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Overview

This article walks through the steps to create new election cycles in your database, set your default/previous/next cycles in your Committee
record, and how to mass update a list of contributions to a specific election.

« Tip: Use the Ctrl+F hot key to jump to different sections of this article (example: “#1”, “#2” or “Related Resources”.

Outline
#1 View your Current List of Election Cycles and Add New Ones
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#2 Set Your ‘Default’, Previous, and Next Election Cycles in your Committee Record
#3 Mass Update a List of Contributions to a Specific Election Cycle
#4 Related Resources

#1 — View your Current List of Election Cycles and Add New Ones

Note: This article assumes you have administrative access for your database.

To check view your current list of elections follow Application Menu > System Manager > Lists > Elections
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This will populate your current list of Election Cycles with related information. In this example | had 24 elections, you can sort from oldest to
newest by clicking on the ‘ID’ column two times.
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Elections list with my 24 example election cycles.

s Search % Reset | New ™ |k ¥ @& | File - Edit - | &) | Hection

Q
Favarites | SQL
Q
‘% | Favorite Searches
e
LS
o
¥l

¥ Include % Exclude @Sort @Format - DEExport &Print @Pivot |

. . Political
nd D BN o efen  f Gndame | Comwen DowSSl L Contioon  Combauion  Const Confibuton
Limit Limit Limit Limit Limit
3

2 General 2002 11/8/2000 | 11,/5/2002 52002 00 00 00 00 00 00 00

To sort your 3 Primary 2003 11/2/1999 | 9/9/2003 P2003 00 00 00 00 00 00 00
o 4 General 2003 11/2/1999 | 11/4/2003 G2003 00 00 00 00 00 00 00
elections 5 Primary 2004 11/5/2002 | 9/4/2004 P2004 00 00 00 00 00 00 00
fl"om oldest to & General 2004 11/5/2002 | 11/2/2004 G2004 00 00 00 00 00 00 00
1 Primary 2006 11/3/2004 | 9/5/2006 P2006 00 00 00 00 00 00 00

newest click on 8 General 2006 11/3/2004 | 11/7/2006 52006 2,100.00 00 2,100.00 2,100.00 2,100.00 2,100.00 2,100.00
9 Primary 2008 11/8/2006 | 9/9/2005 P2008 2,300.00 00 2,300.00 2,300.00 2,300.00 5,000.00 2,300.00

the 'ID' column. 10 | General 2008 11/8/2006 | 11/4/2008 52008 2,300.00 00 2,300.00 5,000.00 2,300.00 5,000.00 5,000.00
11 | Primar 2010 11/5/2008 | 9/14/2010 P2010 99,999.00 00 2,400.00 5,000.00 2,400.00 5,000.00 2,400.00

12 | General 2010 9/15/2008 | 11/2/2010 62010 9,999.00 00 2,400.00 5,000.00 2,400.00 5,000.00 2,400.00

13 | General1998 1/1/1998 | 11/3/1998 G1998 00 00 00 00 00 00 00

14 | General 2000 1/1/2000 | 11/7/2000 2000 00 00 00 00 00 00 00

15 | General 2001 1/1/2001 | 11/6/2001 52001 00 00 00 00 00 00 00

16 | General 2005 1/1/2005 | 11/8/2005 52005 00 00 00 00 00 00 00

17 | General 2007 1/1/2007 | 11/6/2007 52007 00 00 00 00 00 00 00

18 | General 2009 1/1/2003 | 11/3/2009 52009 00 00 00 00 00 00 00

20 | General 2012 11/3/2010 | 11/6/2012 G2012 999,399,999,999.00 00 2,500,00 2,500.00 5,000,00 2,500.00 2,500.00

21 | Primary 2012 11/3/2010 | 9/4/2012 P2012 999,999,999,999,00 00 2,500.00 2,500.00 5,000.00 2,500.00 2,500.00

22 | General 2014 11/7/2012 | 11/4/2014 G2014 999,999,999,999,00 00 2,600.00 2,600.00 5,000.00 2,600.00 2,600.00

23 | Primar 2014 11/7/2012 | 9/4/2014 P2014 999,999,999,999,00 00 2,600.00 2,600.00 5,000.00 2,600.00 2,600.00

24 | Primar 2016 11/5/2014 | 9/1/2016 P2016 999,999,999,999.00 00 2,700.00 2,700.00 5,000.00 2,700.00 2,700.00

25 | General 2016 11/5/2014 | 11/1/2016 G2016 999,999,999,999.00 00 2,700.00 2,700.00 5,000.00 2,700.00 2,700.00

=
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You can click on any of the underline blue links in the list to open an election and make modifications if necessary, example:

KNOWLEDGE BASE www.trailblz.com/kb 6



http://www.trailblz.com/kb

&\ TrailBlazer

Qrganize. Leverage. Succeed. Change Your ‘Current’ Election Cycle, Create New Election Cycles, and
How to Mass Update a List of Contributions to a Specific Election — (For Political Customers)

Election record after it's been opened, with details related to the election.

)
Primary 2002 (1} Election Card E
# Include % Exclude @Sor’c @Format - la&Export o File - Edit - X o |
Election [ 24 records found ] Election: Primary 2002
) i MCPC
Ind ID E:I:;Tn Start Date E:tc:"’" General | Limits | Poll Watch | Contribution
Blection Info Limit
v = " Cycle Start Date: [¥] 11/ 8/2000 E
£ General 2002 11/8/2000 | 11/5/2002 Election Date: 9/10/2002 E- |
AP ] Primary 2003 11/2/1999 | 9,9/2003 Election Type: [p,-,ma,, -] | .00
vl |4 General 2003 11/2/1999 | 11/4/2003| | * State Election Type: | -] I .00
= i
5 Primary 2004 11/5/2002 | 9/4/2004 FEC Code £2002 I 00
6 General 2004 11/5/2002 | 11/2/2004 I .00
lf d t 7 Primary 2006 11/3/2004 | 9/5/2006 [] ls Recount I .00
YOU nee o 8 General 2005 11/3/2004 | 11/7/2006) I 2,100.00
make cha“ges to 9 Frimary 2008 11/3/2006 | 9/9/2008 1 2,300.00
10 General 2008 11/8/2006 | 11/4/2008] 1 5,000.00
1 Primary 2010 11/5/2008 | 9/14/2010 . - I 5,000,00
any of your current | Piman 2010 Logon = Joel Kiist}] Save | [off Save and Close | (@ Cancel |
. 12 General 2010 9/15/2008 | 11/2/2010| I 5,000.00
EIECtIDI’IS you can 13 | General1998 1/1/1998 | 11/3/1998 .00
. . 14 General 2000 1/1,/2000 | 11/7/2000 G2000 .00 .00 .00 .00
CIICk on EIther Df 15 General 2001 1/1/2001 | 11/6/2001 G2001 .00 .00 .00 .00
* 17 General 2007 1/1/2007 | 11/6/2007 G2007 .00 .00 .00 .00
18 General 2009 1/1/2009 | 11/3/2009 52009 .00 .00 .00 .00
20 General 2012 11/3/2010 | 11/6/2012 G2012 999,999,999,999,00 .00 2,500.00 2,500.00
i Primary 20132 11,3/2010 | 94,2012 P2012 999 999,999,999,00 .00 2,500.00 2,500.00
22 General 2014 11/7/2012 | 11/4/2014 G2014 999,999,999,999,00 .00 2,600.00 2,600.00
) Primary 2014 11/7/2012 | 9/4/2014 P2014 999,999,999,999,00 .00 2,600.00 2,600.00
24 Primary 2016 11/5/2014 | 9/1/2016 P2016 999,999,999,999,00 .00 2,700.00 2,700.00
25 General 2015 11/5/2014 | 11/1/2016 G2016 999 999,999,999,00 .00 2,700.00 2,700.00
B 24
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To create a new election click the [+ New] button on the search tool strip.

KNOWLEDGE BASE www.trailblz.com/kb 8



http://www.trailblz.com/kb

@ TFCH[B’azer Change Your ‘Current’ Election Cycle, Create New Election Cycles, and

Organize, Leverage. Succeed.
How to Mass Update a List of Contributions to a Specific Election — (For Political Customers)

Click the [+ New] button to begin creating a new election record.

N

<3 Search % Reset | 4k New |=2|[E ™ | ] ¥ @ | File - Edit - | @ Election
Q

Favontes | 5L

Q

% Favorite Searches

- m - -
% Include % Exclude @50& @Format EExport &Prlnt @Plv:}t |

Election [ 24 records found ]

Caorporation
Contribution
Limit

u Primary 2002 11,/8/2000 (9/10,/2002 P2002 00 00 [
General 2002 11,/8/2000 | 11/5/2002 52002 .00 .00
Primary 2003 11/2/999 | 9/,/2003 P2003 .00 .00

Election Election Fec Candidate

Ind 10 Name StartDate  page Code  Contribution Limit
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Under the General tab enter the election Name, Cycle Start Date, Election Date, and the Election Type. The image below shows my example
election called Primary 2018 with a cycle start date of 11/2/2016, and an election date of 9/1/2018.

Fill out the details for your new election cycle under the
General tab and click [Save].

P
Create Mew Election Card

File ~ Edit ~

Election: Primary 2018

imits | Poll Watch |
Election Info

Cycle Start Date: 11/ 2/2016
Election Date: 9/ 1/2018

Election Type: [F‘rimar]r
State Election Type:
FEC Code: P20158

[] Is Recount

@Saveandﬂlnse H@Canoﬂl ]
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Navigate to the Limits tab and fill out the contribution limits for the election. These can fluctuate as the FEC changes their rules so it’s always a
good idea to confirm with your FEC analyst what the current laws allow for.

Fill out the contribution limits under the 'Limits' tab,
check with your FEC analyst if you have questions on
what the current laws are.

re
Create Mew Election Card

File ~ Edit ~
Election: Primary 2015
= I ;

Cortrbution Limits
Candidate:

Corparation:
Individual: 2.400.00
MCPC: 2.700.00

Partnership: 5,000.00

Halitical
Conmmittes

RegPPC: 2,700.00

Logon=  Joel Krisl&é Save ;l[bﬂSaveand Close H@Cano&l ] |

2,700.00
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If you want to activate the election for the mobile poll watching application you’ll do that under the Poll Watch tab as shown below.

If you want to active the election for the mobile
poll watching app you'll need to click the [Activate]
button under this tab.

Create Mew Election Card

File - Edit -

Election: Primary 2013

Poll \Wwatch Status: Active

EF“DII \watch Attribute: | %Poll Watch - Primary 2018V oted

Attribute name that
gets created if you activate
the election for poll watching.

Activate and
deactivate the Joel Kriste| ] Save | [ Save and Close
election for poll - — —
watching.
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Once you're all finished creating your new election you can save-and-close it.

Click the [Search] button and you will now see your newly created election in your election list. Mine had an ID of 26.
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Click [Search] to populate the list and display your new election.

<3 Search [ Reset | 4 New 0 [k ¥ @ | File - Edit - | @ | Blection |

Favorites | SQL

Q
Favaorite Searches
° :
%
Ja
v

# Include % Exclude %Sor‘t %Format - DEE’(F"O”: &Print %Pivot

. . Political
ba D EENgaepye  Sefen e onie | Comouton DOMOul L Cowbuton  Convbwen MRS Contibutio
Limit Limit Limit Limit Limit
1 Frimary 2002 11/8/2000 | 9/10/2002 P2002 00 00 00 00 00 00 00
2 General 2002 11/8/2000 | 11/5/2002 G2002 00 00 00 00 00 00 00
3 Primary 2003 11/2/1999 | 9/9,2003 P2003 00 00 00 00 00 00 00
4 General 2003 11/2/1999 | 11/4/2003 G2003 00 00 00 00 00 00 00
5 Primary 2004 11/5/2002 | 9/4/2004 P2004 00 00 00 00 00 00 00
4 General 2004 11/5/2002 | 11/2/2004 G2004 00 00 00 00 00 00 00
7 Primary 2006 11/3/2004 | 8/5/2006 P2006 00 00 00 00 00 00 00
H General 2006 11/3/2004 | 11,7/2006 G2006 2,100.00 00 2,100.00 2,100.00 2,100.00 2,100.00 2,100.00
9 Primary 2008 11/8/2006 | 9/9/2008 P2008 2,300.00 00 2,300.00 2,300.00 2,300.00 5,000.00 2,300.00
10 | General 2008 11/8/2006 | 11/4/2008 G008 2,300.00 00 2,300.00 5,000.00 2,300.00 5,000.00 5,000.00
11| Primary 2010 11/5/2008 | 9/14/2010 P2010 99,999,00 00 2,400.00 5,000.00 2,400.00 5,000.00 2,400.00
The new election 12 | General 2010 9/15/2008 | 11/2/2010 G2010 9,993.00 00 2,400.00 5,000.00 2,400,00 5,000.00 2,400.00
. . 13 | General 1993 1/1/1998 | 11/3/1998 G1998 00 00 00 00 00 00 00
will dlsplay after 14 | General 2000 1/1/2000 | 11/7/2000 G2000 00 00 00 00 00 00 00
. ps 15 | General 2001 1/1/2001 | 11/6/2001 G2001 00 00 00 00 00 00 00
Cllell‘lg sea I'Ch 16 | General 2005 1/1/2005 | 11/8/2005 G2005 00 00 00 00 00 00 00
and it Wi " h ave 17 | General 2007 1/1/2007 | 11/6/2007 G2007 00 00 00 00 00 00 00
18 | General 2009 1/1/2009 | 11,3/2009 G2009 00 00 00 a0 00 00 00
the hig hes‘t 'ID' N 20 General 2012 11/3/2010 | 11/6/2012 52012 999,999,999,399.00 00 2,500.00 2,500.00 5,000,00 2,500,00 2,500.00
21| Primary 2012 11/3/2010 | 9/4/2012 P2012 999,999,999,999.00 00 2,500.00 2,500.00 5,000.00 2,500.00 2,500.00
\ 22 | General 2014 11/7/2012 | 11/4/2014 G2014 999,999,9939,999.00 00 2,600.00 2,600.00 5,000.00 2,600.00 2,600.00
23 | Primary 2014 11/7/2012 | 9/4/2014 P2014 933,339,993,999,00 00 2,600.00 2,600,00 5,000.00 2,600.00 2,600.00
\ 24 | Primary 2016 11/5/2014 | 9/1/2016 P2016 999,999,999,999.00 00 2,700.00 2,700.00 5,000.00 2,700.00 2,700.00
25 | General 2016 11/5/2014 | 11/1/2016 G2016 999 999,993,999.00 00 2,700.00 2,700.00 5,000.00 2,700.00 2,700.00

-
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Repeat these steps until all of the election cycles you need have been created.

#2 — Set your ‘Default’, Previous, and Next Election Cycles in your Committee Record

Under Application Menu follow System Manager > Lists > Committee and click on your Committee Name to open the Committee Record. /n my

example my committee was called ‘Demo Campaign Database — Joel’. *If you have more than one committee you’ll need to select the one you need
from your list that you want to configure election cycles for.
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) Settings Help

Application Menu <3 Search W, Reset |4 New [S|E = | L) ¥ @ | File - Edit - | & | Rename |
Belad Q

Tasks m‘m—‘_'

- § Calendar/Tasks %

- fig Canvassing

By Voter

- Polling

75 Communications

- Financial

% Disclosure

-4z System Manager

[ System Gallery

== Lists

'-E Account Types

\:=| Candidates

= Commitios 1 Committee List [ 1 records found ]

H.D Election

12| Hlections Voter Hista - Incl IO Committee Name

:=| Elections, Voting Types |D>| ||L— Demo Campaign Database - Joel

\:=| Expenditurs Refunds

1:=| Expenditure Cateqories
Evert Participant Tyvpes

12| Vaoter Salutation Types

% Favorite Searches

Navigate to the Dates and Elections tab.
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Committee Record Card

File = Edit ~ |[] = | 4
Committee Information Committee Continued
Mame: |Demn Campaign Database - loel Phone: (1 -
Address: 123 E Main 5t Fam: (1 -
Wnleb Site
City: Long View Alt \wish Site
State: MM E-Mail
Zip Code: 00000 Date Organized: & &@-
Bank Account: [ First Mational Bank -
| Email | Representing/Active in | Related Commitee(s) | Disclosure Settings | Officers | Reporting ltemized Detail Levelsf) Dates and Elections |Kettings
Cument Blection Cument Date Range for special use
Current Election [Primaqr 2016 v] Complete if Date Range Value value is not based

an Election dates
Previous and Mext Elections

in Date: -
Complete even if you did not run in the past Begin Date o/ 1/2008
or don't plan on running in the future. End Date: 6/ 8/2078 ~
Previous Election [Genemi 2014 '] Time Zone Seftings
Next Election | General 2016 | Time Zone: | (UTC-06:00) Central Time (US &

KNOWLEDGE BASE www.trailblz.com/kb 17
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Click the ‘Current Election’ drop-down and select the election you want set as your current election. In my example | used the new 2018 primary
election that was created in the previous steps.
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File - Edit - |[al] - |

Committee Information

Committee Continued

Mame: |Dem::u Campaign Database - Joel Phone: (1 -
Address: 123 E Main 5t Fa: L1 -
Web Site
City: Long View Alt \web Site
State: MM E-Mail
Zip Code: 00000 Date Organized: = =
Bank Account: [First Mational Bank ']

| Email | Representing/Active in | Related Commite(s) | Disclosure Settings | Officers | Reporting ftemized Detail Levels

Dates and Elections

Cumrent Blection

Cument Date Range for special use

Current Election [Primal]r 2018

v] Complete if Date Bange Value value is not based

Previous and MNext Elections
Complete even if you did not run in the past
or don't plan on running in the future.

on Election dates
Begin Date:
End Date:

6/ 1/2008 -
6/ 6/2079 -

Previous Election [ General 2014

Mext Election [Generai 2016

| (UTC-06:00) Central Time (US & |

Select the election cycle from the drop-down
to set as your '‘Current’ election.

KNOWLEDGE BASE www.trailblz.com/kb
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Select the elections from the drop-downs for your Previous Election, and Next Election. /n my example | set my ‘Previous Election’ to General 2016
and the ‘Next Election’ to General 2018.
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File - Edit ~ | [l ~ |

Committee Information

Committee Continued

Mame: |Demcu Campaign Database - Joel Phone: [y -
Address: 123 E Main 5t Fax: (1 -

\nleb Site
City: Long View Alt \Web Site
State: MM E-Mail
Zip Code: 00000 Date Organized: ‘

Bank Account: [First Mational Bank "]

| Email | Representing//Active: in | Related Commitees) | Disclosure Settings | Officers | Reporting ltemized Detail Levels | Dates and Elections | Settings |

Cument Election

Cument Date Range for special use

Current Election [ Primary 2018

v] Complete if Date Range Value value is not based

Previous and Mext Elections
Complete even if you did not run in the past
or don't plan an runming in the future.

on Election dates

Begin Date: 6/ 1/2008 -
End Date: 6/ 6/2079 =

Previous Election [ General 2016

v] Time Zone Settings

MNext Election lGenerai 2018

gl W Time Zone: | (UTC-06:00) Central Time (US & ~

Set your 'Previous' & "Next' election
cycles.

21
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New contributions that come into your database will now default to the ‘current’ election cycle that was configured in the Committee Record,
whether they come in via an online donation, are mass imported, or hand entered. My example is below for a hand-entered check contribution.
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File - Edit » | 3 | @0 | [ &% | @) 8¢ | Marjory Florence Aaberg [4]

Title:

First Name Marjory

Middle Mame Florence

Last Name/Suffix Aaberg

No Photo
] Email
Prior Last Name No Email Address
Mickname

Voter Type: (Individual
Candidate FEC: [ (none} Employer / Occupation

Commitiee FEC Id: | No Employer / No
Oeccupation

| General | Household | Gallery | Vote History | Attribute | Foll | Relation | Financial | Pledge | Evert | Logs | Lawn | Sales | Admin |

Contribution | Refund

7 Include % Exclude B New Eg Delete |DE Export & Print | Add Partner/Earmark Contribution Redesignation Reattribution Returned Check Earmark

Contribution FEC Type: lFederal ']

i ; Applied . - -
Ind 1D f[')m"‘“ Election Deposited  Against 2E | Fundraiser Dinner v

Pledges Election: | Primary 2018 ~| Thank You Sent
Pri 2002 '
lmal}' : [Check - l Thank You Called
Ti }
cceived:  5/19/2016 @~ Earmarked Out

500,00 After Refunds: 500,00

[5ing|e v]
Mema: Far KB aon configuring elections.
[] Incoming Earmark [ FEC Memo ] Force ltemization
F3l Bundle [none}

Batch Code: 20180519J4K

Check Number: 6713
Date deposited:
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#3 — Mass Update a List of Contributions to a Specific Election

Note: Sometimes users will realize a bit late that their election has passed and they didn’t update their ‘current’ cycle so contributions that are
coming in are flagged for the incorrect election. Instead of going one record at a time to fix the issue you can mass update all of the contributions
for the particular date period to the correct election cycle.

Important: Unlike modifying a single contribution record that’s already deposited, the mass update procedure *DOES NOT* require that you un-
deposit it prior to running this operation, the contributions will update just fine without going through that extra effort. This is demonstrated
below as some of my contributions had already been deposited prior to running the mass update.

« Tip: It's a very wise decision to start a new session of Trail Blazer prior to running these mass updates, if you accidently make a mistake it will be
easier to roll-it-back.

Navigate to the Contributions list by following Application Menu > Voter > Contribution/Pledges > Contributions
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Run your search query for contributions that are not set to the correct election, this is usually run by a date range. In my example | queried for all
contributions for my ‘General 2016’ date-range of 11/5/2014 — 11/1/2016 and this populated a record count of 13. As shown in the image below
all of the contributions *should* be connected to the General 2016 election but many are not.
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Run your search query for the list of contributions you need to mass update to the correct election cycle.
(usually by the date range for a particual election)

<3» Search . Reset | 4= New 0 [l C% @ | File - Edit - | @ | Applyto Pledges | Contributions
Q

|Favorlei| General |Dther |Gaeway|\foter |SQL |
Q

’ Date Range:

: <custom, according to dates below> = Preducts: <ignores>

4

i 11/ 5/2014 = <= 11/ 1/2016 Recurrence: <ignore> |Z|
Election: . <ignores z
Event: <ignores z
Amount Rangs:  minimum * to maximum -
Batch Code:

EE Edit | % Include % Exclude @Sor‘t EFormat - DE Export &Print @Pivot |

Thank  hank Thank ) ) )
Ind  Date ha;rtne ;‘;iﬁe Amount Deposited ‘Lrst‘ier You You Call Eh“k Election Street City State E':de Efg g:fe‘“'t IE[';’“"’” E?g&i’ét TR;;‘:""”“ Eztd‘:
Sent Date Cone
1/13/2015 | | Aaron Beverly 350.00 2211 || General 2014  §730 North Bivd Baton Rouge LA 70802 2/21/2015 | 22 Check Single 02242015)4K
[Z i [.al 'Tl [l D D
1/24/2015 | | Aabel Jenifer 50,00 2434 || General 2014 §1910 Sioux Blvd Mew Brighton | MM | 55112 | 2205002 2/21/2015 | 22 Check Single 02242015)4K
1/25/2015 | | Alfred Tyrone 500.00 General 2014 J2155 Brunswick Ave N GoldenValley |MN | 55422 | 1010800 2/21/2015 | 22 Check
1/26/2015 | | Alfrad Tyrane 00 General 2014 §2155 Brunswick Ave N GoldenValley |MN 55422 | 1010800 22 Check Single
2/4/2015 | | Abraham Meriam 5,000.00 4/21/2016 33665 | General 2014 6550 158th St W Apple Valley MN | 55124 2/21/2015 | 22 Check Single 02242015)AK
2/24/2015 | | Aalgaard Heather 2,800.00 4/21/2016 1654 || General 2014 laaou 32nd Ave N Crystal MN | 55427 | 3457082 2/21/2015 | 22 Check single 02242015)8K
4/19/2015 || Garcia-luna | Cari-ana 45.00 General 2012 I14?3 Idaho Ave 5 St Louis Park MM | 55426 | 3446659 20 Check Single
7/23/2015 | | Coppins Margaret 50,00 General 2014 §5500 Boone Ave N New Hope MM | 55428 |1004901 22 Check Single
12/19/2015 | | Larsen Kristen 50.00 General 2012 [7573 Inman Ave S Cottage Grove MM 55016 | 3025117 20 Check Single
4/21/2016 | | Castle Andrew 500,00 4/21/2016 Primary 2016 §620 Mendelssohn Ave N Minneapolis MM 55389 24 Check Single
5/19/2016 | | Aaberg Marjory 500.00 6713 || Primary 2018 |504 8th StE Starbuck MM | 56381 | 1512013 26 Check single 20160519)4K
5/19/2016 | | Engelstad Gary 255.00 General 2012 ho? 61st Ave N Crystal MM | 55428 | 978353 20 Check Single
B3| 13 10,900.00 5 6 2

Many of the contributions in this list are not keyed to the correct

election.
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After your list of contributions have populated select File > Update Election...
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<3 Search W, Reset |4 New [S|E = | L) ¥ @ [[File -| Edit - | & | Applyto Pledges | Contributions
@ Apply Against Open Pledges
|

Famiegl General ||:}:hq | Gateway | Voter | SaL | Create Mass Email...
@ Write Letter...
I

Set Thank You Sent...
~ Date Range:

[{ custom, according to dates belows Set Thank You Phone Call...
11/ 5/3014 » == 11/ 1,20]

Election: <jgnorex

Print...

Print Preview...

Event: <ignore=

Amount Range:  minimum w to maximum Update Election...

Batch Code: Update Event..,
Update Payment Method...

Export...

=8 Edi i . .
:E Edit |W1nclude ¥ Exclude |@50r’c @Format | EExport &P‘rmt |@P|1.rot |
Contributions [ 13 records found ]

Thank
Thank Thank Check

Last First . You .
Incl Date Mame Mame Deposited Lattar You You Call & Election Street
sent Date Done

1/3/2015 | | Aaron Beverly 3211 | General 2014 | 730 Morth Blvd

I 1/19/2015 |_ James Sandra 800.00 General 2014 4231 Douglas Dr M
1/24/2015 | | Aabel lenifer 50,00 General 2014 | 1910 Sioux Blvd
1/25/2015 Tyrone 500.00 General 2014 | 2155 Brunswick Ave N
1/26/2015 | | Alfred Tyrone .00 General 2014 | 2155 Brunswick Ave N
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Choose the election from the drop-down, and click [OK]. In this example | selected the General 2016 Election which the contributions within this
date-range were meant to be ‘tied’ to.

. Update Contribution - Election

Election: [General 2016 "]

2 ) @ ]

1

Trail Blazer will run the process to update the contributions with the election specified and will update you with a popup message when it’s
finished. Click [OK] to finish. In my example all 13 contribution records were updated to the General 2016 election.

Payment Metheod setting cperation complete, 13 records updated.

KNOWLEDGE BASE www.trailblz.com/kb 30



http://www.trailblz.com/kb

&\ TrailBlazer

Qrganize. Leverage. Succeed. Change Your ‘Current’ Election Cycle, Create New Election Cycles, and
How to Mass Update a List of Contributions to a Specific Election — (For Political Customers)

Now you can click the [Search] button to refresh your list and you should notice that the Election Name has changed for all of the contribution
records within your grid.

Click [Search] to refresh the list with the updated information.

= Reset | < New 05 | ) OF @ | File » Edit - | ) | ApplytoPledges | Contributions

| Fa\rorites| General |Dther |Gatefway | Woter |5QL |
~ : [< custom, according to dates belows - Products: <ignares -
Date Range:
: 11/ 5/2014 w <= 11/ 1/2016 +  Recumrence: <ignore> E|
Election: <ignore= Ed
Ewvent: <ignores (=]
Amount Range:  minimum » to maximum -

Batch Code:

All the contributions in the list that were 'check in the include column'
have now been set to the correct election cycle.
/

S8 Edit | % Include % Exclude | Sort B Format ~ | &% Export & Print | ) Pivot

) Thank  thank Thank ) ) )
Ind  Date ha;rtn . :;ﬁ . Amount Deposited ‘L'gt‘;er You You Call gh“" Election IStreet City State E':d . IP‘.jeg g:f:"t IE[')““"” :13:{;'12? ?;;:"e”‘e Eztd‘:
Sent Date Done
1/49/2015 | | James Sandra 800,00 General 2016 231 Douglas Dr N Crystal MM 55422 | 1410071 25 Check Single
1/24/2015 || Aabel Jenifer 50.00 2434 General 2016 910 Sioux Blvd Mew Brighton MM 55112 | 2205002 2/21/2015 | 25 Check single 02242015JAK
1/25/2015 || Alfred Tyrone 500,00 General 2016 | 155 Brunswick Ave N Golden Valley |MM | 55422 | 1010800 2/21/2015 | 25 Check
1/26/2015 | | Alfred Tyrone 00 General 2016 155 Brunswick Ave N Golden Valley MM 55422 | 1010800 25 Check Single
2/4/2015 | Abraham Meriam 5,000.00 4/21/2016 3366 General 2016 569 158th 5t W Apple Valley MM 55124 2/21/2015 | 25 Check Single 02242015JAK
2/24/2015 || Aalgaard Heather 2,800.00 4/21/2016 1654 General 2016 600 32nd Ave N Crystal MM | 55427 | 3457052 2/21/2015 | 25 Check Single 02242015JAK
4/19/2015 || Garcia-luna | Cari-ana 45,00 General 2016 473 Idaho Ave 5 St Louis Park MM | 55426 | 3446659 25 Check Single
7/23/2015 | | Coppins Margaret 50.00 General 2016 500 Boone Ave N Mew Hope MM 55428 | 1004901 25 Check Single
12/419/2015 | | Larsen Kristen 50.00 General 2016 573 Inman Ave 5 Cottage Grove MM 55016 | 3028117 25 Check Single
4/21/2016 || Castle Andrew 500.00 4/21/2016 General 2016 20 Mendelssohn Ave N Minneapaolis MM | 55369 25 Check Single
519/2016 || Asberg Mariory 500,00 6713 || General 2016 | fo4 8th StE Starbuck MM | 56381 | 1512013 25 Check Single 20160519JAK
I EIEEN I [ 1080000 s | ¢ ] [ 2] | | ] I |
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Repeat these steps as needed. It’s not a bad idea to periodically run a search by your election(s) date ranges and verify that if you search by the
‘just the election’ in the drop-down menu that the counts are exactly the same. If they aren’t you know that you’ll have some cleanup to do.

A%

Trail Blazer

- YouTube Channel
- Knowledge Base Articles
- 3rd Party Resources
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Related Resources

Article: Add an Election to Your Trail Blazer Database

Article: Setting the Time Zone in your Trail Blazer Database

Article: Calculating cycle-to-date numbers for “Schedule A” Contribution entries
Article: Creating and Filing Your First FEC Report

Article: Add Elections for Contributions

Article: Mass Update — Changing or Clearing Fields

Article: How to Setup and Use the Mobile Poll Watching App

Article: Polling — How to Setup and Run a Poll —Inside your Trail Blazer Database

Article: Election Day Procedures | Poll Watchers

Video: Election Cycles Updates to Contribution Records (en masse)

Video: Contribution — Entering Earmarked Contributions

Video: Contribution — F3L Bundler or How to Track Who Brought in a Donation

Video: Mobile Canvassing

Trail Blazer Live Support

© Phone: 1-866-909-8700
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® Email: support@trailblz.com
E? Facebook: https://www.facebook.com/pages/Trail-Blazer-Software/64872951180
B Twitter: https://twitter.com/trailblazersoft

* As a policy we require that you have taken our intro training class before calling or emailing our live support team.

Click here to view our calendar for upcoming classes and events. Feel free to sign up other members on your team for the same training.

* After registering you’ll receive a confirmation email with the instructions for how to log into the GoToMeeting session where we host our live
interactive trainings.

* This service is included in your contract.
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