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Getting Started 

How to request an account  

Requesting an account is easy.  Follow the step -by -step process outlined 

below.  

1. Go to Liberalist.ca 

2. Click the Request Access button in the top left-hand corner.  

3. Read the Liberalist User Agreement (See Page 6). 

4. Once you have carefully read through the terms of the agreement, fill out your 

details and check the box, assuring us that you have read the terms, conditions 

and limitations stated above. 

5. The Liberal Party of Canada will then contact your riding president and candidate 

for authorization. We will create your account and you will receive an e-mail with 

a link to set up your account password and details. If you do not receive your 

account confirmation in five business days, contact assistance@liberal.ca. 

The account approval process is designed to ensure that information in Liberalist is 

secure and that all users fully understand their responsibilities surrounding the use of 

Liberalist. It is important to note that the voter file contained in the system is an 

electronic version of the Elections Canada List of Electors, which is subject to the 

Canada Elections Act and to the scrutiny of Elections Canada. Users are expected to 

respect the sensitive information contained in Liberalist, use it only for approved 

purposes and fully comply with the rules set out by Elections Canada and the Liberal 

Party of Canada (LPC). 

You can request one of three kinds of user profiles for your account. Each level has 

been designed for different positions within your campaign. 
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Liberalist User Agreement form  

The Liberal Party of Canada (referred to below as the ñLPCò) has developed 

a voter identification and contact management system which is called 

Liberalist. This system is to be used in a ccordance with the following terms 

and conditions and such other requirements that may be communicated to 

a person who is granted access to it:  

 

Agreement Regarding the Use of the Lists of Electors 

 

I, by completing required fields below, in consideration of the provision to me of access 

to Liberalist, do hereby agree and undertake as follows: 

 

Å I understand the importance of protecting personal information on the lists of 

electors provided to the LPC and other personal information collected by the LPC 

and stored in Liberalist (all of which is collectively referred to below as ñdataò). 

 

Å I understand and agree that I may use the data only for the purposes of 

communicating on behalf of the LPC with electors, donors and members of the 

LPC, including soliciting contributions and recruiting party members. 

 

Å I understand and agree that I will take appropriate measures to protect the 

confidentiality of the data and the personal information contained therein. I will 

not disclose the data to anyone outside the LPC. 

 

Å I understand and agree that I will not make or keep a copy of the data by any 

means, electronic or otherwise, and will return or destroy any copies that I may 

obtain once I have completed the task for which they have been provided. 

 

Å I understand and acknowledge that that the unauthorized use or disclosure of 

the data constitutes an offence under the Canada Elections Act and other laws. 

 

Å I understand and agree that access to Liberalist can be revoked or denied by 

the National Director of the LPC at any time and at his or her discretion and that 

his or her decision is final. 
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Å I understand and agree that I will only use my unique personal login to perform 

authorized functions on Liberalist, and I will not permit the use of my personal 

login by, or provide it to any other individual, group or entity. In the event that I 

believe that my personal login has been obtained by any other individual group or 

entity, or otherwise compromised, I will immediately report this to the National 

Office of the LPC so that the authorization for the login may be cancelled. 

 

Å I understand and agree that the data contained in Liberalist, other than data 

obtained from lists of electors, is the sole property of the Federal Liberal Agency 

of Canada, and that any data that I may enter into Liberalist shall become the 

property of the Federal Liberal Agency of Canada, which it may use in 

accordance with law. 

 

Å I understand that the provision of data drawn from Lists of Electors is made 

solely for the use of the LPC at the federal level. 

 

Å I understand and agree that further requirements may be communicated to me 

by the Federal Liberal Agency of Canada at any time, and that my continued use 

of the login and of Liberalist shall constitute my agreement to such requirements. 
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Level  1: Basic User  

This account level is for new volunteers, door-to-

door canvassers, phone bankers and data entry 

aides. This should be sufficient for most ordinary 

activities that volunteers will encounter day-to-day. 

Basic Users have access to modules such as Grid 

View, Scan Bar Codes and the Virtual Phone Bank so they can enter data and make 

phone calls with lists that are assigned to them. However, they cannot search for any 

individual or create a list of voters. They will only be able to use lists supplied to them by 

other users. This user level cannot export any information. 

Level 2: Intermediate User  

This account has every feature available to Level 1 

users, but it also can search for individuals in 

shared contacts and my voters and update their 

profiles. Level 2 users can also manage event 

participation for volunteers and attendees. 

Typically, this account will be used by volunteers 

with a more senior level of responsibility, such as a 

receptionist. Like Level 1, this account cannot export any information. 

Level 3: Advanced User  

This account is designed for all of your campaign 

organizers, such as the campaign managers, 

volunteer co-coordinators, canvassing chairs, 

fundraisers, poll captains, technology co-

coordinators, etc. This account allows users to do 

everything Level 1 and 2 users can do with the 

addition of the ability to create lists of voters or 

shared contacts. This account also has access to 

the analytics modules and can create and edit form letters, survey questions, scripts for 

phone banks and door-to-door canvasses. Level 3 users are able to request exports of 

information contained within the voter or shared contacts file. 

http://liberalist.ca/files/2010/03/guide_mainmenu3.jpg


9 | P a g e 
 

Logging in to Liberalist  

 

In order to use Liberalist, all you need is a computer and an Internet 

connection.   Thatôs it. No other software is required because Liberalist is a 

web -based system.  

1. Liberalist is recommended and supported on the following Internet browsers: 

Firefox 3.0 or higher and Internet Explorer 7.0 or higher 

2. Type http://my.liberalist.ca/ in the address field of your Internet browser. 

3. Enter the username provided to you by email by the Liberal Party of Canada. 

First time users will be asked to create a password. 

4. After you click Log In, you will see the main menu. Be sure to enter or verify your 

contact information in My Profile. Your e-mail address will be used to reset your 

password in case you forget it.  

 

Note: If you do not have a username and password, visit www.liberalist.ca and fill out 

the online user agreement form. You account will be validated by your riding association 

president or candidate before you can receive a user name and password. 

  

http://my.liberalist.ca/
http://www.liberalist.ca/
http://liberalist.ca/files/2010/03/guide_login.jpg
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Setting up your profile page  
 

Help Center staff depend  on the accuracy of the information you 

provide in your profile page when answering your support requests.  

If you do not fill out your name, address, and one phone number, this 

page will reappear every time you log in.  

1. Your profile must include your first and last name and your full address. 

2. We use the email address found here to reset your password in cases where you 

have forgotten or compromised your password. Please be sure that the email 

address found here is up-to-date. 

3. We strongly recommend including at least one phone 

number in your profile. The Liberal Party of Canada Help 

Centre operators will often use this number to more 

efficiently respond to your Support Requests. 

4. Click Save. 

5. Update your profile regularly. 

  

http://liberalist.ca/files/2010/04/guide_profile.jpg
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How t o reset your Liberalist password  

1. Type http://my.liberalist.ca in the address field of your 

Internet browser. 

2. Enter the user name provided to you by the Liberal Party 

of Canada. The naming convention is 

firstname_lastname. Your username is not case 

sensitive. 

3. Attempt to enter your password and click Login. 

4. On the Access Denied page, you will be prompted to 

click on the word here if you forgot your password. Click 

on the word here. 

5. Enter your username and your email address and click 

Next. 

6. If your account is validated, click Finish to send a link 

to reset your password to the email you provided. 

There may be a small delay between requesting the reset and receiving the 

email. 

7. If your username and email address are not 

validated, you can press Previous and attempt to 

enter a different username and email. For further assistance contact the LPC 

Help Desk by email at assistance@liberal.ca or by phone at 1-866-574-5131. 
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Liberalist Main Menu  

After logging in, you will find yourself at Liberalistôs Main Menu. Here, you will be able to 

navigate the many features and modules Liberalist has to offer. 

The main menu is divided into two sections, My Voters (the grey tab) and Shared 

Contacts (the yellow-beige tab). Although they look similar, there is a very important 

distinction: 

My Voters, also called the voter file, contains 

the complete Elections Canada list of all 

registered voters in your riding. The voter file 

is used to create lists of voters and to track 

information about voters. 

Shared Contacts contains those who have 

had contact with the Liberal campaign in your 

district (or your committee) and anyone you 

or your campaign adds to this section. You 

also have search capability for limited profiles 

of contacts of the Liberal Party of Canada across the country through Quick Look Up. 

Individuals do not have to be a registered voter, nor do they have to be a resident of 

your riding to be added as your electoral districtôs (committeeôs) contact. Shared 

Contacts is used to house information about your volunteers, activists, supporters, staff 

and anyone who wants you to communicate with them. Under Shared Contacts, you 

build your contact list, reach out to your volunteers/donors, and manage your 

campaignôs activities. 
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Finding individuals &  the profile page 

Quick Look Up ð Finding a Shared Contact  

Quick Look Up (QLU) is a feature that 

allows you to search your Shared 

Contacts for an individual. 

This feature is to help you look up individuals when they contact you.. You can search 

based on name, location, phone or e-mail. QLU uses óSmartNameô technology that 

automatically searches for variations in spelling and common nicknames (e.g. Rob, 

Bob, Bobbie, Robert, etc). 

1. To search for a person, click on Quick Look Up in the Shared Contacts Menu 

and enter your search query in the relevant boxes.

 

2. After clicking the search button, the individual you are searching for may appear 

in a list at the bottom of the page. People that appear in this list are shared 

contacts. This means that you or someone else in the Liberal campaign has had 

contact with that person in the past. 

  

3. If the individual that you are searching for does not appear in this list, select 

Search the Voter File.ô By clicking on Search the Voter File, you are searching 

Election Canadaôs list of registered electors. 

  

4. If you find the individual you are searching for on the voters list, select the tick 

box that appears to the left of their name and then óAdd to Shared Contacts.ô 

 

http://liberalist.ca/files/2010/03/guide_qluenter.jpg
http://liberalist.ca/files/2010/03/guide_qluresults.jpg
http://liberalist.ca/files/2010/03/guide_johndoe.jpg
http://liberalist.ca/files/2010/03/guide_addtoshared.jpg
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5. If you cannot find the individual you are searching for on the voters list, then 

select óAdd New Personô and add their information in the boxes provided. 

 

6. You will now be able to access that individualôs profile, where you can modify and 

add information about them. 

  

http://liberalist.ca/files/2010/03/guide_addnewperson.jpg
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Customising the Quick Lookup search  

In order to maximise the functionality for different users, Liberalist allows 

you to sort how you view your searches depending on what information you 

find valuable . 

1. To customise a search, first enter Quick Look Up. 

 

2. In the upper right hand corner, you will find a Gear icon.  Click the gear and this 

will take you to List Settings. 

 

3. The top field is where your current settings are shown.  The bottom field is where 

display options currently not in use are displayed.

 

4. Click, hold and drag the desired boxes from the bottom field to the top one.  You 

can then also re-arrange the order in which they are displayed when you search.  

Default Rows determines how many individuals appear on one page at a time in 

the search results. 

 

  

http://liberalist.ca/files/2010/04/guide_qlu.jpg
http://liberalist.ca/files/2010/04/guide_thegear.jpg
http://liberalist.ca/files/2010/04/guide_listsettings.jpg
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An individualôs record: the Introduction 

After searching in Quick Lookup or creating a list, you can click on a 

personôs name to open their profile.  

You will be able to view a range of 

information, varying from existing data 

entered in older systems to any new data 

collected during campaigns or intra-writ 

periods. In other words, the more you use 

Liberalist, the more information you will be 

able to access. 

When you click the plus sign (+), it will open each heading and reveal the details within 

that particular section.  

Once you have a view you like, click Save Page Layout and next time you open an 

individualôs profile, the selected headings will automatically open. 

 

  

http://liberalist.ca/files/2010/04/guide_openfield.jpg
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Individual records ð What are all these sections for?  

Address is determined by the Elections 

Canada list of electors. In each profile, you 

can mark an address as bad or add a new 

or alternative address. You are also able to 

view a map of where the individual lives by 

pressing Get Map. 

Salutation is the preferred style of address 

for that individual ï in other words, what 

they like to be called. This allows you to 

personalise your communication with the 

individual. 

Vital Stats, depending on your province and existing data, will show you the sex, age 

and preferred official language of the individual. 

Phone and e-mail are also updatable like 

addresses. The number of phone numbers 

and e-mail addresses in your voter file will 

depend on your legacy data. 

Volunteer Profile stores your contactôs 

volunteer activities and availabilities. 

Events record past and future attendance at your events. 
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Activist Codes allow you to build a more 

developed profile for a given individual. 

Activist Codes help describe a voter 

based on factors such as language 

preference, cultural background, occupation, etc. Applying Activist Codes to profiles will 

help you later on when you want to begin more targeted messaging or pull lists of 

particular demographics or groupings. Activist codes are tags which signal that an 

individual belongs to a specific group. In this section you will find identifications like sign 

and transportation requests. Please note that some previous identifications that are 

stored as Activist Codes have been archived and you must select ñarchivedò on the 

page Activist Code Picker to see these groupings. Activist Codes that are private to 

your electoral district (or committee) have 

the name of your electoral district (or 

committee) indicated in parenthesis. Public codes are marked as public. 

Survey Questions, allow you to further develop a personôs profile; however, unlike 

Activist Codes, any level 3 user can create a Survey Question. When you use survey 

questions to gather information, you are able to give the person multiple options in how 

they want to identify themselves on a given question. This unique feature makes 

Survey Questions more flexible than Activist Codes. This is the section where you 

will find identified supporters. Survey Questions are private to the electoral districts (or 

committee) that the creator has given access to the Survey Question. 

Contact History indicates each time this 

person was contacted, how they were 

contacted and who contacted them. 

Voting History indicates the elections in 

which a particular voter has participated. 

For some campaigns, this will be limited to the Advanced Voter Data supplied by 

Elections Canada during the last voting period. 

The IDs (My Shared Contacts ID, VAN ID, National ID)  

VAN ID shows you an individualôs unique ID number within the 

Liberalist system. A VAN ID identifies someone in the My 

Voters tab and a Shared Contacts ID identifies someone in 

the Shared Contacts tab.  You will find a VAN ID and Shared Contacts ID when an 

individualôs Voter record has been linked to the corresponding Shared Contacts record. 
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If a National ID and voter sequence number exist, you will also find this information 

provided by Elections Canada under My Voters. 

Districts displays the Province, Riding, Municipality and Polling Division in which this 

contact is a registered voter. 

Also in Household allows you to easily manoeuvre between 

the profiles of voters and contacts that have the same address. 

The individuals listed in the same household are determined 

by Elections Canada under My Voters and it includes every 

contact recorded as living at the residence under Shared Contacts. 
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Comparing Profiles: My Voters ð Shared Contacts  

What can you find in each profile?  

My Voters  Shared Contacts  

Addresses Addresses 

Name Salutation 

Vital Stats Vital Stats 

Phones Phones 

Email 
Email ï addresses here will not be visible 

to other committees 

 
Volunteer Profile 

 
Events 

Activist Codes -if the code 

is relevant to My Voters or 

Both 

Activist Codes -if the code is relevant to 

Shared Contacts or Both 

Survey Questions -if the 

response is relevant to My 

Voters or Both 

Survey Questions -if the response is 

relevant to Shared Contacts or Both While 

Survey Question responses on party 

affiliation may be visible in Shared 

Contacts, party affiliation should always 

be recorded on the My Voters side 

Contact History Contact History 

Polling Location 
 

Voting History 
 

Notes Notes 
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VAN ID 

VAN ID -this is only present where a 

contact has been identified as a 

registered voter and linked to a voter 

profile 

National ID 
 

Elec Seq ID 
 

Shared Contacts ID -this is 

only present where a 

Shared Contacts Profile has 

been created for, and linked 

with, this voterôs profile. 

Shared Contacts ID 

Districts Districts 

Also in household -as per 

Elections Canadaôs data 

Also in household -this includes every 

Shared Contact recorded as living at this 

residence 
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How to merge duplicate Shared Contact records  

This process cannot  be reversed. Do not merge profiles unless you are 

completely certain that the Shared Contact records are the same individual.  

Open one of the Shared Contacts  records by searching 
for someone or by creating a list and then clicking on 
the contactôs name. 

1. Click on Merge Duplicate.  

2. Liberalist will automatically return a list of possible 

duplicate records. If the duplicate does not appear on 

the results on this search, you may change your search 

criteria and click search for a new list of possible 

matches. 

3. Select the record that you would like to merge with the 

record you just opened by clicking beside the name of 

the duplicate record and click on Merge this person. 

Fields that are shaded indicate that they contain the same information. 

 

4. You may be given a choice between the information to keep on the record. 

Review and select the most accurate information. Click next.  

5. Confirm that you would like to merge the records by checking the box to indicate 

that you understand the process is irreversible. Click Finish. 

  

 

  

 

http://liberalist.ca/files/2010/06/guide_merge.results.jpg
http://liberalist.ca/files/2010/06/guide_merge.confim.jpg
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Creating Lists 

Creating a list in Liberalist  

Your lists can be based on many different factors such as polling division, 

activist codes, etc. You can create a list under Shared Contacts or My 

Voters. Only Level 3 users can make lists.   

1. In the Main Menu, click on Create a New List. 

2. Select the specifications from which you want Liberalist to generate your list 

(e.g.) poll number, survey questions, activist codes, phone numbers or email 

addresses. 

3. Once you have selected all your desired criteria, click Search to generate your 

new list of voters. This will then take you into the My List where you can create a 

report, print letters and labels, use Counts and Crosstabs or further refine your 

search criteria. 

4. There are counts on your list on the My List page. People is the total number of 

people in your list. Doors is the count of the number of households on your list, 

regardless of last names. Itôs the number of doors you would need to knock on to 

http://liberalist.ca/files/2010/04/guide_creatingalist2.jpg
http://liberalist.ca/files/2010/04/guide_mylistcounts.jpg
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reach these voters. Mailboxes is the count householded by address and last 

name. Itôs also the number of stamps you would have to buy to reach all of these 

voters. 

Note: The number found in ñYou currently have ï people in your listò on the Create a 

list page indicates the number of people in the last list you created. Liberalist will not 

tell you how many people will correspond to your new search criteria until you have 

clicked Search on the Create a New List page.  
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Creating a List of Expiring Memberships for Renewal  

1. In the Main Menu of the Shared Contacts page, click on Create a New List. 

 

2. Scroll down to the Membership box at the bottom of the Create a List page. 

Open the box and set the Date Expired From and To as December 31st, 2011. 

 

Note: Do NOT untick the the ñMost Recent Membership Onlyò. 

Unticking that box will include members who have have re-joined the party since 

the expiry date. 

3. Click Search. This will then take you into the My List where you can create call 

sheets, print letters and labels. 

4. There are counts on your list on the My List page. People is the total number of 

people in your list. Doors is the count of the number of households on your list, 

regardless of last names. Itôs the number of doors you would need to knock on to 

reach these members. Mailboxes is the count householded by address and last 

name. Itôs also the number of stamps you would have to buy to reach all of these 

members. 

 

Note: The number found in ñYou currently have ï people in your listò on the Create a 

list page indicates the number of people in the last list you created. Liberalist will not 

tell you how many people will correspond to your new search criteria until you have 

clicked Search on the Create a New List page.  

http://liberalist.ca/files/2010/04/guide_create-a-list.jpg
http://liberalist.liberal.ca/files/2011/05/Expired-2010.png
http://liberalist.liberal.ca/learn/user-guide/files/2010/04/guide_counts.jpg
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Creating a List of Active Members  

The Membership Box is updated every night directly from the National Membership 

Registry. Only Level 3 users can create lists. 

1. In the Main Menu of the Shared Contacts page, click on Create a New List. 

 

2. You do not need to select your riding from the Location box. Liberalist only gives 

you access to your ridingôs membership information. 

3. Scroll down to the Membership box at the bottom of the Create a List page. Open 

the box and select the ñActiveò status. 

 

4. Remove the Most Recent Membership Only flag from the bottom of the 

Membership box. This ensures that your list includes all of your members. 

5. IMPORTANT NOTE:  The Suppressions box ensures that you are not contacting 

people who have been asked not to be contacted. 

1. If you are contacting your members, you can ignore the Suppressions box, 

as it is set by default to exclude members who do not want to be 

contacted. 

2. If you are looking for the most accurate count of your membership, open 

the Suppressions box (in the right-hand column of the Create a List page). 

Change ñExclude Do Not Callò to ñInclude Do Not Callò. Change ñExclude 

Do Not Mailò to ñInclude Do Not Mail.ò 

6. Scroll up to the top of the Create a List page and click Search. This will then take 

you into the My List where you can create canvassing sheets, print letters and 

labels. 

7. There are counts on your list on the My List page. People is the total number of 

people in your list. Doors is the count of the number of households on your list, 

http://liberalist.ca/files/2010/04/guide_create-a-list.jpg
http://liberalist.liberal.ca/files/2011/05/Active-Only.png
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regardless of last names. Itôs the number of doors you would need to knock on to 

reach these members. Mailboxes is the count householded by address and last 

name. Itôs also the number of stamps you would have to buy to reach all of these 

members. 

 

Note: The number found in ñYou currently have ï people in your listò on the Create a list 

page indicates the number of people in the last list you created. Liberalist will not tell 

you how many people will correspond to your new search criteria until you have clicked 

Search on the Create a New List page.  

  

http://liberalist.liberal.ca/learn/user-guide/files/2010/04/guide_counts.jpg
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Creating lists of Expired Members  

The Membership Box is updated every night directly from the National 

Membership Registry. Only Level 3 users can create lists.  

1. In the Main Menu of the Shared Contacts page, click on Create a New List. 

 

2. You do not need to select your riding from the Location box. Liberalist only gives 

you access to your ridingôs membership information. 

3. Scroll down to the Membership box at the bottom of the Create a List page. Open 

the box and select the ñExpiredò status. 

 

4. Leave the Most Recent Membership Only flag from the bottom of the 

Membership box. This ensures that your list does not include renewed members. 

5. IMPORTANT NOTE: The Suppressions box ensures that you are not contacting 

people who have been asked not to be contacted. 

1. If you do not want to contact people who have requested not to be 

contacted, ignore the Suppressions box. It is set by default to exclude 

members who do not want to be contacted. 

2. If you are looking for the most accurate count of your expired membership, 

open the Suppressions box (in the right-hand column of the Create a List 

page). Change ñExclude Do Not Callò to ñInclude Do Not Callò. Change 

ñExclude Do Not Mailò to ñInclude Do Not Mail.ò 

http://liberalist.ca/files/2010/04/guide_create-a-list.jpg
http://liberalist.liberal.ca/files/2011/11/All-Expired.png
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6. Scroll up to the top of the Create a List page and click Search. This will then take 

you into the My List where you can create canvassing sheets, print letters and 

labels. 

7. There are counts on your list on the My List page. People is the total number of 

people in your list. Doors is the count of the number of households on your list, 

regardless of last names. Itôs the number of doors you would need to knock on to 

reach these members. Mailboxes is the count householded by address and last 

name. Itôs also the number of stamps you would have to buy to reach all of these 

members.  

 

Note: The number found in ñYou currently have ï people in your listò on the Create a list 

page page indicates the number of people in the last list you created. Liberalist will not 

tell you how many people will correspond to your new search criteria until you have 

clicked Search on the Create a New List page.  

  

http://liberalist.liberal.ca/learn/user-guide/files/2010/04/guide_counts.jpg
http://liberalist.liberal.ca/learn/user-guide/files/2010/04/guide_counts.jpg
http://liberalist.liberal.ca/learn/user-guide/files/2010/04/guide_counts.jpg
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Creating a list  from previous political identifications  

If you used ManageElect in your past 

campaigns, all your previous 

identifications have been shared with 

Liberalist. All of your past political affiliations are stored as Survey Questions. You will 

always search for political affiliations under My Voters. 

1. Click on Create a List on the My Voters tab. 

 

2. Open Survey Questions by clicking (+)and then click on the underlined word 

Question. All search options for survey questions including previous party 

affiliation will be displayed.  

3. Select the criteria you would like to base your search on and click Save. 

4. Here you will be returned to the Create a List page. Click Search to proceed to 

your results. 

 

 

  

http://liberalist.ca/files/2010/06/guide_surveyquestions.question.jpg
http://liberalist.ca/files/2010/06/guide_createalistsurveyquestion.jpg
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Creating a list of previous transport identifications  

If you used ManageElect in your past campaigns, all your previous identifications have 

been shared with Liberalist. Your past identifications have been stored under ñArchivedò 

Activist Codes. Search for these previous identifications under My Voters. 

1. Click on Create a List on the My Voters tab. 

2. Open the Activist Codes by clicking on the (+) then on Activist Code. 

 

3. At the top of the page Activist Code Picker, click on the status drop 

down menu and select Archived.  

4. Select the codes you would like to perform your search on and then 

press Save. 

5. Here you will be returned to the Create a List page. Click Search to 

proceed to your results. 

 

 

 

 

 

 

 

 

  

 

http://liberalist.ca/files/2010/06/guide_createalistactivistcodes.jpg
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Creating a list of sign requests  

Search for your sign requests under My Voters. 

1. Click on Create a List on the My Voters tab. 

2. Open the Activist Codes by clicking on the (+) then on Activist Code. 

 

3. Select the codes you would like to perform your 

search on and then press Save. To create a list of 

your sign requests for this election that need to be 

installed, select Sign Request, Sign Request (Large) 

and Sign Request (Med). 

4. To create a list of signs to be installed, click on 

Remove people on the My List page. This will bring 

you to the Remove people from My List page. Open 

the Activist Codes by clicking on the (+) then on 

Activist Code. Select the code Sing Installed. Click 

Search. 

5. Here you will be returned to the Create a List page. Click Search to proceed to 

your results. 

Note: After you install your signs, it is important to flag each sign installed.  Select the 

Sign Management script when you are entering this data using Scan Barcodes or 

Gridview. 

 

 

 

 

http://liberalist.liberal.ca/learn/user-guide/barcodes/
http://liberalist.liberal.ca/learn/user-guide/gridview/
http://liberalist.ca/files/2010/06/guide_createalistactivistcodes.jpg
http://liberalist.ca/files/2010/06/guide_createalist1.jpg
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Creating a list of potential volunteers  

Search for your potential volunteers and volunteers who have signed up on your 

website under Shared Contacts. 

1. Click on Create a List on the Shared Contacts tab. 

2. Open the Activist Codes by clicking on the (+) then on Activist Code. 

3. Select the codes you would like to perform your search on and then press Save. 

 

4. Here you will be returned to the Create a List page. Click Search to proceed to 

 your results. 

 

 

  

http://liberalist.liberal.ca/files/2011/03/guide_potentialvolunteerac.png
http://liberalist.liberal.ca/files/2011/03/guide_createalist.sc_.png
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Printing a Poll in Liberalist  

Liberalist allows you to easily select and print a report of one or more of the 

polls in your riding.  

1. In the Main Menu, click on Create a New List. 

2. Select your riding in the drop-down Riding field. The Polling Division field will 

appear.  

3. To print a single poll, select the desired poll from the drop down menu. If you 

want to print multiple polls, click the underlined ñPolling Division.ò 

4. On the Polling Division page, click the boxes to create a checkmark beside each 

of the polls you wish to print. Select Save.  

5. Back at the Create a New List page, you should see óMultiple Polls Selectedô 

where the Polling Division drop-down menu was previously. Select Search in the 

pageôs upper right-hand corner. 

6. You now have a printable list of one or more polls. You can further refine this list 

or print it right away. For information on how to refine your list, see Refining and 

Saving with My List. See How to Print a Canvass Sheet for further instructions on 

printing reports. 

http://liberalist.ca/files/2010/04/guide_createalist1.jpg
http://liberalist.ca/files/2010/04/guide_printpoll1.jpg
http://liberalist.ca/files/2010/04/guide_pollssmallmultiple.jpg
http://liberalist.ca/files/2010/04/guide_pollsave.jpg
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Create a List based on Voting History  

Liberalist allows you to build a list based on your voters voting history. Advanced voting 

data is provided electronically by Elections Canada. Election day voting data for your 

riding is available in Liberalist if previous campaign teams were able to enter data from 

the paper óBingo Sheetsô into the previous database. 

1. On the My Voters tab, click Create a New List. 

 

2. Open the Voting History Box. 

 

3. Select whether you want to include voters who did:  

1. Any of the voting actions you want. 

2. All of the voting actions you want. 

3. At Least the voting actions you want. 

4. Exactly the voting actions you want. 

5. No More Than the voting actions you want. 

4. Choose which years and what type of voting action you want. 

eg. People who voted in the Advanced polls in 2008. 

 

1. Voted includes Advanced and Election Day voting. 

2. Didnôt Vote includes people for whom we have no voting record ï they 

may have voted we just donôt know about it. 

3. Advanced includes only voting in the Advanced polls. 

5. When you have the list you want, scroll up to the top of the Create a List page 

and click Search. 

http://liberalist.liberal.ca/files/2011/03/Create-a-New-List.png
http://liberalist.liberal.ca/files/2011/03/Voting-History-Box.png
http://liberalist.liberal.ca/files/2011/03/Picking-Advanced-Voting.png
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Editing, Saving  and Exporting Lists  

Refining lists  

If you would like to further refine your search you can, Add People, Remove People or 

Narrow People. 

Once you have created your initial list you can 

refine the list by keeping only a certain people from your initial search. To keep only the 

individuals that correspond to a new search on your list, click Narrow People, then enter 

the new criteria and click Search. 

To remove people off your most recent list, click on 

Remove People. Now add the new search criteria for the individuals you would like to 

remove from your list and then click Search. 

To add people onto your most recent list that did not 

correspond to your previous search criteria, click on Add People then select the criteria 

for the individuals that you would like to have added onto your list. Then, click search. 

You can continue refining your list using the Add People, Remove People and Narrow 

People functions until you are satisfied with your final list. See Saving My List to find out 

how to keep this list for future reference. 
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Saving a fixed list or a dynamic search  

1. If you want to save a list, press Save in the list menu bar on the My List page. 

 

2. If you know you want to preserve a list of these particular people, then click 

Saved List (Fixed set of Voters). 

 

3. If you want the list to update itself every time you load it, click Save Search 

(Dynamic set of search criteria). 

 

4. Select the folder, name and description, then press Save. 

 

Notes: 

You may save a list as a dynamic search and/or a fixed list. If you always want your list 

to be up to date, select óSaved Search (Dynamic set of search criteria). If you want your 

list to reflect the situation on the day you created the list (eg. how many members did 

we have on November 1st), select ñSaved List (Fixed set of People). 

One advantage of a fixed list is that you may use the My Saved Lists section on the 

Create a List/Narrow My List/Remove People from My List/ Add People to My List page. 

This tool helps you include any fixed saved list in the search criteria you use to create a 

new list or search. 

 

 

http://liberalist.liberal.ca/files/2010/09/Fixed.png
http://liberalist.liberal.ca/files/2010/09/2.-Dynamic.png
http://liberalist.liberal.ca/files/2010/09/3.-Name-and-Description.png
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Exporting a list in excel  

1. Click on Create a List under either 

My Voters or Shared Contacts to 

generate a list of either voters or contacts. Enter the parameters for your list and 

click search to generate your results on the My List page. Within the toolbar on 

the My List page, click on the Export button. Enter a title and description of your 

export request. Select the date that you require your export. Click Submit 

2. When an export is approved it can be found in the 

administrative options on the left hand side of the 

Main Menu under My Requests. Your export may 

be on either the My Voters or the Shared Contacts 

side of the application depending on which tab you were using when you 

requested the export. Click on My Requests and then click on Download beside 

the name of the list you would like to export. This will prompt you to select the 

fields that you would like to appear in your export. Here you can choose to 

download the file in several different formats. It may take a few moments to 

generate the report. 

3. To download the information, return to the main menu and from the 

administrative options on the left hand side, click on My Export Files. Click on 

download file beside the name of the list you created when downloading your 

request.  

 

  

http://liberalist.ca/files/2010/09/guide_myexportfiles.jpg
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Exporting a list of emails  

1. Click on Create a List under either My Voters or 

Shared Contacts to generate a list of either voters or contacts. Enter the parameters for your 

list and click search to generate your results on the My List page. From the My List page 

click on Narrow People in the menu bar. 

2. This will bring you to a page that looks 

similar to the Create a List page but is 

titled Narrow My List. To keep only the 

individuals that have e-mail address, open the field Phones Å Emails by clicking the + sign, 

check the Emails only box and click Search. 

3. On the My List page you will see all the individuals from your initial search that also have 

email addresses. Within the toolbar on the My List page, click on the Export button. Enter a 

title and description of your export request. Select the date that you require your export. Click 

Submit 

4. When an export is approved it can be found in the 

administrative options on the left hand side of the Main 

Menu under My Requests. Your export may be on either 

the My Voters or the Shared Contacts side of the application depending on which tab you 

were using when you requested the export. Click on My Requests and then click on 

Download beside the name of the list you would like to export. 

5. This will prompt you to select the fields that you would like to appear in your export. Here you 

can choose to download the file in several different formats. If you wish to copy and paste 

your list into an email, select email blob.  

6. Click Select All to highlight all of the emails and then Ctrl C to copy them. Enter Ctrl V to 

paste the emails into the appropriate field of your email messaging program. When sending 

out mass emails, it is always best to copy and paste this email blob into the bcc field of your 

email so that all the email addresses are not accessible to the end recipients. 

  

http://liberalist.ca/files/2010/09/guide_createalistemailsonly.jpg


40 | P a g e 
 

Splitting your report to section large canvassing 
reports for multiple canvassers  

Splitting your report divides your list into sections according to the number 

of people o r phones that you would like to be in each grouping of your list.  

1. On the My List page you can split your report to divide it into multiple 

sections for your canvassers by click on Split within the menu bar. 

2. Select the number of people or the number of phones you would like 

to include in each section of your list.  

3. Select the folder that you would like to save the list in from the drop down menu 

or check the box new folder and enter the name of a new folder. 

4. Enter the name of the list. This name will refer to all of the sections within the list 

as well. 

5. Click Save. 

If you are printing a report of a list that contains more than 2,500 individuals this is an 

obligatory field. Enter the number of people that you would like to appear in each 

grouping of your report. You can split your report to contain sections that include up to 

2,500 individuals. The minimum number of individuals for each section of the report is 

the number of people that can appear on one page according to your report formats 

parameters. Press Next. 
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Door Canvassing 

How to Print a Canvass Sheet  

Any list you create can easily be converted to a printable canvassing report.  

1. Create or Load a list you would like to use. Be sure to consider which tab you 

should use: My Voters or Shared Contacts. 

2. Click the Print icon. The Print Report screen will appear. 

3. Select a Report Format. This controls the information that will appear for each 

individual on your canvassing sheet. Walking and Calling List are standard 

formats that have been shared across the country. Any level 3 user can create a 

report format and share it with their electoral district (or committee) so you can 

control the information that appears on your canvassing sheets.

 

4. Select the script you plan on using for your canvass. If you have not created your 

own script, see the ñCreating a Scriptò section or select one of the standard 

scripts. 

5. Selecting your source (Calling or Walking). This controls the default order in 

which the names will appear on the page and the page breaks. You can modify 

these settings by changing the drop down options for the sort order and the 

check boxes for page breaks.  Press Next. 

6. Change the name of your list from the default ñMy Listò so that once you print the 

list, you can easily identify it. 

 

7. A warning to Print Setup on your computer will appear. It is extremely important 

that you follow the instructions and check to make sure your Print Setup matches 
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the information on the warning page. Next, click Finish. 

 

8. Now your canvassing sheets are ready for printing. Print by selecting print from 

your web browserôs menu or by right clicking and selecting print from your drop 

down options. 
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Your Canvass Sheet ð an Overview  

Canvass sheets contain the information needed for both collecting data and 

entering it into the Lib eralist database.  

The My List button will bring you to the list from which the canvass was 

pulled. 

People refers to the number of individual names on your list while Doors is 

the number of doors you will have to knock on to reach them. 

 

The Canvass Results Key box outlines the standard canvass abbreviations that are selected when 

creating a script.  

The text below the Canvass Results Key box is the Script you are providing your volunteers for 

this canvass. It is determined by the Canvass Script you selected when printing. Any level 3 user 

can create and customize a script by opening the Codes ǒ Questions ǒ Scripts feature from the 

Main Menu, selecting Scripts, and following a few simple steps. 

 

The canvass sheet will indicate individuals 

residing at the same address by separating them 

with a gray line, rather than a black one. 

Canvassing Results are recorded by ticking the 

appropriate boxes (Activist Codes, Canvass Results) or circling an answer according to the 

corresponding responses (Survey Questions). 

Results from canvassing sheets are then entered into Liberalist by either using the Gridview or 

Barcode method. If you plan on scanning your results in using a barcode reader it is important to 

http://liberalist.ca/files/2010/04/guide_script.jpg
http://liberalist.ca/files/2010/04/guide_canvassresultskey.jpg
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include the barcode field and VAN ID in your report format. The Standard Calling or Walking List 

Report Formats include the barcode field and each personôs name is accompanied by their unique 

VAN ID number to allow for faster data entry.  

The List Number located at the bottom of each page is valid to retrieve the list for data entry during 

a 30 day time period. 

 

  

http://liberalist.ca/files/2010/04/guide_listpagenumber.jpg
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Target a Specific Region using TurfCutter  

The TurfCutter function allows you to target individuals by a specific region allowing you 

to tailor your approach. 

1. In My Voters, first click Go to My List then click on the CutTurf icon on. 

(You can cut your list when you have less than 2,500 people on your 

list.) 

2. This will take you to the Turf Cutter page. When you choose ñBrowse Mapò, the 

map is in navigation mode. Use the + (plus) symbol to zoom in and 

the ï (minus) to zoom out, or you can use the slider control for 

zooming. 

3. From the menu, select whether you want to view the icons by 

selecting Doors, People, or Both. 

4. You can create up to 30 ñTurfs,ò or sets of voters, using 

the function Select Individuals, or the function Draw 

Turf. Draw Turf allows you to select voters who are part 

of your list by drawing a line around them on the map. 

The people inside the boundaries will become your new 

list, once saved. To select the people who will be part 

of a Turf using ñSelect Individualsò you must press 

CTRL as you click on individual icons. 

5. To start creating your first Turf, select ñTurf 1ǌ in the 

menu beside the Clear button. 

6. Click on the map to choose a place to start. Then 

choose a second point and click there. Continue 

clicking on points to draw the geographical limits of 

the group you want to apply to the Turf. 

7. If you want to undo your most recent click on the 

line, click Undo Last Click. 

8. Continue to define the boundaries for cutting your list and click on your first point, 

marked with an S, to finish tracing the outline of the map. 

 



46 | P a g e 
 

9. To save Turf 1, select Turf 1 in the menu next to the Save button, and then click 

Save. If you would like to continue to cut the list by creating the geographical 

boundaries of another Turf, select Turf 2 and follow the same steps. Repeat the 

process for up to 30 Turfs. 

10. To delete your current Turf, click Clear, or Clear all to 

start over if you have more than one Turf to erase. 

 

11. When finished, click Finish, select the file, the name and description and click 

Save. 

 

12. When you want to print your list from Turf 1, click on View My Folders to retrieve 

the list. From My List, select Print. This will take you to the Print page. Select 

Map with People if you want to print the map with icons of people, Map Without 

People if you want the map without icons or Do not Print Map to print only the list. 
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Splitting your report to section large canvassing 
reports for multiple canvassers  

Splitting your report divides your list into sections according to the number 

of people or phones that you would like to be in each grouping of yo ur list.  

1. On the My List page you can split your report to divide it into multiple 

sections for your canvassers by click on Split within the menu bar. 

2. Select the number of people or the number of phones you would like 

to include in each section of your list. 

3. Select the folder that you would like to save the list in from the drop down menu 

or check the box new folder and enter the name of a new folder. 

4. Enter the name of the list. This name will refer to all of the sections within the list 

as well. 

5. Click Save. 

If you are printing a report of a list that contains more than 2,500 individuals this is an 

obligatory field. 

Enter the number of people that you would like to appear in each grouping of your 

report. You can split your report to contain sections that include up to 2,500 individuals. 

The minimum number of individuals for each section of the report is the number of 

people that can appear on one page according to your report formats parameters. Press 

Next 

 

http://liberalist.ca/files/2010/08/guide_split.mylist.jpg
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Canvassing on your iPhone  

Liberalistsô new MiniVAN tool can be used on any Apple tool with a touch screen that can 

download and run applications. This includes the iPod touch, the iPhone, and the iPad. 

Volunteers with any level of Liberalist account can receive lists and canvass using MiniVAN. 

Only users with Level 3 or higher accounts can provide themselves and others with canvass 

lists through MiniVAN. 

Follow the steps below to set up and use MiniVAN for door canvassing. 

In Liberalist: 

1. Create a list on the My Voters tab in Liberalist 

2. On the My List page, click the MiniVan icon 

 

3. Name the list 

 

4. Select the Script you want to associate with this canvass 

Note: A script is the set of questions you would like to be asked to the people on 

your list. For example, the Canvass script asks them 1) Which party they support, 2) 

Whether or not they want a sign, 3) If they want to volunteer, and 4) If they need 

transportation to the polls on Election Day. While you can create your own script, 

most teams will use the standard ñCanvassò script to canvass their voters. 

5. Assign the list to yourself or another member of your team 

Note: If the name of the person you want to assign the list to is not present, they do 

not have an active Liberalist account. They can request one at liberalist.ca. 

On your Phone: 

1. Downloaded the MiniVan app on your phone from lpc.ca/minivan 

2. Log into MinVan using your Liberalist username and password 

3. Choose the list that has been assigned to you 

http://liberalist.liberal.ca/learn/user-guide/script/
http://itunes.apple.com/ca/app/minivan-touch/id352087547?mt=8
http://liberalist.liberal.ca/files/2011/03/1-App-Icon.png
http://liberalist.liberal.ca/files/2011/03/2.-E.-Assign-the-list.png
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4. You can view your list in one of three ways:  

1. You can view the addresses on your list by selecting the Houses tab near the 

top of your screen. 

 

2. You can view a map of the list by selecting the Map tab near the top of your 

screen. 

 

http://liberalist.liberal.ca/files/2011/03/4.-Doors.png
http://liberalist.liberal.ca/files/2011/03/6.-Map.png
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3. You can view a list of the people on your list by selecting the People tab near 

the top of your screen 

 

5. Enter the people you answers in their profiles in MiniVAN as you go. 

Note: You can either view the full script for each person or you can only view the 

questions you need to ask. 

 

6. If the person at the house is not on your list, do not record their answers in another 

personôs profile. 

http://liberalist.liberal.ca/files/2011/03/5.-People.png
http://liberalist.liberal.ca/files/2011/03/7.-No-Script.png
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7. When you are finished canvassing, use the MiniVAN tool to send the list back to 

Liberalist for local approval. 

In Liberalist: 

1. On the My Voters tab Main Menu page, click on the iPhone icon. 

 

2. You will see the MiniVan lists that have been sent back for your team. 

3. Review the data and choose to comitt it to the database. 

 

  

http://liberalist.liberal.ca/files/2011/03/8.-E-Main-Menu.png
http://liberalist.liberal.ca/files/2011/03/9.-E.-Committ.png


52 | P a g e 
 

Phone Canvassing 

Using the Virtual Phone Bank  

The Virtual Phone Bank (VPB) helps you and your campaign team canvass by combining 

your list of people to call with a script so volunteers can make calls from anywhere with a 

computer and an Internet connection. 

When you make calls from the Virtual Phone Bank, you are shown the relevant information 

about each individual that the VPB administrator put on your list, one by one. As you make 

calls, you can easily enter the data onto the VPB screen of the person youôre talking to. 

When you pass to the next call, the information is instantly saved in the individualôs record. 

Any Liberalist user can access a Virtual Phone Bank that has been assigned to them 

through Liberalist or by entering a VPB Code that has been provided to them. 

Using Virtual Phone Bank to phone canvass 

1. Make sure you are on the right ótabô (Shared Contacts or My Voters). If you do not 

know which ótabô you should be phoning from, ask your volunteer coordinator. 

2. From the Main Menu of the right tab, select Virtual Phone Bank.

 

3. Now select the list you want to use or enter the VPB code. Press Next. 

 

4. If Liberalist asks you to enter your postal code, this means that VPB will have you 

call people who live closest to you first. Type in your postal code and press Next. 

 

5. Start calling! 

http://liberalist.ca/files/2010/06/guide_menu.virtualphonebank.jpg
http://liberalist.ca/files/2010/06/guide_vpb.selectvpb.jpg
http://liberalist.ca/files/2010/06/guide_vpb.postalcode.jpg
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1. The VPB will show you the first person on your list, including their name and 

phone number. It will also show you the script you should use when calling 

and the options you have for editing the information in each personôs profile 

(eg. their address). Familiarize yourself with your script and your options 

before you pick up the phone. 

2. Pick up the phone! Dial the number of the first person on  your list and use 

your script to complete the call. 

3. Enter the appropriate canvass results in the script. 

***IMPORTANT*** You have to enter a call result (like Not Home) or a 

script answer for every person you talk to. If you do not enter any 

information for a person you have called, they will STAY on the list and 

someone will call them again. 

4. Once you have entered the information from your call, make sure to click 

Save/Next so the information is saved in the personôs profile and you can 

make your next call. 
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Creating a Virtual Phone Bank list  

1. From either My List or View My Folders (see Creating a list section to cover how 

to create a list), select the list you want to convert to a Virtual Phone Bank list. 

 

2. Once in My List with your selected list, in the menu above the list, select Narrow 

People. 

3. On the page Narrow My List and select 

Phones only and then click Search. 

4. Once in My List, at the right edge of the menu, click on the ñ>ò icon and additional 

options should appear.  

5. In that box, select Householding Wizard and then click Next.  

6. This will bring you to a page called Householding Wizard. Select Narrow List to 

one Person per Phone Number and then click Next. 

  

7. Click Finish. Now your list contains only individualôs with phone numbers and one 

entry per phone number and it is ready to use in a Virtual Phone Bank. 

 

 

 

 

 

http://liberalist.liberal.ca/files/2010/06/ll-updated-menu.jpg
http://liberalist.ca/files/2010/06/guide_household.narrowtophone.finish.jpg
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55 | P a g e 
 

Administering the Virtual Phone Bank  

1. From the My List page (see Creating a list section for help on creating a list), 

click Calls in the icon bar.  

2. In the box that appears, select Create a Virtual Phone Bank List and then click 

Next. 

3. You will be brought to the VPB administration screen. Name your VPB list and 

select which script (set of questions) you would like your volunteers to use from 

the drop down menu.  

4. Check the different fields you would like to appear in the VPB display and the 

editable fields that you would like your volunteers to be able to update. You also 

have the option to make the script appear above or below the display 

information. 

http://liberalist.liberal.ca/files/2010/06/ll-updated-menu1.jpg
http://liberalist.ca/files/2010/06/guide_vpb.admin_.display.en_.jpg
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5. Select the dates that you want to the phone 

bank to be active. This feature limits the VPB so 

it can only be accessed between those dates. 

You can also set parameters for the 

time of day that your volunteers can 

make phone calls using the Daily 

Start Time and Daily End Time 

fields. If you would like to set a limit on the total time period for the VPB session, 

enter this in the field beside Time Limit. If you enter a time limit, decide if you 

want your canvassers to be able to repeat the session once the time limit has 

elapsed.  

6. You may also want to set goals in the field Contact limit and allow your users to 

see their own progress towards the goal or the combined progress of everyone 

that has access to the VPB.  

7.  If you would like to distribute your list to canvassers based on their location, 

select Distribute voters by postal code. When your canvassers log into the virtual 

phone bank they will be prompted to enter their postal code which will distribute 

individuals that live closest to their house.  

8. If you are creating a VPB to call your contacts from a list on the Shared Contacts 

side, you can select Include Event scheduler to allow your canvassers to access 

your electoral district (or committees) calendar and schedule individuals for 

events. 

9. You can choose to include links on 

the VPB display to all individuals 

living in the same household that are on your list or show everyone that lives at 

that household according to all available information under the Householding 

option. When creating a VPB on the My Voters side of the application, you have 

the option to exclude anyone that has already been identified as having voted 

early or on Election Day. Select active so your canvassers will be able to access 

the VPB and click Next. 

  

http://liberalist.ca/files/2010/06/guide_vpb.admin_.postalcode.jpg
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11. This will bring you to a page called Edit Virtual Phone Bank. This is where you 

review your options and where you assign users in your Liberalist committee to 

the Virtual Phone Bank by clicking on the userôs name and then selecting to add 

or remove their access.   

12. Once you have reviewed your selections and assigned users, press Save. Take 

note of the VPB code if you would like to give users access to your Virtual Phone 

Bank by only providing the VPB code. Your Virtual Phone Bank is now ready for 

a first round of calls. (Please see Using the Virtual Phone Bank for more 

information about how to log onto a Virtual Phone Bank).  

13. When you have finished a round of calls you can press Send to Round 2 to give 

your volunteers a new VPB that contains all the uncompleted calls. Individuals 

that have been successfully canvassed, identified as deceased, wrong number, 

refused or left message will be removed from the list and busy/ not home results 

will be added back into the VPB for the second round of calls. To do this: 

14. Go to the Main Menu page of the tab on which you created the Virtual Phone 

Bank. 

b. In the right-hand column click Phone Services to display the 

Phone Services dropdown menu. 

c. Click Virtual Phone Bank to see a list of all active Virtual 

Phone Banks. 

d. Click on the name of the Phone Bank you want to send to 

Round 2. 

e. Scroll down the page to the button Send to Round 2. Click 

that button. 

f. Make sure the right users have access to the Phone Bank. 

 

 

http://liberalist.ca/files/2010/06/guide_vpb.assignuser.jpg
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How to Print a Canvass Sheet  

Any list you create can easily be converted to a printable canvassing report.  

1. Create or Load a list you would like to use. Be sure to consider which tab you 

should use: My Voters or Shared Contacts. 

2. Click the Print icon. The Print Report screen will appear. 

3. Select a Report Format. This controls the information that will appear for each 

individual on your canvassing sheet. Walking and Calling List are standard 

formats that have been shared across the country. Any level 3 user can create a 

report format and share it with their electoral district (or committee) so you can 

control the information that appears on your canvassing sheets.

 

4. Select the Script you plan on using for your canvass. If you have not created 

your own script, see the ñCreating a Scriptò section or select one of the standard 

scripts. 

5. Selecting your Source (Calling or Walking). This controls the default order in 

which the names will appear on the page and the page breaks. You can modify 

these settings by changing the drop down options for the sort order and the 

check boxes for page breaks.  Press Next. 

6. Change the name of your list from the default ñMy Listò so that once you print the 

list, you can easily identify it. 
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7. A warning to Print Setup on your computer will appear. It is extremely important 

that you follow the instructions and check to make sure your Print Setup 

matches the information on the warning page. Next, click Finish. 

 

8. Now your canvassing sheets are ready for printing. Print by selecting print from 

your web browserôs menu or by right clicking and selecting print from your drop 

down options. 
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Your Canvass Sheet ð an Overview  

Canvass sheets contain the information needed for both collecting data and 

entering it into the Liberalist database.  

The My List button will bring you to the list from which the canvass was pulled. 

People refers to the number of individual names on your list while 

Doors is the number of doors you will have to knock on to reach 

them. 

 

The Canvass Results Key box outlines the standard 

canvass abbreviations that are selected when 

creating a script. 

The text below the Canvass Results Key 

box is the Script you are providing your 

volunteers for this canvass. It is determined 

by the Canvass Script you selected when 

printing. Any level 3 user can create and 

customize a script by opening the Codes ǒ 

Questions ǒ Scripts feature from the main 

menu, selecting Scripts, and following a 

few simple steps. 

The canvass sheet will indicate individuals residing at the same address by separating 

them with a gray line, rather than a black one. 

Canvassing Results are recorded by ticking the appropriate boxes (Activist Codes, 

Canvass Results) or circling an answer according to the corresponding responses 

(Survey Questions). 

Results from canvassing sheets are then entered into Liberalist by either using the 

Gridview or Barcode method. If you plan on scanning your results in using a barcode 

reader it is important to include the Barcode Field and VAN ID in your report format. 

http://liberalist.ca/files/2010/04/guide_canvasssheetrecords.jpg
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The Standard Calling or Walking List Report Formats include the barcode field and 

each personôs name is accompanied by their unique VAN ID number to allow for faster 

data entry.  

The List Number located at the bottom of each page is valid to retrieve the list for data 

entry during a 30 day time period.  

 

 

  

http://liberalist.ca/files/2010/04/guide_listpagenumber.jpg
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Customizing your Canvass 

Creating custom survey questions  

Liberalist allows you to create your own custom survey questions.  

1. Located on the bottom lower left hand side of the page In the Main Menu, click 

Codes Å Questions Å Scripts and click Survey Questions. 

 

2. On the Survey Questions page, to add a 

new survey question, click New Survey 

Question.  

 

3. Name your survey question, and pick the relevant election cycle and question 

type. The cycle refers to the year in which this question is created. The medium 

and short names are used on canvass sheets. 
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4. For each field, there is also an option for the French equivalent. This will enable 

the system to automatically display the French version of the question if you have 

volunteers who prefer to work in French. 

5. Type in your question. It is best to keep the question short and to the point. 

6. Press Save when you are satisfied. 

7. Add the possible responses. You can use the arrows to position the order of the 

responses. You are not limited to only ñyesò, ñnoò or ñmaybeò; however, you may 

have 260 possible responses. Insert all relevant responses. The clearer and the 

more specific the response, the easier it will be to interpret your data. 

 

8. Finally, press Save again and your survey question is complete and ready to use. 
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Creating a script  

Scripts are the framework for the activist codes and survey questions used 

during your teamôs canvassing. 

Here you will customize a Script for your campaignôs unique 

needs. You can use your script when printing your canvassing 

sheets. Scripts are also used on the Virtual Phone Bank and 

in Grid View. In order to insert your Survey Question(s) and Activist Code(s) into the 

script, you must have already created the Survey Question(s) and have access to the 

Activist Code(s) that you would like to include in your canvass. 

1. Located on the bottom left hand side of the Main Menu, click on the Codes Å 

Questions Å Scripts location and then click Scripts. 

 

2. Here, you will be able to view and manage all your custom scripts. To add a 

new script, click Add New Script in the upper right hand corner. 

3. Give your script a name, description and determine if it should be under My 

Voter File or Shared Contacts. Click on the active status and select if the 

script should be available in the Voter File or Shared Contacts. If an Activist 

Code or Survey Question only appears on Shared Contacts and you choose 

My Voter File when creating your script, you will not be able to use that code 

when building your script.  

4. Now you can begin to build the script by inserting your different Script 

Elements and positioning them within the script by clicking on the arrows to 

arrange the order. 

  

http://liberalist.ca/files/2010/06/guide_script.addnew.jpg
http://liberalist.ca/files/2010/06/guide_script.newscript.jpg
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5. Under Add Script Element, write the text 

you would like provide for canvassing. 

Click Add. If you would like to edit a text 

field click Edit to go back to a particular 

section and modify it.  

6. To add a question, select the Survey 

Question you would like to use during 

the canvass from the drop down menu 

under Survey Questions. Click Add. 

7. To add an Activist Code, select the Activist Code you would like to use 

during the canvass from the drop down menu under Activist Codes. Click 

Add. 

8. Select the different canvassing results that you would like to make available as 

responses on your script. Only select the results that you think your volunteers 

will need in order to successfully track results of their canvass. These results 

will be identifications your canvasser may select on a canvassing sheet or the 

Virtual Phone Bank when they are unable to canvass an individual.  

9. Choose the electoral district(s)/committee(s) that can have access to your 

script by using the add and remove buttons. If you have only been granted 

access to one Liberalist committee, you will be able to share your script with 

only that committee. If you have access to more than one Liberalist committee, 

the names of all of your committees will appear and you may select which 

committee you want to give access to the script. 

  

http://liberalist.ca/files/2010/06/guide_script.walkresults.jpg
http://liberalist.ca/files/2010/06/guide_script.callresults.jpg
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Creating a report format  

Report formats organize the information that appears on printed lists.  

1. Located on bottom lower left hand side of the Main Menu page, click Reports Å 

Labels and click Report Formats.  

 

2. On the Report Formats page, to 

add a new report format, click Add 

New Report Format.  

3. Give your report format a name and description. Select the page size and 

orientation. Choose the number of rows you need in order to ensure you have 

enough space for the various fields you want to include in your report format. 

Choose whether you would like to include information from the Notes field from 

each individualôs record on your printed list. Click Next. 

 

4. Select whether you would like to leave room on your printed list for a script. If you 

are creating your report format for canvassing, you must reserve room for the 

script that you want to use during your canvass. The amount of room you need to 

reserve depends on the number of possible identifications that are associated 

with your script. If your script includes a lot of activist codes, survey question 

responses and canvass results, you will need to reserve more room for your 

script. Click Next. 

5. Select fields for your report format by dragging it onto the grid. Hold your curser 

above any given field for a description of what information that field represents. 

http://liberalist.ca/files/2010/06/guide_menu.reportformats.jpg
http://liberalist.ca/files/2010/06/guide_report.step1_.jpg
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Click Add Column and use the arrows to help you position the fields that you 

place on the grid and organize the information on your printed list. You may edit 

the grid by placing a field back under Available Fields or by clicking clear. 

 

6. To Add an Activist Code or Survey Question, click on Add Activist Code or 

Add Survey Question. Select the identification you would like to insert into the 

printed list and click save. The Activist Code or Survey Question field will 

appear under available fields and then you can place it onto the grid. This will 

help you print out previously made identifications from an individualôs record. 

7. To add Text to your printed list click Add Text Field, enter the text you would like 

to include and click save. The text field will appear under available fields and 

then you can place it onto the grid. This feature can help you customize your 

report for example labelling different fields or providing a field for an individualôs 

signature. If you would like to add a check box, click Add Checkbox. A checkbox 

field will appear under available fields and then you can place it onto the grid. 

8. If you would like to format a field. Click on the field and drag it onto the space 

provided under Field Formatter. Check Bold, Italic and/or under Underline to 

format the field and then place it onto the grid to include it in the report format. 

Once you are satisfied with your report format, click Save. 

9. On the Edit Report Format page you can see a preview of your Report Format 

and change the format, layout and script options. If you would like to edit your 

report format, click Edit. If you are satisfied with your report format, click Save. 

 

 

 

http://liberalist.ca/files/2010/06/guide_reportbuilder.jpg
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Adapting an existing Report Format  

1. Make sure that you are working on the same tab where the report is located. If 

the report will be used to canvass voters, you should be on the My Voters tabs. 

If the report will be used to manage volunteers or to work with membership or 

donations, make sure you are on the Shared Contacts tab. 

2. Click Reports Å Labels and click Report Formats on bottom lower left hand side 

of the Main Menu page. 

 

3. On the Report Formats page click on the report format 

that you would like to adapt. 

4. Click Save As in the right-hand column. 

 

5. Title your version of this report. Click Save. 

6. You will be taken back to the Report Formats page. 

Click on the version of the report format that you have 

saved. 

7. Scroll down and click Edit at the bottom right-hand corner of the preview box. 

 

8. Select fields for your report format by dragging it onto the grid. Hold your curser 

above any given field for a description of what information that field represents. 

Click Add Column and use the arrows to help you position the fields that you 

place on the grid and organize the information on your printed list. You may edit 

the grid by placing a field back under Available Fields or by clicking clear. 

 

http://liberalist.liberal.ca/files/2011/04/2-Edit.png
http://liberalist.liberal.ca/files/2011/04/3-Drag-and-Drop.png
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9. To add information from your votersô profiles (eg. Activist Codes or Survey 

Questions), click on Add Activist Code or Add Survey Question. Select the 

identification you would like to insert into the printed list and click save. The 

Activist Code or Survey Question field will appear under available fields and 

then you can drag and drop it onto the grid. As one example, this will let you print 

out previously made identifications from an individualôs record. 

 

10. To add Text to your printed list click Add Text Field, enter the text you would like 

to include and click save. The text field will appear under available fields and 

then you can place it onto the grid. This feature can help you customize your 

report for example labeling different fields or providing a field for an individualôs 

signature. If you would like to add a check box, click Add checkbox. A checkbox 

field will appear under available fields and then you can place it onto the grid. 

11. If you would like to change the format of one of your elements, click on the 

element and drag it onto the space under Field Formatter. Check Bold, Italic 

and/or under Underline to format the element and then place it onto the grid to 

include it in the report format. Once you are satisfied with your report format, click 

Save. 

 

12. On the Edit Report Format page you can see a preview of your Report Format 

and change the format, layout and script options. If you would like to edit your 

report format, click Edit. If you are satisfied with your report format, click Save. 

  

http://liberalist.liberal.ca/files/2011/04/4.-Activist-Codes-and-Survey-Questions.png
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70 | P a g e 
 

Data Entry 

Returni ng canvassing data into Liberalist  

Once you are finished a canvass; you need to input the data into Liberalist. 

You are able to do this in one of two ways:  

1. Scan Bar Codes will let you 

scan bar codes to input data 

(bar code reader required.)  

2. Grid View brings up your list in 

an easy to enter spreadsheet-

style format. 
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Using bar codes for mass data entry  

1. From the Main Menu, click on Scan Bar 

Codes. 

2. Select which script was used for 

canvassing, when the data was 

collected, by whom and whether it 

was from a door-to-door canvass or 

phonebank. 

Select the entry order that you 

prefer. The type of data that you are 

entering into to the system should determine the entry order. The default setting 

or ñResults First, then Namesò setting works best when you have a large list with 

one or more survey questions.  

3.  All of the possible results from your script will be 

automatically generated and appear in a printable 

report. Note: The Bar Code Report can be used for 

multiple canvasses as long as you are using the same 

script because the scriptôs results/ barcodes will be the 

same. 

4. Select Print Preview on your browser and ensure that 

the page will NOT shrink to fit when printing. It is 

important that you select 100% as the printing size. 

Select File, Print in your browser. Once you have 

finished printing, click Finish. 
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5. On the Bar Code Data Entry page, 

the field should be green and ready 

for you to scan results. If you 

selected the Results First entry 

order, you will scan one result and 

then all corresponding names. If you 

chose Names First you will scan the 

bar code representing a person and 

then the result you want associated 

with that person before moving on.  

6. Once the data is entered; you will be able to view it in a personôs record under 

Survey Questions, Activist Codes, Events, etc. You can click on the personôs 

name to be taken from the Bar Code Data Entry page directly to their profile. If 

you make a mistake, you will have 24 hours to edit or delete new canvassing 

data by clicking on the individualôs name and then selecting edit beside the result 

in the appropriate field. After that time, you will need to contact the Liberal Party 

of Canada national office to request a correction. 

 

7. Also, if you have information to enter on a profile that was not one of the 

identifications included on the script, you can click on an individualôs name to add 

information to any field on their profile and then click on the words Scan Bar 

Codes on the top left hand ñbread crumb trailò to continue entering results from 

your canvass using Barcode entry. 

Note: If your barcode scanner cannot read an entry, you can manually type in the 

numbers found under the barcode. If this is the case for more than a handful of entries, 

we recommend using Grid View. 

  

http://liberalist.ca/files/2010/04/guide_breadcrumbtrail.jpg
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Grid View in Liberalist  

If you want to enter large amounts of canvass results, but do not have a bar 

code reader, yo u can use Grid View. Identification fields on gridview are 

determined by your script so you can enter data on the screen exactly as it 

appears on a printed report.  

If you would like to change the identifications available in Gridview, you 

can select a diff erent script or if you are a level three user you can create a 

new script with different Canvass Results, Activist Codes and Survey 

Questions to enter different results.  

1. From the Main Menu, click on Grid View.  

2. Select Use My List to load the last list you created, enter the list number on the 

bottom of your canvassing report, or 

you can use Quick Lookup. When 

entering data from reports issued 

less than 30 days before, you can 

you can enter the List Number at 

the bottom of each page of the report. To load your most recent list, select Use 

My List. To search for individuals instead of working from a list, select Quick 

Look Up. 

3. Select the script and enter the 

canvasser, date canvassed, whether 

the source was a phone call or 

canvass walk and the sort order. 

When you select Calling or Walking 

default sort options will appear, you 

can change the order in which the names on a list appear by changing these sort 

options. If you have customized your sort order when you printed the list, you 

may want to change the default sort options on the Gridview so the names 

appear in the same order as on your canvassing report. Click Next. 

4. Liberalist will display 25 voters at a time. Now simply select the results from the 

drop down menu by clicking on the arrow at the side of the field to reveal the 

options. Click Save. Once finished with your first 25 voters, press >> to go 

forward in your list, << to go back or Save if you are finished. 

http://liberalist.ca/files/2010/04/guide_gridviewdisplay1.jpg
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5. As with Scan Bar Codes, once data is entered, you will be able to view it in a 

individualôs record by clicking on the name and selecting edit beside the 

response under the appropriate field. Also, if you have information to enter on a 

profile that was not one of the identifications included on the script, you can click 

on an individualôs name to add information to any field on their profile and then 

click on the word Gridview on the top left hand ñbread crumb trailò to continue 

entering results from your canvass using Gridview. 

Note: You will have 24 hours to edit or delete new canvassing data. After that time, 

contact the Liberal Party of Canadaôs national office to request a correction. 
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Marking profiles with Quick Mark  

Quick Mark is a feature that helps you to quickly find and update profiles 

without having to open each individualôs record. 

1. In the Main Menu, click Quick Mark. 

 

2. Pick the type of ómarkô you would like to add to the profile. Depending on your level 

of access on Shared Contacts side, you can add an Activist Code, a survey 

response, volunteer profile or schedule them for an event. 

Once you have decided on what you want to do, press Next. 

 

3. This is where you specify the code, question, activity, etc. that you wish to apply. 

 

4. A page that looks similar to Quick Look Up will appear. Enter the name of the 

individual you would like to tag. Press Save / Search. 

 

5. Now select the checkbox beside the individual you would like to update and press 

Save / Search. If you flagging events or survey questions, select the appropriate 

response from the drop down menu beside the individual you would like to update 

and press Save / Search. 

 

 

 

http://liberalist.ca/files/2010/04/guide_quickmark.jpg
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Data Entry for Voting Information  

Voting Data Entry can be done using either the Keypad data entry tool or the Bingo 

Sheet data entry tool. While the Keypad Data Entry tool can be used on any smart 

phone browser, this method is only recommended for geographically vast ridings as 

data entry via a computer will be quicker. 

Keypad data Entry  

1. On the Main Menu page of the My Voters tab, click on the Keypad Data Entry 

icon in the Election Day Voting box. 

 

2. Select your riding from the drop down menu. 

3. Type in the first polling division on your list as a 4 digit code. 

 

NOTE: Elections Canada uses a 4 digit code to identify all polling divisions in 

your riding.  

1. Each poll is followed by a ô0ǋ, ô1ǋ, ô2ǋ, etc. to indicate whether or not the 

polling division has been split. Eg. if Poll 234 has been split into 3 polling 

divisions, you would enter them as 2340, 2341, and 2342. 

2. All polling divisions are expressed in 4 digits. If a polling division does not 

have 4 digits (eg. Polling division 15), zeros are added to the begining of 

the polling division to make it 4 digits. Polling division 15 would be typed 

as 0150. 

4. Enter the Electors Sequence ID of each person who voted in that polling 

division. 

5. Click Save. 

6. Move on to the next polling division and continue until you have completed the 

sheet. 

 

http://liberalist.liberal.ca/files/2011/04/5.-Keypad-Icon.png
http://liberalist.liberal.ca/files/2011/04/6.-Keypad.png
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Bingo Sheet Data Entry 

1. On the Main Menu page of the My Voters tab, click on the Keypad Data Entry 

icon in the Election Day Voting box. 

 

2. Select your riding. Click Remember Me. 

 

3. Select the first polling division on your list. Click Save/Refresh. 

4. The Bingo Sheet that appears contains all of the Electors Sequence IDs of the 

registered voters in your polling division. Click on the Electors Sequence IDs of 

the people who voted and click Save/Refresh to record their vote. 

 

5. To enter data for another polling division, select it from the drop down menu and 

click Save/Refresh. 

 

 

 

 

 

http://liberalist.liberal.ca/files/2011/04/2.-Bingo-Sheet-Icon.png
http://liberalist.liberal.ca/files/2011/04/3.-Pick-riding-and-polling-division.png
http://liberalist.liberal.ca/files/2011/04/4.-Click-on-the-Elec-Seq-ID.png
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Keypad Data Entry on a Smart Phone 

Users can enter voting data on any smart phone with a browser and access to the 

internet. 

1. On your smart phone, go to http://my.liberalist.ca. There is no ówww.ô 

2. Log in using your Liberalist username and password. 

3. Click Enter Voting Data. 

 

4. Select your riding from the drop down menu. 

 

5. Enter the first polling division on your list as a 4 digit number. 

NOTE: Elections Canada uses a 4 digit code to identify all polling divisions in 

your riding.  

1. Each poll is followed by a ô0ǋ, ô1ǋ, ô2ǋ, etc. to indicate whether or not the 

polling division has been split. Eg. if Poll 234 has been split into 3 polling 

divisions, you would enter them as 2340, 2341, and 2342. 

2. All polling divisions are expressed in 4 digits. If a polling division does not 

have 4 digits (eg. Polling division 15), zeros are added to the begining of 

the polling division to make it 4 digits. Polling division 15 would be typed 

as 0150. 

6. Click Save. The voting data is immediately sent to Liberalist. 

7. Continue entering data until you have recorded all voters on your sheet. 

http://my.liberalist.ca/
http://liberalist.liberal.ca/files/2011/04/8.-Smart-Phon-Voting.png
http://liberalist.liberal.ca/files/2011/04/9.-Smart-Phone-Keypad.png
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Events and Volunteer Management 

Planning out Events using My Calendar  

Liberalist allow s a campaign to plan out events and manage volunteers for 

those events in My Calendar. Users will be able to see upcoming events and 

can be assigned to events as needed.  

1. First, on the Shared Contacts side, click on View My Calendar in the Main 

Menu.  

2. From this view, you will be able to see all the events related to your committee. 

To add a new event, click Add New Event in the upper right-hand corner. 

3. In the New Event Wizard, select the type of event, give it a name, pick a date 

and pick a time. If your event has shifts, such as scrutineering, a phone bank or 

literature drop, then pick how many shifts you want to divide it into. Once you 

have made your selections, press Next. 

4. Use the Activities and Goals page to set out which 

types of event activities you would like to track and 

whether or not you have a target number of 

participants for each activity. For example, do you 

need 6 canvassers for this Sundayôs door canvass? Do you need 2 receptionists 

to greet people at your town hall? If you do not have any a target number for 

event participation (for example summer barbequeue attendees), select ñDo not 

Set Goalsò. 

5. Choose at least one event activity, such as 

Attendee, and click Finish to create your event. 

6. To schedule volunteers and record attendees see 

Linking Volunteers and Attendees to Events. 

  



80 | P a g e 
 

Linking Volunteers and Attendees to Events  

You can use Liberalist to schedule 

volunteers and record invitations.  

If all the attendees are not easily 

searchable by a specific set of criteria, 

refer to marking a profile in Quick Mark to 

see how to schedule without opening up 

each individualôs record. 

Adding by Lists:  

1. On your eventôs main page, click Find Volunteers. 

 

2. Create a New List for your event. You are searching on the Shared Contacts 

side, so only those identified as having a relationship with your committee will 

appear in the search. 

 

 

 

 

 

 

 

 

http://liberalist.ca/files/2010/04/guide_createalistsc.jpg
http://liberalist.ca/files/2010/04/guide_mylistjohndoe.jpg
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3. Once you have a list generated, 

click on the profiles of your potential 

volunteers. You can update the 

Events section in the profile of each 

chosen individual to schedule him or 

her for one or more events by 

clicking on their name updating events on their record. 

4. If the list is too long to schedule events by opening each individualôs record, you 

can add it to Grid View by returning to the main menu, then clicking on Gridview 

and selecting My List for your most recent list.  

Note: Liberalist regards event attendees as volunteers, so you can use these methods 

both to schedule volunteers and to mark invitations. 
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Marking profiles with Quick Mark  

Quick Mark is  a feature that helps you to quickly find and update profiles 

without having to open each individualôs record. 

1. In the Main Menu, click Quick Mark. 

 

2. Pick the type of ómarkô you would like to add to the profile. Depending on your 

level of access on Shared Contacts side, you can add an Activist Code, a 

survey response, volunteer profile or schedule them for an event. 

Once you have decided on what you want to do, press Next. 

 

3. This is where you specify the code, question, activity, etc. that you wish to apply. 

 

4. A page that looks similar to Quick Look Up will appear. Enter the name of the 

individual you would like to tag. Press Save / Search. 

 

5. Now select the checkbox beside the individual you would like to update and 

press Save / Search. If you flagging events or survey questions, select the 

appropriate response from the drop down menu beside the individual you would 

like to update and press Save / Search. 

 

  

http://liberalist.ca/files/2010/04/guide_quickmark.jpg
http://liberalist.ca/files/2010/04/guide_quickmarkstep11.jpg
http://liberalist.ca/files/2010/04/guide_quickmarkstep2.jpg
http://liberalist.ca/files/2010/04/guide_quickmarksearch.jpg
http://liberalist.ca/files/2010/04/guide_quickmarkcheck.jpg
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Blast Emails 

Sending an Email Blast  

6. Click on Create a New List from the Main Menu page to build the recipient list 

for your Email Blast. You can craft your recipient list in as simple or sophisticated 

a manner as you would like. Please contact the Liberal Help Desk Team if you 

would like advice or assistance in creating complicated lists. 

Best Practice: Instead of just grabbing all email addresses at your disposal each 

time you go to create an email blast, the Communications Team strongly 

recommends you base your list off an activist code. This gives you greater 

control over your list and allows you to keep your Casework contacts separate 

from your email blasts, where necessary. If you have a list of individuals you 

would like to be tagged as ñe-newsletterò or another activist code, please contact 

your Liberal Help Desk Team. 

7. Make sure that each person on your list has an email address. You can do this 

by clicking Narrow People from the My List 

page. 

8. Open the Phones ï Emails box and tick 

the ñE-Mails Onlyò box. Click Search to 

remove individuals without email addresses 

from your list and return to the My List 

page.  

9. From the My List page, click the Emails icon on your icon bar. If you cannot see 

an Emails icon, your account does not have access to the Email Blast tool. 

Please contact your Liberal Help Desk Team for assistance. 

10. The New Blast Email page will 

guide you through the process 

of setting up a blast email. First 

give this Email Blast a Name. 

The Blast Email Name will only be visible to your team. It is used in analyzing the 

relative success of your Email Blasts over time and in building lists based on past 

Email Blasts. You may wish to add a description to give greater detail. When you 

are done, click Next. Best Practice: Put the type of email (eg. Event Invite) and 

the recipient group in the Blast Email name. This will help you to analyze your 
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Blast Email successes more quickly over time. 

 

11. Select the appropriate Form Email from the drop down list. If you have not yet 

created the Form Email you are planning to send, click the New Form Email 

button. For assistance in creating a Form Email, please see Setting up a Form 

Email. When you have selected the Form Email you want to use, click Next. 

 

12. Select the date and time you want your Email Blast to be sent. Email Blasts 

cannot be scheduled in the past. You are asked to schedule your email blast at 

least an hour in the future for two reasons: 

13. Scheduling them in advance allows the system to bundle multiple blasts together 

and keep other functions running smoothly. 

14. You can cancel an Email Blast up to five minutes before it is sent. Scheduling 

your blast in advance gives your team extra time to revise and recall an Email 

Blast.  

15. The Preview step allows you to see your Blast Email as it will be seen by a 

sample recipient. The unsubscribe link has been added at the bottom of the 

preview email, just as it will be added to the emails sent out in your Email Blast. If 

you are not satisfied with the Preview, you can edit your Form Email by clicking 

Save and Exit, going back to the Main Menu, opening the em>Letters ï Emails 

menu, clicking on Form Emails and selecting your Form Email. 

http://liberalist.liberal.ca/learn/user-guide/setting-up-a-form-email/
http://liberalist.liberal.ca/learn/user-guide/setting-up-a-form-email/
http://extranet.liberal-caucus.ca/files/2010/09/19.-Blast-Name.png
http://extranet.liberal-caucus.ca/files/2010/09/20.-New-Plast-Email.png
http://extranet.liberal-caucus.ca/files/2010/09/21.-Schedule.png
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When you are happy with your form email, click Next. 

 

16. Liberalist  gives you another opportunity to check your Blast Email before it is 

sent by offering you the opportunity to send a test email to yourself or to a 

colleague. When you have sent a test email, click Next. 

Note: Test emails do not replace variables with information from the individualôs 

Liberalist profile. 

17. The Payment page shows you whether or not your Email Plan covers the 

scheduled Email Blast. If your Plan covers the Email Blast: Click Next. If your list 

contains more recipients than are covered under your Email Plan: Click 

Purchase Plan to upgrade your plan. For more information on purchasing an 

Email Plan, see Setting up your Email Plan. When you are returned to the 

Payment page, click Next. 

OR 

Return to the My List page to Narrow your List or to Remove People from your 

list, such that your list is small enough to be covered by your Email Plan. Click 

the Emails icon to begin the Email Blast process again. 

 

http://liberalist.liberal.ca/learn/user-guide/setting-up-your-email-blast-plan-2/
http://extranet.liberal-caucus.ca/files/2010/09/22.-Preview.png
http://extranet.liberal-caucus.ca/files/2010/09/24.-Payment.png
http://extranet.liberal-caucus.ca/files/2010/09/23.-Test-Email.png
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18. Confirm the details of your Email Blast. If you have not yet done so, read the 

Terms and Conditions. Tick the Terms and Conditions box and click Finish. 

 

19. Your Email Blast will be sent at the scheduled time. 

 

 

 

 

 

  

http://extranet.liberal-caucus.ca/files/2010/09/25.-Approval.png
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Setting up your Email Blast Plan  

You will need to purchase an email plan before you can send Email Blasts. Only one 

Email Plan needs to be set up per committee. All users on that committee with Email 

Blast privileges on their account will be able to send emails using the Email Plan. Only 

the user who purchased the Email Plan will have administrative access to the Email 

Plan and associated credit card information. 

1. When the Email Blast tool is made available to your account, the Letters menu 

on your Main Menu page will become the Letters-Emails menu. If you do not 

have access to the Emails section of the Letters-Emails menu, please contact 

the Liberal Party Help Desk for more information.  

2. Click the words Letters-Emails to display the Letters-Emails menu. Select the 

Email Plan option to purchase, edit or view your Email Plan. If you do not have 

an Email Plan option on your Letters-Emails menu, another member of your 

team has already purchased an Email Plan.  

3. The Email Plan page will display monthly statements of your planôs history. If 

you have not yet purchased an Email Plan, click Purchase Plan. 

 

4. Be sure to read the Terms and Conditions document before proceeding as it 

contains important and useful information. Failure to comply with the terms of the 

http://extranet.liberal-caucus.ca/files/2010/09/3.-Plan.png
http://extranet.liberal-caucus.ca/files/2010/09/1.-Admin-Menu.png
http://extranet.liberal-caucus.ca/files/2010/09/2.-Letters-Menu.png
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document could result in the removal of the Email Blast tool from your account. If 

you have any questions about the document, please contact the Liberal Party 

Help Desk. 

5. Choose whether you would like the Email Plan to begin today or the 1st day of 

next month. If the plan begins today, you will be able to begin emailing 

immediately. You will be charged for the full monthôs email privileges. 

  

6. Email Plans set the number of recipients (email addresses) your team can send 

e-mails to per month ï not the number of emails sent. Please consult the Terms 

and Conditions document for more information on Email Plans and Pricing. 

7. To help you to decide which plan is best for your team, consider the number of 

óblastableô email addresses your team currently has in the system. Please 

consider the source of your email addresses when deciding this. For example, 

you may have many email addresses from your teamôs casework management. 

You can use the Create a New List function assess your current number of 

available emails.  

Example List:  

¶ Create a New List: Activist Codes  

o Membership 2007-2010, 

o Communications e-Newsletter, 

o Volunteer: Previous Volunteer and Volunteer 

¶ Narrow my List: Phones Å Emails box ï Emails Only 

As discussed in the Terms and Conditions document, individuals must opt in to 

your teamôs newsletter blasts. If you have any questions about how to set up an 

opt-in system, please contact the Liberal Party Help Desk. 

 

 

 

 

 

 

http://extranet.liberal-caucus.ca/files/2010/09/4.-Purchase-Plan-conditions.png
http://extranet.liberal-caucus.ca/files/2010/09/5.-purchase-plan-effective.png
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8. Select the Email Plan that best fits your team and click Next. 

  

9. If there is not yet a credit card associated with your Email Plan, you will be 

asked to add a new credit card. Click Add Credit Card to continue. 

  

10. Enter the relevant information in the relevant boxes and click Save. 

 

11. You have successfully set up your teamôs Email Plan. 

  

http://extranet.liberal-caucus.ca/files/2010/09/7.-purchase-plan-the-plans.png
http://extranet.liberal-caucus.ca/files/2010/09/8.-purchase-plan-your-card.png
http://extranet.liberal-caucus.ca/files/2010/09/9.-purchase-plan-your-card-information.png
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Setting up Blast Preferences  

Your Email Preferences administer the way your recipients unsubscribe from your 

email blasts. 

1. To set up your Email Preferences, open the Letters-Emails menu on the Main 

Menu Page and click Email Preferences.    

2. Your Unsubscribe Banner can be created locally or set up by the Liberal Party 

Help Desk. Please contact the Liberal Party Help Desk if you need an 

unsubscribe banner created for your team.  

3. To upload your own Unsubscribe banner, click Browse. Select the image from 

your files. 

 

http://extranet.liberal-caucus.ca/files/2010/09/10.-Email-Preferences-unsubscribe1.png
http://extranet.liberal-caucus.ca/files/2010/09/2.-Letters-Menu1.png
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4. You can Customize the Unsubscribe Page Message. For example, change [This 

Campaign] to the name of your Candidate or the name of your Newsletter.  

 

5. You may wish to edit the Custom Footer. However, it is important to note two 

things: 

- Recipients MUST be able to unsubscribe from your email lists. This is not only a 

best practice, it is also in the Email Blast toolôs Terms and Conditions. 

- Using the default unsubscribe link will greatly reduce the time you spend 

managing your email list because the default unsubscribe page is linked to 

Liberalist. Recipientsô unsubscribe requests are automatically entered into 

Liberalist with no extra work required on your part. 

  

http://extranet.liberal-caucus.ca/files/2010/09/10.-Email-Preferences-unsubscribe1.png
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Setting up Your Email Template  

Email Templates save you time and ensure that all your Email Blasts have a 

consistent look and feel. Please create the Template as a Form Email and contact the 

HelpDesk to have them turn your Form Email into an Email Template. 

1. Individual Email Blasts are built using the text and format of a Form Email 

created by your team. In turn, the layout of your Form Emails is based on a 

time-saving Email Template. Most teams will have only one or two Email 

Templates (eg. one for event invitations and one for newsletters). 

 

2. When your team first signs up for the Email Blast tool, be sure to communicate 

with the Support Team about your teamôs Email Template. 

3. You will be encouraged to provide a header for your email blasts. 

4. Please communicate any additional requests for the Email Template to your 

Support Team. More than one Template can be created to help you to better 

differentiate between different types of Email Blasts. 

  

mailto:assistance@liberal.ca
mailto:assistance@liberal.ca
http://extranet.liberal-caucus.ca/files/2010/09/11.-a.-Form-Email-Example1.png
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Setting up a Form Email  

Every Email Blast you send will need to be based on a Form Email. Form Emails can 

be created in advance or during the process of sending an Email Blast. 

1. To create a Form Email in advance, select Form Emails from the Letters ï 

Emails menu on the Main Menu page.  

2. The Form Emails page will allow you to manage your growing list of available 

form emails. To create a new Form Email, click the Add New Form Email 

button in the top right-hand corner of the page. 

3. The New Form Emails page will help you to create a highly customized, 

dynamic email. The Variable column offers you several ñvariablesò that you can 

add to your email text. When the Email Blast is sent, details from each 

recipientôs profile replaces the variables, giving your email a personalized touch. 

For example, in the phrase ñDear {FirstName}ò, the variable {FirstName} will be 

replaced by each individualôs first name to say ñDear Johnò. If the individualôs 

profile does not contain the information needed to replace the variable, the Email 

Blast tool will instead use the default substitution. For example, in t he phrase 

ñDear {FirstName}ò, the variable {FirstName} will be replaced by ñFriendò to say 

ñDear Friendò. 

 

http://extranet.liberal-caucus.ca/files/2010/09/11.-Form-Emails-page.png
http://extranet.liberal-caucus.ca/files/2010/09/2.-Letters-Menu2.png
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4. To save yourself time and maintain a common look and feel to your email blasts, 

make sure that you have access to an Email Template. Selecting a Template 

when creating a Form Email can pre-populate a banner, an opening greeting, a 

text style, and a signature (depending on the Template). If you do not have 

access to an Email Template, please contact the Liberal Party Help Desk for 

assistance. 

 

5. Give your Form Email a Name. This name will only be visible to members of 

your team. 

Best Practice: Consider beginning the name of every Form Email with the date 

in Year/Month/Day format followed by the subject of the Form Email (eg. 

Summer BBQ). This will make Form Emails easier to manage over time. 

6. The Subject of your Form Email will appear as the email subject line to your 

recipients. 

7. Your recipients will see the Sender Name as the name of the person who sent 

the email. 

 

8. The Sender Email will appear as the email address of the person who sent the 

email. It is also the ñreply-toò email address meaning that your recipients will be 

emailing that account when they reply to your Email Blast. 

Best Practice: It is important that a member of your team checks the email 

account attached to the Sender Email regularly. If you cannot provide an email 

address that will be checked with any regularity, please contact the Liberal Party 

Help Desk. You are now ready to create the body of your Form Email. 

http://extranet.liberal-caucus.ca/files/2010/09/12.-Form-Email-Substitutions1.png
http://extranet.liberal-caucus.ca/files/2010/09/13.-Form-Email-Settings.png
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9. If you selected a Template, your Form Email probably already contains a 

Banner, an Opening Greeting, a Closing Line, and a Signature. All you have 

to do is edit the text of your Form Email and add any additional images. The tool 

bars above your Form Email function similar to the tools in Outlook and Word. If 

you have any questions about these toolbars, please contact the Liberal Party 

Help Desk. 

10. If you did not select a Template, you can add a banner to your Form Email by 

clicking the small ótreeô icon on the second layer of your HTML toolbar and 

uploading your banner to the Form Email. You can then enter an opening 

greeting, text, images, and a closing greeting. The tool bars above your Form 

Email function similar to the tools in Outlook and Word. If you have any 

questions on how to upload your banner or edit your Form Email please contact 

the Liberal Party Help Desk. 

 

11. When you have finished creating and editing your Form Email, click the 

Generate  

12. Text Body button at the bottom of the page. 

13. This will create a Smart-phone friendly version of your email. It will remove any 

images or links that would not appear properly to a recipient reading this email 

from, for example, a Blackberry. 

Best Practice: Re-enter the various links present in your Form Email as text in 

the Smart-phone friendly Text Box. 

http://extranet.liberal-caucus.ca/files/2010/09/14.-Form-Email-from-template.png
http://extranet.liberal-caucus.ca/files/2010/09/14.-x-Form-Email-Generate1.png
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14. When you are satisfied with the results, click Save. You are now ready to send 

this Form Email. 

 

 

 

  

http://extranet.liberal-caucus.ca/files/2010/09/14.-y-Form-Email-Generated-Text.png
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Adding Images to Form Emails  

You can add high -quality images to form emails.  

1. On the Form Emails page, click the Tree icon. 

 

2. If you have the URL (internet address) of the image you want to use, enter it in 

the Image URL box. If you want to use an image previously entered into a Blast 

Email or to load the image from your computer, click the little blue and red box. 

  

3. If you clicked on the box, you will be shown the images you have used in 

previous Blast emails. If you want to use one of those emails, click on it to insert 

it into your email. 

4. If the image has not been used in a previous email, click the upload icon to find 

the image you want. 

 

http://liberalist.liberal.ca/files/2011/03/Click-the-tree.png
http://liberalist.liberal.ca/files/2011/03/Insert-edit-image.png
http://liberalist.liberal.ca/files/2011/03/Upload-Image.png
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5. Click Browse to look for the image in your computerôs files. When you find the 

image, double click on it to return to the Upload page. 

 

6. Name or Re-name your file if necessary. Click Upload. 

7. The file is now available to be inserted into this and future form emails. Click on 

the file to insert it into this email. 

 

8. The image will be inserted into your email. 

9. To edit the image, click on it and (before clicking anywhere else) click on the 

Tree icon. 

 

 

 

 

  

http://liberalist.liberal.ca/files/2011/03/Uploac-which-image.png
http://liberalist.liberal.ca/files/2011/03/Click-on-the-image-to-insert-it.png
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Robocalls 

Setting up your RoboCall Plan  

Setting up your RoboCall Plan 

RoboCalls are quick and easy to set up within Liberalist. Calls cost only 3 cents for 30 

seconds or 5 cents for 60 seconds for each live voter or voice-mail box reached. 

To ensure that campaign spending is easily tracked, the Help Desk recommends 

having your Candidate or Official Agent use their credit card for RoboCalls. To put 

credit on your RoboCall Payment Account, first set up your Payment Options in 

Liberalist. 

My Payment Options 

1. On the Main Menu page, in the right-hand administrative menu, click My 

Payment Options. 

 

2. If you have not yet added your credit card information, click Add New Credit 

Card. 

 

3. Enter the account information and billing address for this credit card.  

1. Your Name, Billing Address and Phone Number MUST match your bankôs 

records or the transaction cannot be verified and will not go through. If you 

do not know the correct information to enter on this page, please check 

http://liberalist.liberal.ca/files/2011/04/1.-E1.png
http://liberalist.liberal.ca/files/2011/04/2.-E1.png
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with your bank. 

 

2. Your credit card information cannot be seen by Help Desk agents or other 

Liberalist users. 

4. Click Save. 

5. If the credit card information was verified, your credit card can now be used to 

add credit to a RoboCall Account. 

RoboCall Accounts 

Create a RoboCall account and add credit to it to pay for your RoboCalls. RoboCall 

Accounts can be shared with all or some of the Liberalist users on your team. 

1. On the Main Menu page, click Phone Services in the right-hand administrative 

menu to open the Phone Services Menu. 

 

http://liberalist.liberal.ca/files/2011/04/3.-E.-a-Copy.png
http://liberalist.liberal.ca/files/2011/04/4.-E1.png
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2. Click RoboCall Accounts to set up, view, or edit your RoboCall accounts. 

 

3. Click Add New RoboCall Account to create a new account. 

 

4. Name your account and click Save. 

 

5. Liberalist allows you to share your RoboCall Accounts with one or more 

Liberalist users on your team. 

Note: Any users who you grant access to the RoboCall Account do NOT have 

access to your credit card, but CAN spend up to the limit of the credit you have 

transferred into the RoboCall Account. 

 

6. Once you have created a RoboCall Account, click on the name of the account 

to view details and add credit. 

 

http://liberalist.liberal.ca/files/2011/04/5.-E1.png
http://liberalist.liberal.ca/files/2011/04/6.-E1.png
http://liberalist.liberal.ca/files/2011/04/7.-E-a.png
http://liberalist.liberal.ca/files/2011/04/7.-E-b1.png
http://liberalist.liberal.ca/files/2011/04/8.-E1.png
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7. Click Purchase Time to add credit. 

 

1. Decide in advanced how many calls you want to make so that you can 

purchase only the credit you need. Credit placed on your RoboCall 

account cannot be refunded. 

2. Set the desired length of the RoboCall (30 seconds, 60 seconds, etc.) and 

type the number of calls you want to make into the Number of Calls box. 

Liberalist will calculate how much credit you will need to put on your card 

to purchase that number of calls. 

3. Select the Payment Option you want to use, and click Next. 

8. Your RoboCall Account can now be used to pay for your RoboCall. It is time to 

set up the Recording(s) you want sent in this RoboCall. 
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RoboCall Recordings  

Robocall Recordings 

Liberalist offers three easy ways to record your RoboCall messages. 

1. On the Main Menu page, click Phone Services in the right-hand administrative 

menu to open the Phone Services Menu. 

 

2. Click Recordings. 

 

3. Click Add New RoboCall Recording to add a new RoboCall message. 

 

4. Name your Recording and choose one of the following options: 

 

1. If you already have a high-quality recording of the right length, use the 

Upload a .wav or .mp3 file option to upload your message to Liberalist. 

2. If the person who is recording the message is with you, you can choose 

the Call Me Now option. Enter the maximum length of the call (30 

seconds, 6o seconds, etc.) and enter your phone number. Liberalist will 

call you and walk you through the process of recording the RoboCall 

message. When you are finished, Liberalist will take one or two minutes to 

receive the message. Please allow the page to load before proceeding. 

3. If the person who is recording the message is not with you, choose the 

Receive a Call-in Phone Number and PIN option. Enter the maximum 

http://liberalist.liberal.ca/files/2011/04/10.-F.png
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length of the call and your email address. Liberalist will email you a phone 

number and access PIN. This will allow whoever is recording your 

RoboCall message to call in and record the message at their convenience. 

The call-in number and PIN will be available on the Liberalist Recordings 

page until the message has been recorded. The RoboCall recording will 

appear on the Recordings page in Liberalist shortly after it is recorded. 

5. You are now ready to send your RoboCall. 
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Scheduling a RoboCall  

RoboCalls can be scheduled to go out now or in the future. Use the Create a List 

function and the Add / Remove / Narrow People buttons on the My List page to send 

your RoboCall to only the households you want to reach. Contact your Help Desk for 

assistance in building lists. 

1. Use the Create a List page to create the list of the people you want to reach. 

2. Click the Phone Icon and select Set up RoboCall. Click Next. 

 

3. Name this RoboCall. 

 

4. Pick a Caller ID number for this Robocall. It must be a land-line (not a cell) and 

should be a phone that recipients can call to contact your team about the 

RoboCall. The Help Desk recommends using your office front line, if possible. 

Note: You need to have access to the Caller ID number the first time you set up 

a RoboCall as Liberalist will ask you to call to confirm that you have access to 

the number before allowing you to proceed. 

5. Click Next. 
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6. Select the recording you want to use for the RoboCall. You can select a different 

recording for live calls (when the voter picks up the phone) and for Answering 

Machine Recordings. Click Next. 

7. Set the date and times you want the RoboCall messages to start and stop going 

out. Please note that the times are in EST. Click Next. 

 

8. To test your RoboCall, enter your number into the Test Number field and click 

Test Now. You can test the RoboCall on different members of your team. Click 

Next. 

 

9. The Payment page will ask you to select your RoboCall account. Liberalist will 

estimate the cost of your RoboCall. The cost is likely to be lower, as you will only 

http://liberalist.liberal.ca/files/2011/04/17.-E.png
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be charged for the calls that are answered or go to an answering machine. 

 

1. If your RoboCall Account cannot cover the full cost of the RoboCall, 

click Purchase Time to add more credit to the account. 

2. If your RoboCall Account can cover the full cost of the RoboCall, click 

Next. 

10. Liberalist will ask you to confirm all aspects of the RoboCall and to agree to the 

Terms and Conditions before you click Finish. 

11. Your RoboCall is scheduled and will begin going out at the scheduled Date and 

Time. 
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Creating a Robosurvey  

Robosurveys are quick and easy to set up within Liberalist. A Robosurvey 

costs 3 cents for 30 seconds or 5 cents for 60 seconds for each live voter or 

voice -mai l box reached plus 3 cents for each response.  

1. On the Main Menu page, in the right-hand administrative menu, click Phone 

Services and select Robocall scripts. 

2. Click Add New Robocall script.   

 
3. Give your script a name, description and determine if it 

should be under My Voter File or Shared Contacts. 

Click on the active status and select if the script should be available in the Voter 

File or Shared Contacts. If an Activist Code or Survey Question only appears 

on Shared Contacts and you choose My Voter File when creating your script, 

you will not be able to use that code when building your script. If you would like to 

import an existing script, select the script from the drop down menu in section 

Import Elements from Script. 
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