Indivisible Mobilize ' . ‘
Guide Y1

Note: THANK YOU to Swing Blue Alliance and Lisa Kretsge and Susan INDIVISIBLE
Labandibar for creating this guide!

Create webinars, online meetings, online fundraisers, virtual phone banks and texting
events and postcard pickups.
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Getting Started

Creating an event page will allow you to promote your event, manage signups for your event,
send out reminders and private information, and collect feedback from your attendees.

Click here to create your event.

Creating Your Event

Event Title: Please include the type of event, your first name and your town and state.
(example: Phone Bank to turn Florida Blue, hosted by Julia from Arlington MA).

Event Type: Choosing the appropriate event type (Phonebank, Letter Writing, etc). Mobilize
will not promote events without an event type.

Event Description: This is the description of the event that appears on the event sign up
page. Please make sure to add your name, contact info, and the name of your group to the
Event Description.

Location: Select In-Person event for a postcard-distribution or you may receive RSVP's from
over-eager out-of-state volunteers. Enter the full address and click “Only Attendees Can See
this Location.”

If you select a virtual event, enter the zip code under Event Location.
Event Visibility:

o Public events: Will be promoted on the main Indivisible Mobilize page and
website MAP

o Private events: volunteers must have the link to sign up for the event.

Event Logistics & Accessibility
Event Contact Phone (not shown to Attendees)

Additional information for attendees:


https://www.mobilize.us/dashboard/indivisible/event/create/

Add your pickup location, phone bank link, a script, training video, best practices
document, or other information for your volunteers.

For a postcard/letter pickup, you can use the following message, which will be
inserted into mail sent to attendees:

Please pick up packets from *Your Address* (insert any additional
directions that may be helpful to volunteers)

Pickup Times: You may pick up your packets at any time between ___and

Payment method: Please pay with check or Venmo. Make checks payable to
*Your Name*®, or Venmo at @Your_Name

Here'’s the message your attendees will receive:

Hi Name —
Thanks for signing up for Event Name on Date
Here are the details of your event:

What: Event Name
Contact: Host Name, Host Number
Add to Calendar: Google | Yahoo

[The text you typed above will be inserted here ]

Looking forward to having you!

PS.If you're no longer able to attend, please cancel.

Special Questions and Custom Photos

If you would like to ask your guests a question, such as how many postcard packets they wish
to pick up, you can add the question after you click "Host this Event." Just edit the event and
find the option to add a custom field. See Edit Event, below.

Alternatively, you can ask guests to register twice. See “Other Options” below.



https://calendar.google.com/calendar/render?action=TEMPLATE&dates=20200801T160000Z%2F20200801T170000Z&location=Virtual+event&text=Online+Zoom+Call+-+template&details=For+directions+on+how+to+create+an+online+invitation+to+a+Zoom+call%2C+please+see+the+%5BMobilize+America+Guide%5D%28https%3A%2F%2Fdocs.google.com%2Fdocument%2Fd%2F1EfJo_QjQjKOX2-H-QVnnCkm52j3RTl5t18Vc2o_WDf0%2Fedit%23heading%3Dh.ws55r0o4flc9%29%0A%0ANote+from+the+organizer%3A%0A%0AJoin+us+via+your+laptop%2C+iPad+or+mobile+phone+by+clicking+on+this+link%3A%0A%0Ahttps%3A%2F%2FSwingLeft.zoom.us%2Fj%2F6114089930%0A%0AYou+may+also+join+via+desktop+computer%2C+but+make+sure+to+test+your+video+camera+and+microphone+beforehand+by+visiting%3A+%5Bhttp%3A%2F%2Fzoom.us%2Ftest%5D%28http%3A%2F%2Fzoom.us%2Ftest%29+beforehand.%0A%0AIf+you+are+not+able+to+use+Zoom+on+your+phone%2C+you+can+dial+in+to+the+meeting++where+you+can+participate+via+audio.+The+easiest+way+to+do+this+is+click+on+the+one+tap+mobile+number%3A%0A%2B16468769923%2C%2C6114089930%23+%0A%0AOr%2C+you+can+use+the+dialpad%3A+%28646%29+876-9923%0A%0AWhen+prompted%2C+enter+the+Meeting+ID%3A+611+408+9930%0A%0AWhen+joining+by+phone%2C+press+%2A6++to+toggle+mute%2Funmute+and+press+%2A9+to+raise+your+hand.%0A%0Ahttps%3A%2F%2Fwww.mobilize.us%2Fswingleftboston%2Fevent%2F262505%2F
https://calendar.yahoo.com/?v=60&view=d&type=20&st=20200801T160000Z&dur=1%3A00&in_loc=Virtual+event&title=Online+Zoom+Call+-+template&desc=For+directions+on+how+to+create+an+online+invitation+to+a+Zoom+call%2C+please+see+the+%5BMobilize+America+Guide%5D%28https%3A%2F%2Fdocs.google.com%2Fdocument%2Fd%2F1EfJo_QjQjKOX2-H-QVnnCkm52j3RTl5t18Vc2o_WDf0%2Fedit%23heading%3Dh.ws55r0o4flc9%29%0A%0ANote+from+the+organizer%3A%0A%0AJoin+us+via+your+laptop%2C+iPad+or+mobile+phone+by+clicking+on+this+link%3A%0A%0Ahttps%3A%2F%2FSwingLeft.zoom.us%2Fj%2F6114089930%0A%0AYou+may+also+join+via+desktop+computer%2C+but+make+sure+to+test+your+video+camera+and+microphone+beforehand+by+visiting%3A+%5Bhttp%3A%2F%2Fzoom.us%2Ftest%5D%28http%3A%2F%2Fzoom.us%2Ftest%29+beforehand.%0A%0AIf+you+are+not+able+to+use+Zoom+on+your+phone%2C+you+can+dial+in+to+the+meeting++where+you+can+participate+via+audio.+The+easiest+way+to+do+this+is+click+on+the+one+tap+mobile+number%3A%0A%2B16468769923%2C%2C6114089930%23+%0A%0AOr%2C+you+can+use+the+dialpad%3A+%28646%29+876-9923%0A%0AWhen+prompted%2C+enter+the+Meeting+ID%3A+611+408+9930%0A%0AWhen+joining+by+phone%2C+press+%2A6++to+toggle+mute%2Funmute+and+press+%2A9+to+raise+your+hand.%0A%0Ahttps%3A%2F%2Fwww.mobilize.us%2Fswingleftboston%2Fevent%2F262505%2F
https://email.mg.mobilize.us/c/eJxNT8tuhDAM_Bq4gXAebDhw2C3d30AOMWza8FAShNqvr6teKvvgGdkzY9fPqBrlSt-LRjSNBAVatsLUUKvOvD-GOzzeWj3A0BWqWZd63a0P_pvqM5Wv3iDNZpI31chOO4KJpJHSWpiV0Yi3MvSvnI9UyHshntzXdf2XYCZNL3JnIB4tgFEcoRLQmkohYWWcnqsWOss2uuX6lZHPA2P2kz8w-30bvSvkIG9aa-gK0aaMmaXlIMrYp4AWN-ctRn4gXX5bAs253uNS5j75ZTuPkVb0YUyn_aApc9YVP4lhpDHvY6TFp0yR1689Bva6H3F3DP_O8tdBzMEPiMFo7A

You can also change the photo for your event. Our recommended size is 1200x630px (or
check that the thumbnail looks okay).

NB. You need a user account with Organizer permissions to make these changes. If you
would like to upgrade your account, please email luke@indivisible.org

Other Options to List in Your Event Description

Here is a sample event description from Swing Left Rhode Island.

About this event

We CAN hold onto our majorities in the House and Senate in 2022 -- but not without
your help. The midterms are closer than they appear. NOW is the time to encourage
as many folks in key states to register to vote.

HOW THIS EVENT WORKS:

e Theisa contactless "pick-up at a location on the East Side of Providence"
event at 273 Morris Avenue.
On event day, pick up your packet(s) of postcards to write from home.
Postcards should be written and mailed within one week of pick up, or by the
date specified on the instruction sheet.

e Each packet will contain instructions, postcards, addresses, and--while
supplies last—-40 cent stamps!

THE SMALL PRINT:

e Ifyouwould like two packs of postcards, register twice. Be sure you have the
time/volunteers to write as many as you reserve. Quantities are limited.

e CANCELLATION POLICY: To cancel, use Mobilize or email
renwhitaker@gmail.com. Please be considerate and give as much adequate
notice.

e MEMBERSHIP: To become a member of Indivisible X, visit www.indivisiblex!

Thank you, as always, for doing your part to preserve our democracy!

-John and the team at Indivisible X!

Event Dashboard


mailto:luke@indivisible.org

Your Event dashboard lists all of your events. Past events are on their own tab. Using the
blue buttons at the top, you can email all the past attendees of your events or create a new
event.

Events Exportas CSV ~ Email my past attendees
Event name ~ Type - m Location = More filters ~

Upcoming (0) Past(4) Promoted (54) Awaiting Review (0)  Awaiting Verification (0)

Name and type Location Owner Latest time All signups Actions
Pass the For the People Act and Protect Our Demaocracy Cambridge, Susan 3/06/21, 29 -
Virtual Letter Writing MA Labandibar 10:00am EST
Part Two: Election 2020 Traveler's Tales B ‘E’:sg: sibar 12/20/20, w08 | -
Virtual Solidarity Event 7:00pm EST
+2 co-hosts
", . . . . . Susan .
Letter Writing with Working America to Flip Georgia . 11/22/20, 7:00pm
. e — Labandibar 144 hd
Virtual Letter Writing EST
+1 co-host
La:;?bBr?:keP:ill:zylvama From Your Own Living Room - Cembridge, Susan 8/07/20, o .
g P MA Labandibar 10:00am EDT

Other

If you can't see these buttons, contact luke@indivisible.org to request an upgrade to your
account.

Edit Your Event

You can change anything that appears on your RSVP page - edit the description, change the
address or time, change the maximum attendees, etc. Just go to your Event dashboard, find
your event, then click on the black triangle at the right end of the row and select "Edit even
my t" from the pop-up menu. After you have edited your event, save it by clicking "Submit"
at the bottom of your event description.

If you change the time or date of the event, those changes will be reflected on the public
calendars.

View Signups and Add Attendees

From the Event Dashboard, click View Signups. This
takes you to the Shift Details screen.

Maxt time Actions

1401720, 12:00am EST -

View published event

Edit event



http://mobilize.us/dashboard
mailto:luke@indivisible.org
http://mobilize.us/dashboard

To manually add attendees -- either people
i:iefstdl:ﬂta;\:c::;?ehrr;dige-Voter Registration By Mail Party - WhO respond by phone or emaﬂ, or WhO
A simply show up -- click the + New Attendee
button, and type in their contact information.

Attendees

Email Your Attendees

You can easily send an email to people who have signed up for your event. You can also
email attendees of past events.

Email Attendees from a Single Event:

From the Event dashboard, click the title of the event. On the next screen, click the Email
Attendees button (top right). Compose and send your email. You will get a copy of the email
you send.

Email Attendees of All Your Past Events

You can send an email to everyone who attended a past event that you hosted. (Your
attendees can choose to unsubscribe from these emails.) You can do this from the Event
Dashboard. See the Event Dashboard section above.

Email Attendees from a Single Shift of a Multi-Shift Event:

From the Event dashboard, click the title of the event. Scroll down to Shifts and Signups.
Select a shift. On the next screen, click the Email Attendees button (Under Supporters).
Compose and send your email. You will get a copy of the email you send.

Feeling fancy? You can use markdown to make stylistic changes to your emails. For best
practices on when to email your attendees, see this article from Mobilize


http://mobilize.us/dashboard
http://mobilize.us/dashboard
https://www.markdownguide.org/cheat-sheet
https://docs.google.com/document/d/16JE_qen2Vsz94KA6j3wJUxPOvXVhTAar8bjsO14se7A/edit

Export Registration and Attendee Information

If you use Mailchimp or other bulk email software, you can add your attendees to your email
list.
e Gotoyour Event Dashboard and click Past to get to a list of your events that have
already taken place.

e Click the event title to get to the Event Detail Page

Your Events

Upcormning (0] Past (1)

Mame Status Mext time Actions

Cambridge - Vioter Registration By Mail Party - Tuesday, Decamber Approved MNothing scheduled

e Scroll all the way to the Shifts and Signups Shitts and Slgrape #
section at the bottom and click the Export — :
signups button -

IIIII Registered  Confirmed  Completed  ShiftRatings

g § ¢

e Mobilize will send you a link to the list. It
expires in 24 hours.

Creating a Custom Event on Mobilize

If you would like to create your own event, we've made it easy for you. Just go here


https://www.mobilize.us/dashboard/swingleft/events/past/
https://www.mobilize.us/dashboard/indivisible/event/create/

Making Pledges, Interest Forms, and Anytime Online
Actions

To make either a pledge, interest form, or online action, simply choose that option after clicking
“create an event” and fill in the relevant fields! You can find more information on these here.

Create new event or action

e iy,

Scheduled event Anytime action

Supporters attend at specific dates Supporters take action from

and times. anywhere, on their own time.

’t’ *!‘y

Petition Pledge or interest form

Supporters sign a petition to Supporters express interest or
support your cause. pledge to take action.

o_0
alda
ah
Group

Supporters join a group.

Not sure which to choose? Learn more

Upgrading Your Account

If you would like to create a different type of event or action, you will need an organizer
account. Contact the support team at luke@indivisible.org.

Using Zoom Breakout Rooms

See Joel Silberman’s excellent guide here.


https://help.mobilize.us/en/articles/4231950-how-to-create-an-anytime-action-so-volunteers-can-take-action-online-on-their-own-time
mailto:luke@indivisible.org
https://docs.google.com/document/d/1rIFsbYLXuiXr5ggAcF91vq8fALydi_FPChDVKbSxBFo/edit

Other Resources:
Mobilize Host Guide
Best practices for messaging volunteers


https://help.mobilize.us/en/articles/5108000-mobilize-onboarding-for-hosts
https://docs.google.com/document/d/16JE_qen2Vsz94KA6j3wJUxPOvXVhTAar8bjsO14se7A/edit

	Indivisible Mobilize Guide 
	Getting Started 
	Creating Your Event 
	Special Questions and Custom Photos 
	Other Options to List in Your Event Description 
	Event Dashboard 
	 
	Edit Your Event 
	 
	View Signups and Add Attendees 
	 
	 
	 
	 
	Email Your Attendees 
	Email Attendees from a Single Event: 
	Email Attendees of All Your Past Events 
	Email Attendees from a Single Shift of a Multi-Shift Event: 

	Export Registration and Attendee Information 
	 
	Creating a Custom Event on Mobilize 
	 
	 
	 
	 
	 
	Making Pledges, Interest Forms, and Anytime Online Actions 
	Upgrading Your Account 
	Using Zoom Breakout Rooms 
	Other Resources: 

