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Grid view enables you to quickly
enter data for an ordered list.

It is therefore ideal for entering
data from door to door
canvassing.

The first option you will have is
to select which list you wish to

use. You can either use your
current ‘My List’ or enter a List
Number.

This number will be printed at
the bottom of your canvass
cards.

The next screen will require you
to select the script used, and

enter the canvasser, date and
method of canvassing. You can
also specify the sort order to
ensure the grid displays voters
in the same order as on your
canvass cards.

If you use a List Number, the
system will remember the order
the list was printed in.

5.1 Grid View

What This Quick Sheet will show you how to use the Grid View to enter data.

Why You can use Grid View to enter canvass data and knock-up data on Polling Day. If
you don’t have a bar code scanner, it’s the next quickest way to enter the data.

Where
Grid View is accessed by clicking on the button on the
right hand side of the Main Menu screen. You can also

access it directly from the My List screen.

Setting up Grid View
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You can find the list
number on the bottom

of your printed
Canvass Cards.

You must select a
script, enter a

canvasser, date
canvassed, and
canvass method

(doorstep or phone).

If you use a List
Number, the correct

Sort Order will be
loaded. Do not change
it as this will stop the

grid from matching your
paper list.
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The Grid view shows your
records in a table, with the
names and addresses on the
left hand side.

To the right hand side there are
drop down menus and check
boxes for questions and tags
contained within your script.

For each voter you spoke to,
simply select the answers that
they gave in the relevant drop
down box.

You can also enter a Canvass
Result (Not Home, Moved etc)
for those whom you did not
speak to.

Clicking on any voter’s name
will open their full record. You
can enter any additional
information noted by your
canvasser.

However, any unsaved data
on the Grid View screen will
be lost, so make sure you
save first.

The Grid View screen

Enter a VAN ID and click ‘Go’
to restart the list from a

different voter.
You can change the

canvasser and date at
any stage.

The Canvass Result is
entered here (Not Home,

Moved etc)

If you know you
attempted to knock all
the doors on a page,

enter the data you have
first, then click ‘Mark

Remaining Not Home’.

The right hand section
contains the drop down
menus and tick boxes

corresponding to the script
questions and tags. Just

select the answer that each
respondent gave.

You can specify a
different canvasser
for any particular

contact.

You can save and stay
on this page, save and
move to the next page,

or move to the next page
without saving.



Watch training videos at Member.LibDems.org.uk/Skills
Get support on Facebook - search for Connect Users

Keep on learning - these Quick Sheets will build on what you have learnt here:

5.2 Scanning Bar Codes Learn how to enter your data faster, using a bar code scanner.

5.3 Form VIew Learn how to quickly and easily enter the data from your canvassing session.
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Grid View List Settings

You can drag any of the data fields
from the op ‘Columns in the List’

area to the bottom ‘Columns not in
the List’ area and vice versa. You
can also drag the fields in the top

section to specify the order they will
display in.

You can specify the
number of rows

displayed up to 40.

In the top right of the Grid View
screen there is a cog button.
Clicking this will open the Grid
View List Settings.

By default, the Grid View screen
contains many columns and is
too wide to display on most
screens.

You can reduce the number of
columns to make the grid
displayed fit on one screen. On

the List Settings screen, simply
drag the names columns you do
not want displayed from the top
to the bottom.

You must leave in the name and
address so you can be sure you
are entering data against the
correct voter.

You can also increase the
number of rows that are
displayed, up to 40. However,

do remember that you must
click save on each screen to
secure the data you have
entered.

Increasing the number of rows
increases the risk of
accidentally losing data.

You can choose to show question
and tag column headings in short
name form by checking this box.



The ‘Scan Bar Codes’ button is
found on the right hand side of
the Main Menu.

From the drop down menu,
select the script that matches
the script used for your
canvassing (this will be printed
on the cover sheet).

You will also need to enter the
date of the canvassing, the
name of the canvasser and the
method of canvassing.

The final choice you have is
whether you wish to scan the
Result first, then the Name, or
vice versa.

If you are using a script with lots
of questions, it will be quicker to
scan names first.

If you only have one or two
questions and will have lots of
similar answers, it will be
quicker to select Results First.

5.2 Scanning Bar Codes

What
This Quick Sheet will show you how to use a Bar Code scanner to quickly enter
canvass data. You will need a generic USB bar code scanner. These are widely

available in many online retail stores.

Why
Using a bar code scanner will make our data entry work far quicker. This is

especially helpful on Polling Day, as it allows you to quickly enter your knock up data
before reprinting your GOTV lists.

Where
To enter data using a bar code scanner, click on
the ‘Scan Bar Codes’ button on the right hand

side of the Main Menu screen.

Setting up for bar code scanning.
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You can find the name
of the script you used
on the cover sheet of

the canvass pack.

Printing your results bar codes

You need to click this
link to display a set of

results bar codes.

You will need to print
these to use for your

data entry.

After setting up how you did
your canvassing, a screen will
load where you can scan your
bar codes.

As well as the bar codes for the
people on your canvass cards,
you will also need bar codes to
scan for the answers they gave.

In the middle of the screen there
is text that says “You are
applying results collected from a
script (download a PDF of your script
in barcode format here)”. Click on the
link to download your bar codes.

There will be one bar code for each
possible answer to each question, as
well as one for each canvass result
(Not Home, Moved etc).
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This example shows scanning
Names first, then results. A
voter has been canvassed as
voting Lib Dem in the next
election, and willing to help.

Scanning bar codes

5.2 Scanning Bar Codes

1. Scan the voter’s bar code

ü

Scanning the users bar code
will make their name appear in
the ‘Applying Data to’ area of
the screen.

Watch training videos at Member.LibDems.org.uk/Skills
Get support on Facebook - search for Connect Users

Keep on learning - these Quick Sheets will build on what you have learnt here:

5.3 Form VIew Learn how to enter survey data effectively using Form View.

5.4 Quick Mark Learn how to enter similar data repeatedly for multiple voters.

2. Scan the question results
On your bar code report there
will be a group of bar codes for
each question. Simply find the
answer given and scan the bar
code printed above the answer.
The data is instantly added.

3. Scan the tags
There is a section on the Bar
Code Report for your tags.
Simply scan the corresponding
code to apply the tag to your
voter.



What This Quick Sheet will show you how to use Form View to enter data from paper
Surveys that your voters have completed.

Why Form View displays the questions in the same layout as on your paper survey. This
enables you to

Where
The ‘Form View’ button is on the right-hand side of the
Main Menu Screen. When you click it, it will expand to

give options. Select ‘Enter Data Using Form View.

5.3 Form View

Setting up Form View
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On the Main Menu Screen, click
on the Form View Button and
click ‘Enter Data Using Form
View’.

You will then be offered a
choice of list. As Surveys tend
to be returned in a random
order, you will most likely want
to select ‘Quick Look Up’.

On the next screen, you must
select your Form, the
canvasser, date canvassed and
the canvass type.

The Quick Look Up screen will
then load. Simply enter enough
details to find the person. Then
click their name to open the
form.

Select whether to
use a list or Quick

Look Up.

Select your form and
enter the canvasser,

date and type of
canvassing.

Enter name and
address details to find

the correct voter.

Click on the name of the
voter to open the form.
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Below is an example of a form.
Simply enter the answers given on
the survey in to the form.

 Once you have completed the
data entry, click on the ‘Save’ icon.

You will be returned to the Quick
Look Up screen, where you can
find the next voter.

All data entered is saved
immediately.

Entering Form Data

Watch training videos at Member.LibDems.org.uk/Skills
Get support on Facebook - search for Connect Users

Keep on learning - these Quick Sheets will build on what you have learnt here:

5.4 Quick Mark Learn how to quickly enter a single data point to several voters.

10.4 Creating Forms Learn how to create forms for entering your survey data.

5.3 Form View

You can jump
straight to another
record by entering

their VAN ID.

Name and address
displayed for

reference only.

Questions can be displayed
either with radio buttons or

drop down menus.

Tags are
displayed as tick

boxes.

Existing contact
details are

displayed, but can
be overwritten with

any changes.

Click the save icon
to save and return
to Quick Look Up

screen.

Use the ‘Standard’
button to see the voter’s
full record to enter any

extra information.



What This Quick Sheet will show you how to use Quick Mark to apply data of a single type
to multiple people using Quick Look Up.

Why Information like petition responses, poster sites and exclusions often need to be
applied on their own to a large number of people.

Where The ‘Quick Mark’ button is on the right-hand side
of the Main Menu Screen.

5.4 Quick Mark

Setting up Quick Mark

Quick Sheets Section 5 - Data Entry

On the Main Menu Screen, click
on the ‘Quick Mark’ Button.

You can then select whether
you wish to enter responses to
a question, apply a tag, apply a
Result Code (Not Home, Do Not
Doorstep etc) or mark people as
moved.

Select the type of
data you wish to

apply.

Select your Question
and enter the

canvasser, date and
type of canvassing.

Adding Question Responses
You will need to select the
question you wish to add
responses to.

You will also need to enter a
canvassed date, canvasser and
type of canvassing (phone,
doorstep etc).

Select your tag and enter the
canvasser, type of canvassing.

You can select whether to
apply a date or not.

Adding Tags
You will need to select the tag
you wish to apply to your
voters.

You will also need to enter a
canvasser and type of
canvassing (phone, doorstep
etc). You can choose whether to
enter a date, require one to be
entered or to apply no date.
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Applying the Quick Mark
Once you have set up the data
you wish to enter, the Quick
Look Up Screen will be loaded.

From here you can enter the
voter’s name and address

details to find them. Select their
question response, or check the
tick box in the other modes.

Then enter the name and
address of the next voter. Click

‘Save/Search to save the data
and find the next voter.

You can use the ‘Remember Me’
button to save default search
criteria, such as Local Authority.

Watch training videos at Member.LibDems.org.uk/Skills
Get support on Facebook - search for Connect Users

Keep on learning - these Quick Sheets will build on what you have learnt here:

5.5 Bulk Uploads Learn how to enter large amounts of data even faster using the Bulk Uploader.

The Save/Search button does both
functions at one. Select the answers
for the voter(s) you have found, then
enter the name and address for the

next one(s). Click Save/Search to store
the data and find your next voters.

5.4 Quick Mark

Enter name and
address details to find

the correct voter.

Use the drop down
menus to apply the

answers given.

Applying an Unsuccessful Contact Attempt
To enter an Unsuccessful
Contact Attempt, you will need
to select the contact type, date
and canvasser.

You can ten select the result
you wish to apply to the
residents.

Select the contact type
and enter the

canvasser and date.
You can then select the

result code.

For tags, unsuccessful contact attempts and marking people as
moved, tick boxes will be displayed instead of drop down menus.



What This Quick Sheet will show you how to upload data externally from Connect, as well
as apply data to a list of people you create within Connect.

Why
The most common external data you will want to import is Postal Votes and Marked
Registers. Internally, you may wish to mark people with a particular tag, or apply a

suppression to them (eg, Do not call).

Where
The ‘Bulk Upload’ button is on the right-hand side
of the Main Menu Screen. It is also in the icon bar

on the My List screen (for internal ‘uploads’).

5.5 Bulk Uploads

Uploading your file

Quick Sheets Section 5 - Data Entry

To upload your file, click on ‘Run
Bulk Uploads on the Main Menu
then click ‘Upload a New File’.

The data file must be either a
comma or tab delimited file in
plain text.

It must contain fixed columns
(the same data fields are always
in the same columns) and it must
contain EITHER:

� A column containing VAN IDs
for each record; or

� Two columns, containing a
Polling District code and a
Poll number for each record.

Click on ‘Choose File’ and
navigate to your data file. When you
have selected the file, click ‘Next’. Your
file will be uploaded for processing, and
a sample of the data will be displayed.

Click ‘Choose File’ and
locate your data file.

When you have
selected it, click ‘Next’.

Once your file is uploaded, a
sample of your data will be

displayed.
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To match the records, you need
to select either Polling Number
or VAN ID in the ‘Upload Option’
drop down menu.

If you select Polling Number,
you will need to enter the name
of the Local Authority, then
select the columns that contain
the Polling District and Poll
Numbers.

If you select VAN ID, you will
only need to select the column
containing the VAN IDs.

Matching the records

5.5 Bulk Uploads

You need to match
records using either
the Polling Number or
the VAN ID.

If you don’t use either
of these options, the
upload will not work.

Apply Canvass Results
This upload option allows you to
mark all the voters in your list
with the same Canvass Result
(Not Home, Do Not Phone, etc).

You must select a canvass type,
and enter a canvasser and date.

Adding contact details
You can use the bulk uploader
to import email address and/or
phone numbers. Simply select
Apply Email Address or Apply
Phone Number from the Upload
Options drop down menu.

In both cases you can either
apply the same address or
number to all those in your list
or choose a column in your file
containing an address or
number for each record.

For phone numbers, you will
either need to apply a type or
select a column containing the
phone type for each record.
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5.5 Bulk Uploads

Apply Postal / Proxy vote data
You will need to upload your
own postal voter files supplied
from your council.

You will need to select the
Upload Option ‘Apply Postal /
Proxy Vote data’.

There are a number of options
within this, but the one you want
is at the bottom called ‘Ballot
Type Name’.

Select ‘Choose Column from
Data File’ and then select the
column containing the vote type
(Postal, Proxy etc).

On the next screen you will see
a list of all the different values in
the column you selected. You
then use the drop down menus
to select the matching value in
Connect (Postal, Proxy etc).

Apply Survey Responses and Tags
These options allow you to
apply a Tag or Question
Response to voters. You can
either apply the same to all, or
select a column to match results
(see Postal Votes section
above).

With tags, you simply need to
match the tag(s) you wish to
apply.

For Question Responses, you
will need to select a question
before you can select or match
your response(s).

You will also need to select or
match the contact type, date
and canvasser.
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5.5 Bulk Uploads

You can apply as many of the
above options as you need to
your file. Once you have selected
all the data you want to upload,
click Finish.

You will then need to return to the
Main Menu, click Run Bulk
Uploads and then click
‘Administer Bulk Upload Batches’.

You should then see your upload
on the screen. There are links to
cancel your upload if you have
made a mistake.

You need to click on the ‘Match
People link on the left hand side (if
this isn’t a link, wait a minute or
two then click refresh).

Connect will show you how many
of the uploaded records it has
matched to voters in the
database. You can then choose to
export back out the records that
did not match. This may include
people who have moved, aren’t on
the register, or are registered
without an address in the
constituency.

Click next then approve the
processing of the next records.

You can then check the progress
of your upload on this screen. The
‘View’ drop down box at the top
will allow you to see completed
batches instead or as well as
incomplete ones.

Completing the match

Watch training videos at Member.LibDems.org.uk/Skills
Get support on Facebook - search for Connect Users

Keep on learning - these Quick Sheets will build on what you have learnt here:
5.6 - Entering Marked

Register Data
Learn how to use the Bulk Uploader for importing Marked Register data.

Section 6 - Walk
Manager

Learn how to organise your area in to Walks for delivery sheets and printing
canvass cards.



What
This Quick Sheet will show you how to add data from your Marked Register to

Connect. It will show you how to export your base file, mark it up, and then import
the data.

Why
To make your campaigning more effective in future, it is useful to know who does
and doesn t vote. Storing the Marked Register in Connect will make it easier to

prioritise your campaigning and maximise the use of your resources.

Where
The Marked Register Export button is in the Advanced
section of the left hand side of the Main Menu screen.
The Bulk Upload  button is on the right-hand side of

the Main Menu Screen.

5.6 Adding Marked Register Data

Creating your export file

Quick Sheets Section 5 - Data Entry

The first stage to adding your
Marked Register data is to
export a file from Connect. This
file will include the VAN IDs and
poll numbers of all the voters
who were eligible to vote on
Polling Day.

From the Main Menu, on the left
hand side click ‘Advanced’ and
then click on ‘Marked Register
Export.

The Marked Register Export
Screen will then open. Here, you

can choose your options for
export.

You can choose the Local
Authority and Polling District(s)
you wish to export. You can
also select the file type, and
specify a name for the export
file.

It is important that you select
the correct date in the ‘Eligible
as of’ box. The dates refer to
the updates made to Connect.

If your register was up to date
for your election, then you
should select the date
immediately before your polling
day. If your final update was not
uploaded till later, you should
select the date it was uploaded
on.

When you have selected the
required settings, click ‘Finish’
and your file will be available to
download from the My Export
Files section.

Enter your description
here. This will form the
basis of your download

file name.

You can choose to export
the file as either an Excel file

or a text file for importing
into any spreadsheet

program.

Once you select your
Local Authority, you
can then choose the
Polling District(s) that

you require.

Choose the Eligible date
immediately prior to your election
to ensure you only get voters who

were eligible to vote. Click ‘Finish’ to
create your file.

From the Main Menu screen, on
the left hand side, click

‘Advanced’ then click ‘Marked
Register Export.
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Downloading your export your file To download the file, click on the ‘My
Export Files’ link in the buff panel on the
Main Menu screen.

On the Export files page, click
‘Download File’ and save the file to your
computer.

Marking the voted data

Simply mark
the ‘Voted?’
Column for
those who

voted.

5.6 Adding Marked Register Data
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Once you have downloaded your
file, simply open it in your
preferred spreadsheet software.
The file contains columns
showing each voter’s Polling
District, Polling Number, VAN ID
and their name.

There is then an empty column
called ‘Voted?’ From the copy of
the Marked Register provided by
your Local Authority, simply
mark the empty column with a
consistent character (eg, the

letter ‘y’) against each resident
who voted.

You should also request the
marked register for Postal Voters
from your Local Authority. This is
normally available as a data file.

If you can only get a paper copy,
you can mark them in the same
spreadsheet with a different
letter (eg, p).

If you get an electronic copy,
you do not need to copy it to a

spreadsheet. You can load it in
the bulk uploader directly. You
can only mark Register History in
Connect with a file that contains
VAN IDs, so you will need to
save it as a fixed list (see Quick
Sheet 5.5).

You can then export that list
from the My List screen to create
a file with VAN IDs in. You can
then use this file to upload the
Marked Register data as shown
on Page 3.
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Uploading your file
To upload your file, click on
‘Run Bulk Uploads on the Main
Menu and then click ‘Upload a
New File’.

Click ‘Choose File’ to locate the
saved Marked Register file. You
must have saved the file as a
CSV file.

Once you have chosen your file,
make sure the ‘First row
contains column header
information’ box is checked.

Click ‘Next’ to upload the file.

Your file will then be uploaded,
and a sample of the data will be
displayed.

Click ‘Choose File’ and
locate your data file.

When you have
selected it, click ‘Next’.

Make sure the ‘First row
contains column header

information’ box is checked.

5.6 Adding Marked Register Data

Quick Sheets Section 5 - Data Entry
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Match the VAN ID You need to tell Connect which
column in your file contains the
VAN IDs.

From the ‘Upload Option’ menu,
select ‘VAN ID’. In the pop up
box, select the column called
‘van id’ and click ‘Next.

Match the Marked Register data
Next you need to tell Connect
how you want it to map the
Voting History data.

From the ‘Upload Option’ menu,
select ‘Apply voting History’.

In the pop up box, you first
need to select the appropriate
election. Simply type the year of
election and a range of options
will be displayed for you to
select. Use the up and down
arrows on your keyboard to
choose the correct election and
a further ‘Voted’ section will
appear.

Here, you must select ‘Choose

column from Data File’ and pick
‘voted?’ In the drop down file.

Click ‘Next’ to load the
matching screen. In the first
column will be displayed the
letters you used to mark people
in your data file.

For each, simply select the data
you wish that to relate to (either
Voted or Absentee) in the drop
down menus.

Once you have matched the
VAN Ids and the Marked
Register data, click ‘Finish’ on
the Bulk Upload Wizard screen.

Type the election the
data applies to here
(start with the year).

Select ‘Choose Column
from Data file’ and pick

‘Voted?’.

Select ‘Choose Column
from Data file’ and pick

‘Voted?’.
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Once you have matched the
data for the Marked Register
input, you will need to complete
the match.

To do so, return to the Main
Menu, click Run Bulk Uploads
and then click ‘Administer Bulk
Upload Batches’.

You should then see your
upload on the screen. Here you
can cancel your upload if you
have made a mistake.

Click on the ‘Match People’ link
on the left hand side (if this isn’t
a link, wait a minute or two then
click refresh).

Connect will show you how
many of the uploaded records it
has matched to voters in the
database.

You can choose to export back
out the records that did not
match if you would like to
review them. This will create a
CSV file, available from the ‘My
Export Files’ page (See page 2).

Click ‘Next’ and then click
‘Finish’ to confirm the upload.

You can then check the
progress of your upload on this
screen. The ‘View’ drop down
box at the top will allow you to
see completed batches instead
or as well as incomplete ones.

Completing the match

Watch training videos at Member.LibDems.org.uk/Skills
Get support on Facebook - search for Connect Users

Keep on learning - these Quick Sheets will build on what you have learnt here:
Section 6 - Walk

Manager
Learn how to organise your area in to Walks for delivery sheets and printing

canvass cards.

Section 7 - Phoning
Learn how to use the Virtual Phone Bank to make calls to voters and enter the

data directly in to the system.

5.6 Adding Marked Register Data

Quick Sheets Section 5 - Data Entry


