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VOTING MANAGER QUICKSTART GUIDE

B RA N D YO U R E |_ E CT | O N Your Association/Company

Name Association Name

Go to: configuration > branding

URL http://www.associationvoting.com

Main Navigation Your association name will
be displayed on the Election
Website and link to your URL
so voters can return to your
website.

Your Logo and Colors
(%) Dashboard

Current Logo

$## Account Settings

% Configuration Your logo will be prominently E

displayed on the election site.
Branding Please note PNG format is
preferred. Max size 1MB.

New Loge Choose File | No file chosen

S E T \/OT E R C R E D E N T | A LS You can control your Voters’ Credentials here. Your )

voters will be prompted via the election login screen to
Go to: Configu ration > credentials | provide these credentials to access to the ballot. )
/1\ /2\ G\ /D /5\ /é\ 4 2 - Select the voter R
o/ NN AN NG/ O/
DB Field Enabled  Unique Login Login Label fields you will upload
1 2 \ /
First Name v / \
. = 3 - Select which field is
ast Name
unique* to each user
Member Number e 4 . \ /
Email v 4 4 - Select first R
Username s . s ah \ login field /
Password
4 5 - Select second R
Name
login field
Title \ /
Custom 1 4 6 - Customize R
Custom 2 Fleld name
' - J
Note: You must enable
Email field to send

emails from the
election system.

* Unique: No two (or more) users can have the same value in the unique field. For example, if the
member number is flagged as unique, it must be different for each user (member A and member
B cannot have the same user number of ‘101°).

UPDATED APRIL 27, 2017



2 ASSOCiaHIQn ‘inmeg ASSOCIATIONVOTING.COM

VOTING MANAGER QUICKSTART GUIDE

U P |_ O A D \/ O T E R S If you have multiple users to upload, or to set up your initial voter database,

use the “Upload CSV” option. This allows you to upload a .CSV (comma
separated value) file of members - as you would export from Excel, Access,

Go to: voters > Upload CSYV {oranother database program.

2 3 4

File Upload Match Columns Review Upload Complete Upload

Follow on screen instructions.
For help, refer to pages 16-19 of
the Voting Manager Overview

Note: Voter file for upload

must be in CSV format.

SET ELECTION WINDOW

Go to: ballot > election window

Validate or change the election date,
time, and time zone if necessary.

BUILD BALLOT . .
Here, you can customize ballot display

Go to: 1 - ballot > settines settings and rules and also change
) ‘ .g election name.
2 - ballot > positions

(2) o

Positions

= | —
Download CSV 10 v records per page Show/Hide Columns ..
Add a position
Search all columns:

Name Ordinal |% Selection Allow Group

Limit Write Restrictions

Ins

£ rad candnte

£ Edit S Candidates £ Add Candidate
Treasurer 2 1 Yes

& Edit S Candidates S Add Candidate Western Region : :
0 add Multiple Communication Committee

President 1 1 Yes

Yes Western Region

M h i di did Note: you must create the position
anage the position and its candidates prior to adding a candidate.
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B U | |_ D BA |_ LOT (CO NTINUE D) /Bylaws Amendments is a list of current bylaw amendments, )

propositions, or actions for vote on the ballot. If no

amendments exist, tap the Add button on the top right. Your

G (o) tO . 3 = b d l l Ot > by l adWws new Amendment will now be listed on the Bylaws Argnendments
screen (below). From the Bylaws table, use the Action icons (A)
to edit a bylaw, delete it, view options, change the bylaws order

\on the ballot (B), or add new options to the amendment. )

3
Bylaws Amendments

10 ¢ records per page Show/Hide Columns
Search all columns:

Actions Name Ordinal Question Group Restrictions

oy "

Dphnrns

Example Proposition 1 1 Should we change our logo?
@Add Multiple

Showing 1 to 1 of 1 entries

EMAIL ANNOUCEMENT
Note: You must add/schedule the

Go to: email announcments > add campaign R IAE OIS EITE,

email with voting credentials from
the election software.

2 3 - 5 6

Target Template Edit Preview/Test Schedule Confirmation

(Step 1: Name the campaign (ex: election announcement") & set the target audience (ex: Not Voted) & save. \
Step 2: Select the template (Announcement Email NOT Reminder) & save.

Step 3: Make any edit to the template. All yellow highlighted fields should remain in the template. Select Preview/Test.
Step 4: Preview the announcement & select Schedule.

Step 5: Schedule campaign for Start of Election date/time. Select Save Schedule.

Step 6: Confirmation shows the scheduled campaign details.

Qtailed instructional video: |https://youtu.be/g8YnHFP8XAE | J
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President
Download CSV 50 v records per page ShowjHide Columns
Search all columns:
Option Unweighted Total Total
Tom Smoker* 3 5.000 ,
N
Bob Smoker 1 1.000
Jonathan Brown 0 0.000 Go to: results > Vote Cou nts
Showing 1to 3 of 3 entries Here, you can VieW the I’eSUltS Of
the election.
Bold/* - Current top vote getter. Itolic/(Tie) - Indicates tie for the final top-vote-getter position(s|
>
Who's Voted
Go to: results > who’s voted
Here, you can see who has already Who's Voted
voted and when they have voted. Y e ShowjHide Columas
Search all columns:
FirstName |: LastName Member Number Weight Groups Start Time Cast Time IP Address
casey edwards 1414 1.00 04/27/2017 9:51 am EDT ~ 04/27/20179:51am EDT  107.143.140.42
Showing 1 to 1 of 1 entries
AN
4 Fe t*
orma! 0 pof "~ bxel
Go to: results > export '
You can also req uest an election summary Report Components* lection Summary Vote Counts Ballot Language
report PDF with details regarding your election s et
results. This report will be emailed to the s
Voti ng Manager When requeSted. :::':_’""'“""”"i"‘ © Make Ballots Anonymous Show Member Identifcation

Include nonvoting members as
wellz*

Notification Email

No 0 vYes

1fyou request the voter it or the group analysis,this willst those members who voted or those members in that group who voted. Setting this to Ves' will include nonvatersina

separate list; setting it to "No' ballot and ballot.

casey@resulsathand com

Ifyoup ddress, an email will be sent You can always check portin thisform. If you have
them

Request Report
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Check Election Priorto Launch

Go to: Dashboard > Select
Election Check

Tap the blue "Run Election Check"
bar to run the Election Check.

Election Window, Credentials, and Ballot Settings

¢ Election Name: Special Meeting of Members Online Voting - November 19-22 2022
s Start: November 19, 2022 8:00 am EST

* End: November 22, 2022 8:00 pm EST

* Timezone: America/New_York

% Election Check @ Edit Election Window @ Change Voting Credentials = Edit Ballot Settings

HELP

For more help, click the help icon LZAsEIEE at the top of the
page or refer to the Voting Manager Overview
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