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Sending Email Blasts in NationBuilder 
 
So you’ve got an email that you want to send out to the other volunteers and supporters 
in your area, how do you get that message out team your team?  
 
The following guide will walk you through setting up an email blast in NationBuilder so 
that you can keep your group up-to-date on where things stand. 
 
Broadcasters: 
1) To create a new email blast, go into the Communications tab in the blue bar at the 
top of the page and select your Riding Name from the drop down list.  
 
Now that you have selected your ridings email “broadcaster,” click on “Email.” You will 
see a list of previously drafted and sent emails, if any exist. Select “New blast.”  

 
 
2) Enter a slug and description (a slug is the name of your email). Leave an optional 
short description or note in the “Description” text box. 

 
 

3) Click . You will be directed to the “Recipients” section of your 
blast. 
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Select Recipients for your Blast: 
1) There will already be two filters setup for your whole riding - one for volunteers and 
one for supporters. The filters will automatically search for all of the supporters and 
volunteers in your riding and group them accordingly, so there is no need to update the 
list. 
  
2) You can find these filters by selecting “Filter” option and typing the name. The filter 
will be labeled with the following name structure: Riding Name-Volunteers or Riding 
Name-Supporters. 
 

 
 
If you are looking to send an email to a more select group of people, you will need to 
create a list or a tag to track that group. For more information on creating new filters or 
lists, please send an email to volunteer@sensiblebc.ca or check out NationBuilder’s info 
page on Lists, Tags, and Filters 
 

3) Click . This will direct you to the “Theme” section of your email 
blast. We recommend selecting the “Basic Theme” in the public themes section. There 
are many options to choose from but simpler design seems to do better. 
 
Adding Content: 
After you have selected your theme it is time to add content to the email that will be sent 
out to your list. 
 
1) The default sender of your blast is the name of your Broadcaster, which in this case 
will be the riding name. Change the sender by entering a new name in the “From” 
textbox. We recommend including your name or someone on your team. It personalizes 
the email and will encourage more people to open the message when they see it in their 
inbox. 
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2) Enter a subject line for your email in the “Subject” textbox. 

 
 
3) Enter content for the body of your email into the text box provided. At the top of the 
text box you will see this piece of code {{ recipient.first_name_or_friend }}. The code will 
automatically add the recipient’s first name to the email. Simply add Hi or Hey in front of 
the code and instead of Hey {{ recipient.first_name_or_friend }}, the reader will see Hey 
Nick for example. 
 
After the introduction, add in the body of your email. You may also want to add 
hyperlinks to an events page or Facebook event. Adding hyperlinks in NationBuilder is 
pretty straightforward. 
 
Go to the event page that you want to linked to in the email and copy the URL. Then go 
back your email and select the text that you want turned into a hyperlink. After you’ve 
selected the text, click on the hyperlink button (shown in the red box below).  

 
 
A small window similar to the one shown in the picture below will open after you press 
the hyperlink button. 
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Simply paste the URL from the page that you wanted linked to the email into the space 
where it says Link URL. Then select Open Link in a new window from the Target drop 
down menu and hit Insert. The text that you selected in the body should turn blue and 
be underlined. 
 
If you aren’t sure how to create an event in NationBuilder so that you can create 
hyperlinks, then check out NationBuilder’s how to page on this topic by clicking here or 
send an email to volunteer@sensiblebc.ca and we’ll give you a hand. 
 
Previewing & Sending your Email: 
After you’ve added all of your content, inserted the hyperlinks, you just need to hit Save 
and Preview button at the bottom of the page. Make sure to always save your content if 
you are going to come back and finish the email later. NationBuilder does not have an 
autosave function!) 
 
We recommend sending yourself a test email before you send your blast. Enter the 
email of your choice in the text box in the bottom right corner and click the “Send test 
email” button as shown below.  

 

After you’ve previewed your email, just click  to send your 
email blast immediately. This button will always display the number of recipients.  
 
You can also schedule your email to go out at a later time or date. If you want to 

schedule your email, click . 
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A pop-up box will appear. Select a date and time. The delivery must be scheduled at 
least one hour in the future. Click “Schedule” to confirm. 

 

Click on the blue link to adjust the scheduled time: . 
Enter a new date or time and click “Schedule” to save your changes. 

 
 
Those are the basics when it comes to creating email blasts in NationBuilder. Good luck 
and please contact Nick by email at volunteer@sensiblebc.ca if you have any questions 
or concerns. 
 
You can also find more information online by going to NationBuilder’s How to Page 
about creating email blasts http://nationbuilder.com/how_to_create_an_email_blast 


