
FOR CHECK-IN:
Making a List of County 
Convention Delegates



Select “Create 
A New List” on 
the main menu



Select the 
target for 2019 
County 
Convention 
Delegates



Go to the “Home 
Districts” section 
and select your 
county



On the right 
side select the 
green “Run 
Search” button



Select the “Print” button



• Select the “2019 County 
Convention Reporting” report 
format

• Select the “Meeting” 
contacted how

• Give your title a unique name

• For Sort Order1 select 
“precinct” and select “Asc” 
and “Page Breaks

• For Sort Order2 select 
“Name” and select “Asc”



On the next 
screen select 
“My PDF Files”



Select the 
“Download File” 
button next to 
the PDF you 
want printed



FOR DATA ENTRY:
(After the convention)

Enter Data Grid View
(A majority of the data entry will be done 

in Grid View). 



On the main 
menu select 
“Grid View” 
under “Load 
Data”



Enter the list
number found 
on the the 
bottom left 
hand corner of 
your printed 
check-in 
packet 



• Select the “2019 
County Convention 
Reporting” Script

• Set the “Date 
Canvassed” as the 
meeting date

• Select “Contacted 
How” as “Meeting”



Select the correct activist codes for 
people



FOR DATA ENTRY:
(After the convention)

Enter Data Form View
(Only for entry of people who, for whatever 
reason, did not have a county convention 

delegate activist code at the time of 
the convention). 



Select “Form 
View” under 
“Load Data”



Select “Use 
Quick Look 
Up”



• Select the “2019 County Convention Form”
• Set the “Date Canvassed” as the meeting date
• Set “Canvass Type” as “Meeting” 



Enter the name and county for the person 
then hit the “Blue” search button



Select the name of the person once 
you have found them



Enter the activist codes, phone numbers, 
or emails you have for them


