VAT to VAN

Step 4: Bulk Upload of VAT Data into a VAN Survey Question

Step 4 instructions detail how to bulk upload the saved VAT spreadsheet from step 2 into VAN
using the survey question created in step 3. The first time VAT information is uploaded into a VAN
survey question a mapping template must be created and saved as described in Section 4A. After a
mapping template has been saved it can be used for future uploads as described in Section 4B.

Step 4A. First Time Upload of a VAT Spreadsheet into a VAN Survey Question

4A.1 On the VAN Main Menu page in the Load Data box, CLICK on Run Bulk Uploads = Upload a

New File. This takes you to Bulk Upload/Select Type.

On the Bulk Upload / Select Type page, select State File ID from the drop-down and click “Next.”

BULK UPLOAD

Select Type

Select Type

Which type of bulk upload do you want to do?

Mode @ Load data with

State File ID _

CEI1CEI m

4A.2 This brings you to the Upload a New File page. Select a value for each item below.

e Mapping Template - SELECT None.
e File Source -SELECT Direct Upload

e Select a File — CLICK “Select a file” and select the .csv file from VAT stored in your computer

e First Row — CLICK to check box
e Advanced — leave unchecked
e When complete, CLICK Upload in bottom right.

BULK UPLOAD

Upload a New File

Mapping Template @ @ None _

O Saved

File Source @ @ Direct Upload _

QO Google Sheets

Select AFile | NewVoters20220430 (1).csv _

Import Name NewVoters20220430 1 csv
First Row First row contains column header information

Advanced @ [ Enable Advanced Error Handling and Reporting: Checking this box will
drop rows containing data with invalid values and generate a file you can
download to fix the errors and re-upload.
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4A.3 This brings you to the Bulk Upload / Unmatched People Alert page showing the number of
people in the VAT file that are NOT found in VAN. If it is less than ~1% of your spreadsheet
population, continue. If a greater number, delay the upload until the latest new registrants have
been added to VAN. To continue, CLICK Next. (Do not click “Export Unmatched People”.)

E VoteBuilder Florida - Bulk Uploac X + e - - — . - v

.
&« > C 0O # votebuilder.com/BulkUploadDetailsWizard.aspx 2 % BN 0 e H
i Apps @) Google M Inbox(14) - knierer. €@ @ Photos - lknierer@.. @ LP.Morgan Home |.. @ Joanne Parent Art | [} Other bookmarks

(©) DNC VOTEBUILDER Florida

= My Voters My Campaign

‘ Q, Search for a page | ‘ Home B/ Bulk:Upload |E

i BULK UPLOAD

B Home NewToCharlotte20201231 xIsx

E Main Menu

B Voter Contact Unmatched People Alert
There are 9 people that have not matchgg#n our database via State File ID. Anyone who recently registered may not be in the voter file yet.

~ PEOPLE
Suggested Actions

a Create a List
» Export these unmatched people as a new file for review and follow-up

n My Folders

E My List (43 Peaple) | Export Unmatched People | N O

Quick Look Up « Continue your bulk upload with only the rows matched to the voter file

“  DATA ENTRY m
B suik Upload wizard

Note: If the data you are attempting to upload is recent within a couple months of the upload date,
Florida VAN may not have been updated yet since it may take 2-6 weeks or more to update.

4A.4 On the next Bulk Upload page, verify the name of the file you will upload in the Mapping
Template box. In the Apply New Mapping drop down menu, SELECT Apply Survey Response.

] x| ob D330 Jo % | €Y Fideliy | [ Mo Dow Jorws Indus-35 unz X | [ Yahoo | Mail Weather, Seaech, b % | [B) VoneSusider Florids « Bulk Uplo: X | = v - g
€ > C & fdpy i FilelD=EIDSFOFA) o O 2
G Geoge [ oo @ Pols [ Nstondasdlocsl.  E Tre b Tme_ B L q Leein D My asddec. E NTCovdinthet [B] How s identify da m | [ Other bockmar,

(2) DNC VOTEBUILDER Florida

= My Voters My Campaign
‘Q Search for 8 page Home [ Bulk Upload = n
| BUKUMOAD
0 Home NewToCharlotte20220228 xlsx Cancel || Save Mapping Template | | Finksh

E Main Memu

E Viater Contact @ Please be sure to map sl of your relevant colimns and values 1o the appropriate fields before selecting the Finish' button. Data from your file will not be appled urless it is mapped below.

v PEOPLE

Mapping Template
ﬂ Create a List
n My Foldars You ane using & new mapping templig
u My List (45 People) Apply values to the record you want added to your database, then cick Flnish,
B cuickrockup

—-Apply New Magping— @

v DATA ENTRY

Mapping Column from File Applied Value Records

O suik uptoad wizsrs

4A.5 The first Apply Survey Response page maps the VAT spreadsheet column headers to the
survey question and selects the column header which will be mapped to the Survey Question
Responses. The following example is for New Voters data.
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e Survey Question - SELECT Apply One Value to All Records.

From the pull-down menu SELECT the name of the survey question you created for the type

of VAT data being uploaded.
e Survey Response - SELECT Choose Column from Data File whose data will be mapped to

the Survey Question responses.
From the pull-down menu SELECT New to County

e Campaign — leave blank

e Contacted How - SELECT Apply One Value to All Records.
From the pull-down menu SELECT No Actual Contact

e Contacted When — SELECT Choose Column from Data File.
From pull-down menu SELECT Date

e Canvasser - SELECT Choose Column from Data File. SELECT DOE Florida.

¢« > e

Qg ¢ | [ Votetuiider Foida - Buk Ulos: X |+

) hen complete, CLICK Next.

G Google [ Viboo @ POIL [ Matkndlond ol & - i a T NVTCondinthe . [} How o identifr du

(©) DNCIVOTEBUILDER Florida

My Voters My Campaign

9k 2

Apply One’

* O Apply One Yalua ta Al Records

@ Choose Column from Data Flle

Choose Column from Data File.

@ Apply One Value to All Records

2022 Regiatial Regiswati T

© Choose Colurn from Data Flle

en® O Apply One Valug te All Records

_9-“5 Column from Data Fll2

© Apply One Value ta All Resards

€—

5731720211120000 AM)

BRSO E N E-H

» | B Oherbostmia.

43P

A%\ Raining row) A~ D g3 & 03] i IG)

The table below shows how to map VAT data for Status Changes or Party Changes to the
corresponding VAN survey question. The survey question title will vary for your county,

Left Column Right Column

Select for All 3 New Voters Change of Status Change of Party

Qe Apply One Value to (2022 Registration: |2022 Registration: |2022 Affiliation:
v all Records New Registration Status Change Party Change

Choose Column
Survey Response From Data File New to County Status Change Party Change
Campaign Leave Blank Leave Blank Leave Blank Leave Blank
Contacted How jlfglzcg?;SValue to No Actual Contact |No Actual Contact No Actual Contact

Contacted When

Choose Column
from Data File

Date

Date

Date

Canvasser

Choose Column
from Data File

DOE Florida

DOE Florida

DOE Florida
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4A.6 The second Apply Survey Response has automatically populated the left column on the
screen with the column labels from the downloaded VAT .csv spreadsheet. You will map it to the
Survey Question Responses in the right column. The Count column in each category is auto-filled.

New to County Count Load as Survey Response
automatically populated from the auto drop-down menu of VAN Survey
VAT spreadsheet data calculated

Question responses
Moved into County # Moved into County

Moved within County

Moved within County

Newly Reg Newly Reg

Re-Registered
Turned 18

Re-Registered
Turned 18

B | | ®

After completing, click NEXT in lower right corner.

-gfg [ Vote2ulder Flodda~ Butk Uplosc. X |

=EID DB

() DNC:VOTEBUILDER | Florida

= My Votors My Campaign

Apply Survey Response

' Pleace map the val

how to ehar county Load As Survey Retponte

Moved to Charlotte 3 Moved to Chartotte - &

Moved within Charlotte Moved into Precinct”

Complete

et
- All

Not Registered

Re-Regisration ]

Just Turned 18 =

Note: If your survey question was created prior to the 2025 VAT update, your survey question
responses might be slightly different and your new voter file may fail to load. If so, you will need

to create a new mapping template as explained above and you can save it to replace the previous
mapping template.
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The table below shows the mapping templates for Status Change and Party Change VAT
spreadsheets and their corresponding VAN survey questions.

Apply Survey Response Mapping Substitutions

Change of Status Change of Party
VAT Spreadsheet | Load into Survey VAT Spreadsheet | Load into Survey
Info Question Response |Info Question Response
Auto filled select from drop-  |Auto filled select from drop-
down down
ACT->INA ACT to INA REP->DEM REP to DEM
INA->ACT INA to ACT REP->NPA REP to NPA
REP->OTH REP to OTH
DEM->REP DEM to REP
DEM->NPA DEM to NPA
DEM-> OTH DEM to OTH
NPA->DEM NPA to DEM
NPA->REP NPA to REP
NPA-> OTH NPA to OTH
OTH->DEM OTH to DEM
OTH->REP OTH to REP
OTH->NPA OTH to NPA

4A.7 This brings you to the Save Mapping Template dialogue box.
your mapping template for future uploads of the same category of data. In this example the file

name is VAT New Registered DEM_NPA. CLICK Save.

i (1.877 unread) - coptnarmggghih' X | [B] VoteBuilder Florida - Buik Uploa: X l+

& S5 ¢ @ fdpvan.

18&FilelD=EIDDBDFAE

G Google Yahoo @9 PGlib [ National andLocal.. § The New YorkTime.. 1 Washington Post:E.. @, Amazon.com: Onlin...

@ DNC VOTEBUILDER Florida

= My Voters

My Campaign

[NewToCharlotte20210531 xIsx

Mapping Template

R Type here to search

Save Mapping Template

4 Lleelib D 3MSafety AndSec.. @ NYTCovidin the U.. How to identify du...

Template Name *| VAT New Registered D[M,NPF#
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4A.8 On the Bulk Upload / Mapping Template page, CLICK Save Mapping Template.

In the pop-up screen, type in the name of your new Mapping Template and click Save.

In the pop-up screen, click “Finish Upload”, then click Finish. Document the saved name of the
mapping template for others on the data team.

Bd (1,877 unread) - captnarrggghhl X | [EJ VoteBuilder Florida - Bulk Uplozc X |+ v = >
€< > C @& fdpvan.com/Bulk D i D=18&FilelD=EIDDBDFAE 2 Y ¥ O &
G Google VYahoo @ PGLb National and Local.. @ The New York Time... %p Washington Post:B.. & Amazon.com:Onlin.. ¥ leelib © 3MSafety AndSec.. & NYT Covid in the U.. How to identify du... » | [ Other bookmar

(o) DNC VOTEBUILDER Florida

= My Voters My Campaign

Home / BulkUpload = n

BULK UPLOAD m

NewToCharlotte20210531 xlsx
Mapping Template I
You are using the Saved Mapping Templaflg: VAT New Registerad DEM_NPA
Saved on 5/1/22 at 4:58 PM by Eric Sauer
Apply values to the record from NewToCharlotte20210531 xlIsx that you want added to your database, then click Finish.

—Apply New Mapping— &

Mapping Column from File Applied Value Records

Cancel

[ Save Mapping Template

A Apply Survey Response new to char county Multiple Values 785 Edit Remove

4A.9 The Bulk Upload Batches page will appear with the most recent Active Bulk Batches file at the
top of the list, with the Count, Processed, Complete, Issues, etc. as column headers. CLICK Refresh
Results until the Processed column indicates your upload is 100% Processed with O Issues. It should
take less than a minute to process. The Count and number Complete should match.

B (1,877 unread) - captnarmggghi X | [ VoteBuilder Florida - Bulk Uploac X | =+ v = X
& > C @ fdpvancom/BulkUploadBatchesList.aspx 2 Y » 02
G Google [ Yahoo @ PGLib National and Local.. @ The New York Time... 1 Washington Post:B.. @, Amazoncom:Onlin.. [ Leelib 2 3MSafety AndSec.. & NYT Covid in the U... How to identify du... » | [, Other bookmarks

(©) DNC VOTEBUILDER Florida

= My Voters My Campaign
Home / Bulk Upload Batches -2 \E m
BULK UPLOAD l
Jump To Mapping Templates l l Work On My Existing Files l Upload a New Fila

Bulk Upload Batches

Committee View Top Date From Date To

l Charlotte DEC ¢ l [ All Batches < l l 100 ¢ l [ El i El

Upload Type Created By Exclude API User

l | :] 7

Remember Filters Refresh Results.

Active Bulk Batches
Your Bulk Upload Batch may still be processing, Refresh to update the table.

Import Name Upload Type User Date Count Processed Complete Issues. Original File
NewToCharlotte20210531 xisx Add Survey Questions: Multiple Sauer, E. 5/1/22 785  Created, %
NewToCharlotte20211231 xisx Add Survey Questions: Multiple Sauer, E. 4/30/653 100% Processed 1053 Olssues  Download

NewToCharlotte20220131 xlsx Add Survey Questions: Multiple Sauer, E. 4/30/22\!me Processed 2261 o ISW

Multiple Import Files 2773077 2773169 2773334 2773 Add Notes DeMeritt, L 4/30/22 1 100% Processed )
Multiple Import Files 2773077 2773169 2773334 2773 Add Survey Questions: Multiple DeMeritt, L 4/30/22 &  100% Processed )
Multiple Import Files 2773077 2773169 2773334 2773 Add Survay Questions: Multiple DeMeritt, L 4/30/22 1 100% Processed )
Multiple Import Files 2773077 2773169 2773334 2773 Apply Canvass Result Codes: Multiple  DeMeritt, L 4/30/22 18 100% Processed )
s j | i 1 7 = 505PM
H £ Type here to search O - = 4 7 T Rainingnow A~ & 7z @ &) L0 El.‘

To verify that the VAT file was successfully uploaded into VAN, jot down a few voters’ IDs and the
reason why they are new, e.g., Moved to County. In VAN, conduct a Quick Look Up of those voters
and verify they have the correct Survey Question responses associated with their names.
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Step 4B. Repeat Uploads of VAT .csv Files Using a Saved Bulk Upload Mapping

Template

4B.1 On the VAN Main Menu screen check that My Voters is highlighted. In the Load Data box,
SELECT Run Bulk Uploads. From the dropdown menu SELECT Upload New File.

On the Bulk Upload / Select Type page SELECT State File ID as the mode to load data with.

CLICK Next.

B4.2 This will bring up the Bulk Upload / Upload a New File page. Select an entry for each item.

e Mapping Template - SELECT Saved

e Saved Template Name - SELECT the name of your previously saved Bulk Upload Mapping
Template for this Survey Question (for this example: “VAT New Registered DEM_NPA”)

e File Source: SELECT Direct Upload

e Select a File — CLICK Select a File and scroll to SELECT the .csv VAT file stored in your
computer. The file name will show up by the Select a File box and next to Import Name.

e The First Row box will be shaded gray and inaccessible when a saved mapping template is
selected.

e Advanced - CHECK the box to the right.
e CLICK Upload.

4 (1,911 unresd) - coptnarmragghii' X | [P National and Local Weather Raci= x | [ VoteBuilder Florida - Bulk Uploa< % |+ voo— X

€3 c

i Apps G Google

& fdpvan.com/UploadData.aspx?ContactsUploadMode =UploadID&FirstColTranslator=EIDC2K [E3

[ vahoo @& PGLb National and Local...

w o » 02 ¢

& The NewVYorkTime.. Wp Washington Post:B.. 8, Amazoncom:Onlin.. ¥ Leelb 2 3MSafetyAnd Sec.. & NYT Covid in the U How to identify du... » | [, Other bookmarks

My Voters

‘ Q Search for a page

8 vome
B main Menu

B voter Contact

~ PEOPLE

B cresteaList

8wy Folders

My List (157.591 People)
B avick Lok Up

~  DATA ENTRY

B 5ok Upload Wizard
B Form view

Grid View

B auick mark

B script View

+ ORGANIZING

B3 canvass Results

B vinivan campaigns
B vinivan commit

B vinivan Formats

8 v s

B virtual Phone Bank
B virtual Phone Bank List

+_REPORTING

My Campaign

BULK UPLOAD

Upload a New File

m

Upload a New File

Once you've uploaded your data file, you will have a chance to review the file and map your data to VoteBuilder.

« File Requirements
* It should be a plain text (either comma delimited .csv or tab delimited .txt) file. or an Excel file (xis or xisx), or a Google Sheet.
© We can only retrieve Google Sheets from your Drive, 5o any other file types stored in your Drive will need to be converted to a Google Sheet, or saved to your computer before uploading.
© Google Sheets are stored at the time they are linked on this step. Any subsequent changes to a Google sheet will not be reflected in the upload.
* If the file is 2 Google Sheet or an Excel file (xls or xisx), only the first Worksheet (tab) will be imported.
« The file can be compressed in a tar, .gz, .zip, o .rar format as long as it meets the following conditions:
© The source file contained within the compressed file is a plain text or Excel file.
© The compressed file name is EXACTLY the same as the source file name, except for the extension. For example. ActivistCode.zip would contain the file called ActivistCode.txt
® The size of the uploaded file cannot exceed 20MB.
* If the file has column header information, the file should not have more than one column with the same name.

® The FIRST column must be a numeric State File ID.

Mapping Template @ O None
® Saved

<—

x v | €

Saved Template Name *| VAT New Registered DEM_NPA

<—

File Source @ @ Direct Upload
© Google Sheets

| selectAFile | No File Chosen

<

— |

<—

First Row [ First row contains column header information Inaccessible

L Type here to search

Z57PM.

@ 37°F sunny ~ O 7 d Q) £ %2‘
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4B.3 The Bulk Upload / Unmatched People Alert page informs you if there are a large number of
Voter IDs in the VAT spreadsheet that are not found in VAN. At times the updating of VAN data may
take 6 weeks or longer. If there are a large number of unmatched people, wait to complete the
upload until VAN has been updated with the FDOE data. This screen does not appear unless there
are unmatched people.

4B.4. On the Bulk Upload / Mapping Template page verify you are using the correct Saved
Mapping Template, then, CLICK Finish. In the “double check before continuing” pop-up screen,
click “Finish” again.

4B.5 This will take you to the Bulk Upload Batches page that shows the latest Active Bulk Batches
file at the top of the list, with the Count, Processed, Complete, and Issues as column headers.

CLICK Refresh Results until the Processed column indicates your upload is 100% Processed with O
Issues. The Count of voter IDs should be the same as the Complete number. (Note: It is not
necessary for the download to be “100% Processed” before starting on another file download.)

The Bulk Upload Batches page serves as documentation of when uploads have been completed and
by whom. | may be useful to create additional documentation of the saved mapping templates and
survey questions for others on the data team.

B (1877 unread) - captnarmggght X [ VoteBuilder Florida - Bulk Uploac X |+ ~ — X
& > C & fdpvancom/BulkUploadBatchesList.aspx @ w & 0O & ¢

G Google Yahoo @ PGLib National and Local.. & The New York Time.. WP Washington Post:B.. &, Amazon.com: Onlin.. 4 Leelb D 3MSafety AndSec.. & NYT Covid in the Un.. How to identify du.. » | [ Other bookmarks

@ DNC VOTEBUILDER Florida

— My Voters My Campaign

Home / Bulk Upload Batches & | s BEN

BULK UPLOAD
Bulk Upload Batches ‘ Jump To Mapping Templates ‘ | Work On My Existing Files ‘

Committee View Top Date From Date To

| Charlotte DEC & | ‘ All Batches < ‘ ‘ 100 ¢ ‘ ‘ ‘ ‘ ‘

Upload Type Created By Exclude APl User
| +| 2|0

Remember Filters ‘ Refresh Results.

Active Bulk Batches
Your Bulk Upload Batch may still be processing, Refresh to update the table.

Import Name Upload Type User Date  Count Processed amplete Issues Original File

NewToCharlotte20210531 xlsx Add Survey Questions: Multiple Sauer, E. 5/1/22

NewToCharlotte20211231 xlsx Add Survey Questions: Multiple Sauer, E. 4/30/22

NewToCharlotte20220131 xlsx Add Survey Questions: Multiple Sauer, E. 4/30/22 2261 100% Processed 2261 0 Issues Download

Note: To verify that the VAT file was successfully uploaded into VAN, jot down a few voters’ IDs
and the reason why they are new, e.g., Moved to County. In VAN, conduct a Quick Look Up of
those voters and verify they have New Voter Survey Question responses listed under their names.

To upload additional VAT .csv files, click on Upload a New File in the upper right hand corner and
repeat the process.

Note: It is useful for future data team use to document who has uploaded data, when, and the
names of the Survey Questions and mapping templates created.
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Note: If your survey question was created prior to the 2025 VAT update, your survey question
responses might be slightly different and your new voter file may fail to load. If so, you will need
to EDIT your mapping template.
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