Action Builder - User Guide
This guide goes over how to use our Online Caucus Registration Tool via Action Builder. The information will
then be moved into the DFL VoterFile. In order to log in, you will need to request an account at
dfl.org/caucusplanning. This must be done by January 23, 2021

GETTING STARTED & LOGGING IN
1. Type http://dfl2022.actionbuilder.org/ in your
phone’s web browser

2. Click on FORGOT PASSWORD. A reset link will
be sent to the email used, use this link to set up your
account.

3. Click on 2022 DFL CAUCUS-PRACTICE

4. Select the three vertical dots in the upper right
corner, then select TASKS

5. Select “Caucus Sign In Practice”

🔍 on top to find a person.

6. Use the search bar

dfl2022.actionbuilder.org
1

7. As folks arrive, type their name into the search bar

9. To confirm check-in status, you can review the
TO-DOs listed under their name. Their name will
highlight in grey if they are checked in.

8. Click on their name, have them confirm their info.
Click ADD to the right of each field to input new info.
To confirm or update their info, click on the three
vertical dots to update the info.

10. To add a new person, click on the blue person
icon, and enter their info.

This tool also allows you to add additional information about each caucus attendee. This includes adding
delegates, alternates, caucus roles, and more. To note: If you are unable to locate the person, please follow
the instructions in Step 10 before proceeding

POST CAUCUS DATA ENTRY
11. While in assigned task, click on attendees’ name
to fill out more info. Click on INFO button to begin
data entry.

12. Dropdown option will appear for you to include
data. Click ADD. Fields will appear to make
selection. Select all applicable fields.
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