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STAFF APPLICATION

Guide Purpose

The purpose of this guide is to walk you step-by-
step through pertinent functions of the Wildfire
application.

Citizens Section

The Citizens Section is divided into two Groups —
Supporter Groups and Voter Groups. From these
Groups, you can perform all supporter and voter
data management functions. These Groups also
allow for batch imports of contacts from Microsoft
Outlook or other contact management programs.

SUPPORTER GROUPS / VOTER GROUPS

All Voter Group functionality is identical to that of
Supporter Groups (viewing, creating, etc.)

View a Saved Group

You can select from two types of Groups:

1. Campaign Target Groups: established by
campaign management.

2. My Saved Groups: created by each individual.

Click on either Group to display a listing of
supporters in that Group.

Modify a Saved Group
From Group Listing, select “Modify Group”™.

Modify criteria using the drop-down tab(s).
To add secondary criteria, Click “Include If".
Click “Run Search” to display new results.

aprwdp =
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Wirdfire

+ Campaign Target Groups (17)

Group Name
121212133

33355565
334555
5546788
5566777888

Communicate !
P N supporter Groups [P FRTETAMS

F N
2

From the drop-down tab to click “Add Criteria”.

&% Supporter Group — 121212133 (10)

ﬂ Modity Group

Name

@ Send List To

Brenna Wieker
Bruceanne Phillips
Dan Tyrrell

Elaine Benes
James Garcia
Katie Harbath
Matt Mahoney
Matt O'Keefe
Michael Joffricn
Tracie Gibler

Email Address
brennawieker@joinrudy
bruceannephillips @joinr
dantyrrell@joinrudy 2004
elaine/@benes.com
jamesgarcia@joinrudy 2/
katieharbath@joinrudy 2
mattmahoney @joinrudy
mattok eefe@joinrudy 20
michaeljoffrion@joinrudy
traciegibler@joinrudy 20

& Edit Supporter Group

ACIER © seasarn

include Citizens whose:

_v_|H contains _vJHa

| First Name

‘ L 3§ o0 criveria

RUN SEARCH CANCEL
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STAFF APPLICATION

Group Exports

1.

2.
3.
4

From Group Listing, select “Send List To".
Click “Export to Excel”.

Select fields for export.

Click Save to create the Excel file.

Create New Group

1.

w

Click “Create New Group” (a Group is created
for whichever Group is presently active
--Supporter or Voter).

If Voter Group, select voter state from
dropdown menu.

Choose criteria for Group creation.

Click “Run Search” to see results.

Create New Supporter

1.

Click “Create New Supporter”.

2. The Citizen Contact Card is displayed.
3.
4

Enter the Supporter’s profile information.
Save the Supporter’s information by clicking
“Save” in the upper right navigation.

Import Supporters

1.
2.

3.

®©No o

Click “Import Supporters”; a wizard appears.
Step 1: Prepare the Import file (via wizard
instructions) or to go directly to File Upload.
Step 2: Click “Browse” to locate and select a file
for Import.

File contents are displayed, listing Contacts for
Import and potential Duplicate Records.

Select Contacts to Import or Delete.

Click “Information Looks Correct”.

Add a message before sending, if desired.
Click “Send Invites” to complete the process.

WeThe Citizens

s
u Save

Brenna Wieker

Bruceanne POlEs | \yhich fields would you like to export?

Dan Tyrrel

Eline Benes

James Garcia ™ Name I Address I~ Emai I~ Phone I Coaitions I~ Commitments I Positions I impact Points |

Katie Harbath ™ Notes |

Matt Mahoney

Matt OKeefe

Michael Joffrion

Tracie Gibler

1-2-3 GUIDE

& Create Supporter Group
2

include Citizens whose:

| First Name

l[soacy = |+ [

INCLUDE IF
RUN SEARCH CANCEL

?’//'zeu

onlact

f2” Ic8)
&5 Link Voter Record

Personal Impact

-

‘s Status:
Supporter since September 21, 2007

Office 404.841.3913 www.wethecitizens.com
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Viewing/Editing a Contact Card Contger [Ca)
1. From any Group Listing, click a name to open e —
the Citizen Contact Card. o O e

2. Supporter profile information is displayed
(Interests, Coalitions, Positions, Personal
Impact, Voter Issues).

3. Add staff notes and update profile information

Personal Impact

&

if desired. stats:
Supporter since September 21, 2007
H H Citizen
Viewing a Voter Card e
1. From Voter Groups tab, click on a Group Name.
2. From Group List, click on a Voter’'s name. Fkes | oo s Vot RcorLars

Based on past voting record

3. Voter’s available information is displayed. REPUBLICAN

B 2's Extended Data
Birth Date 01/22/1946 Election Party

;,/e'il?‘e 0{126”‘9 Office 404.841.3913 www.wethecitizens.com
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Communicate Section

This section allows for creation, editing, and
sending of email newsletter communications.

View Existing Newsletter Status

1. Select Newsletter Workspace tab.

2. Single-click on Newsletter Name.

3. Dropdown appears with Newsletter
information.

4. Newsletter options from Workspace: “Edit”,
“Send for Approval”, or “Send to Queue”.

View Past Newsletters

1. Select Newsletter Archive tab.

2. Single-click on newsletter name for newsletter
details.

3. Display gives the option to “Preview” or “Re-
Send” this newsletter.

View Newsletter Templates

1. Select Template Gallery tab.

2. A display of all existing Templates is revealed.

3. Click “Preview” to view a given Template.

4. Click “Edit” to alter the name, description, or
content of the Template.

5. Click “New Newsletter” to create a new
Newsletter from a given template.

Edit Existing Newsletter Template

1. From the “Template Gallery” tab, select “Edit”
for a given Newsletter template.

2. Display template name, description, and HTML
code.

3. Click “Browse™ to upload an external HTML file
from the hard drive.

4. When complete, click “Update Template” to
save changes.

WeThe Citizens
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Widfire
Citizens Mobilize Strategize
2 3 42) Create New
93 ra Newletter Archive Template Gallery @ Craste Now
¢ Newsletter Drafis (12)
Name Subject Line Created On Created By

----0000 Sep 21, 2007 KC Jones

Send for
Approval

0000 Sep 21, 2007 KC Jones
93000 Sep 21, 2007 KC Jones
88888 Sep 21, 2007 KC Jones
77777 Sep 21, 2007 KC Jones
56666 Sep 21, 2007 KC Jones
44555 Sep 21, 2007 KC Jones
344444 Sep 21, 2007 KC Jones
333 Sep 21, 2007 KC Jones
44444 444 Sep 21, 2007 KC Jones
VWY Vv Sep 21, 2007 KC Jones
Newsletter 4 Sender Line Sep 21, 2007 Bill Skelly
Wirdfire

Citizens m Mobilize Strategize

[P Nevicter archive] Templao Gallary

42) Create New Newslett

-
€)=) Newsletter Workspace
{2 Croate New Template

@ Newsletter Archive (4)

Name Subject Line Sent
Green Newsletter #2 Green Frog Email Subject
Black and White Cookie Newsletter Cookies!

Testing Step 3 Subject

Created By
Sep 21, 2007 KC Jones
Sep 21, 2007 KC Jones
Sep 21, 2007 KC Jones
Sep 21, 2007 KC Jones

Batman Template Batman Subject

Wifive

Citizens m Mobilize Strategize
[ 1 5 s New Newsl:
VB Newslatter Workspace ra Naewletter Archive @ reste tew Hewete

D) create New Templat

B Templates (8)

Tempiate Name Template Text Specs Template Description
Black and White Cookle Template No editable sections Black and White Cookie Template Descriptior
Preview 2
Tempiate Name Template Text Specs Template Description
Green 2 No editable sections reen 2
|
Tempiate Name Template Text Specs Template Description
Green Template No editable sections Green Template Description

Office 404.841.3913 www.wethecitizens.com
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Create New Template

1. From main display, click “Create New
Template”.

2. Enter template name and description.

Upload or paste Template Content.

4. Click “Create Template” to save New Template.

w

Edit/Send an Existing Newsletter

1. From Newsletter Workspace, single-click a
Newsletter.

2. Select “Edit” from the dropdown menu; a three-
part wizard appears.

3. Step 1: Enter information on the “From/To” tab.

4. Select sender from pre-populated groups or
custom-enter sender-information for one-time
use.

5. Select recipients from either campaign-
targeted groups or saved groups.

6. Click the “Recalculate List” to display the
number of recipients.

7. Step 2: Enter information on the “Content” tab.

Enter a subject line for the Newsletter.

9. Use sidebar menu to edit regions in the
Newsletter template.

10. Click “Preview” button to preview changes.

11. Step 3: Verify completion of all steps on the
“Review” tab.

12. Click “Approve” to send Newsletter to queue.

o

Create New Newsletter

1. From main display, click “Create New
Newsletter”.

2. Enter Newsletter name.

Select from existing Newsletter Templates.

4. Click “Create New Newsletter”.

w
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Template Name:
Black and White Cookie Template

Template Description:
Black and White Cookie Template Description

Set Template Content

Option 1) Select an html file on your hard drive:
Browse...

Option 2) Type or paste the html here:

<IDOCTYPE HTML PUBLIC "-//W3C/#DTD HTML 4.01 Transitional/EN" ‘
“http:i) .w3.org/TR/ htmid/loose.dtd™> m

p:
<html>
<head>
«<title>Your Newsletter</titie>

<meta http-equiv="Content-Type” content="text/html; charset=iso-8859-1">
<style type="text/css™>

s

body td.th {
font-family: verdana;
font-size: 10px;

<a»(

Greate B .

Newsletier Content Review

& testrob- hithere (Draft)

Sender: Recipients Number of Citizens in Recipients List
From Name: | Bil Skely =
= = = ted groups of your

43 Editing Existing Template x

Select target g2,
From Email: | bilskely@joinrudy2008.com v|| saved groups. If there is need for a new group. 10 Citizens

select new group to set the criteria.
Reply To

(5 Recsiculte
(optional) 3335555 = € G

If needed, enter custom sender information here and it wil Parkciial proin not sblacied o8
i group =

cust
take precedance over any selection above.
From Name:

From Emait

Greare B
st | rrorre | (R Fevew

& testrob- hithere (Draft)

Current Template
Black and White Cookie
Template Newsletter Subject Line: | |

Update newslatier contant on

the right and click preview

whenever you woud Tke to
rendering

Greate B
Sevrie [ oo [ comen | (T

L]

Review steps for completion of Newsletter

Step 1 is: INCOMPLETE

Office 404.841.3913 www.wethecitizens.com
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Mobilize Section

This section allows for creating and assigning
delegated tasks such as phone banking to
individual supporters or staff.

View Delegated Tasks

1. Click Delegated Tasks if you are not in the
section. All tasks will be displayed

2. Sort tasks by type by selecting from the drop
down menu.

3. Individual task can be viewed or edited by
clicking on the list item.

Create New Task

1. Click on Create New Task menu item.

2. From pop-up select type of task from
dropdown menu.

3. Select targeted activity type or leave set to auto
from dropdown menu.

4. Fill in number of voters that will be contacted
from this task.

5. Set completion date from dropdown menus.

Set completion time from dropdown menus.

7. Assign a contact/supporter to delegate this
task to. Use the search box to locate the
supporter that you want to assign this task to.
Enter a name and click search.

8. From results locate the supporter you want to
assign and click assign task. This name will
appear in the Assigned Contact field.

9. Click delegate task to complete the
assignment.

o~

WeTheitizens
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Widfire . "
Citizens Communicate m Strategize

p— B, Create New Task B3 import Task Results

4 Delegated Tasks

B Al Delegated Tasks (2)

| AiDelegated Tasks v

Type Supporter

phonebanking Rob Mathea

phenebanking Joe Uhl

& Create Delegated Tasks x

Task Type: | Select Task Type =

Targeted Activity: | Any Targeted Activity (auto) ;”
# Voters Assigned: |0—|
Goal Completion Date: | September »||[ 23 /[ 2007 ~|
Goal Completion Time: | [ ;|]| 35 ;ﬂ| AM L‘|
Assigned Contact: [Wﬁgﬂad‘
Search:‘——f Find |

Create Delegated Task
& Create Delegated Tasks x
Task Type: | Select Task Type ;||
Targeted Activity: \ Any Targeted Activity (auto) ;]|

# Voters Assigned: ‘.0

Goal Completion Date: | September ;[H 23 ;l” 2007 ;”

Goal Completion Time: | 6 ;[H 40 ;IH AM :]‘

Assigned Contact: ‘ No Contact Assigned

Search: [rob—] {Find!
Name Phone E-mail Address Location
Assign to Task | Rob Mathea rmathea@wethecitzens.com
Create Delegated Task

Office 404.841.3913 www.wethecitizens.com
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Edit Delegated Task
1. Click on a task list item to open the task. s

Display will show task information. —T—
2. Edit the task by changing items such as Targeted Activity:  Automatic Prioritzation

number of voters assigned, completion dates L

Goal Completion Date: l September ;l” 30 ;]H 2007 ~||
Goal Completion Time: | 4 ;]\I 40 ;|\| PM ;||

or times, or the person assigned to this task.
3. When done click the save icon in the upper tool

Assigned Contact: | Rob Mathea ‘

bar- Scamh:l—‘ Find
Import Task Results
1. When task is complete click on Import Task Importing Citizen Outreach Data
Results from the menu. Please select the .csv file containing the results of your
. . outreach.
2. In pop-up browse to the .csv file to be imported Cancel ” Srowse. |

by clicking on the browse button.
3. Click Upload and follow instructions to upload _Upload |
and import your data.

M lhe 0{ Zens Office 404.8413913 www.wethecitizens.com



