Update vote-by-mail status
in UpVote

When your campaign receives updated absentee and vote-by-mail
statuses from the state, Board of Elections, or your data provider,
you can upload the data to a custom field in UpVote. Keeping this
information current helps your team identify voters with mail
ballots and target the right GOTV outreach.

Follow these steps to create the custom field and update vote-by-
mail status correctly.
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STEP 2.

Click “Add Custom Field” to open the custom field setup
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Q e screen. Select. Dropdown as th§ ﬂgld type, then give the
% My favorites field a clear, descriptive name.
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§ The option descriptions must exactly match the values
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Hvancedseard * ( that will appear in the Excel or CSV file you upload,
Volunteers * including spelling, capitalization, and spacing. In many
Field Name . .
S " | states, common Vote by Mail Status values include
RN s Vote By Mail Status )
“Received” and “Returned,” but you should use the exact
Groups ' 4 : . : . . .
P Display in voter details terminology provided by your state or data provider.
Tags * Display in Outreach page
SMS Messages +* | Prompt response when adding a contact
. N L Show on cantact marich Tip: Choose a field name that will be easy for campaign staff
New Option Description and volunteers to understand if you plan to display the field
Upload Centa * ’ I in the UpVote app rather than use it only for internal admin
Cotfeaton. N tracking and reporting. We recommend displaying Vote by
o ceturmed Mail Status in both the voter details and on the outreach
Callers * page.
- Requested Note: A dropdown custom field must include at least two
Phone Campaign " ’ OptiOﬂS before it can be saved.
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STEP 3.
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STEP 7.
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Attach your excel or CSV file here.
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e o Note: Your file needs to match the format pictured here. It needs column A for
peveneed e * The first row must contain the headline. Voter ID and column B for the value to set (which is vote by mail status). The
Voluteers d | e e first row must contain the headline. All other columns to the right of column B
S e e e ol < menesspresrseree | Will be ignored by the system. Be sure that the values in column B match one
Groups * Chase.a file or drag it here of the drop down options of your custom field.

rags *

SWS Messages > B e h Keep in mind, the Voter IDs in your file must exactly match the Voter IDs in

Events * your UpVote database. If an uploaded Voter ID is not found in the system, that

Tl * N voter’s record will not be updated.
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ol i B Click “l acknowledge” and then Next to upload the file. After the upload is
o Comen . g complete, you can download an import report showing which rows were
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Please be advised that proceeding with this action will modify your voters data. To ensure accuracy and prevent any potential errors, we strongly recommend backing up your current data. You can do this by downloading the 'All Voters' report available on the
Self-Registration w Reports Page
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STEP 8.

UpVote will display a preview of the first few rows of your file.
© SelectAction Type Review the preview to confirm that the information looks
© Sselect search Type correct and that you uploaded the intended file.
If everything is accurate, click Next, then Finish.

& Set additional fields

@ Upload Excel/CSV File

© Approve the file

File processing complete. Below are the first rows.
Did you know? You can drag the columns to the desired location if they are not correctly positioned. For further guidance, please watch the video.

Show Video
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_ Voter ID Value to set Unused Column 0 Unused Column 1 Unused Co
_ 21432425432 Requested len Simmons 123 Main
- 325433242 Returned Zoey Harris Sepulvade
- 3425467564 Requested Benjamin Brown

“ 5676834543 Returned Antonio Rodriguez

- 324354354 Returned Amy Chan

Upon preliminary analysis of the initial rows in the Excel file, the information appears to be valid. However, it is important to note that this assessment is based solely on the first few rows. Please ensure a comprehensive review of the entire data
prior to finalizing the upload.
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From there, you can download the import report to see which rows were
updated successfully and which rows encountered an error.
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