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Communication 
 

Communication occurs frequently between election officials and other parties. An 

effective and convenient communication system can facilitate election management. 

With the powerful communication tools provided in the PPMS, election officials are 

released from the tedious time consuming tasks of phone calls, mails and emails. 

 

What is provided in the communication? 
 

Click the Communication task bar in the task menu section, and you will be in the 

communication page (see Fig. 6-1). 

 

Fig. 6-1 the Communication page 

 

The Communication page includes three groups of functions: Send Message, Delivery 

Results and Other Options. 

The Send Message group is mainly used to create a message and send the message to a 

group of recipients. It can also be used to create message templates or message drafts. 
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The Delivery Results group is used to check the delivery results of sent messages. 

Other Options group is used to create or edit a message template, create or edit a 

message draft, view the delivery result statistics and message history. 

 

 

How to create and send a message? 
 

A message is created in the Communication – Send Message page. Users can get to the 

Send Message page in several ways, depending on the recipients users want to 

communicate with. 

 

How to get to the Send Message page? 

 

Officials often need to communicate with contact persons of organizations (facility 

owners) and facilities. 

For users’ convenience, the system has set up some groups as pre-defined groups, 

including All Organizations, All Facilities, All Potential Facilities and All Election Facilities.  

The contact information of the organization/facility in each group will be automatically 

collected by the system. 

1. To communicate with one of the pre-defined groups: 

a. Click the Communication task bar in the task menu section. 

b. Click one message type button (Email, Phone Message, Letter or Postcard) from 

the Send Message group. The Send Message page will appear (see Fig. 7-1). 

c. Select one group from the drop down list. All contact persons in the group will be 

included automatically. 
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Fig. 7-1 the Communication – Send Message page 

 

2. To communicate with a group of any selected organizations or selected buildings: 

a. Click the Organizations task bar or the Facilities task bar in the task menu section. 

b. Click the number link of the category of organizations or facilities. You will get to 

the Organization List page or Facilities List page. 

c. In the organizations list or facilities list, click the check boxes of the organizations 

or facilities you want to select. 

d. Click Communication button, you will be in the Communication – Send Message 

page.  As shown in Fig. 7-4, the selected organizations/facilities are automatically 

listed in the To Group box. 



KONNECH INC. 

Poll Platform Management System 

 pg. 6 

 

Fig. 7-4 the Send Message page for email message 

 

The Send Message page 

 

The Send Message page is the place users create messages, send messages, and create 

message templates. No matter how you get there, you get to the same Send Message 

page except the To Group box is populated with different recipients. 

In the LMS, users can communicate with others by emails, phones and letters.  As shown 

in Fig. 7-5, there are three navigation tabs-- Email, Phone, and Letter—for the three 

different message avenues. Click the tab of the kind of message that you would like to 

create. The Send Message page will show information specific for that kind of message.  

There are several screen features shared in Send Message pages for email, phone and 

letter: 

1. Button Bar: 

There are Back, Send, Save As Template, Save As Draft, Spell Check, Templates, Drafts, 

New Draft, and New Template buttons at the top of the page. 

 

2. Templates List: 

All the available templates for this kind of message are listed on the right of the page 

with a Delete button at the bottom. 
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Fig. 7-5 the Send Message page for phone message 

 

3. Message Area: 

Most information of a message is entered from here. 

a. Message Tabs 

Three message tabs are available for three kinds of message: Email, Phone, and Letter. 

b. To Group box 

If you are going to communicate with one of the pre-defined groups, click the drop 

down button and select one group from the drop down list. 

If you are going to communicate with a group of selected organizations or selected 

facilities, all the organizations or facilities in the selection are listed in the box. 

For an Email or Phone message, there is a Testing check box. When the Testing box is 

checked, you can type in multiple email addresses separated by semicolon (for email 

message), or multiple phone numbers separated by semicolon (for phone message). 

 

 

c. Detail button 
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Click the Detail button next to the To Group box, all the recipients will be listed in the 

pop up window. 

 

d. Subject 

In the space provided type in a subject for the message. 

e. Message/Content 

For emails and letters, just type the message in the Message/Content box. 

 

An email message 

 

 

A letter message 
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Use dynamic labels to create a generic letter: 

There is an icon button of dynamic labels in the Content box. Click the button, the list 

of dynamic labels will show in the pop up window. Click the one you want to insert in 

your message and click OK button. The dynamic label will be inserted at the cursor. 

 

 

These dynamic labels are variables which will be assigned with values according to the 

recipients and show the assigned values in the message. Thus the message content can 

be printed out with information specific to each recipient. 

 

For phone messages, click the Record button ○•  to record your message. 

 

A phone message 
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f. Type (only for Email and Phone message) 

Users can add additional attributes (with survey or schedule) to an email message or a 

phone message. 

• Survey check box: 

Click the survey check box to create a message with a survey when simple responses 

(Yes or No) from recipients are expected. 

For a survey email message, the system will automatically add two 

links in the email: one for a Yes response, and one for a No 

response. Recipients can complete the survey by simply clicking the 

correct link for the response. 

For a phone message, the system will remind recipients to respond 

“Yes” by pressing 3 on a phone or to respond “No” by pressing 5 on 

a phone.  

 

• Schedule check box: 

Users can schedule the message to be sent at a specific date and time. 

Click the Schedule check box, then select a date and time in the pop up window. 

 

 

g. Contact Options 

Users can select whom of each organization or facility the message will be sent to, 

such as primary contact or secondary contact. For phone messages, users can also 

select if the message will be sent to work phone, mobile phone or both. 

 

 

h. Sender Email (only for Email message) 

A default sender email address can be coded to a specified email address provided by 

the election office (if not provided, ‘info@konnech.com’ will be used as the default). 

This address will be showing as the address of the sender for sent out emails. It is also 

the address that replied emails will be received. 
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If you want the replied emails to be sent to another email address, type the address in 

the Sender Email box. The emails will be sent out as a message from this email address 

instead of the default address. Any reply to the sent out email will be received at the 

email address specified in the Sender Email box. 

 

i. Show Caller ID # as (only for Phone message) 

 

 

Create and Send Message 

 

a. Go to the Send Message page (detailed instructions in 7.1). 

b. Click the message tab (Email tab, Phone tab or Letter tab) to get to the page for the 

kind of message you are going to create. 

c. Fill in the information in the Message Area (detailed instructions in 7.2). Fields in red 

are required, and others are optional. 

d. Click the Send button at the Button Bar or at the bottom of the page. 

e. If you want to create another message, just click the New Draft button. The old 

message will be cleared and you can create another one by repeating from step c. 

 

Message Draft 

 

If you cannot finish your message at one time, you can save your draft and finish it later. 

Create your message in the Send Message page. 

Click the Save As Draft button to save the message draft. 

When you decide to finish the message, go to the Send Message page. 

Click the message tab of the kind of message of your draft. 

Click the Drafts button at the Button Bar. All the saved drafts are listed on screen. 
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Click the Edit link of the draft and the draft will show in the Send Message page. 

Continue to finish the message. 

 

Message Templates 
 

Message Templates are saved message files that will be used over and over again. A 

message template can be an email message, a phone message or a letter message. 

 

How to create a message template 

 

A message template can be created in a way similar to a message. 

a. Create a message in a Send Message page (detailed instructions in 10.3). Note: The 

Subject of the message will be the name of the template. 

b. Click the Save As Template button at the Button Bar or at the bottom of the page. 

The message will be saved as a template and added to the Templates List on the right 

side of the page. 

c. If you want to create another message, just click the New Draft button. The old 

message will be cleared and you can start to create a new message. 

 

How to use a message template 

 

If the message you are going to send out is already saved as a message template, you 

can open the template and load the message into the Message box. 

All the available message templates for the kind of message you are going to create are 

listed in the Templates List on the right side of the Send Message page (see Fig. 11-1). 
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Fig. 11-1 to use a message template 

 

Click the name of the message template you are going to use. The message template 

will appear in the message box. 

Make changes if desired. 

Click the Send button to send the message. 

If you want to save the changes to the template, click Update Template button. 

 

Manage the message templates 

 

All templates of the three kinds of message can be managed together in the Saved 

Templates page. 

Users can check what templates are available in the system, view the message of 

templates, make changes to templates, add new templates into the system and delete 

no longer used templates. Users can also make a template shared between members. 

Templates of a specific kind of message can also be managed in the Templates List of 

the Send Message page. 
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1. The Saved Templates page 

Two ways to get to the Saved Templates page: 

a. If you are in a Send Message page, click the Templates button at the Button Bar. 

b. Click the Communication task bar to get to the Communication page and click the 

Templates button in the Other Options group. 

The Saved Templates page will appear (see Fig. 11-2). 

 

 

Fig. 11-2 the Saved Templates page 

 

At the top of the page, three message tabs are available for users to navigate to other 

kinds of message templates. In Fig. 11-2, the current page is for saved email templates. 

If you want to check phone message templates, click the Phone tab and the page will be 

changed to saved phone templates. 

All the available message templates of the kind are listed. 

 

2. Add a new template 



KONNECH INC. 

Poll Platform Management System 

 pg. 15 

Below the templates list, there is an Add/Edit Template area. If the Subject and Message 

fields are not cleared, click the Add New button to clear the content. 

Under the Add/Edit Template, type a subject and create the message (type in the email 

message, record the phone message or type in the letter content). 

Click the Save As Template button to save the template. The new template will be 

added into the list. 

 

2. Delete templates 

Select the templates you want to delete (check the box at the left end of the message), 

click the Delete button. A pop up window will double check your intention. Click OK to 

confirm the deletion or click Cancel to cancel the deletion. 

 

3. Edit a template 

Click the Edit link at the right end of the message you want to edit; the message of the 

template will be shown in the Message box in the Add/Edit Template area. 

 

Make the changes you desire. 

Click the Update Template button to save the changes. 

 

4. Share a template 

A template can be created for private use or for sharing with other members. By 

default, a template is private. If you want to share a template, follow the steps: 

• Select the template and click the Share button below the list (see Fig. 11-2). 

• Confirm your action by clicking the OK button in the pop up window. A Share List will 

appear in another pop up window with all the system members. 

• Select the members you want to share the template with and click the Save button 

below the list. 



KONNECH INC. 

Poll Platform Management System 

 pg. 16 

The template will become a shared template. Notice the icon   after the template 

name indicates it is a shared template. 

 

Message Delivery Results 
 

Where to check the message delivery report 

 

There are two ways to check the message delivery report. You can check the delivery 

report while a message is sending or you can check it later. 

1. Check the delivery report of the message you are sending: 

Every time when you are sending a message, a Message Sent page will appear on screen 

(see Fig. 12-1). It shows the message subject, its content, and its recipients. Information 

about the delivery is also available, such as sent time and sent method. 

 

 

Fig. 12-1 the Message Sent page 

 

To view the delivery report, click the Delivery Report button. The Message Delivery 

Report page will show. 

Often it takes some time for a message to be sent to all recipients. The result you see at 

this point in time may not reflect the final result when the delivery is not yet 100 % 

completed. You can refresh the page to check the latest result. 

 

2. Check the delivery report of a message you sent before: 

The LMS keeps delivery results for all sent out messages. Users can check the delivery 

report of a message any time after it is sent out. 
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• Click the Communication task bar in the task menu section. 

• Click one message button (Email, Phone Message, Letter or Postcard) from the 

Delivery Results group. The Message Delivery page will show (see Fig. 12-2). All sent out 

messages are grouped under three message tabs: Email, Phone, and Letter. 

 

 

Fig. 12-2 the Message Delivery page 

 

• Click the message whose delivery result you would like to view. The Message Delivery 

Report page will show (see Fig. 12-3). 

 

Information in the Message Delivery Report page 

 

Fig. 12-3 is a message delivery report for a phone message. An email message delivery 

report is very similar to a phone message delivery report. 

There are usually three parts of information in a message delivery report. They are 

message information, survey statistics (only available for survey messages) and delivery 

report statistics. 
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Fig. 12-3 the Message Delivery Report page 

 

1. Message information 

At the top of a message delivery report is the message information part. It shows the 

message information that you saw at the Message Sent page when you were sending, 

including the message name, its recipients, sent time, sent method and the message 

content. For a phone message, you can play the recording to hear the message. 

 

2. Survey Statistics 

For a survey message, there will be information of survey statistics at the middle part of 

the report page. 

Successful deliveries are grouped into three categories according to their responses to 

the survey: Responded Yes, Responded No and Did Not respond. 

a. The total number of successful deliveries and the number for each response category 

are listed here. 

b. A pie chart provides an illustration for the percentage of each response category. 

c. A link is available for each category and the Total Sent. Click any one of the links, and 

you will see the survey report of the recipients in that group. 

The system provides a Send Another Message button in the page. It allows users to 

send another message to a group in a specific category. 
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3. Delivery Report Statistics 

At the bottom of a message delivery report is the delivery report statistics. Here all 

deliveries are grouped into three categories: Successful Deliveries, Unsuccessful 

Deliveries and Did Not Deliver. 

a. The total number of deliveries and the deliveries number for each category are listed 

here. 

b. A pie chart provides an illustration for the percentage of each category. 

c. A link is available for each category and the total deliveries. Click any one of the links, 

and the Message Delivery Detail page will appear. You will see the delivery information 

of all recipients in that group. 

 

Fig. 14-4 the Message Delivery Details page 

 

The Resend button is available to resend the message to unsuccessful deliveries. 

 

4. Delivery Details button 

There is a Delivery Details button at the Button Bar of the page. It brings you to a 

Message Delivery Details page with information of all the deliveries for the message. 

Users can check the status of each delivery and the explanation for every status. (see 

Fig. 14-4) 

A Resend button is also available in the page. 
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Election Settings 
This tab is where you are able to generate new elections. An election can be generated in the 

system 2 different ways: 

• Using no existing election template – this means the election generated will first consist 

of the election name and date. The active building tab will be empty and there will be no 

precincts defined in the precinct tab. Not choosing a template means you have to 

generate each list from scratch.  

• Using an existing election template – this can be thought of as a ‘save as new’ feature. 

Your new election will mimic exactly the election you chose as a template. So the active 

building list will resemble exactly what is setup in the template election along with the 

precinct list. Any change you make in the current election will only affect the current 

election; it won’t affect the election template.  

o Meaning Election 2 was generated by choosing Election 1 as a template.  

▪ Election 1 had 10 buildings defined as the VSPC sites.  

▪ In election 2 I changed the building VSPC list to only consist of 5 sites.  

• Election 1’s data will not be affected by this adjustment made in 

election 2.  

Within this tab you can: 

• Generate a main election 

• Manage an election – changing the date/name/number 

• Setting an election as default 

 

Set an election to default 
Default means when you login to PollChief, the system will have the election toolbar set to the 

election defined to default.  

In the election settings tab, click the bullet point across from the election you want to set as 

default. 

Set an election status 
The status is used to ‘Lock’ an election or keep it open for editing.  

The Pre Published & Published status types are used to drive data within the PRTL.   
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Pre published means the election is listed for the user to see within the PRTL. 

But no classes are available to sign up for yet.  

Published means the election is listed and the user can sign up for training 

classes within the PRTL.  

The Lock status makes the election be view only. You can pull reports or export files, but 

nothing can be edited.  

From the election setting tab, use the dropdown across from the desired election to set the 

status. OR you can click ‘Manage’ across from the election to update the status type.  

Manage/Edit an existing election 
‘Managing’ and election can be thought of as ‘editing’. You can only edit some detail – you are 

NOT allowed to edit the template that was chosen to generate an election.  

1. In the election settings tab → find the election desired. NOTE: this tab is setup to review 

elections by year. So if you are looking for an election which is not in the current year, 

use the top right corner dropdown to choose the proper year.  

2. Click ‘Manage’ across from the election.  

 

3. In the next screen, you’ll be able to edit the detail for the main election. Once finished, 

click ‘save’.  

a. Election Period – thought of as the early voting timeframe. Set the ‘from’ and 

‘to’ fields.  

b. Use the exclude calendar button to define the day(s) that the VSPC may not be 

open during the election period. Click the (+) to add another day to the exclude 

list.  
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Add a new election 
In the election settings tab, click ‘Add New’. All the fields in red are required.  

The ‘Election Settings Template’ dropdown is where you can choose an election to base your 

new election off of. If you don’t choose an election as a template, your election will generate 

with no buildings within the active building tab and no precincts in the precinct tab.  

Make sure you have the proper detail defined. Once you save a new election, you can’t edit the 

election’s template chosen.  
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Organizations 
This tab is used to manage the building owner information such as contact names, phone 

numbers and emails. For example the School Board would be the ‘owner’ of all the public 

schools in Douglas County. You may need to contact a specific person of the school board to 

request permission to use a public school for the election.  

This tab also allows you to categorize the organization as a public organization, or private 

organization. This categorization can be used to document which buildings should receive 

payment if used for an election.  

Some of our customers only pay buildings that have an organization which is categorized as 

private. The pay would go to the organization contact person and address, not the building’s 

contact person and address.  This is something we can work out to fit your needs.  

Reviewing the organization tab 
In the left menu bar, click on the Organization tab. This will reveal a chart defining how many 

organizations have buildings being used for a ‘type of building’. You then see the total number 

of buildings which are being used for that type.  

• Click on the number under the organization column header that is in line with 

‘All Buildings’. This will show off all the organizations currently within the 

system.  
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• Click on the organization name or click ‘edit’ across from the organization 

desired to review the organization profile.  

• The Building Count column is showing how many buildings which are tied to 

that organization are currently defined as ‘active’ or an election / the total 

number of buildings tied to that organization.  

• Search for a specific organization using the search box on the right 

• Use the ‘export’ button at the top to get this information in an excel file.  

• Click ‘export for import’ to update any organization information and re-import 

for a quick information update for the organization(s).  

 

Add a new organization   
• Click on the number under the organization column header that is in line with 

‘All Buildings’. This will show off all the organizations currently within the 

system.  

• Click ‘Add New’ 

• Define all the fields in red. These must be filled out in order to save the profile 

successfully.  

o Type: this is just categorizing the type of organization. We can have the 

type be setup to drive which building(s) get payment. Typically, only 

buildings tied to an organization that is categorized as a ‘private’ type 

have the opportunity to be paid for election use.  
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• All other fields can be filled out if desired. To tie buildings to an organization, 

that must be done in the actual building profile (within any of these tabs: all / 

potential/active building tabs). 

• Click ‘Save’ when finished. 

Edit an Organization 

• Click on the number under the organization column header that is in line with 

‘All Buildings’. This will show off all the organizations currently within the 

system.  

• Click ‘edit’ across from an organization.  

• Review/edit the profile as needed.  

o You can review the list of buildings that are tied to the organization. You 

can edit the building profile here by clicking ‘edit’ across from the 

desired building.  

o You can delete the building as well. Note: you will be deleting the 

building completely from the database. You can only delete a building if 

it is not currently in use.  
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Building Status Types 
Each building within the database has a status. The status is used to help you define the 

availability of the building.  

The definitions of the building status types defined below are just suggestions. You can define 

the status types as you need for your county: 

Unusable – buildings that you surveyed or visited but do not meet the standard requirements 

for being any type of election location.  

Inactive – buildings that you surveyed or visited and only meet some of the standard 

requirements for being a voting location. You can also use this status to define buildings that 

could be used for a VSPC, BUT the building owner notified you that the building isn’t available 

for the upcoming election(s). 

• Buildings defined as ‘inactive’ can be chosen to be used for: training locations or other 

uses. They can’t though be chosen for a VSPC.  

o You must update the building status from inactive to potential in order to have 

the building available to be chosen as a VSPC. 

Potential – buildings that you surveyed or visited and meet the standard requirements for being 

an election location. These locations are available to be chosen to become a VSPC. 

Active – buildings that have been defined as a VSPC.  

All Building Tab 
All building tab is where you can review all buildings in the database with their status type 

defined. You also can add new buildings to the database from this tab.  

The all building tab has a useful search box to the right of the screen to help you find the desired 

building(s). 

Keyword search allows you to search for a building by: building name/id#/address/zip 

code 

Review all the buildings tied to a specific type of organization 

Set the list to show only buildings of a specific status 

This tab also allows you to:  

Export the building list to Excel 

Export the location address labels to an Avery label 

Use an export for import feature to update specific information on the buildings 

Review the Poll Location Map – a way to review all the locations within the Google Map 

feature 
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Review the voter density Map – a way to review the precinct ‘general area’ and the 

locations within or surrounding the precinct.  

 

 

Adding a New Building 
All buildings are tied to an organization, or building owner. When adding a new building, you can 

choose from an existing organization, or add a new organization.  

1. In the ‘All Building’ tab → click ‘Add New’. In the ‘add new’ screen, all fields in red are 

required.  

 

2. Click on the magnified glass in the organization field. This will pop up all the existing 

organizations in the database. Choose an organization to associate with the building by 

clicking the box next to the desired organization and clicking ‘Save’. OR you can click 

‘Add New Organization’ if the desired org. isn’t listed in the popup.  
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a. If you click ‘Add New Organization’ from the popup, fill in the required fields in 

red and then ‘save’. Then in the popup, find the organization and click ‘Save’.  

3. Complete filling out the building profile as needed.  You can: 

a. Document contact names and information 

b. Upload an image of the building 

c. Attach other files about the building to the profile 

4. Once you save the new building’s profile, it’ll add to the all location list. All new 

buildings add to the database with the status of ‘Inactive’.  

Update the building’s status type in the all building tab 
If the building has a status of unusable, inactive or potential, you can update the status using the 

‘Change Status’ button.  

 If a building has a status of unusable – it can be updated to inactive or potential  

 If a building has a status of inactive – it can be updated to unusable or potential 

If a building has a status of potential – it can be updated to inactive or unusable 

Check the box next to the desired building. Then click ‘Change Status’. Choose the desired status 

from the dropdown and click ‘Save’.  

 

 

To update a building’s status from potential to active, this is done in the Potential building tab.  
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Potential Building Tab 
The potential building tab is setup to show you only the buildings that have a status of potential 

or active. Its use is to help you review only the available locations for an election.  

In this tab you can edit a building profile by clicking ‘edit’ across from the desired location. 

NOTE: Potential and active buildings have a tab within the profile called ‘Other Info’. This tab 

allows you to document building stats and ADA information. Update the fields as needed and 

then click ‘save’.  

 

Review the Poll Location Map – this map is filtered by default to only show off the potential and 

active buildings. The inactive and unusable buildings are left out of this map.  

Set a potential building’s status as ‘Active’ by checking the box next to the desired location and 

clicking ‘Set as active’. This will update the status of the location and move the building to the 

active building tab.  

You can also remove a building from the potential tab. If you do this, the building’s status will 

update to ‘Inactive’. Check the box next to a building and click ‘Remove from Potential’.  

This tab also has available the same search options as the all locations tab & the export feature 

for the building list and the address labels.  
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Active Buildings 
The active building tab is made up of separate tabs. Each tab houses a list of buildings that will 

be used for the election but for a specific purpose 

VSPC tab – list of buildings to be used as an election location. These buildings allow you 

to define if the site will be open during the early voting period and/or election day.  

Training Location tab – list of buildings to be used for training classes for the worker 

module 

24/7 Drop-off – list of buildings used for the 24/7 drop-off of ballot stations 

Designated Drop-offs – list of buildings which will have the ballot drop-off stations 

setup. The hours of these sites will depend on the building’s hours of operation. 

Post Offices – list of post offices that will be participating in the election 

Other locations – this is where you can define the other buildings that will be used to 

have workers assigned to.   

Click on each tab to review the list of buildings defined under each category.  

VSPC Tab 
This tab is election specific – meaning the election dropdown at the top is available for you to 

use to review the list of buildings that will be used for the listed election.  

Within this tab you can: 

• use the search box to find buildings listed here 

• Add a new building to this list – you’re not adding a brand new building but choosing a 

building from you potential location list to be added to the active list.  

• Remove buildings from the list.  

• Replace an existing building with a new building.  

• Export the building list or the location address labels. 

• Review the location map of just the active buildings 

• Define if the building will be used for the early voting period and election day, or only 

election day.  

Editing a building profile  
Click ‘Edit’ across from a building in this tab to edit and update the building’s profile.  This will 

open the screen up in the basic info tab for the building.  

The most important part of the basic info tab may be defining the election period use. Click the 

check box next to the desired use selection. This will populate the building in the worker module 

as a site that will need job title setup for. 

You must click ‘Save’ to save the changes made in the tab before moving to any other tab within 

the profile.   



KONNECH INC. 

Poll Platform Management System 

 pg. 31 

  

 

Updating Contact Info 
1. In the building profile, click on the contact info tab.  

2. Any information you update, you must click ‘Save’ before moving onto a different tab.  

Updating the Other Info tab 
1. In the building profile, click on the other info tab.  

2. This information is to help you understand what the building has to offer. Fill in the 

fields as needed and then remember to click ‘Save’ before moving onto a different tab.  

Add an election building to the list 
Whether your election was generated using a template or not, you can add more buildings to 

the VSPC list.  
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1. In the active building tab, click ‘Add’. This will pull up a popup that shows all the 

buildings that have a status of ‘potential’. Check the box next to the desired building and 

click ‘Save’. This will add the building to the list.  

a. If the building desired has a status of inactive or unusable, review the steps 

above to change the building status.  

Training Location tab 
This tab defines the locations that will be used for training poll workers.  

Click ‘Add’ within this tab to add a new building to this tab. The training location will then be 

present in the PWMS for training class setup purposes.   

24/7 Drop-off  
Click ‘Add’ within this tab to add a new building to this tab.  

Click the check box next to the building you want to remove and click ‘Remove’.   

Click the check box next to the building you want to replace with another one. Then click 

‘Replace building(s)’. This will allow you to choose which building you want to replace it with.  

Designated Drop-offs tab 
Click ‘Add’ to add a new building to this tab.  

Click the check box next to the building you want to remove and click ‘Remove’.   

Click the check box next to the building you want to replace with another one. Then click 

‘Replace building(s)’. This will allow you to choose which building you want to replace it with.  

Post Offices tab 
Click ‘Add’ to add a new building to this tab.  

Click the check box next to the building you want to remove and click ‘Remove’.   

Click the check box next to the building you want to replace with another one. Then click 

‘Replace building(s)’. This will allow you to choose which building you want to replace it with.  

Other Location tab 
Again – this tab is housing the buildings that you will assign workers to work at that are not 

considered a ‘VSPC’.  

Click ‘Add’ to add a new building to this tab.  

Click the check box next to the building you want to remove and click ‘Remove’.   

Click the check box next to the building you want to replace with another one. Then click 

‘Replace building(s)’. This will allow you to choose which building you want to replace it with. 

Asset Planning 
For each building within the active building tab, you can specify any special needs the building 

may need to make it work well as a voting center. You will be able to access the all item tab, 
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which comes from the asset management system, and pick and choose the items that will be 

needed at the location. You can also define the planned quantity needed for each item chosen. 

This will feed back into the asset module as a planning list for the different building(s).  

Note: this feature is not available for testing.  

1. In the asset planning tab, you’ll see all the buildings which are being used as a ‘VSPC’.  

2. Click ‘edit’ across from one.  

3. Click ‘add item’ to review the all item tab and choose items to associate to the building. 

These will be the items you plan to have at the site to make it a successful VSPC.   

4. Check the box next to the desired item and click ‘select’.  

5. Define the planned quantity needed for each item and click ‘save’. If you know the 

planned list is final, you can click ‘completed’ to eliminate others from adjusting it.  

Area tab 
The area tab is where you can group VSPC locations together for job title assignment purposes.  

Add New Areas 
• In the area tab, click ‘add new’ to add a new area.  

• Each area needs a unique name. define the name in the text field present 

• Click ‘add building’. This will generate the popup of VSPCs. Only the VSPCs that haven’t 

been associated to an area yet will be listed.  

• Check the box next to the desired location and click ‘select’.  

 

• The selected locations will be in the list for the new area. Repeat the step of clicking 

‘add buildings’ if you want to add more buildings to the rea. Click ‘save’ to complete the 

area setup.  
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Editing an area 
• In the area tab, click ‘edit’ across from an area.  

• Click ‘add building’ to add more areas 

• Check the box next to a building in the area list and click ‘remove’ to remove the 

building from this area list. 

• Click ‘save’ when finished.  

Precinct tab  
The precinct tab is where you can review / edit the list of precincts that will be used for the 

coming election.  

Precincts 
Clicking on the precinct tab will lead you to the page where you can review all the precincts that 

will be used in the coming election.  

Within the precinct list you can: 

• Add new precincts 

• Edit precinct profiles 

• Delete precincts from an election 

• Use the keyword search to find a specific precinct 

• Export the precinct list 

• Use an export for import feature to update precinct information like registered voter 

numbers 

 

Add a new precinct using ‘Add New’ 
In the precinct tab, click ‘Add New’. Define the fields in red. All other fields are not required to 

be filled out.   

When finished defining the detail, click ‘Save’.  
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Add a new precinct using ‘Import Feature’ 
1. In the precinct tab, click ‘Export for Import’. This will generate an excel sheet. In the 

excel file, fill out column A. You can also document the registered voter detail within this 

excel sheet with the precinct.  

 

Back in the precinct tab, click ‘Import’. In the import screen, browse for the file you just made. 

Check the box shown below the browse button to tell the system you’re going to update some 

fields from the excel sheet into PollChief. This will reveal options for you to choose with what 

you want to update. When ready, click ‘Upload’. This then will give you feedback with how 

successful the import was. It’ll tell you if you: 

• Added any new precincts 

• Updated existing precinct profiles 
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• Anything didn’t update do to error  

 

FYI: This is useful for when you are generating an election with no template.  

Edit a precinct  
1. Click ‘edit’ across from a precinct. Edit the fields desired and then click ‘save’.  

Delete a precinct 
1. Click the box next to the precinct and click ‘Delete’. The system will warn you about the 

action that is about to occur. You can click ‘continue’ or ‘cancel’. The system will then 

notify you if the deletion was successful or not.  

Export the precinct list 
In the precinct tab, click ‘Export’. This will export the data you see in the precinct tab.  

Payments 
Payments can be documented in PollChief for a building’s use for an election. Typically, the 

payment can only go to a building that has its organization defined as ‘Private’. Please contact us 

if this needs to be modified.  

You can send a building payment to the payment tab when you are ready to generate the export 

file. Not all building payments need to be in one export file. The system is setup to allow you to 

generate numerous export files with the proper pay for the current buildings with the 

‘approved’ payment status. Therefore, if you have a group of buildings that need to be paid 

before the election, you can generate their payment export. Then you can pay the remaining 

buildings on a separate payment export after the election.  

If the exported payment is incorrect, you can ‘void’ the payment and produce an export with the 

correct amount if needed.  

All exported pay files are kept in the system with the election it was generated for.  

Defining payments 
1. In the active building tab → review the list of buildings. Notice that some have a dollar 

sign icon next to the name. This is representing that the building is tied to a private 

organization.  
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2. Only private buildings will have a payment field in their profile. 

 

3. In the edit screen of the active (private) building, define the payment you want to send 

to the building for its use in an election. 

4. Currently, the address that will populate in the final payment export file is the building’s 

address. If you want the payment sent to a different address, click the ‘Define Mailing 

address for Payment’ check box and define the mailing address.   

5.  Click save once finished.  
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Sending Payments to the Payment tab 
1. Back in the active building tab, click the check box next to each private building you 

want to send to the payment tab. 

a. The payment tab is where the final pay export is produced defining the amount 

the building should be paid for the election use.  

2. Click ‘Send to Payroll’. This will place a yellow dollar sign next to the building name to 

help you recognize that this building’s pay amount is already within the payment tab.  
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Payment Tab – edit pay amounts 
1. Each building which has been sent to payment will be listed here. This is where you can 

finalize the pay amount for each building and then export the file with the final pay 

amount.  

2. Click ‘edit’ across from a building and its payment.  

 

3. Adjust the pay amount for the building if needed by typing into the adjustment box. You 

can type in ‘10’ to add $10 to the originally defined amount. Or you can type in ‘-10’ to 

subtract $10 from the original amount.  

a. Another way to adjust the payment is to change the pay amount from the 

building profile back in the active building tab.  

4. Click ‘save’.  
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Approve the building payment 
1. If the pay amount defined is correct, you can approve the payment so the system knows 

to export that amount into the excel file.  

2. In the edit screen for the building in the payment tab, click the approved check box and 

then click ‘save’ to make the payment view only. It no longer will be able to be edited 

with the approved status defined.  

3. To approve multiple building payments at once, be in the payment tab and click 

‘approve all checks’. A popup will appear asking if you are sure you want to approve 

them all.  Click ‘ok’. All building payments should be view only now and ready for the 

‘Payroll Export’.  

4. Note: all approved payments will show in the profile of the payment the date and which 

user marked the pay as ‘approved’ 
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5. Note: all payments which are marked as approved – the pay can no longer be changed 

from the payment edit screen or the building profile: 
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Un-approve the building payment  
1. Click ‘edit’ across from the desired building.  

2. You can unclick the check box next to the ‘approved by’ stamp. Note this is only an 

option IF the payment hasn’t been exported yet into the excel file.  

3. Click ‘save’ to release the approved payment status. The adjustment box will now no 

longer be view only.  

Removing a building from the payment tab 
1. In the payment tab, click the check box next to the building desired to remove out of the 

tab. (note: you can only remove building payments that do not have an approved or 

exported or voided status)  

2. Click ‘remove’. This will take them out of the tab.  

Exporting the payment to excel 
1. Clicking ‘Payroll Export’ will only pull the building(s) and the pay defined for it into the 

file IF the payment is marked as approved.  
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2. Review the popup to make sure the correct information is defined. Click ‘Export’ to 

generate the excel sheet.  

a. Note: once you click ‘export’, the excel sheet will be produced and the system 

will lock that pay in for the building.  

 

3. Clicking ‘EXPORT’ will produce an Export Event Summary number. This is just a way to 

track which export file the pay for the building is a part of. Also, clicking ‘export’ will 

change the building payment status from Approved to Exported.  

 

Voiding a payment 
1. If the check payment was exported with an incorrect amount, or you paid the incorrect 

building, or maybe the address was documented incorrectly, you can void the payment 

and produce a payment with the correct information.  Note: voiding payment can only 

happen if the payment status is ‘Exported’.  

2. Click ‘edit’ across from the building in the payments tab.  

3. Click the ‘Void’ box. A popup will appear warning you of your action if you continue. 

Click ‘ok’ to complete this process. 
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4. The system will now list in the building payment profile that the previous exported 

amount has been ‘voided’ by which use and when 
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Defining A replacement check after a payment was defined as voided  
1. Click ‘edit’ across from a payment which is defined as ‘voided’. Click the ‘Replacement’ 

button.  

2. This will produce a 2nd column of the payment data. You can edit the pay amount for the 

building using the adjustment box.  

3. When finished modifying the pay, click ‘approve’ and save. This payment then will be 

part of the next payroll export file. 
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Reviewing the Export Event Summaries 
1. In the payment tab, click ‘Export Event Summary’. The screen will list the current export 

event number(s) that have been generated for this election.  

 

2. Click on the ‘valid count’ number across from a PE# to see which building(s) are part of 

this event.  

3. If a building’s pay was defined as ‘voided’, the void column would have a number 

defined. Click on the number in the void count column for the PE# to see which building 

/pay was voided out.  

4. Click ‘export’ to create the export file again.  

Reports 
 

The Reports task allows users to create new reports for elections and manage already 

existed reports. 

Click the Reports task bar in the task menu section, and the Report List page will show 

all the reports of the default election or the election you are currently working on. If you 

want to check reports of another election, select the election from Election Index box at 

the right of the page. The All link is used to view reports of all the elections. 

 



KONNECH INC. 

Poll Platform Management System 

 pg. 47 

 

 

Create new reports 
 

In the Report List page, click the Add New button at the top of the page or at the 

bottom of the page. The Report Add/Edit page will appear on screen. 

 

 

1. Report templates 

The LMS has saved frequently used reports as report templates. 
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If there is a report template which has the same elements as the report you are going to 

create, select the template in the Template drop down list box. The system will 

automatically create the report for you. 

If you want to customize your report, select the Customized Report in the Template 

drop down list box. 

 

2. How to customize your report 

 

 

 

 

• Select the Customized Report in the Template box. 

• Type in a title in the Title box. 

• Select one option in the Data Source box according to what kind of data that will be 

included in the report. The selection of the Data Source will determine what will be 

available in the Select Fields section and the Condition section. 

• In the Select Fields section, select and arrange data fields that will show in the 

report. 
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Here users can customize the pattern of the report (see Fig. 21-2): 

a. Select the fields that will be included in the report: 

Check the boxes of the fields in the All Fields section and click the > button to move 

them to the Report Display Fields section. 

b. Arrange the fields in an order based on how the fields will be showing in the 

report: 

Check the boxes of fields that you want to move in the Report Display Fields. 

Use the Up, Down, Top, Bottom buttons to re-arrange the selected fields. 

c. Add other features to the fields in the Report Display Fields section 

Check the Need Sum box of a field if you want the sum of the filed to be showing 

at the end of the report. 

Check the List Order box of a field if you want the field to be sortable. 

Check the Letter Index box of a field if you want to have the Alphabet index for 

the field. 

• In the Condition section, set up a condition by selecting options in the boxes. Each 

drop down box is used to narrow down the records that will be included in the report. 

Only records that meet the conditions will show in the report. 

• Click the Preview button to preview the report. 

• Click the Save button to save the report. 

• Click the Back button to go back to the Report List page. 

 

Manage reports 
 

In the Report List page, users can also view a report, edit a report and delete reports. 

1. View a report: 

Click a report name link. The report will appear on screen. You can click the Print button 

to print the report or click the Export button to export the report to an Excel file. 

 

2. Edit a report: 

Click the Edit link of a report. The Report Add/Edit page populated with the report 

information will appear on screen. Make changes to the information and click the Save 

button for update. 
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3. Delete reports: 

Select the reports that you want to delete by clicking their check boxes. 

Click the Delete button and click the OK button in the pop up window to confirm the 

deletion. The reports will be deleted from the system. 

Street Index 
 

The LMS has a street index to connect a street, part of a street, or an apartment with its 

subdivision.  

Using the Street Index, the voting subdivision of a given address can be obtained, which 

is an important function for other PollChief modules: Worker Management System and 

Call Management System. 

 

Click the Street Index task bar in the task menu section, the Streets List page will 

appear. There are three tabs available: Street Index, Apartments and Dorms. 

 

 

1. Street Index 
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This is the default page of the Street Index task and is under the Street Index tab. 

The functions provided are: 

• View the streets list 

Alphabet Index Bar and Page Control Bar are available for viewing the list. 

Fields with underlined names can be sorted. 

• Search streets by street name or precinct 

Type the street name or part of the street name in Keyword searching box and click 

the Search button to search streets by name. 

Type the precinct number in Keyword searching box and click the Search button to 

search streets in a precinct. 

• View or edit a street/part of a street 

Click the street name link to view a street, or click the Edit link of a street to change 

the information of the street. 

• Add streets to the street index 

Click the Add New button, fill in the information in the Street Add/Edit page and click 

the Save button to add it to the street index. 
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• Delete streets from the street index 

Click the check boxes to select the streets that you are going to delete, click the Delete 

button and click the OK button in the pop up window to delete the selected streets. 

 

2. Apartments 

Click the Apartments tab in the Streets List page and the Apartments List page will 

appear. 

The functions provided are: 

• View the apartments list 

• Search apartments by apartment name, street name or precinct 

• View or edit apartment information 
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• Add or delete apartments 

To add an apartment, just type in the apartment name, the street name and the 

precinct number in the Add New box and click the Save button. 

Members tab 

The Members section allows you to review users to the platform.  

 

12.1 View member information 
1. Click on Members in the menu bar. 
2. All users of the system are listed.  
3. Using the line of letters at the bottom of the page, you can search for members 

by choosing the letter that matches the initial of their last name. 
4.  Click on the name of member to view the detailed information. 

 

View member information 
1. Click on the member’s name desired to review their profile. 

 

Add a new member 

For now, please contact kelly@konnech.com. They will provide you with a username/password 

for the platform module.  

 

 

mailto:kelly@konnech.com
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My Profile 

In My Profile, the information you view is what you have created for yourself.  You can 
edit any of the information and change your password.  Only you can see this 
information. 
 

View and edit basic information 
1. Click on My Profile in the menu bar. The Basic Information page is displayed by 

default. 
2. Make changes to your information in the corresponding area if desired. 
3. Click on the Update button after you have finished. 

 

 

Reset password 

1. Click on the My Profile tab in the menu bar. The Basic Info page is displayed by 
default. 

2. Click on the Reset Password tab near the top of the page. 
3. Enter the current password you use. 
4. Enter the New Password. 
5. Enter again to Confirm New Password.  
6. Click on the Update button after you finish. 

 

Weblog 
The weblog is a tab that tracks the activity in the system by each user. The search box is the best 

way to navigate through this information. 
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• Use the keyword search to find a record. Hover over the question mark icon next to the 

word keywords to understand what you can search for.  

• Choose an action type to find all the ‘add new’ activity or ‘edit’ activity.  

• Narrow into a specific election using the election dropdown.  

• Use the date range to narrow into a specific time frame.  

 

 

  

 
 

 

 

 


