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The database structure

* A cascade or hierarchy structure where
each ‘organization’ (region, country,
chapter group) is a ‘point person’ for all
those downstream.

* The membership/email admin is assigned
one of four logins allowed for each country
or chapter. They use this login, rather than
their own personal one to work in the
database/emailing.




How to login

Go to www.democratsabroad.org e SIGN IN WITH EMAIL

& JOIN/SIGN IN v 1. Click “Sign in with email, fb, or twitter”. s
2. Once on the "Sign In" page, find “Sign in @  rocmremsammsas
with Email“.
% Join with Email 3. Fill in the username and password and
click “Sign in with email”.

Username = your organization login
electronico Password = password assigned to you

@1 Sign in with &%, for ¥

Password

Remember me

SIGN IN WITH EMAIL

aaWiki &

% Unase con correo

dems@democratsabroad.org]

4. After signing in, to access your Control Panel, mouse over your country S
name & click the Control Panel link

tit Control panel

3 Your pages



about:blank

Rules for the admin login

3 The login to use for membership and/or emailing is the one you receive after passing certification:
info-yourcountry+tAA@democratsabroad.org or info-CC-yourchapter+tAA@democratsabroad.org

- The Global Helpdesk/IT team are the only ones who can give out this login. Do NOT give it to others.

- For data safety, when writing to the Helpdesk, NEVER ever send the login and password in the same
email!

3 You DON’T need to activate this login and you must not reset the password and do not edit any
of the data. Simply enter the info-... email address and password on the sign-in page.

3 If you get an error message that the email address and password don’t match, check that a space
hasn’t snuck in somewhere at the start or end of the info-... email address or password. If it’s still not
working contact the Helpdesk right away.

E Do NOT link this login with your personal facebook page (nor with your country or chapter fb
page). This may change the name of the login.



mailto:helpdesk@democratsabroad.org
https://democratsabroad.nationbuilder.com/login
mailto:helpdesk@democratsabroad.org

Search people...

Your left nav menu

Once you’ve logged in you’ll see the main navigation menu on the left side of the
page. Here are the key features.

# NationBuilder
-

ﬁﬁJul Dashboard Dashboard — to view your activity, contacts made, and follow-ups needed (slides 6-10)

People — find, edit, tag, group your members and much more (slides 11-26) — Do NOT use

People
this page to add new members because it does not create all the needed backend coding.

Communication 3l Communication — the tab for email blasts and broadcasters

Settings Settings — view your account settings (do NOT change any of these fields for your
country/chapter Point Person account!)

Live site Live Site — a quick and easy way to move from the database side to our website — the
public side




New Member process: How to know when you have a
new member in your country or chapter — Method 1

Techie messages from NationBuilder (our database platform):

* When a member joins, or moves to your country or is assigned to your chapter. You will receive a message with a
subject line: You are the new point person for XXX

* If a member uses VoteFromAbroad to join DA, the subject may be: XX has answered a survey (the database’s way
of telling you that the person has entered your country as their residence)

* If someone has moved from your country or been assigned to a new chapter,
the subject will be: XX is the new point person for YYY

Let us know if you should be receiving these messages and don’t or suddenly stop receiving such messages!



mailto:helpdesk@democratsabroad.org

New Member process: How to know when you have a
nhew member — Method 2

Dashboard e Overdue @

Goala Activity Followup Growth Contacts Calendar

Activity  Followup  Growth

eSnoopy the dog

~ 1weekago - Verify and Approve New Member More

a 3 0 1,052 90 .78 6
Note: Another way to find new members is to search (filter)
1. On the Dashboard click the Activity tab to see the list of for the type of follow-up needed: Open the “All Types’ box,
people who need a follow-up. Make sure you have selected then select Verify and Approve New Member. See slide 20
the “YOURS” tab to see just our own members. on filters.

2. Click the needs follow-up link to see the pending members.
And in general the most recent members, those pending

3. Click on the person’s name to open the record and verify approval, appear at the top of the full membership list on
their membership data the person tab.




Special case: A new member asks you to ‘join’ them

1. The ONLY WAY to add a member yourself is to fill out the
join form at the member’s request (the form you used when

] NEWS v OUR PARTY v COUNTRIES v TAKEACTION v DONATE VOTE v & JOIN/SIGN IN v

Qv =+ Signinwith &%, forw

e you joined Democrats Abroad). Make sure you are signed out
e or using a different browser.
JOIN DEMOCRATS ABROAD Click Join with Email or www.democratsabroad.org/join
© 0 0 O 2. Double check that you are creating a separate new member
S mom s join. There have been instances where 2 or 3 new member
were mixed in the same join form — or with the info-*-@
e login!
6’ 3. Enter the member’s information in the join form.
When you reach the final screen and click finish, the point
person (probably you) will receive an email from Nation
Builder that a new member “has filled in a survey” and the
I B member will also receive confirmation.
4. Never EVER use the New Person button at the top of the
e e [ screen. This creates an incomplete record and a real mess!

J New person
===
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Special case:
Email Addresses: Duplicate or Shared address?

Like almost all databases, Nation Builder considers the email address to be a unique identifier.

So if, when joining a new member or editing an existing one, the program says that the email address
already exists, you should search your database for the email address (see how to do this on slide 17).

- If you find your member already in the database, then you should update this member record instead
of creating a new one. And remember to set the Last Verified Date (see slide 11)

- If the email address belongs to someone else in the family, then you can nevertheless create the new
member giving them a unique email address, using a slight trick:

Example:

Existing member’s address: Alreadymember@gmail.com
New member: Alreadymember+sharedl@gmail.com
Second new member: Alreadymember+shared2@gmail.com

If you CAN’T find the member with the matching email address, send it to the Helpdesk and we will
search for it globally.



mailto:helpdesk@democratsabroad.org

Contact type

The Membership Process: @ oot -
How to Approve a New Member -

Contact status

Answered
Bad info
Dashboard Edit Location Profile Network Relationships Social cap " . Inaccessible
2. Make sure you see “Verify and Left message
) ° o o Approve NeW Member” Meaningful interaction
Verifiid Member opted in volunteering donated i Not interested
oA 3. Click “Mark as followed up for No answer

e 0 Verify and Approve” Refused

Send information

Tl e G 4. Click the blue button to confirm other
Add anoter the contact with the member.

Broadcaster

5. See the next slide on how to x DA Czech Republic -
Approve and Welcome a new
member in just one step

Set support level

1. To log the first contact between Select v
DA and the new member, after Set priority level
verifying the member scroll Select v
midway down the screen and click e Mark as followed up for Verify and Approve New Mermber

Log Contact. e



The Membership Process: Do 2 things at once:
Approve and Welcome a New Member

vore @G losconmct  rsve 1. Countries that approve and welcome S e
new members at the country level X Verify and Approve New Member -
To .
can do both at the same time. i -
snoo fakemail.com . - . emove social capita
Pye Click the Email link in the Dashboard. oes B
From Broadcaster* o
"DA Czech Republic" <Info-Czech-Rep 1. You can send a copy to anyone else of
choice (such as the chapter chair).
Add Bce
ec:c 3. Write your message and scroll below to

make sure you see “Verify and Approve
New Member” and click “Mark as followed

Note: there is also a method to welcome a group of members in up for Verify and Approve”
one more sophisticated email, sent from the country/chapter 4. Click the blue button to send the Email and
broadcaster. Contact the Helpdesk for information on this. Approve the new member.



mailto:helpdesk@democratsabroad.org

The Membership Process:
Last Verified Date/Expiry Date - Updating

1. Use Log Contact (see previous slide) to confirm that someone is still a member
X Verified Stil Lving n Country living in your country. See our guide on things you can do all year long to verify
your members.

Osc v

2. Open the contact type and select “Verify Still Living in Country”
- 3. Click the blue button to confirm the contact with the member.
p— * The Date last verified is set or updated automatically when a member joins, uses
et mererer VotefromAbroad, verifies themselves, RSVPs to an event, is contacted via CallHub or when
Noanswer someone else ( = you the admin) verifies them.

» Setting this Verified contact will set an “Expiry Date” 4 years later. (Tip: You can find this
-2 date on a person’s record by clicking the Edit tab, then Memberships.)

X DA Czech Republic

Set support level

* When the expiration date approaches you will be warned that the member needs follow-
up.

Select v

Set priority level

Select v

* Important note: “Expired memberships” will not be included in the official membership
e count, BUT are members in every other sense of the word.



https://democratsabroad.atlassian.net/wiki/download/attachments/6794805437/DA-Membership-Training-VerificationTips.pdf

The Membership Process: Last Verified Date/Expiry Date - tips

Not all Types of Contact update the Last Verified Date/Membership Expires date
General principle: the Type of Action refers to your (DA's) action NOT the
- Method member’s

Delivery Email -

Door knock

- When the contact type is more interactive the dates ARE updated: Face to Face,
Meeting, 1-1 Text, Webinar, or Other.

Email Contact type
Email blast

X Verified Still Living in Country
Face to face

Facebook

- The LVD/Expiry is NOT updated when we contact someone via Email, Phone
Call, Video Call - UNLESS you combine contact type with certain types of

N — results, (such as Email / Answered or Meaningful Interaction. This is a good way

Anewered to provide more precise information, rather than simply 'other’

Meeting Osc e

Phone call
Robocall

Snail mail

Text Bad info

1-1 Text @ Inaccessible

Text blast Leftmessage - To check: Go to Edit/Memberships. The Expiration Date should be 4 years from
Tweet :ea_r"“gf””“:e“"““ today’s date (this field may not be updated immediately however).

Video call ot intereste

Webinar No answer

See our Guide for information on how to verify your members regularly

Linkedin Refused

other

> @

ST e throughout the year.

Other
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A couple of things you can do on the Edit tab
and a thing you shouldn’t do

Important note: Be sure to consult the GDPR guide for instructions on when you can and CANNOT edit a
member’s data!

Hay To assign your member to a chapter, scroll down to the Point Person (on the right about
taly-Centa I half-way down and open the list assign the appropriate chapter Point Person
Italy-South
o When updating an email address, if “Bad email address” is clicked
this means the old address was on hold. So make sure you unclick

shoopythedog@fakemail.com

this button.
| Bad email address
But DON’T use the delete button on the edit page:
If you need to delete a member, add the tag “delete member”. _L A
This record will then be processed for full deletion within 48 e

hours. Do not delete them yourself because some important steps B o |

do not get done.

Dielete

IMPORTANT: ALWAYS scroll to the bottom of the page to save your edits

T



https://democratsabroad.atlassian.net/wiki/spaces/ITpolicy/pages/2937718928/GDPR+Compliance+Policy+and+Expectations

What you can do on the Location tab

Dashboard Edit Location

Dashboard Edit Location Profile Network Relationships Social capital Paths Merge dupl

G Home (Primary) Registered Billing Work Mailing User Submitted Facebook A neat feature is the map neXt to the addreSS!
R o . 1. Home (primary) —the address abroad, in
Country your COUﬂtry
oo 2. Registered —the US address where the
Street address member is registered to vote
1600 Pennsylvania Ave NW s
et 3. Mailing — used for APO addresses or mail
Apt, Suite, etc. serv i ces
NOTE: You don’t need to do anything with the
Cit OMmapbox
. R —— other address tabs.
ashington DC
Exact Match

1 IMPORTANT! Don’t forget to click Save Location!!!




Moving a member to a new country + special case for the USA

T g Locatian | Frences  Profle Nework R Back to USA: For people who have asked to join the “US Alumni
Group” after returning to the USA simply tag the record as
rome(Prman) - Regstersd - Bling - Herk e “Move to US”. They will be processed as a “returned member”
Streetview 0 others at this address Wlthlng 24-48 hours.
Country

For all other cases (moving to countries other than the USA):

0‘ ¥ Zambia W

1. BEFORE going to the location tab, first Edit any new non-street

Street address address data you have, like email address, phone number, etc. This
dambwa north - is because once you change the address (country) you will no
e _ ' longer have access to this record.
Apt. Suite, etc.
2. Open the Location Tab and go to the Home (Primary) Address —
Open the Country scroll box and select the member’s new country.
o 3. Remove the old address and enter the address in the new country if
Humastone (&) . you have it. If you don’t, enter as much info as possible (city at
State Exact Match least).
Southern 4. This will update the Point Person to the new country. Both you and
Livingstone, Southern Province the new country’s admin will receive an email from Nation Builder

about this point person change.




How to set up the Leadership list on your
country / chapter page

E  Addtag
Mowolm Cancel Dashboard Edit Location Profile

= 5
i 4
IT: Admin 2 Headline 3
IT; Blogger 4 f
IT: Event Publisher 4 Italﬂ Chall’ NONE e
0 > Dashboard Edit Location

Priority

1. In the square just under the member’s basic data, add the tag XX: Leader (where XX=ISO
country code, for chapters: XX-Chapter: Leader). Click to select then click Save. In this
example IT=lItaly

2. Click the Profile link, then scroll down to Headline and enter the person’s office.

3. Set the Priority: 5= Chair, 4= VC, 3= Secretary and/or Treasurer, 2= Legal Counsel and/or 3

Voting Rep, 1= other officers.
There are 2 ways to do this: Click the little bars next to the add tag icon under the person’s

name, select level then DOUBLE click to set. Or go to Edit, Priority and choose.

4. Click on Live Site near the bottom of the black navigation menu. Search for your country to e
see the result

X 5-High ~




The easiest search box

The quickest search is from the box in the upper right-hand corner, next to your
loginicon

Search people... v

Search is “contains” Here are the easiest quick searches:
- Sure-fire quick finds: ID number or full email address

- Quick finds:
- Last name (unless the name is super common)
- Part of email address ex: myaddress@ or @serviceprovider.com. You have
to include the @ so the search knows to look for emails.
- % is the wildcard to use when you don’t know if the person uses full name,
double last name, etc. For example: Ale%Cort would help you find Alexandra
Ocasio-Cortez. R%Bur% will find Richard Burton and Raymond Burr.



Using the filter to find your members - 1

2R v EPV @v

Matches ai

~ ofthefo

l Name

Tags
Lists
Groups
Personal

Profile

‘ Ralatinnechine

The Filter is a very complete Boolean search tool.

Click the funnel to open the tool. Choose all or any, and click Add
Criteria to choose first the criteria type, then the actual data itself. Or
else enter a field name in the search box.

Important note for countries with chapters: Always make sure that
you select "Showing: People" before you search for your People! If you
select People and Organizations you risk taking the wrong action with
one of your chapter organizations (like assigning one chapter to
another chapter’s point person)

View: List view v Sort: Recently added Showing: People ~ 1to0 30

People
Organizations

People and Organizations




How to find your members - 2

The easiest way to enter search criteria is to just begin typing the
(0\9\ ~ EP ~ @ A

word
Matches ai ~ ofthefo

Some helpful searches:

Your whole country: Membership Country (located in Custom Fields)

People in a specific chapter: Point Person

| Members by voting state: Registered Address State

Pending tasks: Needs follow-up

To add criteria click Add Group Row on the
right or Add Criteria on the left.
To cancel a criteria click the X on the right

View: List view Sort: Recently added

Single-personview Choose Single-person View or List View from the
T drop down navigation in the top right

Add criteria v Add Group Row X Household view

Map view




How to find your members - 3

Tags

Back - Tags X
‘ | ‘ To search on a certain tag:
1. Click “Tags (multiple)”
2. Choose with all or any - or with none - then click the Select box to display
gising the name of tags

Has been tagged
Date tagged 3. You can also add another row to a search group to include one type of tag

and exclude another — useful for emailing. For example, choose a tag to
include people people tagged, then Add a Group Row to add other criteria
excluding people who have opted out of certain types of emails.

Matches ai ~ of the following:

withany ~  of the following Tags (multiple) Select

e matching an + of the following:
] with any withany ~  of the following Tags (multiple)
with all
I with none LI
withnone ~  0Of the following Tags (multiple)

and Opt out: local news events  x

Opt out: voter alert emails X




How to lasso in a group of members:
Map View

Use Map View to visually locate members living in a
L .o ope
. Benevento! | & specific area, for example for a targeted mailing.
Zoom into the area and use turf cut to trace an area.

Then you can tag them or add them to a list

Caserta ®
Casal di LI °

- Princ

o]
Ay - A,
Y o
A
o

Avellino

Cerignola Aeepi

N |
9
L]

M Turf Cut
e

\

For our special Guide on the Map View, click here


https://democratsabroad.atlassian.net/wiki/download/attachments/6794805437/DA-Membership_MapView_FALL2019.pdf

I’'ve found my people, now what do | do?
Saved Filters, Lists and Tags

SAVED FILTERS are one of our most powerful tools. They are dynamic groupings of people
who match certain criteria. Create filters to target people in your database by specific
criteria.

LISTS are a relatively static way to organize people within your database intended for one-
time use or for batch updates. They are not dynamic, however, meaning that list members
who no longer fit the original search criteria are NOT removed, and people newly fitting the
criteria are not added.

TAGS are used to find people who have characteristics in common, so you can generate
lists and filters, and group people according to your needs. Tags are also permanent, and
won’t change or update unless you do so manually, or via batch update.

Want to learn more about filters, tags and lists? RULE: Any list tag or filter you create must start
Here’s a general explanation by Nation Builder (some with your country or group code, ex: DE-Berlin
aspects explained, however, may not apply to Democrats Abroad) ~ Young Dems, NZ-Wellington, GWC-ERA



https://support.nationbuilder.com/en/articles/2305593-filters-vs-lists-vs-tags

I’'ve found my people, now what do | do?
Saved Filters, Lists and Tags - 1

Save dynamic filters of criteria you need regularly (city, zip codes, etc.)
- For example: a local group that’s not a chapter
Remember to preface the Saved filter with your country code: Ex: NZ-

Wellington, FR-Young Dems

Matches al ~ of the following:

withany ~  of the following Tags (multiple)

— You can create a new Saved Filter by adding criteria to an existing

e it e Saved Filter (ex: adapting GOTV TX VOTERS to limit your filter to voters
who are also in the Women’s Caucus). Add the additional criterion (Tag

is any= Global Womens Caucus), then make VERY sure you click Save

Filter As and give your own filter a new name (DE-TX-and-GW(C). If not,

GR-saampe e you’ll render the original filter unusable.

Save filter

Save filter X

Want to learn more about filters, tags and lists?
Here’s a general explanation by Nation Builder (some
aspects explained, however, may not apply to Democrats Abroad)



https://support.nationbuilder.com/en/articles/2305593-filters-vs-lists-vs-tags

I’'ve found my people, now what do | do?

Lists — 2.1

1t0300f162 < > Actions ~

Add all to list...

Remove all from list...

e Add to list

Q. Ready to vote

No matches found for Ready to vote. Create new list?

Create list Cancel

italy_email welcome

Create list

Wiew all

1. Add the members found to a list so you can (for example):
- Send them a targeted email
- Add them to or remove them from a chapter, etc.

To add (or remove) several people at once you must filter for them, and
then make sure you are in LIST VIE\  view: tistview -

2. To find the list, start typing the name. For a new list, type the name and
when prompted click Create List

3. To edit - or delete - a list, look for the name then click mouse over the
number of people in the list to display EDIT. (You can also create a new
empty list here as well)

It’s a good idea to delete a list when you’re through using it and then create
it again the next time.

See the next slide for things you can do with a list.




I’'ve got my list, now what do | do?

Lists — 2.2
O

162 people Households Batch update

Overview Mapview Callview Dataentry view

Bypass webhooks

Update all 162 people

e Delete this list

Split

Settings

1. You can choose various actions —the most useful is
batch update (ex: assign point person, add or remove
tags for a series of people, etc.) — see the next slide.

2. After the action scroll to the bottom of the page to
click Update all x people — make sure Bypass
webhooks is clicked.

3. To Delete the list once you’re through using it, click
Delete this list on the bottom right.

Want to learn more about batch updates?
Here’s a general explanation by Nation Builder (some
aspects explained, however, may not apply to Democrats Abroad)



https://support.nationbuilder.com/en/articles/2305972-how-to-use-lists-and-batch-actions

I’'ve found my people, now what do | do?
Tags - 3

Tags are used to highlight certain criteria or characteristics. They can be added manually (ex: to tag people who voted in
your last AGM or who are members of your local caucus).

Some tags are also added automatically, like when someone is contacted via CallHub, or uses Vote From Abroad.

You can also set up an autotag to be applied when people click a button in an email — but this takes a bit of expertise.
See the Guide here.

If you create a tag, make sure you preface it with your country or group code.

You will see that some members have lots of tags — please do not delete any just because they may look meaningless to
you.

162 people Households Batch update Split Settings

You can also use the List function to add or remove tags in bulk for several people
at once. -

+| Bypass webhooks

Update tags for 162 people



https://democratsabroad.atlassian.net/wiki/download/attachments/6794805437/DA-Email-Training-AutoTag_FieldLabels_GoogleForm_MAR2021.pdf

EMAILING: Broadcaster — What’s that?

Each DA country, chapter, caucus, committee, etc. has a
“broadcaster” linked to its address. All our external email
communications are organized around broadcasters.

A broadcaster can send messages using various different sender

names, but it will always use the same email address — that of
the organization it represents (global, country or chapter).

T
SLIDE 29




How to Access your Broadcaster

1. Login as your country/chapter, with the info-... address and password that were
assigned to you. If you're logged in and on the DA website, open your tool bar and open
your tool bar & click “Control panel” to access your main Dashboard.

& ITALY ~

® Logout (J) Communication () 2. Click "Communication” to view
broadcaster list.

DA Italy 3

dWiki & 3. Then click your broadcaster name.

DA Haly Election Board 2021

a DA Italy Bologna 4. If you don’t see your broadcaster name in
DA Event Reminders the initial drop-down list, no worry — simply

th Control panc g click Manage Broadcasters to open the

& Your pages viewsllbroadcasterts (g whole list and use the browser’s search

button to find your country/chapter name

to open your broadcaster.

SLIDE 30




Broadcaster Dashboard

Communication > Search people.. ¥ 1. When you open your broadcaster
DA |ta|y window YOou Can Start a new email
blast by clicking “New Email blast” at
Email: Info-Italy@democratsabroad.org - 220 email blasts - AZ, GA, NC, NV voters please help: check your ballot the top.
TODAY! 10 days ago
Textinene Add textmesssong 2. You can also click the Email link to
Twitter: none - Connect Twitter account . .
Fa@k_ none - Connect Facebgokpage o elther Send a neW blast Or reVIeW
_ past emails.
e e e e Click on hyperlinked references for

more detail on each message (for
more information see slide 23)

Activity for =~ Alltime 4 >

® [Italy started a new email blast from DA Italy ] v

A Aoass nrn

EMAIL BLASTS

Nationbuilder calls emails sent to
groups of people “blasts.”

SLIDE 31




Settings: Giving a Name and ID (“slug”) to your new blast
x  New email blast

Settings >

o You can return to this step to edit this info and add A/B test vaniants.

MName

Emailing Guide Nov 2020

Short, like "Issues

Slug

emailing_guide_nov_2020 ‘

1. NAME and AUTOMATIC SLUG

- Give your new blast a short but clear and uniqgue name to identify it. (Note: this does not appear anywhere on the
email)

- Click in the “Slug” field to automatically generate the unique document identifier (a required document identifier that
does not appear on the delivered emails). The slug can be edited, if needed, to make it shorter (30 character limit) or
render it unique.

IMPORTANT NOTE When creatlng an email blast you must move from one tab (step) to the next. Click “Save

SLIDE 32




Settings: From name, Subject line and Cloning

From + Add variant 2. From: (no longer on the content tab). You can
change the sender’s name to personalize your

DA Ital . .
= message, and also test with variants.

<Info-haly@democratsabroad.org=

Subject line: (no longer on content tab)

— et You can always return to this Settings tab to edit the
Subject line for my email Subject line if you want.
You can also test the effectiveness of a Sender
Preview text name or Subject line by adding variants.

Preview text — We intend to implement this option

ncreases conversion rate, but is confusing if they forward the email since Shortly.
the original recipient's email address will appear in the form

_ 3. CLONE
Clone from previous blast . .
You can clone a previous email, for example for
Select v reminders or similar emails you send out regularly.

If you wish to clone an earlier email, select it from
the dropdown list.

When finished, you must click Create blast at the top of the screen to move to the

SLIDE 33



Theme: Choose a Theme

% Emailing Guide NOV 2020-2 (5rarr) iess thana minute ago Once you’ve chosen
settngs + Theme - : > \ your theme, click Save
Q and continue to move
| | to the next tab, or
TR Click X in the upper left
to return to the
Dashboard.

DA No Logo White Julia Bryan democratsabroad ( PUBLISHED ) 11 days ago switch to

DA Blue with Logo Julia Bryan democratsabroad ( PUBLISHED ) 11 days ago switch to

1. Choose the “ CUSIOMMAEMES” tab to access Democrats Abroad email themes (even though
there are several themes listed, the only ones available for use are the first three).

2. To choose a different theme, click on the one not in Boldface and click the “switch to” that
appears. (Note: when you clone a page, this option will probably not appear).

3. If you want to insert your own country logo at the top of an email, switch to the Custom Header
“DA No Logo White” and insert your logo, as you would for any other image (see slide 14 ).

Note: It’s vital to use DA custom themes as they include the DA footer with opt-out and
address information.
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The Content tab — where it all comes together

% Emailing Guide NOV 2020-2 (57arr) & minutes 00

Settings > Theme > Content > >

Deskiop Mobile = Text Manage files Send test email e
® Add Normal o

"
lil
%
85
!:.|
1
i
il

ZADEMOCRATS ABROAD @~ v TE

First name or "Friend" --

Friend -- Broadcaster name

DA Italy Primary site URL

We will review the various parts of this tab in the pages that follow, but here are a few main features:

1. Click and drag the line between the 2 boxes to expand the editor box,

2. OR, click the Fullscreen button - tc eate your message, then after click the button again to collapse the screen. e

3. Click the Save and update preview \:: the bottom of the page) to review your message.
4. To change the Sender name or Subject line, return to the Settings after clicking Save and update. >

Save and update preview
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The Email Content Editor - Components of an email
blast

x  Emailing Guide NOV 2020-2 (5rarr) & mnes 200

Settings > Theme > Content > >

Desktop Mobile = Text Manage files Seld test email
@ Add Normal
] 3 Ca

=X DEMOCRATS ABROAD a8 1

First name or "Friend” --

M
Tl
%
85
I~
|
i
il

|=
ii
i

Friend -- Broadcaster name

DA ltaly Primary site URL

Manage files: You can now add files to hyperlink without having to leave the Content tab. After uploading
the file, right click and copy the file link for pdfs and docs, then use the hyperlink button in the content
editor.

Content box: The next pages will explain how to enter and format content, adding images and file
hyperlinks. The template already mcludes a “first name “and broadcaster token. For spam-filter reasons

your message should be written ou ved in '2g poster.
Save and update preview L
Once you’ve finished your text, clor Clicn to move to the recipients tab
NN aYa 10 o ()
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Entering content - general
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You can obviously type directly in the content box, but it’s easier to paste in formatted text.
- Keyboard: Use Ctrl+V (PC), Command 38 V (Mac) - Touch screens follow the usual steps: ‘

A few things to do directly on-screen:
- Add the colors to your words in NationBuilder — they don’t transfer from word processing.
- Set up any numbered lists in the content box or simply type a number in front of your paragraph if it's easier.

TIP: To keep a consistent line spacing, it's helpful in your Word file to replace the paragraph mark (*p) with a manual line break ?I (circumflex lower
case |). You'll need to retain the paragraph mark though if you want special formatting for a paragraph.

HTML codin J —you can enter, paste, change or copy the source code by pressing the <> icon.
TIP: HTML experts will find it easier to fix the line spacing by substituting some <p> with <br>

SLIDE 37




The new Email editor — Formatting 1

® Add Normal ot o
Bution

= = 2 T *|: €3 = = = )

= = & 2 1 } See next page for these options Smart field

\erdana R T Ll a = 1= Table
Horizontal lime

@ . » button groups several advanced options, described on slides 14-17.

To change font size open the Font style box and choose one of the Heading sizes. The results aren’t always what we expect
Normal here, though, so play around with this and send test emails to a couple people with different email programs.

Indents: This option has been slightly improved and functions like a normal paragraph indent command.

Hyperlinks: The hyperlink icons are really handy for inserting/editing, unlinking and opening a hyperlink (available on the
second icon set displayed when you mouse over a hyperlinked text).

P The Remove Formatting function may come in handy to start from scratch if the formatting you had set doesn’t look like you
had expected.
22 =
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The new Email editor — Formatting 2
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The Source code icon is used to insert, copy and edit HTML code. It can be helpful when
you want use your email as the basis of a web posting.

The text justification buttons work both for text and images (see slide 14 on images).

New! You can now set the font for the whole text or certain sections. The font changes might not appear in all email platforms,
however.

Verdana

The formatting buttons work like any other program.

Like any Numbered List or Bullet List, these formatting options take a bit of time to figure out. It's often best to add these here in
n Y £ NationBuilder rather than trying to get numbering set in word processing to work.

And what would we do without our friends UNDO and REDOQO!!

(e

-

SLIDE 39




The new Email editor — Add Menu: Inserting an Image -1

Insert/edit image X
Add = Mormal A o o
General Advanced Upload Insertledit image .
<@ Browse screen after | General | Avanced | Upioad o
5 https://live. staticflickr com/879/41277696631_2dT. ; ;
oeE 0 ¢ = C“Cklng Upload 9 ! Browse for an image
Bution
Image list MNone - o
Smgrtfield ... FPEm e s s s s e s s s - - == ==
- None
Takbl= Image descriptig : DROP AN IMAGE HERE :
_ FR_svents png . .
Horizontal line Image Title o
Dimensions 30% X +| Constrain propaortions cance

Ok Cancel

Use the image icon on the text editor to insert an image (jpg or png) in the message screen.
There are 3 different ways to Insert an image:

1. You can upload an image directly from your PC using the Upload Button
2. You can paste the URL of an public domain image in the Source field

3. You can click the Image List to select a graphic file that you’ve already uploaded via Manage

Files
(see slide 10)
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The new Email editor — Add Menu: Editing the Image - 2

Image description
Image Title

Dimensions

Ok

IIIIII

FR_eventz.png

30% X

+| Constrain proportions

Cancel

Insert/edit e

General Advanced

Style
Vertical space T

Horizontal space T

Upload

height: auto; border-width: 1px; margin: 7px;

Border width

Border style

Solid

Dotted

Dashed

Double

1.To change the image Dimensions, enter a % in the first box,
and leave the second one empty. This will resize your image to
that percent of any screen, and ensures that it displays well on
any device.
If the image is still too large or small, return to this box to adjust
the %.
Do not move the image’s corner marks to adjust the size
because that will ‘freeze’ it so it cannot adapt to all devices.

2.0pen Advanced settings to add a border around the image, or to
adjust horizontal and vertical spacing (i.e. the space between
your text and the image).
To position the image use the alignment icons in the message
taskbar. Left and right justified can be used to position your
Image next to your text.

Remember that the ratio between the image size and text can affect whether an email program considers a message as spam or as
safe. In other words, don’t insert an enormous image, with just one teeny line of text.
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The new Email editor — Add Menu: Adding a
Button

I"nale

Snart field
Tabls

Horizonial line

Mormal

SLIDE 42

Buttons are great for grabbing your readers’ attention — to get them to

RSVP, volunteer or confirm their membership.
Button text: the message readers will see

Button URL: where clicking will send them to

Colors: Text, Background, and Border: click the colored
box on the right to choose your color

Button width: the one shown on this page is 200 — but you
want to adapt it to the button text

Border radius: this determines the roundness of your
button. The higher the number, the rounder the edges will
be

To re-edit, click on the button and a tiny Edit icon will
appear

Rl O T e T

Insertiedit button

EButton text

Button URL

Text color

Eackground color

Button width

Border radius

Border color

REVP here

hitps:/iwww democratsabroad.org/

FTHT
#231010 [ ]
200 o
4 o
Eeaiiiiid

Cancel

FEFT P TR FFTEFIT TR PR P

nins
! RSVP here!

d admins, to sho TewW

e




The new Email editor — Add Menu: A simple way to add a

table
.
image Tables can be interesting for various things — regular
E“ table purposes or else to align small images with
Smart field text H M B B BB E1
( Table -
Horizontal line It's best to take some time to play around. i
[
B
* To help you see what you’re working with, start with

parameters that are at least Width 40px and height 10px and
add a border= 1.

* Use Advanced to choose the table border style and color or bl
the background of the table itself. e

» Click the individual icons to open the Table Properties, delete
the table or add or remove rows or columns.

* You can generate a table like the one on the right. Click on

any corner box to expand the table. But we still need to test
ways to adjust the width of each individual column.
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The new Email editor — Add Menu: Adding a Smart

Field
- NationBuilder proposes a limited number of Smart fields, from the member
O recipient’s record, that can be inserted in an email. Not all are relevant for
e our work, but some may be helpful for membership clean-up campaigns or

Bution

member surveys.

Tablz

Horizonial line

Insert Smart Field »
Experienced emailers can also Email Blast: With Auto. Smart ied
consult a guide on how to add Auto-Fill Forms
a more customized set of £ '
smart fields to their messages. S e
Click on the image to the right — - |

- > Precinct name
Social capital amount

Addrass ]

Dionations k
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https://wiki.democratsabroad.org/download/attachments/35848304/DA-Email-Training-AutoTag_GoogleForm_Dec2018.pdf

Saving your email - first Preview and Test Email

1. Click Save and update preview, to save your
text. You can adjust the size of the 2 screens
as shown on Slide 9 to view and edit.

Dear Friends,

We are pleased to invite you to our virtual toast to the Pre
and Vice-President Elect!

Dear Friends,

2. You canpreview Desktop or Mobile to have an
approximate idea of the layout — spacing,
Image positions etc.

We are pleased to invite you to our virtual toast fo the President-Elect and Vice-
President Elect!

3. The Send Test Email button is now located
just above the content box.
Don’t send to the info-* address, but to your or

your colleagues’ own member email address to
make sure all links work the way they should
for recipients, and check the line spacing etc. T 9

4. Once you're ready to move on to the next tabs,
click Save and Continue at the top of the
screen, or else X in the upper left to close and

return to the Dashboard. @ Emailing Guide NOV 2020-2 (57 fes tran s minute o
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The many uses of a test email

Send to one or several addresses, separated
with a comma.

Although it’s highly recommended to send a
test email each time to check formatting and
links, the test email can be useful for other
purposes:

Send test email

1. Resend the email on an event to a newly
joined member. Email address

info-cc-chapter@democratsabroad.org, myname@xxx.com

2. Copy one or several people on an email
blast they wouldn’t have received
otherwise (ex: copying fellow chapter

chairs, or country chair). e

3. The only slight drawback is that the
subject line of a test email always
contains the word [TEST]. Thus, to avoid

0 fUSION VOU Should warnthe person __________________________________

SLIDE 46

Separate multiple email addresses with a comma.




Recipients tab

o=

Choose recipients

Supporters Prospects

On list
With tag(s)
(@) Infitter

X Receive Local Emails ~

AE)

e Update recipients

SLIDE 47

There are important changes now in the choice of recipients
so please read this slide and the next very carefully!

1. Supporters: this is the default — no need to touch

2. You can choose recipients who are:

On list = static lists (“snapshots”) created in membership

With tags = members with a particular tag or set of tags

In filter = meeting the criteria of a saved (dynamic) set of criteria
All = You should no longer use this option. —See details on the
next slides.

3. FIRST Click “Update recipients” to save and see your recipients on
the left

4. THEN Click “Save and Continue” to move to the final tab (step).

Contact the Helpdesk for more information about recipients and the
required filters (see next page).

47


mailto:helpdesk@democratsabroad.org

Recipients: Never send to ALQ

Members now have more fine-tuned possibilities to opt-out of certain types of emails
(you can see this for yourself if you open the email preferences in your own account).

Choose recipients

We have created filters and updated some existing ones so you won’t have to worry
about the new tags for most of your emails. Mallings must be sent o atleast one person.

Supporters Prospects

Country and Chapter Admins: Use Filter “Receive Local Emails” to email your
members. Please do not rename it or create your own national copy. This filter
will work for your chapter or your country without any changes

On list

With tag(s)

In filter

If you are sending to a subset of your members: in your list or filter, make sure you’ve Sm
excluded people with the Tag “Opt out: local news events” (filter criteria: tag/none of/)
For GOTV emails: Please use Filter “Receive Voter Alerts”.

For Fundraising emails: Please use Filter “Receive Fundraising Emails”. Download a short reminder
For Caucus emails: No change, just send to your caucus group. We hope this change sheethere.

will also help grow your membership.
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https://democratsabroad.atlassian.net/wiki/spaces/ZORA/pages/6794805437/Reference+Materials+for+Website+Email+Membership?preview=/6794805437/6849789980/Email%20Instructions.pdf
https://democratsabroad.atlassian.net/wiki/spaces/ZORA/pages/6794805437/Reference+Materials+for+Website+Email+Membership?preview=/6794805437/6849789980/Email%20Instructions.pdf

Recipient Fillters - bullding a more targeted
filter

On the people (membership) view:
1. Look for the Saved Filter “Receive Local Emails”, then click the funnel to see the criteria.

2. ADD your other requirements. For example, for emails to your members about taxation events, add the criteria as

shown to the right:
To find other opt-out criteria tags, start typing: Opt out: withnone of the following Tags (multiple) ~ Optout Taxation emails  *

3.Use Save Filter As to SAVE your adapted filter with a name like “CC-ISSUE-Email” (“FI-Taxation-Email”). Be careful to use
'Save Filter As', and not 'Save Filter', which would change the filter for everyone.

EVENT REMINDERS AND LINKS:

Filter for people who have RSVP'd to an event as shown below. Save the filter to use in the broadcaster. As the filter is
dynamic, it will contain people who have RSVP'd up to the last minute before sending, so you can easily schedule an
email. For more global events create a reminder using the Event Reminders Broadcaster and inform the Helpdesk

See the mini'gUide on RSVPS Has rsvpd (specific event) is Select
for full information s |

Add criteria

e
IT Q&A Help - July 1, 2027 - Jul 01 2021

IT Q&A Help - June 16, 2021 - Jun 16 2021
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https://democratsabroad.atlassian.net/wiki/spaces/ZORA/pages/6794805437/Reference+Materials+for+Website+Email+Membership?preview=/6794805437/6880198749/DA-RSVP%20mini-guide-JUN2021.pdf

Review and Send your Email Blast

O 1. You can have a final look at
O e s your message in both PC or
SRRt O mobile format as well as flat
=== text. (The layout just gives an

approximate idea.)

. You can still return to any tab
to edit, add files or check.

. When you're ready:
Click “Send email now to X

gail_fagen@democratsabroad.org

people” OR

DA Helpdesk

e oo o Click Schedule to send later

srsenniow 1 e I (time zone is D.C. Time, EST
or EDT).
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Your email statistics

After you’ve sent your email, you can check
how well it has been received, bounce
statistics, clicked on, etc.

Dashboard

1. In Communications, go back to your

DA Helpdesk

Email: helpdesk@democratsabroad.org- 335 ¢

Text: none - Add text messaging

Twitter: none - Connect Twitter account

Fwok: none - Connect Facebook page

Email Texting Settings

Broadcaster’s general email list.

2. Click Email and click on the Name to open
the details

Email Opt Out How to for Admins (sent) Jun11.2021

Sent from DA Helpdesk to 325 supporters with tags Cert-Email Cert-Memb

SLIDE 51

Blasts Scheduled Custom themes

Author Mame

¥ Email Opt Out How to for
F Admins

[roerd Tecien - Tiewsentemed 3. Click the individual hyperlinks under each
section to see who opened the file, what links
25 8123% 937735% S000  000%  000%  000% were clicked, whose email bounced and so on.




Contact the Global Admin mailbox helpdesk@democratsabroad.org * if you

* Have forgotten your info-* login password — do not change it yourself — this is being done centrally
* Need data extract (Excel spreadsheet)
* Need an import of data (must have had an export first since need the member ID in the file)

* Have questions not covered in anything on the wiki under FAQ, training video, training material — you
are expected to look there before asking

* If you need to add or remove a person from membership access rights, use our wiki page:
http://wiki.demsabroad.org/display/MembDBcnda/DA+Website+tand+MembDB+Admin+Requests
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