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Introduction 
NationBuilder is Sensible BC’s central organizing tool. It houses all of the contact 
info and other key information for all of your volunteers and supporters. In 
addition, the system can send mass emails, integrate your content on social 
media, and help you track conversations with team members, volunteers, and 
supporters. 
 
As with any database, there is a learning curve associated with NationBuilder but 
getting to know the system definitely pays off in the long run. The following guide 
will walk you through how to sign into the database and how to use few key 
functions. We have also provided links to NationBuilder’s How-To Pages for each 
topic at the end of the section if you want more information or have any 
questions. 
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Creating an Account & Accessing NationBuilder 
Before you can sign in to NationBuilder, you will need to have an organizer 
create an account for you. If you don’t yet have an account contact your local 
Data Captain and they will get you started (if your team doesn’t have a posted 
Data Captain contact the Regional Organizer).   
 
Once your account has been activated follow these instructions in order to sign 
into the database: 

1) Go to sensiblebc.ca/login and sign in to your account by clicking on one of 
the 3 sign in options at the very bottom of the page 

2) Then click on the NationBuilder Control Panel tab on the right hand side of 
the screen to access the database 

3) The link will bring you to the NationBuilder Dashboard 
 
Profiles & Logging Information 
Every time a new person is added to the database NationBuilder automatically 
creates a profile for that individual. Every profile contains a full picture of that 
supporter’s interactions with Sensible BC including volunteer efforts, contact 
history, donation history, etc… 
 
Entering information and keeping your supporters’ profiles up to date is 
absolutely essential to ensuring that the best information is available to you, your 
team, and the campaign overall.  
 
Logging important information and contact history in NationBuilder creates a 
shared record to ensure that we are contacting supporters about issues that 
matter to them using only relevant information. Good quality records make our 
entire organization more efficient and effective. 
 
You can find more info on Profiles and all of the subcategories by going to: 
http://nationbuilder.com/how_to_edit_person_profile 

Finding & Tagging Supporters 
A database is only useful if you can quickly filter results to find only the people 
that you are looking for and want to contact. This is exactly what NationBuilder’s 
Quick Search, Advanced Search, and, Filter functions allow you to do. 

Quick Search 
Trying to find a specific person? The quickest way to find one person in the 
database is by using the Quick Search bar up in the top right corner of the 
homepage (shown below). 
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This search bar will allow you to find anyone by first name, last name, email 
address, or phone number. 
 
For more information about using the Quick Search bar go to: 
http://nationbuilder.com/find_people_pages_with_quick_search 

Advanced Search Function 
If you don’t have any luck using the Quick Search or you are looking to pull 
together a broader list of people, NationBuilder’s advanced search function is the 
right tool for the job. The Advanced Search function allows you to target specific 
sections of your list using as many variables as you want. 
 
For example, say you want to find all of the volunteers that were contacted by a 
specific person during the past two weeks. You can create search criteria for all 
volunteers, another for contact history, and final criteria for the specific phone 
caller. Instead of sifting through the whole volunteer list you can narrow it down 
to a handful of individuals very quickly. 
 
To use the Advanced Search Function follow these steps: 
 

1. Access the Advanced Search function click on the Funnel shaped icon 
from the home screen in the People tab (as shown below). 

 

 
 

2. After clicking on the Funnel Icon, you can add search criteria by clicking 
on Add Criteria button (pictured below) and then selecting a topic in the 
drop down menu (pictured on the next page).  
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3. To add additional criteria just click 
on the Add Criteria button again after 
selecting your first criteria.  
 

4. After you’ve selected all your 
search criteria just hit the yellow Filter 
button on the right hand side of the page 
and NationBuilder will pull up a list of all 
of the supporters that match your 
identified criteria. 
 
It is definitely worth taking the time to 
learn the Advanced Search Function 
because it will you and your team much 
more efficient.  
 
You can find more information about 
targeting and the Advance Search 
Function by going to 
http://nationbuilder.com/how_to_filter 
 

Saving Searches - Creating Filters 
Got a particular Advanced Search that you use regularly? Save it as a Filter and 
that way, you can simply click on your filter and it will automatically recreate the 
same Advanced Search. 
 
To save a filter, just click on the Save Filter button (shown below) and then give a 
name to your filter. This will automatically save your search criteria for future use. 
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To use saved filters, just go into the People tab and click on the sub-tab for 
Filters. This will pull up a drop down menu with all of your filters. You can either 
manually scroll down the list or just start typing the name of the filter to find what 
you are looking for. 
 
For more information on Filters go to http://nationbuilder.com/how_to_filter 

The Beauty of Tags 
Tags are an easy way to create dynamic, searchable groups of supporters within 
the database. Having an effective tagging system will allow you classify 
supporters, segment of key groups of volunteers, and generally make your 
NationBuilder experience more efficient. Tags can be added to supporter profiles, 
added automatically when a new person is uploaded, or can be automatically 
added when someone RSVPs for an event.  
 
What are tags and how are they used? Tags appear as part of every supporter’s 
profile (shown below). To add a tag simply click on the + icon beside the tags and 
a text box will pop up. While you are entering tags, a list of existing tags will also 
appear as a drop down menu below the text box. This feature allows you to 
simply click on a pre-existing tag instead of typing it all out. 
 

 
 
However, tags are only useful if they are properly added and maintained. 
Consider creating a tag naming structure for your team to use and make sure to 
give anyone that will be adding tags a copy of the Tag Tracking Spreadsheet. 
 
You can find more information about adding, removing, and tracking supporters 
with tags by going to: http://nationbuilder.com/how_to_tagging 
 
You can also find a list of existing tags and their definitions in Appendix 1. 
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Building & Using Lists 
A list allows you to phonebank, canvass, or geographically map groups of 
people. You can also email or send a text blast to everyone on a list. You can 
update multiple records simultaneously by batch updating a list. Generally, lists 
are used to record one action on a person's profile.  
 
While lists are extremely useful, keep in mind that they are not always the best 
way to organize your database. Use tags to keep track of people taking action in 
your nation and a filter will allow you to gather everyone who currently meets 
certain criteria.  

Building a List 
You can pull people in lists from many sections of the database we won’t go 
everything now but this will walk you through the basic mechanics. 
 
1) Start by going in the People tab and using the Advanced Search or clicking on 
a specific tag to bring up a list of people that you want to add to or remove from 
list. If you click on the word "Lists," a widget will appear displaying your nation's 
lists. 
 

  
 
2) At the bottom of the widget, click in the area that says "+Create list" 
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3) Type the name of your new list as shown below. 

 
 
4) Click the "Create" button. Your list will be created and appear in the widget 
menu. 

 
 
5) You can click the edit button next to the name of your list to edit its settings or 
to delete the list. 
 
Note: Creating a list works the same way regardless of how you open the widget. 
The lists widget is also available from the actions button and the arrow that 
appears at the far right side of a profile overview. 
 
The edit icon will only appear next to the list names when you click on the word 
Lists. So to work within a list, you'll want to click on the word Lists. 

Adding People to a List: 
	  

The actions button  in the toolbar at the top of the People section 
gives you the option to add people to a list. It is context-specific, which means 
the options that appear in the actions drop-down menu change based on how 
you're viewing the People section. 
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• In list view or household view, you can add everyone to a list or remove 

everyone from a list. 
• In single-person view, you can add the person you are viewing to a list or 

remove that person from a list. 
• Actions are not available in map view. 

 
To add people to a list in list view or household view: 
 

1. Click on the actions button. 
2. Click “Add all to list…" 
3. Click on the name of the list you'd like to add people to. 

If you have a lot of lists, you can search for a specific list by typing in the 
bar above the list names. 

4. A notification bar will display at the top of your control panel letting you 
know people are being added to your list. 

5. When the process is complete, the notification bar will update to say 
“People were added to [list name]." 

6. You can click on the name of the list from the notification bar to edit the 
list. 

 
If you want to add people to a list that doesn't exist, you'll want to create the list 
first, then follow the steps to add people to a list. 

Removing People from a List: 
The Actions button in list view or household view also allows you to remove a 
large group of people from a list. It works the same way as adding people to a 
list. 
 

1. Click on the Actions button. 
2. Click “Remove all from list…" 
3. Click on the name of the list you'd like to remove people from. 
4. If you have a lot of lists, you can search for a specific list by typing in the 

bar above the list names. 
5. A notification bar will display at the top of your control panel letting you 

know people are being added to your list. 
6. When the process is complete, the notification bar will update to say 

“People were added to [list name]." 
7. You can click on the name of the list from the notification bar to edit the 

list. 
 
Finding an Existing List 
Okay, so now you know how to create a list in NationBuilder. To find and use a 
pre-existing list, start by clicking on the People tab in the heading bar at the top 
of the page and then click on the subheading Lists. This should pull up a drop  
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down menu and a search bar. Select your list from the drop down menu or start 
typing the list name to find your list.  
 
IMPORTANT NOTE: If you are using the search bar you need to separate each 
word in the list name by an underscore. For the example shown below, I would 
need to type in Creston_Volunteers to find this list. 
 
After you’ve found and selected your list, you should land on a page similar to the 
one picture below. 
 
 
 
 
 
 
 
 
 
 
 
 

Splitting Lists 
If you are organizing a phone bank being able to split a Master list up into 
segments and share those segments with your team members is crucial. To start 
with, you will need to split the initial list up into segments. 
 
To split your list, click on the subheading Split. This will pull you onto a screen 
where you have the option to split the list into segments by number or 
percentage. If you are cutting up a list for a phone bank by number is probably 
what you want to use. 
 
Sharing Lists 
Sharing lists and sublists with other team members is extremely useful. There 
are two ways you can about this: Sharing via NationBuilder or Printing PDFs 
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Sharing via NationBuilder: 
Sharing through NationBuilder is useful if everyone in your team has 
NationBuilder access and they are comfortable using the system. To share a list, 
go through the following steps: 
 

1. Start by going into the Settings subheading in the list segment that you 
want to share 

2. Once you are in Settings, click on “Share with another person” drop down 
menu and start typing in the team members name and they should pop up 

3. Save the Settings and now your team member can access that list. 
NOTE: NationBuilder does not notify people that a new list has been 
shared with them so make sure to tell your team member that they have 
access to a new list and to give them the list name to help them find it. 

4. Simply repeat these steps to share additional lists 

Printing PDFs: 
Printing out call sheets is another option for sharing lists. This is particularly 
useful if you have volunteers that don’t have NationBuilder access. Using printed 
call sheets and having a single designated data entry person can actually be 
more efficient system.  
 
To print out call sheets follow these instructions: 

1. Go into the Print Sheets subheading in the list that you want to share 
2. After you’re in Print Sheets, click on Public Themes if you don’t land on 

that page by default 
3. Then select the Voter ID Call Sheet, by clicking on the Use this theme 

button on the right hand side of the page 
4. You will then have the option in the same subheading where you found 

Public Themes to click Generate PDF. Click on that link and then click on 
that link again once it says Download PDF. 

5. You can then print the PDF off or email it over to one of your team 
members. 

6. Simply repeat this process for each list that you want to generate. 
 
Key Functions for Lists 
That covers the basics of creating, splitting, and sharing lists with your team. 
Now lets quickly go over some of the key functions for Lists.  
 
Lists have three key functions that you will help you and your team stay 
organized and manage your data: Map View, Call View, & Data Entry View. You 
can reach each of these functions by clicking on the one of the subheadings 
marked by an arrow below. 
 
 



Sensible BC Campaign 
#311 - 207 West Hastings St 

Vancouver, BC, V6B 1H7  
Tel: 604-343-4687 

	   11	  

 

 

Map View & Turf Cutter 
A couple of the most useful tools are Map View and Turf Cutter. Going into the 
Map View function will plot everyone in your list on a map. The Turf Cutter allows 
you to manually draw boundaries around the plotted data and pull them into 
different lists. 
 
These functions are extremely handy if you are looking to get an idea of how 
distributed your list is geographically or if you are looking to pull volunteers from 
a specific neighbourhood. 
 
You can find a step-by-step guide to using Turf Cutter by going to 
http://nationbuilder.com/how_to_batch 

Call View & Logging Calls 
The Call View is phonebanking function. This allows you to pull up a list of 
supporters along with their phone numbers and log the result of each call. 
 
Some people will not be included in call view because there is no phone number 
associated with their profile or because they've asked not to be called.  
 
You can set the default contact type at the top of the page, which will be used for 
everyone on the list who doesn't have open follow-ups (see image on following 
page). 
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Call view allows you to log a single contact with each person on your list. You will 
see the person's profile overview and contact form. 
 
From the person's profile overview, you can add tags, set priority level, and add 
follow-ups to the person's profile. This means that you can log: 

• a phone call, including whether it was a meaningful interaction 
• an RSVP to an event 
• a note on their profile 

 
Since lists are intended to help record a single interaction between the people on 
the list and your nation, once you log a contact from a list, the contact will be 
recorded and the person will be removed from the list.  
 
Data Entry View 
If you print sheets for in-person canvassing or for people to record other 
communication, you can use data entry view to input those contacts. 
 
This view assumes that everyone on the list was contacted in the same way - so 
at the top of the page, you set the contact type, contact method, and who did the 
contacting. The "contactor," the person who communicated with the people on 
the list, can be anyone with control panel access to your nation.  
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For each person on the list, you can set her support level, contact status, and 
type a private note. To record the information, you click the "log contact and 
remove from list" button.  

List Naming & Maintenance 
As your team becomes more and more active in NationBuilder keeping track of 
all of your lists can be difficult. We recommend creating a naming structure for 
your lists that will make them easily searchable even if you can’t remember the 
exact name. 
 
It is also a good idea from the Data Captain to periodically go back through the 
team’s lists and get rid of old or obsolete lists. Regular list maintenance makes 
NationBuilder much more user friendly. 
 
CAUTION: When you are deleting lists make sure that you are only deleting the 
list and not the individuals on that list. Please be extremely careful to only select 
the “Delete this list” option. 

 

Tips & Support 
NationBuilder has excellent support pages with tons of videos and other 
content. I would strongly recommend checking out the How To section of their 
main support page by going to http://nationbuilder.com/support 
 
If you ever have a question about a specific database functions, try Googling 
NationBuilder and your question. NationBuilder also hosts a wide range of 
discussion forums and someone else is probably having the same problem 
 
Note: if you contact Nick before this step, this is exactly what he is going to do so 
it’s easier to cut out the middleman. For any other questions, contact Nick by 
sending an email to nick@sensiblebc.ca 
 
Other than that, it is just a matter of playing around with the system and 
familiarizing yourself with the features. Just be sure not to permanently delete 
anything. 
 
Have fun!! 
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Appendix 1 – Existing Tags & Definitions 
 
Tags Definition 

2015 Vote Pledge Pledged to help defeat the Conservatives in the 
federal election 

Federal Team Lead Wants to take on a leadership role during the 
federal election campaign 

Federal Canvasser Wants to collect vote pledges by knocking on 
doors and setting up at popular events 

Federal Caller Wants to make phone calls to help collect vote 
pledges and reach out to voters 

Federal Data Team Willing to help enter data remotely. Good team 
members for your data captain 

Federal Social Media Team 
Will help create, post, and re-post material on 
social media. Good team members for your 
Comms Captain 

Organizing Team Wants to take on a leadership role in their 
community 

Reg Canvasser Was a registered canvasser during the first 
referendum campaign 

Local Organizer Took on a leadership role at the local and/or 
riding level during the referendum campaign 

Riding Organizer Took on a leadership role at the riding level 
during the referendum campaign. 

Phone Donor Contributed to Sensible BC over the phone in 
the past 

Mail Donor Contributed to Sensible BC by mail in the past 
Donor Has donated to the campaign 

PAC Donor Currently a monthly donor 

Abbotsford South (ABS) 

All of our existing volunteers will have a 
provincial riding tag similar to this one.  
 
The riding name with the 3-digit identifier in 
brackets. We will be updating all new volunteers 
with riding information moving forward. 

 


