,” )
line, click Undo Last Click. , . - -

8. Continue to define the boundaries for cutting your list and click on your first point,
marked with an S, to finish tracing the outline of the map.

Rue De Beausolel |
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9. To save Turf 1, select Turf 1 in the menu next to the Save button, and then click
Save. If you would like to continue to cut the list by creating the geographical
boundaries of another Turf, select Turf 2 and follow the same steps. Repeat the
process for up to 30 Turfs.

10.To delete your current Turf, click Clear, or Clear allto ¢ »
start over if you have more than one Turf to erase. Q 0 ® Q

¥ Rue De Beausolei |
-9 Q o5
11.When finished, click Finish, select the file, the name and description and click
Save.

Finish I
12.When you want to print your list from Turf 1, click on View My Folders to retrieve
the list. From My List, select Print. This will take you to the Print page. Select

Map with People if you want to print the map with icons of people, Map Without
People if you want the map without icons or Do not Print Map to print only the list.
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Splitting your report to section large canvassing
reports for multiple canvassers

Splitting your report divides your list into sections according to the number
of people or phones that you would like to be in each grouping of yo ur list.

1. On the My List page you can split your report to divide it into multiple @/
sections for your canvassers by click on Split within the menu bar. :

2. Select the number of people or the number of phones you would like
to include in each section of your list.

3. Select the folder that you would like to save the list in from the drop down menu
or check the box new folder and enter the name of a new folder.

Split

Spit My List

4. Enter the name of the list. This name will refer to all of the sections within the list
as well.

Print Report

5. Click Save.

If you are printing a report of a list that contains more than 2,500 individuals this is an
obligatory field.

Enter the number of people that you would like to appear in each grouping of your
report. You can split your report to contain sections that include up to 2,500 individuals.
The minimum number of individuals for each section of the report is the number of
people that can appear on one page according to your report formats parameters. Press
Next
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Canvassing on your iPhone

Li beral i st s doolcan e ubbd oniany Apple tool with a touch screen that can
download and run applications. This includes the iPod touch, the iPhone, and the iPad.
Volunteers with any level of Liberalist account can receive lists and canvass using MiniVAN.
Only users with Level 3 or higher accounts can provide themselves and others with canvass
lists through MiniVAN.

Follow the steps below to set up and use MiniVAN for door canvassing.
In Liberalist:

1. Create a list on the My Voters tab in Liberalist
2. Onthe My List page, click the MiniVan icon
=

St
iPhone
3. Name the list

MiniVAN Export

ListName  |Poll 21
script  Canvass v
Canvasser ~ Wilkinson, Nadya

Export ID

4. Select the Script you want to associate with this canvass
Note: A script is the set of questions you would like to be asked to the people on
your list. For example, the Canvass script asks them 1) Which party they support, 2)
Whether or not they want a sign, 3) If they want to volunteer, and 4) If they need
transportation to the polls on Election Day. While you can create your own script,

most teams will use the standard ACanvasso s
5. Assign the list to yourself or another member of your team

Note: If the name of the person you want to assign the list to is not present, they do

not have an active Liberalist account. They can request one at liberalist.ca.

On your Phone:

1. Downloaded the MiniVan app on your phone from Ipc.ca/minivan

2. Log into MinVan using your Liberalist username and password
3. Choose the list that has been assigned to you
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4. You can view your list in one of three ways:
1. You can view the addresses on your list by selecting the Houses tab near the

N

1:17 PM

top of your screen.

Houses  People Map

2 Chaffey PI

6 Chaffey PI

10 Chaffey Pl
14 Chaffey PI
18 Chaffey PI
22 Chaffey Pl
26 Chaffey Pl

30 Chaffey PI

EN<XE<CAMDOTVOZErxc-IOMMOO®> P

34 Chaffey Pl

2. You can view a map of the list by selecting the Map tab near the top of your
screen.

iPod 7 1:06 PM
Back Houses  People

Inkster
@ G%@o Garden
3 (. Drive Park

Valewood Cres

Inkster
Gardens

1S uolieg

1S premp3 Bu

Inkster Bl 125]  inkster Bivd

Cropo Bay Taraska Bay

@

Kinver A Ki &
inver Ave n

Verdyy &

Fuga Bay

Kinver, Park
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5. Enter the people you answers in their profiles in MiniVAN as you go.

6.

3. You can view a list of the people on your list by selecting the People tab near

the top of your screen

M

M

F

M

M

Back Houses People

) Allen, Rhonda Pearl

F
.Almeida, Luis Miguel
Almeida, Maria D
F
Amos, Trinidad Lacostales
Andruniak, Dave
Andruniak, Sharon Marie
E
Arthurson, lla Virginia
{xrthurson, Ralph Leonard

Arthurson, Sean D

Q
A
B
c
D
E
F
G
H
1
J
K
L
™M
N
o
P
Q
R
s
T
v
v
w
X
Y
z
#

Note: You can either view the full script for each person or you can only view the
questions you need to ask.

r

iPod & 1:07 PM

h

Sign Request
Sign Installed
Sign removal request
Sign removed

Potential volunteer

Back ' Chernak, Robert Bemard A W
Volunteer ID- Undecided >
No ]

ANo

VNo

T
Transport required m

Sign Observation

If the person at the house is not on your list, do not record their answers in another

personods

profile.
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7. When you are finished canvassing, use the MiniVAN tool to send the list back to
Liberalist for local approval.

In Liberalist:
1. On the My Voters tab Main Menu page, click on the iPhone icon.
o,
‘ iPhone

.,  Commit data from iPhone or iPod Touch

2. You will see the MiniVan lists that have been sent back for your team.
3. Review the data and choose to comitt it to the database.

Commit
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Phone Canvassing

Using the Virtual Phone Bank

The Virtual Phone Bank (VPB) helps you and your campaign team canvass by combining
your list of people to call with a script so volunteers can make calls from anywhere with a
computer and an Internet connection.

When you make calls from the Virtual Phone Bank, you are shown the relevant information
about each individual that the VPB administrator put on your list, one by one. As you make
calls, you can easily enter the data onto

the V

When you pass to the next call, the information

Any Liberalist user can access a Virtual Phone Bank that has been assigned to them
through Liberalist or by entering a VPB Code that has been provided to them.

Using Virtual Phone Bank to phone canvass

1. Make sure you are on the rigtew).lgyouabrwt ( Shar ed

know which o6tabé you should be phoning
2. From the Main Menu of the right tab, select Virtual Phone Bank.
Quick Tasks

jg Virtual Phone Bank
4

&= Make calls using Virtual Phone Bank

3. Now select the list you want to use or enter the VPB code. Press Next.

Virtual Phone Bank

' Vrtudl Phons Bark €0 sou wart 10 use?

tewt |

4. |If Liberalist asks you to enter your postal code, this means that VPB will have you
call people who live closest to you first. Type in your postal code and press Next.

Virtual Phone Bank

5. Start calling!
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. The VPB will show you the first person on your list, including their name and
phone number. It will also show you the script you should use when calling
and the options you have for editing the
(eg. their address). Familiarize yourself with your script and your options
before you pick up the phone.

Pick up the phone! Dial the number of the first person on your list and use
your script to complete the call.

Enter the appropriate canvass results in the script.

**IMPORTANT*** You have to enter a call result (like Not Home) or a
script answer for every person you talk to. If you do not enter any
information for a person you have called, they will STAY on the list and

someone will call them again.

. Once you have entered the information from your call, make sure to click

Save/Next so the information is saved intheper sondés profil e and
make your next call.
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Creating a Virtual Phone Bank list

1. From either My List or View My Folders (see Creating a list section to cover how
to create a list), select the list you want to convert to a Virtual Phone Bank list.

My List =k Add People = Remove People ¢ Narrow People

88,748 People ~

50,712 Doors %y @' Pyl @ @ %/

82,012 Mailboxes S S )
Split

Print_ Lefters Labels  Calls  Export MinivAN Counts CutTurf HHWiz Save

2. Once in My List with your selected list, in the menu above the list, select Narrow
People.
3. On the page Narrow My List and select Y€ Narrow People

[=IPhones + Emails

[ cell Phones only

El E-mails Only |
Phones only and then click Search.
4. Once in My List, at the right edge of the

options should appear.

5. In that box, select Householding Wizard and then click Next.

6. This will bring you to a page called Householding Wizard. Select Narrow List to
one Person per Phone Number and then click Next.

¢ Narrow People

& @& = A

ove Person par Phone Number This prscess misy take 3 fow

Mish |
7. Click Finish. Now your list containsonlyi ndi vi dual 6s with phone 1
entry per phone number and it is ready to use in a Virtual Phone Bank.
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Administering the Virtual Phone Bank

1. From the My List page (see Creating a list section for help on creating a list),
click Calls in the icon bar.

My List =k Add People == Remove People 3¢ Narrow People

die,. Iu@oivn0dg g
2. In the box that appears, select Create a Virtual Phone Bank List and then click
Next.
3. You will be brought to the VPB administration screen. Name your VPB list and
select which script (set of questions) you would like your volunteers to use from

the drop down menu.

New Virtual Phone Bank

7] votng Cty sl Pocie Code
[Z] Vit Oy, Wewece, Pred Cooe
[“}vies broem

ook Proee £

4. Check the different fields you would like to appear in the VPB display and the
editable fields that you would like your volunteers to be able to update. You also
have the option to make the script appear above or below the display
information.
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5. Select the dates that you want to the phone Start Date |11n3.r1|:| R

bank to be active. This feature limits the VPB so End Date |24JBND #
it can only be accessed between those dates. Daily Start Time | 3:00 v | AM v

Daily End Ti g00 M | PM W
You can also set parameters for the sity Enct Time: | | P

time of day that your volunteers can S Koo T succovstt Cortnts 1

make phone calls using the Daily Progress Ber j],uh,";,_:r’"m Progress
Start Time and Daily End Time

fields. If you would like to set a limit on the total time period for the VPB session,
enter this in the field beside Time Limit. If you enter a time limit, decide if you
want your canvassers to be able to repeat the session once the time limit has
elapsed.

6. You may also want to set goals in the field Contact limit and allow your users to
see their own progress towards the goal or the combined progress of everyone
that has access to the VPB.

7. If you would like to distribute your list to canvassers based on their location,
select Distribute voters by postal code. When your canvassers log into the virtual
phone bank they will be prompted to enter their postal code which will distribute
individuals that live closest to their house. = [¥|Distribute vaters by postal code

8. If you are creating a VPB to call your contacts from a list on the Shared Contacts
side, you can select Include Event scheduler to allow your canvassers to access
your electoral district (or committees) calendar and schedule individuals for
events.

Time Limt ;.'.' Mrutes

Householding () Do not display Also in Housahold

9. You can choose to include links on 5 Shaw cry Peopke n Hovusehakd from Vitusl Phone Bark st
the VPB display to all individuals e
living in the same household that are on your list or show everyone that lives at
that household according to all available information under the Householding
option. When creating a VPB on the My Voters side of the application, you have
the option to exclude anyone that has already been identified as having voted
early or on Election Day. Select active so your canvassers will be able to access
the VPB and click Next.
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11.This will bring you to a page called Edit Virtual Phone Bank. This is where you
review your options and where you assign users in your Liberalist committee to
the Virtual Phone Bank by c¢licking on t
or remove their access.

e Access o Opsoonad)

Cawites | *Descrztrdes (PN ¥

hery wih sccezs Urars weitved scoess

Mame | Poll 0100

YPB Code 01852E-5315

12.0nce you have reviewed your selections and assigned users, press Save. Take
note of the VPB code if you would like to give users access to your Virtual Phone
Bank by only providing the VPB code. Your Virtual Phone Bank is now ready for
a first round of calls. (Please see Using the Virtual Phone Bank for more
information about how to log onto a Virtual Phone Bank).
13.When you have finished a round of calls you can press Send to Round 2 to give
your volunteers a new VPB that contains all the uncompleted calls. Individuals
that have been successfully canvassed, identified as deceased, wrong number,
refused or left message will be removed from the list and busy/ not home results
will be added back into the VPB for the second round of calls. To do this:
14.Go to the Main Menu page of the tab on which you created the Virtual Phone
Bank.
b. In the right-hand column click Phone Services to display the
Phone Services dropdown menu.
c. Click Virtual Phone Bank to see a list of all active Virtual
Phone Banks.
d. Click on the name of the Phone Bank you want to send to
Round 2.
e. Scroll down the page to the button Send to Round 2. Click
that button.
f. Make sure the right users have access to the Phone Bank.
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How to Print a Canvass Sheet

Any list you create can  easily be converted to a printable canvassing report.

1. Create or Load a list you would like to use. Be sure to consider which tab you
should use: My Voters or Shared Contacts.

2. Click the Print icon. The Print Report screen will appear.

3. Select a Report Format. This controls the information that will appear for each
individual on your canvassing sheet. Walking and Calling List are standard
formats that have been shared across the country. Any level 3 user can create a
report format and share it with their electoral district (or committee) so you can
control the information that appears on your canvassing sheets.

Print Repon

4. Select the Script you plan on using for your canvass. If you have not created
your own script, seethe i Cr e at i n gsechon & setect pne @f the standard
scripts.

5. Selecting your Source (Calling or Walking). This controls the default order in
which the names will appear on the page and the page breaks. You can modify
these settings by changing the drop down options for the sort order and the
check boxes for page breaks. Press Next.

6. Change the name of your list from the default A My  ka thsttonce you print the
list, you can easily identify it.
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7. A warning to Print Setup on your computer will appear. It is extremely important
that you follow the instructions and check to make sure your Print Setup
matches the informatinn nn the warning page. Next, click Finish.

“IEORTANT ™

To make peurrepart prirg comecly, you st ensare it pour browsers
grinfer setinps are comect

1 Ge%nFile | Pags Set Ly enenu
2 NS e Ml vRuER ATe A8 ADOWN Delow

8. Now your canvassing sheets are ready for printing. Print by selecting print from
your web browser s menu oing prmtyfrommyiougdthdp c | i c ki
down options.
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Your Canvass Sheet 9@ an Overview

Canvass sheets contain the information needed for both collecting data and
entering it into the Liberalist database.

The My List button will bring you to the list from which the canvass was pulled.
People refers to the number of individual names on your list while My List

Doors is the number of doors you will have to knock on to reach Phone Calls Poll 0040
Script: Canvass
them. People: 238
Doors: 153

The Canvass Results Key box outlines the standard — [eenvess Resuits ey

BZ = Z.=y LM = L=t Masz2g=2 WN = Wrong Number
canvass abbreviations that are selected when D el R PRt

creating a script.

The text below the Canvass Results Key

box is the Script you are providing your —
volunteers for this canvass. It is determined

by the Canvass Script you selected when

printing. Any level 3 user can create and

customize a script by openingthe Co d e s .
Questi ons fdatu® ramithe tmain e
menu, selecting Scripts, and following a

few simple steps.

The canvass sheet will indicate individuals residing at the same address by separating
them with a gray line, rather than a black one.
il'{lili_uili'l A Bi o e,

Byt Jgaeux
Freveslicn

Canvassing Results are recorded by ticking the appropriate boxes (Activist Codes,
Canvass Results) or circling an answer according to the corresponding responses
(Survey Questions).

Results from canvassing sheets are then entered into Liberalist by either using the
Gridview or Barcode method. If you plan on scanning your results in using a barcode
reader it is important to include the Barcode Field and VAN ID in your report format.
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The Standard Calling or Walking List Report Formats include the barcode field and
each personds name i s acval IDpumberte allowmfoy fasteh e i r
data entry.

The List Number located at the bottom of each page is valid to retrieve the list for data
entry during a 30 day time period. - List 4776825-57858 - Page 1
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Customizing your Canvass

Creating custom survey questions

Liberalist allows you to create your own custom survey questions.

1. Located on the bottom lower left hand side of the page In the Main Menu, click
Codes A Quest iandclick Shrve§y Questipns. s

Codes + Questions « Scripts

Survey Questions e
Scripts
Tags
Tag Types
2. On the Survey Questions page, to add a O A
new survey question, click New Survey L —

Question.

3. Name your survey question, and pick the relevant election cycle and question
type. The cycle refers to the year in which this question is created. The medium

and short names are used on canvass sheets.

New Survey Question
Survey Question

Cycle I v *
Type I My =

Long Name I I (Frangais) *

Medium Name l I (Frangais) *
Short Name I (Frangais) *

Description

(Frangais)

Question

(Frangais) *
Stetus  (3) Active () Archived () Inactive
Wi ble By Ci i with Access All Committees

Owner Committee | 24030 Laurentides--Labelle %

Save I
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For each field, there is also an option for the French equivalent. This will enable

the system to automatically display the French version of the question if you have
volunteers who prefer to work in French.

. Type in your question. It is best to keep the question short and to the point.

Press Save when you are satisfied.

. Add the possible responses. You can use the arrows to position the order of the
responses. You are not limitedtoonlyiyes o, f@Anoo or fAmaybeo;
have 260 possible responses. Insert all relevant responses. The clearer and the

more specific the response, the easier it will be to interpret your data.

Mezgeran Frap Neduy ey St
Engch Fregend &% Fra) Srg it

e e
[ N— Tee ] o rus Batme

Bin || _Suisie §

Laxcut Qv IOrp ko ol ¥ Z1E] _om || seee |
tas e
wtay (Pl " B o fewr

A

Finally, press Save again and your survey question is complete and ready to use.
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Creating a script

Scripts are the framework for the activist codes and survey questions used
during your teamds canvassing.

. Codes + Questions « Scripts

Here you will customize a Scriptf or your campai, ,nos unique
needs. You can use your script when printing your canvassing Scripts <

sheets. Scripts are also used on the Virtual Phone Bank and .., .

in Grid View. In order to insert your Survey Question(s) and Activist Code(s) into the
script, you must have already created the Survey Question(s) and have access to the

Activist Code(s) that you would like to include in your canvass.

1. Located on the bottom left hand side of the Main Menu, clickontheCodes A
Questi ons lokatiandihpntclick Scripts.

?

2. Here, you will be able to view and manage all your custom scripts. To add a
new script, click Add New Script in the upper right hand corner.

3. Give your script a name, description and determine if it should be under My
Voter File or Shared Contacts. Click on the active status and select if the
script should be available in the Voter File or Shared Contacts. If an Activist
Code or Survey Question only appears on Shared Contacts and you choose
My Voter File when creating your script, you will not be able to use that code

New Script

et

when building your script.

4. Now you can begin to build the script by inserting your different Script
Elements and positioning them within the script by clicking on the arrows to
arrange the order.
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Edit Script

Under Add Script Element, write the text oo

you would like provide for canvassing.
Click Add. If you would like to edit a text o
field click Edit to go back to a particular

section and modify it.

. To add a question, select the Survey -

Question you would like to use during

the canvass from the drop down menu
under Survey Questions. Click Add.
. To add an Activist Code, select the Activist Code you would like to use
during the canvass from the drop down menu under Activist Codes. Click
Add.

. Select the different canvassing results that you would like to make available as
responses on your script. Only select the results that you think your volunteers
will need in order to successfully track results of their canvass. These results
will be identifications your canvasser may select on a canvassing sheet or the
Virtual Phone Bank when they are unable to canvass an individual.

Walk Results Call Results

L_.] Anglais gAnglais

B
[oeceased 0 i

Call Back
| French

[peceased
inaccessible
D [Crrench
Moved D Left Message

[hon-ctizen ot Home
D Not Home: D Other Language
D Other Language Orefused
I:\ Refused Dwmng Number

. Choose the electoral district(s)/committee(s) that can have access to your
script by using the add and remove buttons. If you have only been granted
access to one Liberalist committee, you will be able to share your script with
only that committee. If you have access to more than one Liberalist committee,
the names of all of your committees will appear and you may select which
committee you want to give access to the script.
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Creating a report format

Report formats organize the information that appears on printed lists.

1. Located on bottom lower left hand side of the Main Menu page, click Repor t s A

Labels and click Report Formats.
Reports « Labels

Report Formats *—

Label Formats

2. On the Report Formats page, to b s ® @
Repen Formats A Ve Pt | Fon vt

add a new report format, click Add - m— o —
New Report Format.

New Format

3. Give your report format a name and description. Select the page size and
orientation. Choose the number of rows you need in order to ensure you have
enough space for the various fields you want to include in your report format.
Choose whether you would like to include information from the Notes field from
each individual 6s record on your printed |

New Report Format

et

4. Select whether you would like to leave room on your printed list for a script. If you
are creating your report format for canvassing, you must reserve room for the
script that you want to use during your canvass. The amount of room you need to
reserve depends on the number of possible identifications that are associated
with your script. If your script includes a lot of activist codes, survey question
responses and canvass results, you will need to reserve more room for your
script. Click Next.

5. Select fields for your report format by dragging it onto the grid. Hold your curser
above any given field for a description of what information that field represents.
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Click Add Column and use the arrows to help you position the fields that you
place on the grid and organize the information on your printed list. You may edit
the grid by placing a field back under Available Fields or by clicking clear.

Report Formae Budder
* . ‘

P FILS M 2 (LT ORame NLAGAL  (Puilmima
N T Pelfcbiw. GO S0V 100 LUE0 17 W POND 10000 ITSI00004 SHINNE M
CWNINNE 00500 (WIS AN (WILIH ICHIIN D00 030 by Bwwawneteddreis oo

Bo0 |t L e

. To Add an Activist Code or Survey Question, click on Add Activist Code or

Add Survey Question. Select the identification you would like to insert into the

printed list and click save. The Activist Code or Survey Question field will

appear under available fields and then you can place it onto the grid. This will

help you print out previously made identif
. To add Text to your printed list click Add Text Field, enter the text you would like

to include and click save. The text field will appear under available fields and

then you can place it onto the grid. This feature can help you customize your

report for example | abelling different fie
signature. If you would like to add a check box, click Add Checkbox. A checkbox

field will appear under available fields and then you can place it onto the grid.

If you would like to format a field. Click on the field and drag it onto the space

provided under Field Formatter. Check Bold, Italic and/or under Underline to

format the field and then place it onto the grid to include it in the report format.

Once you are satisfied with your report format, click Save.

. On the Edit Report Format page you can see a preview of your Report Format

and change the format, layout and script options. If you would like to edit your

report format, click Edit. If you are satisfied with your report format, click Save.
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Adapting an existing Report Format

Make sure that you are working on the same tab where the report is located. If
the report will be used to canvass voters, you should be on the My Voters tabs.
If the report will be used to manage volunteers or to work with membership or
donations, make sure you are on the Shared Contacts tab.

ClickRepor t s AndktliakRepord Formats on bottom lower left hand side

of the Main Menu page.
Reports + Labels

Report Formats *—

Label Formats
Actions

. On the Report Formats page click on the report format
that you would like to adapt. n save
Click Save As in the right-hand column.

D Save As

. Title your version of this report. Click Save.
. You will be taken back to the Report Formats page. Z5 print My List
Click on the version of the report format that you have
Set Print Defaults
saved.
. Scroll down and click Edit at the bottom right-hand corner of the preview box.

Rezarve room for 3 short script

Resarve room for 3 medism script

Resarve room for a long script

Reszarve room for 3 huge script

D

Select fields for your report format by dragging it onto the grid. Hold your curser
above any given field for a description of what information that field represents.
Click Add Column and use the arrows to help you position the fields that you
place on the grid and organize the information on your printed list. You may edit

the grid by placing a field back under Available Fields or by clicking clear.

Place fizlds on the grid below to build your report.

BARCODE Lavoie, Terry Lib Cons Undec.
Ceradon Cir P-Lib NDP Won't say
12245678 (223) 232-3224 Mot Lib | Grmn Not Vot

Not home
Moved
Hostile
Deceased

Poll: 0020 ery@myemailaddress.ca

Wrang =
Add Column Clear | | Save

Auailable Fields
TPM Terry Lavoie Terry Lavaie Lavole, Terry J Ottawa
Ottawa K1A OB1 British Columbia Etobicoke-Lskeshars Abbotsford

1 Ottawa, ON K1A OB1 {Pa)watervillz Firz Station 7 Ceradon Cir

[Po)315 Main St. Ottawa Ottawa K1A OB1 (Po)Ottawa

Ottawa, ON K1A OB1 (Po)Poltawa, QC GOV ZBE  1/1/1980 27 M 333-3334  [(333) 333-3334 333-3334
(333) 333-3334 333-3334 124  (333) 333-3334
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9. To add information from your voterso profi
Questions), click on Add Activist Code or Add Survey Question. Select the
identification you would like to insert into the printed list and click save. The
Activist Code or Survey Question field will appear under available fields and
then you can drag and drop it onto the grid. As one example, this will let you print
out previously made identifications from a

(333) 323-3334 333-3334 124 (333) 3232-3324

Add Activist Code | Add Survey Question |  Add Target |  AddTextField |  Add Checkbox |

Add Subformat

Field Formatter

10.To add Text to your printed list click Add Text Field, enter the text you would like
to include and click save. The text field will appear under available fields and
then you can place it onto the grid. This feature can help you customize your
report for example labeling different fields or providing afieldforan i ndi vi dual 0
signature. If you would like to add a check box, click Add checkbox. A checkbox
field will appear under available fields and then you can place it onto the grid.

11.1f you would like to change the format of one of your elements, click on the
element and drag it onto the space under Field Formatter. Check Bold, Italic
and/or under Underline to format the element and then place it onto the grid to
include it in the report format. Once you are satisfied with your report format, click
Save.

Field Formatter
Drop fields below to format them.

Lawvoie

4| Bold Italic |4 Underline

12.0n the Edit Report Format page you can see a preview of your Report Format
and change the format, layout and script options. If you would like to edit your
report format, click Edit. If you are satisfied with your report format, click Save.
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Data Entry

Returni ng canvassing data into Liberalist

Once you are finished a canvass; you need to input the data into Liberalist.
You are able to do this in one of two ways:

1. Scan Bar Codes will let you
. Scan Bar Codes
scan bar codes to input data =
] Enter data using a bar code reader
(bar code reader required.)
2. Grid View brings up your list in

an easy to enter spreadsheet- . :
y P @ Grid View
Style format. Load a list to edit in Grid View
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Using bar codes for mass data entry

1.

2.

From the Main Menu, click on Scan Bar Scan Bar Codes

Codes.
Select which script was used for
canvassing, when the data was

Scan Bar Codes
Swoi1ef2

Enter data using a bar code reader

Phoais 46l yOur page ONetion 10 85" X 11° LANDSCAFE w

collected, by whom and whether it
was from a door-to-door canvass or
phonebank.

Select the entry order that you
prefer. The type of data that you are

[Rest

entering into to the system should determine the entry order. The default setting

or fiResults First, then
one or more survey questions.

All of the possible results from your script will be
automatically generated and appear in a printable
report. Note: The Bar Code Report can be used for
multiple canvasses as long as you are using the same

script because the script

same.
Select Print Preview on your browser and ensure that
the page will NOT shrink to fit when printing. It is
important that you select 100% as the printing size.
Select File, Print in your browser. Once you have
finished printing, click Finish.

Bar Code Report _Finish |

Party: Affiliation 10

Which political party do you feel best represer

s

o JUTIRICHRIE ORI
0 sircessy | t s/

LRIV
Possible Liberal (P) [SQ49438-221783]
Conservatve (C) [SQ49438-221784
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5. On the Bar Code Data Entry page,

Bar Code Data Entry

ro—
the field should be green and ready

for you to scan results. If you };7?*’“ Doe
selected the Results First entry
order, you will scan one result and

Bar Code Data Entry

then all corresponding names. If you

chose Names First you will scan the —
bar code representing a person and
then the result you want associated Affiliation 10 - Liberal
with that person before moving on.
.Once the data is entered; you wil/ be
Survey Questions, Activist Codes, Events, et c. You can cl

name to be taken from the Bar Code Data Entry page directly to their profile. If
you make a mistake, you will have 24 hours to edit or delete new canvassing
data by clicking on the individual 6s
in the appropriate field. After that time, you will need to contact the Liberal Party
of Canada national office to request a correction.

» Main Menu » Bar Code Data Entry » John Doe

. Also, if you have information to enter on a profile that was not one of the

identifications included on the scri
information to any field on their profile and then click on the words Scan Bar
Codeson the top |l eft hand fAbread cr umb

your canvass using Barcode entry.

Note: If your barcode scanner cannot read an entry, you can manually type in the
numbers found under the barcode. If this is the case for more than a handful of entries,
we recommend using Grid View.
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Grid View in Liberalist

If you want to enter large amounts of canvass results, but do not have a bar
code reader, yo u can use Grid View. Identification fields on gridview are
determined by your script So you can enter data on the screen exactly as it
appears on a printed report.

If you would like to change the identifications available in Gridview, you

can select a diff erent script or if you are a level three user you can create a
new script with different Canvass Results, Activist Codes and Survey
Questions to enter different results.

1. From the Main Menu, click on Grid View. @ e omo

2. Select Use My List to load the last list you created, enter the list number on the
bottom of your canvassing report, or
you can use Quick Lookup. When
entering data from reports issued
less than 30 days before, you can
you can enter the List Number at
the bottom of each page of the report. To load your most recent list, select Use
My List. To search for individuals instead of working from a list, select Quick
Look Up.

3. Select the script and enter the sbiots
canvasser, date canvassed, whether
the source was a phone call or | ]
canvass walk and the sort order.
When you select Calling or Walking
default sort options will appear, you R — g
can change the order in which the names on a list appear by changing these sort

Grid View

options. If you have customized your sort order when you printed the list, you
may want to change the default sort options on the Gridview so the names
appear in the same order as on your canvassing report. Click Next.

4. Liberalist will display 25 voters at a time. Now simply select the results from the
drop down menu by clicking on the arrow at the side of the field to reveal the
options. Click Save. Once finished with your first 25 voters, press >> to go
forward in your list, << to go back or Save if you are finished.
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» Main Menu » Grid View » John Doe

5. As with Scan Bar Codes, once data is entered, you will be able to view it in a
individual 6s record by clicking on the nam
response under the appropriate field. Also, if you have information to enter on a
profile that was not one of the identifications included on the script, you can click
on an individual s name to add information
click on the word Gridviewo n t he t o fpredderurnb tiaiéon d oi cont i nue
entering results from your canvass using Gridview.

Note: You will have 24 hours to edit or delete new canvassing data. After that time,
contact the Liberal Party of Canadads nati ona

74| Page



Marking profiles with Quick Mark

Quick Mark is a feature that helps you to quickly find and update profiles
without having to open each individual 06s

1. Inthe Main Menu, click Quick Mark.

Quick Mark
Look up people and add data on one screer

2. Pick the type of Omarkdé you would Iike
of access on Shared Contacts side, you can add an Activist Code, a survey
response, volunteer profile or schedule them for an event.

Once you have decided on what you want to do, press Next.

Quick Mark
Step 1012

What 83 you mast 15 d2?

|

3. This is where you specify the code, question, activity, etc. that you wish to apply.

Quick Mark
Step 7 of 2

[

4. A page that looks similar to Quick Look Up will appear. Enter the name of the
individual you would like to tag. Press Save / Search.

Quick Mark

5. Now select the checkbox beside the individual you would like to update and press
Save / Search. If you flagging events or survey questions, select the appropriate
response from the drop down menu beside the individual you would like to update
and press Save / Search.

Control Panel

Q Search The Voter File

AC Name Address

1 Person - 1 Page
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Data Entry for Voting Information

Voting Data Entry can be done using either the Keypad data entry tool or the Bingo
Sheet data entry tool. While the Keypad Data Entry tool can be used on any smart
phone browser, this method is only recommended for geographically vast ridings as
data entry via a computer will be quicker.

Keypad data Entry

1. On the Main Menu page of the My Voters tab, click on the Keypad Data Entry

icon in the Election Day Voting box.
= Keypad Data Entry

iy
Dgy ) .
2533 Enter election day vote data by typing
S sequence numMbers

2. Select your riding from the drop down menu.
3. Type in the first polling division on your list as a 4 digit code.

Riding = Chateauguay—=Saint-Constant « =

Polling Division | 0090 =
Sequence# 1 | 456
Sequence#2 |10

Sequence# 3

—
sequence#4 |
Sequence#s |
NOTE: Elections Canada uses a 4 digit code to identify all polling divisions in
your riding.
1. Each pol |l is followed by a 60N, ©661Nj, 62
polling division has been split. Eg. if Poll 234 has been split into 3 polling
divisions, you would enter them as 2340, 2341, and 2342.
2. All polling divisions are expressed in 4 digits. If a polling division does not
have 4 digits (eg. Polling division 15), zeros are added to the begining of
the polling division to make it 4 digits. Polling division 15 would be typed
as 0150.
4. Enter the Electors Sequence ID of each person who voted in that polling
division.
5. Click Save.
6. Move on to the next polling division and continue until you have completed the
sheet.
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Bingo Sheet Data Entry

1. On the Main Menu page of the My Voters tab, click on the Keypad Data Entry

icon in the Election Day Voting box.

<. Bingo Sheet Data Ent
% g ry

I Enter election day vote data using a bingo
sheet styled form

2. Select your riding. Click Remember Me.
Enter Voting Data

Riding Polling Division
Winnipeg Morth / Winnipeg-Nord + 0100 -

Remember Me I Save / Refresh |

3. Select the first polling division on your list. Click Save/Refresh.

4. The Bingo Sheet that appears contains all of the Electors Sequence IDs of the
registered voters in your polling division. Click on the Electors Sequence IDs of
the people who voted and click Save/Refresh to record their vote.

1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20
2 22 23 24 25 26 27 28 29 30 3 32 33 34 35 36 37 38 39 40
M 42 43 44 45 46 47 48 49 50 51 52 53 54 55 56 57 58 59 60
61 62 63 64 65 66 67 68 69 70 I 72 73 74 [E] 16 i 78 79 80
81 82 83 84 85 86 87 88 89 90 9 92 93 94 95 96 97 98 99 100
101 102 | 103 | 104 | 105 | 106 107 108 109 | 110 | 111 M2 | 113 | 114 | 115 | 116 117 118 | 119 | 120
121 122 | 123 | 124 | 125 | 126 127 128 129 | 130 | 131 132 | 133 | 134 | 135 | 136 137 138 | 139 | 140
141 142 | 143 | 144 | 145 | 146 147 148 149 | 150 | 151 152 | 153 | 154 | 155 | 156 157 158 | 159 | 160
161 162 | 163 | 164 | 165 | 166 167 168 169 | 170 | 171 172 | 173 | 174 | 175 | 176 177 178 | 179 | 180
181 182 | 183 | 184 | 185 | 186 187 188 189 | 190 | 191 192 | 193 | 194 | 195 | 196 197 198 | 199 | 200
201 202 | 203 | 204 | 205 | 206 207 208 209 | 210 | 211 212 | 13 | M4 | 215 | 216 217 218 | 219 | 220
il 222 | 223 | 24 | 225 | 226 227 278 229 | 230 | 23 232 | 233 | 234 | 235 | 236 231 238 | 239 | 240
4 242 | 243 | 244 | 245 | 246 247 248 249 | 250 | 2,1 252 | 253 | 254 | 255 | 256 251 258 | 259 | 260
261 262 | 263 | 264 | 265 | 266 267 268 269 | 210 | 2N 272 | 213 | 274 | 215 | 216 2T 278 | 279 | 280
281 282 | 283 | 284 | 285 | 286 287 288 289 | 290 | 291 202 | 293 | 294 | 295 | 296 297 298 | 299 | 300
30 302 | 303 | 304 | 305 | 306 307 308 309 | 310 | 311 M2 | M3 | 34| 35| 316 7 38 | 319 | 320
k4l 322 | 323 | 324 | 325 | 326 327 328 329 | 330 | 33 332 | 333 | 334 | 335 | 336 337 338 | 339 | 340
n 342 | 343 | 344 | 345 | 346 347 348 349 | 350 | 351 352 | 353 | 354 | 355 | 356 351 358 | 359 | 360
361 362 | 363 | 364 | 365 | 366 367 368 369 | 370 | 3N 372 | 373 | 374 | 375 | 316 i 378 | 379 | 380
381 382 | 383 | 384 | 385 | 386 387 388 389 | 390 | 391 392 | 393 | 394 | 395 | 396 397 398 | 399 | 400
401 402 | 403 | 404 | 405 | 406 407 | 408 | 409 | 410 | 411 M2 | M3 | M4 | M5 | 416 | MT | M8 | 49 | 420
421 422 | 423 | 424 | 425 | 426 427 | 428 | 429 | 430 | 431 437 | 433 | 434 | 435 | 436 | 437 | 438

5. To enter data for another polling division, select it from the drop down menu and
click Save/Refresh.

77| Page


http://liberalist.liberal.ca/files/2011/04/2.-Bingo-Sheet-Icon.png
http://liberalist.liberal.ca/files/2011/04/3.-Pick-riding-and-polling-division.png
http://liberalist.liberal.ca/files/2011/04/4.-Click-on-the-Elec-Seq-ID.png

Keypad Data Entry on a Smart Phone

Users can enter voting data on any smart phone with a browser and access to the
internet.

1. On your smart phone, go to http://my.liberalist.ca. Thereisn o 6 www. 0
2. Log in using your Liberalist username and password.

3. Click Enter Votini Data.

Main Menu

Enter Voting Data

About

Shared Contacts My Voters

4. Select éour ridini from the drop down menu.

Main Menu > Enter Voting Data

Riding
Polling Divesion
sequence#1 |

Sequences 2
Sequenced 3 [

Sequences 4
sequenced s ||

Save
Shared Contacts My Voters

5. Enter the first polling division on your list as a 4 digit number.
NOTE: Elections Canada uses a 4 digit code to identify all polling divisions in
your riding.

1. Each pol |l is followed by a 60N, ©661Nj, 62
polling division has been split. Eg. if Poll 234 has been split into 3 polling
divisions, you would enter them as 2340, 2341, and 2342.

2. All polling divisions are expressed in 4 digits. If a polling division does not
have 4 digits (eg. Polling division 15), zeros are added to the begining of
the polling division to make it 4 digits. Polling division 15 would be typed
as 0150.

6. Click Save. The voting data is immediately sent to Liberalist.
7. Continue entering data until you have recorded all voters on your sheet.
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Events and Volunteer Management

Planning out Events using My Calendar

Liberalist allow s a campaign to plan out events and manage volunteers for
those events in My Calendar. Users will be able to see upcoming events and
can be assigned to events as needed.

1. First, on the Shared Contacts side, click on View My Calendar in the Main
Menu.
2. From this view, you will be able to see all the events related to your committee.
To add a new event, click Add New Event in the upper right-hand corner.
3. Inthe New Event Wizard, select the type of event, give it a name, pick a date
and pick a time. If your event has shifts, such as scrutineering, a phone bank or
literature drop, then pick how many shifts you want to divide it into. Once you
have made your selections, press Next.
4. Use the Activities and Goals page to set out which
types of event activities you would like to track and
whether or not you have a target number of :
participants for each activity. For example, do you = s =
need 6 canvassers for this Sundayods door <c
to greet people at your town hall? If you do not have any a target number for
event participation (for example summer ba
Set Goal so.
5. Choose at least one event activity, such as
Attendee, and click Finish to create your event.
6. To schedule volunteers and record attendees see
Linking Volunteers and Attendees to Events.
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Linking Volunteers and Attendees to Events

You can use Liberalist to schedule et vt
volunteers and record invitations.

If all the attendees are not easily

searchable by a specific set of criteria,

refer to marking a profile in Quick Mark to

see how to schedule without opening up e
each individual 6s record.. -

Adding by Lists:

1. On your event O0sFind&olunterage, <cl i ck

e Wesed - dinads

S Beiees S e

2. Create a New List for your event. You are searching on the Shared Contacts
side, so only those identified as having a relationship with your committee will

appear in the search.
My List o Adz Pezp

3 =2 H o6 % E X »

== Remcue Peosie 3 Narrow Peczie
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enis schedues

3. Once you have a list generated, R | v

Scheave tyemt

click on the profiles of your potential -

volunteers. You can update the Eo =T v

Events section in the profile of each . -

chosen individual to schedule him or e i '

her for one or more events by

clicking on their name updating events on their record.
4. 1 f the list is too long to schedule events

can add it to Grid View by returning to the main menu, then clicking on Gridview

and selecting My List for your most recent list.

Note: Liberalist regards event attendees as volunteers, so you can use these methods
both to schedule volunteers and to mark invitations.
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Marking profiles with Quick Mark

Quick Mark is  a feature that helps you to quickly find and update profiles
without having to open each individual 6s reco

1. Inthe Main Menu, click Quick Mark.

Quick Mark
00k up people and add data on one screer

2. Pick the type of o6marké you would Iike to
level of access on Shared Contacts side, you can add an Activist Code, a
survey response, volunteer profile or schedule them for an event.
Once you have decided on what you want to do, press Next.

Quick Mark
Step 102

What 83 you mast 15 d2?

|

3. This is where you specify the code, question, activity, etc. that you wish to apply.

Quick Mark
Step 7 of 2

[

4. A page that looks similar to Quick Look Up will appear. Enter the name of the
individual you would like to tag. Press Save / Search.

T

5. Now select the checkbox beside the individual you would like to update and
press Save / Search. If you flagging events or survey questions, select the
appropriate response from the drop down menu beside the individual you would
like to update and press Save / Search.

Control Panel

Q Search The Voter File

AC Name Address

1 Person - 1 Page
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Blast Emails

Sending an Email Blast

6. Click on Create a New List from the Main Menu page to build the recipient list
for your Email Blast. You can craft your recipient list in as simple or sophisticated
a manner as you would like. Please contact the Liberal Help Desk Team if you
would like advice or assistance in creating complicated lists.
Best Practice: Instead of just grabbing all email addresses at your disposal each
time you go to create an email blast, the Communications Team strongly
recommends you base your list off an activist code. This gives you greater
control over your list and allows you to keep your Casework contacts separate
from your email blasts, where necessary. If you have a list of individuals you
would Iike tonkbewstaggedoasrinanot her activi
your Liberal Help Desk Team.

7. Make sure that each person on your list has an email address. You can do this

by clicking Narrow People from the My List Y€ Narrow People
page.

8. Open the Phones i Emails box and tick =] Phones * Emails
t he-MAEI s Onl yo box. CIicF,IﬁDnE&ﬁl}grch t o
remove individuals without email addresses Cell Phones Only
from your list and return to the My List 7' E-mails Only

page.
9. From the My List page, click the Emails icon on your icon bar. If you cannot see
an Emails icon, your account does not have access to the Email Blast tool.
Please contact your Liberal Help Desk Team for assistance.
10.The New Blast Email page will ok Add People

== Remove People
guide you through the process —

of setting up a blast email. First Hj) Q @ @
give this Email Blast a Name. Print Letters Labels Emails Export Counts HH Wiz
The Blast Email Name will only be visible to your team. It is used in analyzing the
relative success of your Email Blasts over time and in building lists based on past
Email Blasts. You may wish to add a description to give greater detail. When you

are done, click Next. Best Practice: Put the type of email (eg. Event Invite) and
the recipient group in the Blast Email name. This will help you to analyze your
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Blast Email successes more quickly over time.
New Blast Email

MName Form Email

Blast Email Name |2010.-"OEI-"28 Newsletter (Long Gun Registry)
Total Email Addresses 1

Description | Mewsletter re: |atest statements in the house. |

Save And Exit | Next |

11.Select the appropriate Form Email from the drop down list. If you have not yet
created the Form Email you are planning to send, click the New Form Email
button. For assistance in creating a Form Email, please see Setting up a Form

Email. When you have selected the Form Email you want to use, click Next.
New Blast Email

MName Form Email Scheduling

Form Email | E| *  New Form Email

Prev | Save And Exit I Next I

12.Select the date and time you want your Email Blast to be sent. Email Blasts
cannot be scheduled in the past. You are asked to schedule your email blast at
least an hour in the future for two reasons:

13.Scheduling them in advance allows the system to bundle multiple blasts together
and keep other functions running smoothly.

14.You can cancel an Email Blast up to five minutes before it is sent. Scheduling
your blast in advance gives your team extra time to revise and recall an Email
Blast.

New Blast Email

MName Form Email Scheduling Preview

Scheduled Date |2.7.-"El.-"10 [2::
Scheduled Time I 1 : il 00 :I PM : *ET

Prev I Save And Exit I Next I

15.The Preview step allows you to see your Blast Email as it will be seen by a
sample recipient. The unsubscribe link has been added at the bottom of the
preview email, just as it will be added to the emails sent out in your Email Blast. If
you are not satisfied with the Preview, you can edit your Form Email by clicking
Save and Exit, going back to the Main Menu, opening the em>Letters 1 Emails
menu, clicking on Form Emails and selecting your Form Email.
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When you are happy with your form email, click Next.
New Blast Email

Name Form Email Scheduling Preview Testing

Sample Email I Wilkinson, Nadya :

From Madya Wilkinson [wilkin@parl gc_ca]
To wilkin@parl_gc.ca

Subject Avalon Newsletter

16.Liberalist gives you another opportunity to check your Blast Email before it is
sent by offering you the opportunity to send a test email to yourself or to a
colleague. When you have sent a test email, click Next.
Note:Test emails do not replace variabl es wi

Liberalist profile.
New Blast Email

MName Form Email Scheduling Preview Testing Payment
Test Email Address |\,\Jilkm@parl.gc.ca| Send Test Email

Prev | Save And Exit | Next |

17.The Payment page shows you whether or not your Email Plan covers the
scheduled Email Blast. If your Plan covers the Email Blast: Click Next. If your list
contains more recipients than are covered under your Email Plan: Click
Purchase Plan to upgrade your plan. For more information on purchasing an
Email Plan, see Setting up your Email Plan. When you are returned to the
Payment page, click Next.
OR
Return to the My List page to Narrow your List or to Remove People from your
list, such that your list is small enough to be covered by your Email Plan. Click

the Emails icon to begin the Email Blast process again.
New Blast Email

Name Form Email Scheduling Preview Testing Payment Approve

Blast Email Plan No Blast Email Plan  Purchase Plan |

Recipients Available in Plan 0
Recipients Needed to Send Email 1
Additional Recipients Needed 1

Prev Save And Exit | Next |
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18.Confirm the details of your Email Blast. If you have not yet done so, read the
Terms and Conditions. Tick the Terms and Conditions box and click Finish.

New Blast Email

Name Form Email Scheduling Preview Testing
MName test
Form Email Liberal - Vaudreuil-Soulanges

Total Emails
New Recipients
Send Date
Send Time

Terms and Conditions

19.Your Email Blast will be sent at the scheduled time.

1

1

24/9M10
6:00 PM
click here

[T] I have read and agree to the terms and conditions above

Payment Approve

Prev Save And Exit Finish

86| Page


http://extranet.liberal-caucus.ca/files/2010/09/25.-Approval.png

Setting up your Email Blast Plan

You will need to purchase an email plan before you can send Email Blasts. Only one
Email Plan needs to be set up per committee. All users on that committee with Email
Blast privileges on their account will be able to send emails using the Email Plan. Only
the user who purchased the Email Plan will have administrative access to the Email
Plan and associated credit card information.

1. When the Email Blast tool is made available to your account, the Letters menu
on your Main Menu page will become the Letters-Emails menu. If you do not
have access to the Emails section of the Letters-Emails menu, please contact
the Liberal Party Help Desk for more information.

Letters * Emails
Codes » Questions * Scripts
Casework

2. Click the words Letters-Emails to display the Letters-Emails menu. Select the
Email Plan option to purchase, edit or view your Email Plan. If you do not have
an Email Plan option on your Letters-Emails menu, another member of your
team has already purchased an Email Plan.

Letters * Emails

Letter Batches
Form Letters
Letter Preferences
Letterhead Settings
Blast Emails

Form Emails

Email Preferences
Email Plan

3. TheEmailPlanpage will display monthly statement
you have not yet purchased an Email Plan, click Purchase Plan.
Blast Emmiail Plan

Pk Pl

DEY -

Manthly Statemernis

LH -

i e ek ek

4. Be sure to read the Terms and Conditions document before proceeding as it
contains important and useful information. Failure to comply with the terms of the
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document could result in the removal of the Email Blast tool from your account. If

you have any questions about the document, please contact the Liberal Party

Help Desk.

. Choose whether you would like the Email Plan to begin today or the 1st day of

next month. If the plan begins today, you will be able to begin emailing

i mmedi ately. You wi/l|l b eemall prizileggee d f or t he f

Forchaes Blamt Emsl Pan

Feans wier 0 lad [l pan Fisass il e ko read sbed Mo U e reree, cordisara B grerg

o vy e s b Pl P e roecieery. el e

Email Plans set the number of recipients (email addresses) your team can send

e-mails to per month 1 not the number of emails sent. Please consult the Terms

and Conditions document for more information on Email Plans and Pricing.

. To help you to decide which plan is best for your team, consider the number of

Obl astablebé email addresses your team curr
consider the source of your email addresses when deciding this. For example,

you may have many emailaddres ses from your teambés casewo

You can use the Create a New List function assess your current number of

. . Effective Date @
available emails. eCinve Liale Today 1 October 2010

Example List:

1 Create a New List: Activist Codes
o Membership 2007-2010,
o Communications e-Newsletter,
o Volunteer: Previous Volunteer and Volunteer
T Narrow my List: PihEmnaile ®nlyA Emai | s b o x

As discussed in the Terms and Conditions document, individuals must opt in to
your teambébs newsletter blasts. I f you have
opt-in system, please contact the Liberal Party Help Desk.
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8. Select the Email Pan thatbest fits rteam and click Next.

9. If there is not yet a credit card associated with your Email Plan, you will be
asked to add a new credit card. Click Add Credit Card to continue.

To pachase of upgrade & Blast Email Flan, youwill roed o el o o payment oplon. This paymonl
ophion mil bee s and mary be wsed for fuloe puchasss.

10. Enter the relevant information in the relevant boxes and click Save.

°"'-.L_" =

“Your Nare, ABKess. 300 FTaes turdaet it (0ach 1he Dlbag ohoraten 0o By with yow ot Cood

11.You have successfulBmplPBaat up your teamds
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Setting up Blast Preferences

Your Email Preferences administer the way your recipients unsubscribe from your
emalil blasts.

1. To set up your Email Preferences, open the Letters-Emails menu on the Main
Menu Page and click Email Preferences.

Letters * Emails

Letter Batches
Form Letters

Letter Preferences
Letterhead Settings
Blast Emails

Form Emails

Email Preferences
Email Plan

2. Your Unsubscribe Banner can be created locally or set up by the Liberal Party
Help Desk. Please contact the Liberal Party Help Desk if you need an
unsubscribe banner created for your team.

3. To upload your own Unsubscribe banner, click Browse. Select the image from

your files.

Email Preferences
Select an Activist Code type to designate your email lists.

Email Lists I Committee Email |Z| *

Unsubscribe Banner URL | *

Unsubscribe Banner

Unsubscribe Page Message |T0 unsubscribe from [this campaign], click here

Custom Footer B J U wm g 23 38

To unsubscribe or chanage your email preferences, please follow the link below:
http://crm.liberal-caucus.ca/EmailSubscription.aspx?ID={UnsubscribelD}

Save |
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4. You can Customize the Unsubscribe Page Message. For example, change [This

Campaign] to the name of your Candidate or the name of your Newsletter.

Email Preferences
Select an Activist Code type to designate your email lists.

Email Lists I Committee Email *

Unsubscribe Banner URL I *

Unsubscribe Banner

Unsubscribe Page Message ITD unsubscribe from [this campaign], click here *

Custom Foater B 7 Uwm £ 23 5%

To unsubscribe or chanae your email preferences, please follow the link below:
http://crm.liberal-caucus.ca/EmailSubscription.aspx?ID={UnsubscribelD

Save |

5. You may wish to edit the Custom Footer. However, it is important to note two
things:
- Recipients MUST be able to unsubscribe from your email lists. This is not only a
best practice, itis also in the Email Blastt ool 6s Ter ms and Condi ti
- Using the default unsubscribe link will greatly reduce the time you spend
managing your email list because the default unsubscribe page is linked to
Liberalist. Recipientsdé unsubscribe reques
Liberalist with no extra work required on your patrt.
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Setting up Your Email Template

Email Templates save you time and ensure that all your Email Blasts have a
consistent look and feel. Please create the Template as a Form Email and contact the
HelpDesk to have them turn your Form Email into an Email Template.

1. Individual Email Blasts are built using the text and format of a Form Email
created by your team. In turn, the layout of your Form Emails is based on a
time-saving Email Template. Most teams will have only one or two Email
Templates (eg. one for event invitations and one for newsletters).

Scott

- ANDREWS

Avalon # Member of Parliament

This just in!

Dear {FirstNameJ,
Text Text Text Text Text TextText Text TextText Text TextText Text TextText Text TextText Text TextText
Text TextText Text Text Text Text TextText Text TextText Text TextText Text Text

Text Text TextText Text Text Text Text

Text Text Text Text Text Text Text

Text Text Text Text TextText Text Text Text Text
Text Text Text TextText Text Text Text Text

Text Text TextText Text TextText Text TextText Text TextText Text TextText Text Text
All the best,|

Scott Andrews

2. When your team first signs up for the Email Blast tool, be sure to communicate
with the Support Teama bout y o EEmail{Terplaté.s

3. You will be encouraged to provide a header for your email blasts.

4. Please communicate any additional requests for the Email Template to your
Support Team. More than one Template can be created to help you to better
differentiate between different types of Email Blasts.
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Setting up a Form Email

Every Email Blast you send will need to be based on a Form Email. Form Emails can
be created in advance or during the process of sending an Email Blast.

1. To create a Form Email in advance, select Form Emails from the Letters i
Emails menu on the Main Menu page.

Letters « Emails

Letter Batches
Form Letters

Letter Preferences
Letterhead Settings
Blast Emails

Form Emails

Email Preferences

Email Plan

2. The Form Emails page will allow you to manage your growing list of available
form emails. To create a new Form Email, click the Add New Form Email
button in the top right-hand corner of the page.

3. The New Form Emails page will help you to create a highly customized,

dynami ¢ email . The Variable column offers yo
add to your email text. When the Email Blast is sent, details from each
recipientdos profile replaces the variabl es
For example, inthe phraseiDear { First Name} o0, the variab
replaced by each individual 6s first name t
profile does not contain the information needed to replace the variable, the Email

Blast tool will instead use the default substitution. For example, in t he phrase

ADear {FirstName} o, the variable {FirstNam
ADear Friendo.

Form Emails Add New Form Email

Status Mame Created By

| B | [=]

Remember Me Refresh

Mo data found
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. To save yourself time and maintain a common look and feel to your email blasts,
make sure that you have access to an Email Template. Selecting a Template
when creating a Form Email can pre-populate a banner, an opening greeting, a
text style, and a signature (depending on the Template). If you do not have
access to an Email Template, please contact the Liberal Party Help Desk for

assistance.
New Form Email

Type any variable into the message body to send a unigue e-mail to each user.

Variable What displays in the email (sample data) Default Substitution

{SubscriberEmail} drew@drewmiller net I

{Firsthame} Terry |Friend

{LastName} Lavoie |Suppurler

{FullMame} Terry Lavoie ISupporter

{Sex} M [

more....

. Give your Form Email a Name. This name will only be visible to members of
your team.
Best Practice: Consider beginning the name of every Form Email with the date
in Year/Month/Day format followed by the subject of the Form Email (eg.
Summer BBQ). This will make Form Emails easier to manage over time.
. The Subject of your Form Email will appear as the email subject line to your
recipients.
. Your recipients will see the Sender Name as the name of the person who sent
the email.

Template | Standard Email Blast |E|

Mame IE[HU.-’UQ.-’E? Mewsletter g
Subject IAuaIn:un Mewsletter i
Sender Name | Madya Wilkinson i
Sender Email |wi|kin@parl.gc_ca i

. The Sender Email will appear as the email address of the person who sent the
emai | . | t 1 st oadl seamati H e afdrderpelsys nemta wili be g
emailing that account when they reply to your Email Blast.

Best Practice: It is important that a member of your team checks the email
account attached to the Sender Email regularly. If you cannot provide an email
address that will be checked with any regularity, please contact the Liberal Party
Help Desk. You are now ready to create the body of your Form Email.
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9. If you selected a Template, your Form Email probably already contains a
Banner, an Opening Greeting, a Closing Line, and a Signature. All you have
to do is edit the text of your Form Email and add any additional images. The tool
bars above your Form Email function similar to the tools in Outlook and Word. If
you have any questions about these toolbars, please contact the Liberal Party

Help Desk.
10.1f you did not select a Template, you can add a banner to your Form Email by
clicking the small oO0treedé icon on the

uploading your banner to the Form Email. You can then enter an opening
greeting, text, images, and a closing greeting. The tool bars above your Form
Email function similar to the tools in Outlook and Word. If you have any
guestions on how to upload your banner or edit your Form Email please contact
the Liberal Party Help Desk

HTML Body B 7 U s x, x* A~ === EI——FDnIlam\\y—— [< ]| - Font size - [« ]| - wariable Fields - [+
wmiZEEE X LB 2 \ | \

ANDREWS :

Avalon # Member of Parliament

This just in!

Dear {FirstName},

Text Text Text Text Text TextText Text TextText Text TextText Text TextText Text TextText Text TextText Text
TextText Text Text Text Text TextText Text TextText Text TextText Text Text

® |iberal Express in Winnipeq: Community Dim Sum - Aug 14
® |iberal Express in Winnipea: Liberal Fundraiser for Winnipeg Nerth Candidate Kevin Lamoureux - Aug 14

® |iberal Express: Winnipeg Area BBO - Aug 14
Text Text TextText Text TextText Text TextText Text TextText Text TextText Text Text

Closing Line!

Scott Andrews e

11.When you have finished creating and editing your Form Email, click the
Generate Generate Text Body |

12.Text Body button at the bottom of the page.

13.This will create a Smart-phone friendly version of your email. It will remove any
images or links that would not appear properly to a recipient reading this emalil
from, for example, a Blackberry.
Best Practice: Re-enter the various links present in your Form Email as text in
the Smart-phone friendly Text Box.
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14. When you are satisfied with the results, click Save. You are now ready to send
this Form Email.

Text Body

Subject Line!

Dear {FirstName},

Text Text Text Text Text TextText Text TextText Text TextText Text TextText Text TextText Text TextText Text TextText Text Text

Text Text TextTexd Text TextText Text TextTaxt Text Text

* Liberal Express in Winnipeg: Folklorama — Aug 13 (www.liberal calevent1232438901)
* Liberal Express in Winnipeg: Red River College Visit — Aug 13 (www_liberal.calevent1234213)
* Liberal Express in Winnipeg: Community Dim Sum — Aug 14 (www _liberal ca/event123248927401)

Text Text TextText Text TextText Text TextTaxt Text TextText Text TexiText Text TextText Text TextText Text TextText Text TextText Text TextText Text
TextText Text Text

Closing Line!

Signature

Regenerate Text Body Save
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Adding Images to Form Emails

You can add high -quality images to form emails.

1. Onthe Form Emails page, click the Tree icon.

= = = = - Fontfamiy— ~ —Fontsize- ¥ —Variable Figlds- -

B 7 Usx x* A-W. E=E==-

I EEEX LD = O |
2. If you have the URL (internet address) of the image you want to use, enter it in

the Image URL box. If you want to use an image previously entered into a Blast

Email or to Ioad the image fro%r computer, click the little blue and red box.

& Insert/edit image - Windows Internet Explores

)
|e http://my.liberalist.ca/JS/tin &/plugins/advimage/image.htm ‘@‘

General | Appearance Advanced

General I
a &

M

Done @ Intem etwtthd On A

3. If you clicked on the box, you will be shown the images you have used in
previous Blast emails. If you want to use one of those emails, click on it to insert

it into your email.

4. If the image has not been used in a previous email, click the upload icon to find

the image you want.

2t

7’ D
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5. Click Browset o | ook
imggg},ﬂ&gwgble click onitto

for the i mage 1in
return to the Upload page.

your

[ &) hetpr/semydiberatist e i e et Aeaamee b 1 </KASIMEKDRL | 3 |
Upload
Use the form to uplaad fes.
Upload in ’
Valid extensions: g, ipg. png. bmp
M upload size: 10MB I
File to upload:
As il name:
Done @ Intemet | Protected Mode: On v R1BH v

6. Name or Re-name your file if necessary. Click Upload.
7. The file is now available to be inserted into this and future form emails. Click on
the file to insert it into this email.

’75elect directory: / ~

= sy
& § X% iE|e g XY iE|eE XY
- o
¥ Libéral Libéral
British Columbia British Columbia

koala.jpg

Ipcbc_gray.jpa Ipcbc_gray.png

penguins.jpg

8. The image will be inserted into your email.

9. To edit the image, click on it and (before clicking anywhere else) click on the
Tree icon.
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Robocalls

Setting up your  RoboCall Plan

Setting up your RoboCall Plan

RoboCalls are quick and easy to set up within Liberalist. Calls cost only 3 cents for 30
seconds or 5 cents for 60 seconds for each live voter or voice-mail box reached.

To ensure that campaign spending is easily tracked, the Help Desk recommends
having your Candidate or Official Agent use their credit card for RoboCalls. To put
credit on your RoboCall Payment Account, first set up your Payment Options in
Liberalist.

My Payment Options

1. On the Main Menu page, in the right-hand administrative menu, click My
Payment Options.
My Profile
Change Password
My Payment Options
Report Formats
Reports
Letters = Emails
Phone Services
Users
Codes = Questions = Scripts

2. If you have not yet added your credit card information, click Add New Credit
Card.
Add New Credit Card

3. Enter the account information and billing address for this credit card.
1. Your Name, Billing Address and Phone Nu
records or the transaction cannot be verified and will not go through. If you
do not know the correct information to enter on this page, please check
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with your bank.
New Credit Card

Enter the account information and billing address for this credit card. You will be able to use this
card to make future purchases. Click here to read our privacy policy.

Credit Card Information

Credit Card Type | Visa : *

Credit Card Number | 123456789123456 *

Expiration Date 02 : *| 2020 : *

CCV |542 *What's this?

Billing Address*

Mame | John Smith
Address |123Wave Cres
City - Province - Postal Code |Tuﬂn0 * |E|C * |VOR 2Z0

Phone Number |250 -|888 -|4561 *

Receipt

Email Address |jonnsm\tn@campa\gn.ca
Description

Description |V|sa ending in 3456

Motes

*Your Name, Address, and Phone number must match the billing information on file with your credit card.
2. Your credit card information cannot be seen by Help Desk agents or other
Liberalist users.
4. Click Save.
5. If the credit card information was verified, your credit card can now be used to
add credit to a RoboCall Account.

RoboCall Accounts

Create a RoboCall account and add credit to it to pay for your RoboCalls. RoboCall
Accounts can be shared with all or some of the Liberalist users on your team.

1. Onthe Main Menu page, click Phone Services in the right-hand administrative

menu to open the Phone Services Menu.
My Profile
Change Password
My Payment Options
Report Formats
Reports
Letters « Emails
Phone Services
Users
Codes = Questions = Scripts
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2. Click RoboCall Accounts to set up, view, or edit your RoboCall accounts.
Phone Services

RoboCalls
RoboSurveys
Recordings
RoboSurvey Scripts
RoboCall Accounts
Virtual Phone Bank

3. Click Add New RoboCall Account to create a new account.

Add New RoboCall Account

4. Name your account and click Save.
New RoboCall Account

Account Name |Campaign 2011| *

Save

5. Liberalist allows you to share your RoboCall Accounts with one or more
Liberalist users on your team.
Note: Any users who you grant access to the RoboCall Account do NOT have
access to your credit card, but CAN spend up to the limit of the credit you have
transferred into the RoboCall Account.

User Access
sers With Access Users VWithout Access
Simonova, Matalya Contact, First
Wilkinson, Madya Caté, Georges

C'Amaours, Michael
Dekraker, Sean
Flood, Warren
Fournier, Francois
lshmael, Azam
ishmael, Azam
Legault, Brigitte
Michnowski, Ashley

Remove Add

6. Once you have created a RoboCall Account, click on the name of the account
to view details and add credit.

Name Owner Last RoboCall Total Balance Locked Balance Available Balance
Campaign 2011 Calls Wilkinson, N. 51.98 $0.00 $1.98 Edit

1 RoboCall Accounts - 1 Page
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7. Click Purchase Time to add credit.

Purchase Time

RoboCall Account  Campaign 2011 Calls
Amount (3) [600.00 3
Number of Calls 20,000 | 20-second Calls (30.03/call) |~ |

Payment Option | Visa ending in 9791 [= | *
isa ending in 8791 Expires 05/2013 [visA

Cancel | Add Credit Card | Next |

1. Decide in advanced how many calls you want to make so that you can
purchase only the credit you need. Credit placed on your RoboCall
account cannot be refunded.

2. Set the desired length of the RoboCall (30 seconds, 60 seconds, etc.) and
type the number of calls you want to make into the Number of Calls box.
Liberalist will calculate how much credit you will need to put on your card
to purchase that number of calls.

3. Select the Payment Option you want to use, and click Next.

8. Your RoboCall Account can now be used to pay for your RoboCall. It is time to
set up the Recording(s) you want sent in this RoboCall.
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RoboCall Recordings
Robocall Recordings
Liberalist offers three easy ways to record your RoboCall messages.

1. On the Main Menu page, click Phone Services in the right-hand administrative
menu to open the Phone Services Menu.

Mon profil

Maodifier le mot de passe
Mes options de paiement
Mise en forme des rapports
Rapports

Lettre + Courriel

Services téléphoniques
Utilisateurs

Codes - Questions » Scénarios

2. Click Recordings.

Services téléphoniques

Appels automatisés

Sondages automatises

Messages

Scenarios pour appels automatisés
Comptes pour appels automatisés

Centre dappel virtuel

3. Click Add New RoboCall Recording to add a new RoboCall message.

Créer un message pour appels automatizsés |

4. Name your Recording and choose one of the following options:

Titre du message |Voter &n avance (FR) *
Etat (@) Active () Inactive
Mode de sollicitation Télécharger un fichier .wav ou .mp3
Appelez-moi maintenant
‘@ Envoyez-moiun n® de téléphone et un NIP *

Durée max. (sec) |30 =

‘our Email Address | assistance@iberal.ca
Enregistrer |

1. If you already have a high-quality recording of the right length, use the
Upload a .wav or .mp3 file option to upload your message to Liberalist.

2. If the person who is recording the message is with you, you can choose
the Call Me Now option. Enter the maximum length of the call (30
seconds, 60 seconds, etc.) and enter your phone number. Liberalist will
call you and walk you through the process of recording the RoboCall
message. When you are finished, Liberalist will take one or two minutes to
receive the message. Please allow the page to load before proceeding.

3. If the person who is recording the message is not with you, choose the
Receive a Call-in Phone Number and PIN option. Enter the maximum
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length of the call and your email address. Liberalist will email you a phone
number and access PIN. This will allow whoever is recording your
RoboCall message to call in and record the message at their convenience.
The call-in number and PIN will be available on the Liberalist Recordings
page until the message has been recorded. The RoboCall recording will
appear on the Recordings page in Liberalist shortly after it is recorded.

5. You are now ready to send your RoboCall.
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Scheduling a RoboCall

RoboCalls can be scheduled to go out now or in the future. Use the Create a List
function and the Add / Remove / Narrow People buttons on the My List page to send
your RoboCall to only the households you want to reach. Contact your Help Desk for
assistance in building lists.

1. Use the Create a List page to create the list of the people you want to reach.
2. Click the Phone Icon and select Set up RoboCall. Click Next.

i

PECNB O3

ails | cone
{©) iSetup RoboCall
Setup RoboSurvey

3. Name this RoboCall.

| Set Up Recording

RoboCall Mame |.i\cl'v'ance Polls Reminder 1
Total Mon-Cell Phone Numbers 14,723
CallerID Number |604 -|664 -[3784

Description ||

4. Pick a Caller ID number for this Robocall. It must be a land-line (not a cell) and
should be a phone that recipients can call to contact your team about the
RoboCall. The Help Desk recommends using your office front line, if possible.
Note: You need to have access to the Caller ID number the first time you set up
a RobocCall as Liberalist will ask you to call to confirm that you have access to
the number before allowing you to proceed.

5. Click Next.
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6. Select the recording you want to use for the RoboCall. You can select a different

9.

recording for live calls (when the voter picks up the phone) and for Answering
Machine Recordings. Click Next.

Set Up J Recording Schedule
Live Recording test: Listen | New Recording

Duration 6 seconds
Created By Madya Wilkinson
Date Created 5/4/11
Answering Machine Recording ’EE Listen | New Recording

Duration 6 seconds
Created By Madya Wilkinson
Date Created 5/4/11

Set the date and times you want the RoboCall messages to start and stop going
out. Please note that the times are in EST. Click Next.

Recording ] Schedule

zdule a calling date and time. The Cut-off/Stop Time
uring peak times, we cannot guarantee that all calls v

Date o1 @
statTime [ 10[=]:[ 00 [= ][ am [ =] 2
Cut-ofifStop Time 4 : | 00 . PM : *EI

To test your RoboCall, enter your number into the Test Number field and click
Test Now. You can test the RoboCall on different members of your team. Click
Next.

Recording h Schedule J Test

TestMumber [604 -|664 -|3784 Test Now

Include this test number in call list

The Payment page will ask you to select your RoboCall account. Liberalist will
estimate the cost of your RoboCall. The cost is likely to be lower, as you will only
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be charged for the calls that are answered or go to an answering machine.

Set Up Recording ' Schedule Test | Payment

Account | Campaign 2011 Callslzl * Purchase Time

Available Balance §1.98
Estimated Cost  $441.69
Additional Purchase Required $439.71

Prev ﬂ

1. If your RoboCall Account cannot cover the full cost of the RoboCall,
click Purchase Time to add more credit to the account.
2. If your RoboCall Account can cover the full cost of the RoboCall, click
Next.
10. Liberalist will ask you to confirm all aspects of the RoboCall and to agree to the
Terms and Conditions before you click Finish.
11.Your RoboCall is scheduled and will begin going out at the scheduled Date and
Time.
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Creating a Robosurvey

Robosurveys are quick and easy to set up within Liberalist. A Robosurvey
costs 3 cents for 30 seconds or 5 cents for 60 seconds for each live voter or
voice -mai | box reached plus 3 cents for each response.

1. On the Main Menu page, in the right-hand administrative menu, click Phone

Services and select Robocall scripts. Phone Services
2. Click Add New Robocall script. RoboCalls
RoboSurveys
Add New RoboSurvey Script I Recordings
RoboSurvey Scripts ‘—
3. Give your script a name, description and determine if  RobocanAccounts it

Virtual Phone Bank

should be under My Voter File or Shared Contacts.

Click on the active status and select if the script should be available in the Voter
File or Shared Contacts. If an Activist Code or Survey Question only appears
on Shared Contacts and you choose My Voter File when creating your script,
you will not be able to use that code when building your script. If you would like to
import an existing script, select the script from the drop down menu in section
Import Elements from Script.

New RoboSurvey Script

Mame | Robosurvey Canvass Priority Polls

Description
Status () Active O Archived (O Inactive
Database () My “ater File (O Shared Contacts *
Import Elements from Script | i~

2010 test Next |

Canvass by RoboCall
Copy of Training Custom
CEC Door ta Doar
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