The New Working Families Toolkit

A Guide



The Working Families Toolkit is a web tool to help members order and print various fliers and training
materials. The new Toolkit will work on both PCs and Macs, as well as in any browser.

The url for the Working Families Toolkit is: www.wftoolkit.org
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password is “pass”

Forgot Password Create an account

The Toolkit uses your email address as your username. Your password will initially be “pass” (no

capitalization or punctuation). After you log in the first time, you should be prompted to change your
password to a personal password, rather than the general “pass”.

Registration

Complete the form below,
Search for your union and then your state,
then press register and the next time you log in use the user name and password entered below.

Registration Details

Organization cost centers
_Select_ t
|_Setect_

DAIr Traffic Controliers-NATCA
Airiine Pilots-ALPA

Transit-ATU e
DAUto Workers-UAW ——
Bakery Workers-BCTGM

School Employees Association-CSEA
ters-UB:

Workers-CWA
Directly Affiiated Locals-DAL
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DElevator Constructors-IUEC
Farm Workers-UFW

Fire Fighters-AFF

Flight Engineers-FEIA

If you need to register an account, click the “create an account” link on the WFTK homepage and
follow the instructions. The cost center you select should correspond with your primary international. If
you are AFL-CIO staff, select the cost center @AFLCIO

Once a user has successfully logged into the WFTK, and depending on the user’s account
settings (i.e. if a user needs to view multiple internationals’ materials) the user may be asked to select a
cost center before landing at the WFTK homepage. What this is basically asking is what sort of materials



the user wants to access, i.e. whether they’d like to see materials posted for all AFCSME members
versus materials posted for AFT members.
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@AFL CIO -

The Toolkit home screen includes a basic navigation bar, a search bar, and an advanced navigation bar.

WORKING FAMILIES . . .
T,

AFL-CIO

lew Favorite Cart

Orders  Admin  Help

® Menu Selection

Organ’ tion STUP

ATTACKS

PENNSYLVANIA'S
MIDOLE CLASS!

() Communications Workers-CWA
() Laborers-LIUNA

() Operating Engineers-IUOE

) Workers' Voice

PA: Paycheck: Stop the PA: Paycheck: Stop the PA: Paycheck: Don't Let
Attacks on Pennsylvania's Attacks on s Shut
58 SelectAll Middle cnu-Pu:ic Sector Middle Class (State You Up B
] Alaska (State Senators) Senators)
[ Missouri A flier for public sector A flier urging Pennsylvania A flier urging the Pennsylvania
[ New Jersey members urging Pennsylvania State Senators to oppose legislature to oppose paycheck
[ New York
Read More Read More Read More
[E] Ohio See Attributes See Attributes See Attributes
7] Pennsylvania

I Favorite

Material Type

advanced navigation

el 7 |

[7] Blectoral
7] lssue
k| Programmatic

AT TACKS




WORKING FAMILIES
Ml 171
eSS

o kINI1 1
AFL-CIO

Al New Favorite Cart Orders Admin Reports Help

Logout

O soue o3 basic navigation 12>

@ Menu Selection

— i
= O Select All Middle Class LWRONG
L O AFL-CIO =
- [ Communications Workers-CWA IEELIT

e R T =TS
—
States = Sumeio,
ST W ShLTen
=0 l Select All e E————
New Jersey Turnout Flier: It's Time to MO: Paycheck: Don't Let MO: Right to Work: Right to
Ohio Protect the Middle Class Jefferson City Politicians Shut Work is Wrong for Missouri
You Up Workers
Pennsylvania
Material Type A flier for IUOE members A flier for IUOE members A flier for IUOE members

The basic navigation of the Toolkit consists of the “all,”, “new,” “favorite,” “cart,” “orders,” “admin,”
“reports,” and “help” tabs. Most of these tabs are familiar and intuitive. However, there are a few new
features.

WORKING FAMILIES

TOOLKIT

AFL-CIO

All New Favorite Cart Orders Admin

make sure radio button is selected
Y searn ne s>

12 3 4 Next Page >=
- GO
® Menu Selection

=0 Select All
@ AFL-CIO .

STOP)

ATTACKS

It is important to remember to select the radio button next to the search bar when searching, so that
you will get the proper results. It is also important to keep in mind that you are searching within
whichever tab of the basic navigation bar you have selected, so if you search for “Wisconsin” and you
have selected the “New” tab, you will only see search results for “Wisconsin” that are within the “New”
tab.
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The advanced navigation on the left of the homepage is a great new feature for users. To help you
narrow down and find the material you need, select the boxes next to the attributes of the material you
are searching for, and hit the “go” button next to the search bar. Your results will then be displayed to

the right of the advanced navigation column.
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There is also a way to “favorite” items, which comes in handy when you would like to order a piece, but
don’t want to search through the Toolkit to find the particular piece again and again. To favorite an
item, select it as a “favorite” and press the “go” button in the top left of the page to the right of the

search bar.
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After adding a material to your favorites, you will be able to see it under your “favorites” tab. To remove

a favorite, simply unselect the favorite box and hit the “go” button again.
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Customizing a flier on the new Toolkit is similar to doing so in the old tool, but with some improvements.
To begin customizing your flier, press “select” below the thumbnail of the piece you would like to

customize.



Confirm your material and quantity

Complete the information requested below and then select “next”.

MO: Paycheck: Don" ¥

order information

Use Address on Stationery 815 16th Street NW, Washington, DC j

Order Detais

<< Back Next>>

You will then be prompted to provide information regarding your order, including quantity and expected
date of use. To select a piece for download only and have the pdf available for you to download, select a
guantity of “1”.
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Confirm your material and quantity

Complete the information requested below and then select “next”.

Front PR Pavcheck Non't | et Harrishira D

| May 2014

Su Mo Tu We Th Fr Sa
enter expected date of use for the material
you are ordering

Orde Netails

‘ 22 23 24
| 25 26 27 28 29 30 31

use this piece

<< Back Next>>

Entering the expected use date of the material is new to this version of the Toolkit. It has been added for
reporting and compliance purposes.
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Confirm your material and quantity

o J

Complete the information requested below and then select “next”.

style
Front Stop Attacks On Pennsylvania's Middle Class (white background) E|
back option
Back ‘ E|
Order Details
1 B
Quantiy
Date you plan to

use this piece:

<< Back Next>>

A new function of the WFTK is the ability to order back to back fliers without having to place 2
separate orders. To order a double-sided flier, users will find a drop down menu below their front piece,
which lists the options the front flier can be backed with. The backs that are available to be doubled up
with the front piece has the same cost center as the front piece, so a user would not be able make the

error of ordering a PA front with a MO back, for example. It is very important for users to order double-
sided fliers this way, otherwise compliance reports will be erroneous.

€ 2 whtoolict org Step New a5 front- 1341 "8 9 4+ he =
Confirm your ma
Complete the information requested below and then select “next".
select back

Back

Quantty
Date you plan to
use this peece

<<Back  Next=>
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PA: Payg#eck: Don't Let Harrisburg Politicians Shut You

AN IMPORTANT MESSAGE FROM

Upload/Select Image

Select Logo

Don't Let Harrishurg
Politicians Shut You Up

Out-of-state CEOs and their allies o

For more information, contact

at

in Harisburg fat

Cancel Next>>

CALL YOUR STATE (Su!SLATORS TODA

Tell them to vote ay, vinst & tacks on working people

STATE SENA STATE HOUSE
888- 86?14 8771-972-44]3
23

S

House Bill 1507

L THERg TO OPPOSE THESE BILLS and all other legislation
eakens or destroys workers' rights to freely bargain

enter flier details for customization

class people like us deserve real rights and red Feedon

flier can be ( e S e s
previewed here ’ e

You then will be able to customize and preview your flier, much like the old tool. When you are finished
customizing your piece, select the “next” button.

review flier customization and order details

Please ensure

etails, go to (link). When your material is properly prepared, click “next”. To
print 4 K

Edit Order Details

Organization AFL CIO
Name MO: Paychey Let Jefferson City Politicians Shut You Up

Quantity
e Wednesday, April 23, 2014

Don’t Let Jefferson City

Politicians Shut You Up

Out-ofstate CEOs and their allies e pusing

Special Instructions

Download  Save

> Add to shopping Cart >:

when finished, add to shopping cart

CALL YOUR STATE LEGISLATORS TODAY



You will then have a chance to review your customized flier and order details before adding your order
to your shopping cart.

Shopping Cart

Below are all the materials currently in your shopping cart.
You can continue shopping and adding to your cart, or press the "Checkout >>" button to order all the materi:
remove an item in your cart, simply uncheck it. Click on 2 to view or edit an item. Click X to remove an mate

Item # Date Qty Name Actions

. PA: Paycheck: Don't Let Harrisburg Politicians Shut You Up P X

¥ PM6442M 14 11:21AM | 250
e bl 4 Date you plan to use this piece:: 05/31/2014

Delivery Details / Billing Details

Company Name
Attention To

Contact Phone Number

Select a Delivery Address . 815 16th Street NW, Washington, DC v

Select your address from the drop down box above or click here to enter a new address

or

Country = United States v
Street Address
City

State v

Zip

once finished reviewing order details, check out
or continue customizing more materials

Continue Shopping  Checkout >>

Once your flier is added to your cart, you can choose the shipping address. You will then have the option
to continue customizing more materials, or checkout. When you have finished inputting your shipping
information, hit the “checkout” button at the bottom. Upon selecting “checkout” you will be brought to
an order summary screen.
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Checkout order summary
Please review your order details below. To W—

Deliver To
815 16th Street NW

aficio.org Washington DC 20006
USA

Product
MO: Paycheck: Don't Let Jefferson City Politicians Shut You Up

88, Apr 23 2014 11:33AM 950 MO: Paycheck: Don't Let Jefferson City Politicians Shut You Up

Order Detalls

PO Number
<< Returnto Cart Submit Order >>

This screen allows you to look at your order one last time to ensure accuracy before selecting the
“submit order” button at the bottom.

i Thank You

‘Your material has now been ordered

order number

O the main menu

Click here to logout

Cart # CT727
Organization: AFL CIO
Ordered By Emmy Torre
Phone (888) 555-1212
Email etorre@aficio.org
Deliver To 815 16th Street NW
Washington DC 20006
USA
ltem# Date Qty Name Product
PM2190 Apr232014 11:34AM 950 MO: Paycheck: Don't Let Jefferson City Politicians Shut You Up MO: Paycheck: Don't Let Jefferson City Politicians Shut You Up P

Once you have submitted your order, you will be given an order number and your order will be sent in
for approval. Your order will also be visible now in you order history, which you can view under the
“Orders” tab in the basic navigation bar near the top of the page.
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Jiew Orders

Click 'view' to go to the order details and a proof of the selected order

search All Orders for p FEVI Oous o rd er
' information

‘ound 19

Cart =
Quantity Order Name Product tntug
Number

Awaiting
Approvalgdre-orde
Awaiting O view
Approva

g ,Jview

014 12:03PM1334 PM6476 250 PA: Paycheck: Don't Let Harrisburg Politicians Shut You Up PA: Paycheck: Don't Let Harrisburg Politicians Shut You Up

4 12:03PM1334 PM6442 250 PA: Paycheck: Don't Let Harrisburg Politicians Shut You Up PA: Paycheck: Don't Let Harrisburg Politicians Shut You Up

lay 21 2014 219PM 1 Immigration Relo Busting Myths Powerpoin|

Immigration Reform: Busting Myths Powerpoint

e you p Approvalgdre-order
a R ting Myths P t Awaitl Jview
lay 21 2014 1:45PM 1308 PM6297 1 Immigration Reform: Busting Myths Powerpoint i<on Feesorm: Busting Myhs owerpol aiing 5
Date you plan to use this piece:: Approvalere-order
Immi f ting M P it view
lay 21 2014 1:43PM 1306 PM6296 1 Immigration Reform: Busting Myths Powerpoint miigration, Refom: bus |pg Ayms gwerpoint Awalting 2
Date you plan to use this piece:: Approvalg¥re-order
PA' Paycheck: Stop the Attacks on Pennsylvania's Middle PA: Paycheck: Stop the Attacks on Pennsylvania's Middle Awaiting 2 view
I 12014 1:43PM 1 PMB27! 5
L Ssliil =0 Class-Public Sector (State Senators) Class-Public Sector (State Senators) Approvalére-order
view
lay 21 2014 12:10PM PM6265 250 OH: Governor: Ed FitzGerald for Working Families OH: Governor: Ed FitzGerald for Working Families Saved .'f '

When viewing your orders, you are able to see the status of your order (awaiting approval, accepted, or
declined), as well as order details.

View Orders

Click 'view' to go to the order details and a proof of the selected order

Search All Orders for
Search by Cart # Bl Go  Advanced Search
click here to re-order materials
oun
Cart Order PO .
# # Nunbar Quantity Order Name Product
Apr 232014 1:22PM 733 PM2197 250 Turnout Flier: It's Time to Protect the Middle Class Turnout Flier: It's Time to Protect the Middle Class Ne e' o
Apr2320141:20PM 732 PM2196 950 MO: Paycheck: Don't Let Jefferson City Politicians Shut MO: Paycheck: Don't Let Jefferson City Politicians Shut e
You Up You Up redre-order
% . . i tick s . g i itici ) view
Apr 232014 1:18PM PM2195 950 MO: Paycheck: Don't Let Jefferson City Politicians Shut MO: Paycheck: Don't Let Jefferson City Politicians Shut Saved pe)
You Up You Up ¥ remove
: : Don'! i ici : : Don'" i itici Pview
Apr232014 11:34AM727  PM2180 950 MO: Paycheck: Don't Let Jefferson City Politicians Shut MO: Paycheck: Don't Let Jefferson City Politicians Shut g pel
You Up You Up elre-order
3 . " i itici . . " & » S view
Apr 232014 10:28AM725  PM2184 50 MO: Paycheck: Don't Let Jefferson City Politicians Shut MO: Paycheck: Don't Let Jefferson City Politicians Shut New pel
You Up You Up sere-order
. : . ) o " 1 . Pview
Apr 17 2014 3:03PM PM2120 1 ) Reform: F to Ci P point igration Reform: R to Citizenship Powerpoint Saved Sranoie

New to the Toolkit is an often requested feature to be able to reorder previous orders. This is especially
handy for users who are ordering a lot of materials for different internationals, as they will not have to
fill out the information for the header, footer, and logo repeatedly. Users are able to change the



guantity of the new order, for added flexibility. To reorder a past material, go to your order history in
the “Orders” tab, and click “re-order” next to the piece you would like to use again. You will then go
through the customization and checkout out process.

If you have any questions or comments, please email: toolkit@aflcio.org or etorre@aflcio.org,
or call: (202) 637-3962.
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