
 Adding a Contact

 Before you add a contact in Populus, you want to make sure they don’t already exist in

the database. They could have recently moved into the riding, for example, and we don’t

want to create duplicates.

Check if the Contact Already Exists

If the contact has recently moved into the riding, it’s likely they exist in Populus but with the wrong

address. First, navigate to the Contacts tab.



Type in the �rst and last name of the contact you are searching for. If there are too many results,

try the phone number or email of the person, if you have it. If you’re able to narrow it down to one

result, click it to go to the contact pro�le of the person.

If you’re not able to narrow the list down to one person, create a new contact. Skip to the next

section of this tutorial.

Once you’ve narrowed down a result and navigated to the users contact pro�le, make sure you’re

on the Details tab, and then skip to the Adding a Name section.

Creating a New Contact



First, navigate to the Contacts tab.

Click Create to add a new contact. There’s three important sections in the contact creation wizard:

Name

Civic Address

Phone Number/E-Mail

 Of these three sections, you need at least a name and a civic address for your

information to be useful. If you have only a person’s name, Populus won’t be able to match



it to someone on the voter’s list and it’ll be of little value.

Adding a Name

This section is self-explanatory.

 Make sure you don’t enter anything rude here, not only because it is unbecoming of

friendly campaign workers, but also because the information here might automatically

appear on emails or letters that are sent to this person.

Adding or Updating an Address

Navigate to the details tab of the contact pro�le.

Scroll down to Civic Address section. Click X to clear the address if there’s one already there.

Start typing in the new address (without the apartment number), and then press + to bring up the



address wizard.

A window will pop up that will try to autocomplete the address. Click the correct one. In this case,

it’s the �rst result.



It will automatically �ll in every �eld except for the apartment number: you’ll have to enter that

number if you have one. When you’re done, click Add Address on the bottom right.

Adding a Phone Number / Email



These sections contain the phone numbers of a constituent. The one marked with the  is the

default contact point. For phone numbers, the default number appears on the canvass sheet and is

the number called in phonebanks. For emails, it appears on the canvass sheet and is the email

contacted in our email campaigns.

You can add a new phone number or email by pressing the + button in the top left corner.


