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What you will learn in this chapter

e How to manage your account

e How to change your local party's details

e How to navigate around Lighthouse

e How to manage vour dashboard




What you will learn in this section

e How to log in to Lighthouse

e How to change your password

e How to connect an authenticator app



Step 1

Open your web browser. In the address bar at the top of the screen, enter the following URL,
then press enter.

http://lighthouse.libdems.org.uk/
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Step 2

You will be directed to the login page. Enter your email address and password, then click “Log in”.

Ml/# ¢
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LOG IN

To access Lighthouse, you must be & current member of the Liberal Democrats and have been assigned permission by your local party, region, or group.

Your login details

Emiil *

Password *

Step 3

You will be directed to the Dashboard page. Now you're ready to use Lighthouse!

HACKNEY BOROUGH
Welcome to Lighthouse! We want to hear from you! Upcoming features Known issues


http://lighthouse.libdems.org.uk/

Step 1

After logging into Lighthouse, you will be directed to the Dashboard page. Click on your name in
the blue menu at the top, and a drop-down menu will appear. Click on “My Account”.

HACKNEY BOROUGH
Welcome to Lighthouse! We want to hear fromyo  Logout :oming features Known issues
Lighthouse is our new online local We're now 2 months into the rollout The following features will be If you want to report any bugs or
party management tool for LPOs, of Lighthouse and lots of the core added over the next few weeks: glitches, or require any technical
replacing Salesforce for Local milestones have been delivered ) support, please email
Parties, (and there’s still a few more to * A dashboard showing top- membership@libdems.org.uk with
Step 2

You will be directed to the Account page, where you can see all the details associated with your
Lighthouse account. To change your password, click the “Change password” button at the top left
of the screen.

® - Orgamisation Branches Contacts Roes - Finances = Users Repors | = @Help

YOUR NAME'S ACCOUNT

Your membership record
Personal details Contact details Membership
0 + Member status:
= First joined:
+ OK to contact Member since:
Step 3

Type in your current password in the first box, then enter your new password in the second.
Type it again in the final box to confirm the change, then click “Save”.


http://lighthouse.libdems.org.uk/

YOUR NAME'S ACCOUNT > CHANGE YOUR PASSWORD

Existing password *

MNew password *

The new password must be at least 8 characters long and contain 3 numbes, a lower case and an upper case letter,

Repeat your new password *

Lighthouse will then confirm that your password was successfully changed.




How to connect an authenticator app

What is an authenticator app?

When you log into Lighthouse, you will notice that it sends you an email containing a one-time
passcode in order to confirm your identity. This is known as two-factor authentication, and helps
Lighthouse double-check that you are who you say you are, before allowing you access to the
system.

Authenticator apps provide an alternative form of two-factor authentication, and allow you to
generate the passcode on your phone instead. If you'd like to know more about two-factor
authentication and why it's important, click here.

How does it work?

When you set up an authenticator app with Lighthouse, the website generates a secret key in the
form of a QR code. When you scan the code with the app, the key is then saved to your phone.

After you have done this, Lighthouse will ask you to check your authenticator app for a code
when you log in. This code will be displayed on your phone for a short time, usually 30 seconds.
When you type in the code, Lighthouse knows the right person is trying to sign in.

Where can | get an authenticator app?

There are lots of authenticator apps to choose from in the Google and Apple app stores. You
install them on your phone in the same way you would any other app.

Some examples of authenticator apps include:

e Google Authenticator
e Microsoft Authenticator
e | astpass Authenticator

e Authy

Read on to learn how to connect your authenticator app to Lighthouse.
Step 1

After logging into Lighthouse, you will be directed to the Dashboard page. Click on your name in
the blue menu at the top, and a drop-down menu will appear. Click on “My Account”.


https://computing.which.co.uk/hc/en-gb/articles/360000243980-What-is-two-factor-authentication-and-should-you-use-it-
https://play.google.com/store/apps/details?id=com.google.android.apps.authenticator2&hl=en_GB
https://play.google.com/store/apps/details?id=com.azure.authenticator&hl=en_GB
https://play.google.com/store/apps/details?id=com.lastpass.authenticator&hl=en_GB
https://play.google.com/store/apps/details?id=com.authy.authy&hl=en_GB
http://lighthouse.libdems.org.uk/

Step 2

You will be directed to the Account page, where you can see all the details associated with your
Lighthouse account. To connect an authenticator app, click “Connect an authenticator app” at the
top left of the page.

Dol Y
(7

® - # Organisation Contacts Roles~ Finances - Users Reports Yourmame = © Help

YOUR NAME'S ACCOUNT

Step 3

You will be directed to the “Connect an authenticator app” page. Here you will see a large QR
code on the screen, as shown below.

Open your favourite authenticator app on your device and scan the QR code below to get started.

You can download an app from your app store, Examples include Authy, Duo Mobile, LastPass Authenticator, Microsoft Authenticator, and Google Authenticator,

Step 4

Open up the authenticator app on your phone, and select "Add account”. The app will prompt
you to scan the QR code on your computer screen with your phone. You may also be asked to
enter a name for the account - just type “Lighthouse”.

Step 5

The next time you log in to Lighthouse, you will be prompted to type in a code from your
authenticator app. Open the app, and navigate to your saved “Lighthouse” account. The code will
display on the screen for 30 seconds. Type this code into Lighthouse, and you will be allowed to
log in.



What you will learn in this section Permissions needed

e How to change your local party's details View Edit

Organisation v v
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Step 1

After logging into Lighthouse, you will be directed to the Dashboard page. Click on “Organisation”
in the blue menu at the top.

HACKNEY BOROUGH

Step 2

You will be directed to the Organisation page, where you can view details for your local party
including its contact information, address, and bank details. To change any of these, click “Edit” at
the top-left of the page.

@ - Organisation Branches Contacts Roles~ Finances - Users Reports @Hei

HACKNEY BOROUGH > ORGANISATION

Organisation details Contact details Website
Hackney Borough = © nttp://www.hackneylibdems.org/
London v Provided by NationBuilder (subnation Idhackney)
Arrruntine anit
Step 3

You will be directed to the Edit page. Type your local party's updated details into the fields that
appear on the screen, then click “Update” at the bottom of the page.

Twitter handle
https://twitter.com/ hackneyld

Bank sort code Bank account number

You will then be directed back to the Organisation page, where you can view your local party's
updated details.

1"


http://lighthouse.libdems.org.uk/

What you will learn in this section

e How to use the menu bar

12



After logging into Lighthouse, you will see a variety of options in the blue menu bar at the top of the screen. Here is what each one does!

Choose a local
party to view
(permission

required)

View your
dashboard

Organisation

View and edit
contact and
bank details for
your local party

Branches

View a list of
your local
branches

View
membership
data for your

local branches

Add or edit
branches and
branch codes

Contacts

View local
members,
supporters
and donors

Add contacts
to branches

Create or edit
contacts

Search and
filter lists of
contacts

Roles

View, create
and edit
current

member roles

View previous
years' member
roles

View terms of
office for
member roles

Finances

View, create
and edit
donations,
pledges and
loans

Submit PPERA
returns

Submit
expenses

View details of
local party
rebates

Users

View a list of
local
Lighthouse
users

Add new local
Lighthouse
users*

Edit user
permission
levels*

*Super Users
only

Reports

View a list of
your saved
custom reports

Edit your saved
custom reports

View a list of
standard
reports

Filter reports
by type and
creator

Your name

View your
personal
membership
details

Change your
password

Help
View more

Lighthouse
guides

13
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What you will learn in this section Permissions needed

e What each dashboard component means

Dashboard
e How to arrange components on your
dashboard
e How to add reports to your dashboard
Dashboard

Data type used
in report; e.g.
contacts,
donations, loans

e How to set up email alerts

Dashboard

View

v

View

View

14



®- .w Branches Contacts Roles~ Finances~ Users Reports

LOCAL PARTY NAME

«" Welcome to Lighthouse! X

Lighthouse is our new online local
party management tool for LPOs,
replacing Salesforce for Local Parties.

You can currently use Lighthouse to:

+ Manage membership

+ Manage local branches

« Manage your local party

= Manage your local executive

* Record donations, loans and
expenses

» Complete PPERA retums

You can find lots of training resources
to help you get started at:
https://www.libdems.org.uk/lighthouse
— you can also find details here about
how to book onto one of our training
webinars.

As Lighthouse is a new system, we will
be developing it further over the next
few months to fix any final snags, as
well as adding a range of helpful new
features.

« Daybyday x

8 8 B 5 5 5 5 E5E E 5 =
TR RIEEE
BR&~>3g8 "°828&A
= New mem. = New supp... —— New dons

" Upcoming features x

The following features will be added
over the next few months:

» Customisable notifications about
incoming and outgoing
members.

» A support request system,
allowing you to query members
within the system,

«" Totals x
Active members who have refused to ren
All current members
All current supporters
All donations (last 90 days)

Amount donated
Locally recruited members, year 1
Locally recruited members, year 2
Locally recruited members, year 3

Members that need to renew

«" Contact history x

«" Recent in and out x
Mem Sup Lap Res D

5 May - - -

4 May - - - A

3 May - - - -

2 May - - - -

1 May S

30 Apr - T |

29 Apr - - - -

7 days - - - -2

30days - - - -4

90 days - - -1 -5

< 1 >

/ Donation history x

€1

T
8% 85 B8 EK

EFEF T EF 44 a4 a3
ESn%-*5g "°2R &~
— Active me. — Al curren... —— Al curren...

10 Feb
17 Feb
24 Feb

1Mar

9 Mar
16 Mar
23 Mar

= All donations {last 30 days)

After logging into Lighthouse, you will be directed to the Dashboard page, as shown below:

«" Moved recently x
Moved in (last 90 days) ]
Moved out 5

«" Known issues x
If you want to report any bugs or

glitches, or require any technical
support, please email
membership@libdems.org.uk with the
word “Lighthouse” in the subject line.

Here are some known issues that we're
currently working to fix:

* Totals for amount donated and
number of donations on contact
pages are sometimes incorrect.

* Bulk assignment of contacts to
branches can fail if too many
contacts are assigned at the
same time.

15
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Here is an explanation of what information each of these components shows you.

Component name

Welcome to Lighthouse!

Totals

Recent in and out

Moved recently

Day by day

Contact history

Donation history™

Known issues

Upcoming features

Recent changes

Explanation

Introduction to Lighthouse and links to other useful
Lighthouse guides

Live counts of current members and supporters, donations,
locally recruited members; and any other report where “Show
total on dashboard™ is checked.

Daily counts of members and supporters joining or leaving
your local party, as well as counts of lapsed, resigned and
deceased members

Counts of how many members have moved into your local
party from another one, and vice versa

A graph showing numbers of new members and supporters,
and amount donated each day

A graph showing total numbers of members and supporters
each day; and any metrics from other contact reports where
“Show history on dashboard” is checked.

A graph showing total numbers of donations and total
amount donated each day; and any metrics from other
donation reports where “Show history on dashboard™ is
checked.

A list of known technical issues with Lighthouse which the
team are working to resolve, and contact information to
report other bugs or glitches.

A list of exciting new Lighthouse features which will be
released in the near future.

A summary of the number of contacts created, updated, or
moved within your local party today, yesterday and this week.

* For more information on how to add report totals or history to your dashboard, click here.

** Donations are not the only type of report for which a history graph can be added to your
dashboard. Each report type has its own dashboard graph showing a 90 day history, which can
be added to the dashboard by selecting “Show history on dashboard” in the report settings.

16



After logging into Lighthouse, you will be directed to the Dashboard page. Here you will see all

your dashboard components arranged in a grid.

FEDERAL PARTY

<" Welcome to Lighthouse! X

Lighthouse is our new online local
party management tool for LPOs,
replacing Salesforce for Local Parties.

You can currently use Lighthouse to:

+ Manage membership

+ Manage local branches

+ Manage your local party

+ Manage your local executive

* Record donations, loans and
expenses

= Complete PPERA returns

You can find lots of training resources
to help you get started at:
https://www.libdems.org.uk/lighthouse
— you can also find details here about
how to book onto one of our training
webinars.

As Lighthouse is a new system, we will
be developing it further over the next
few months to fix any final snags, as
well as adding a range of helpful new
features.

How to expand a dashboard component

<" Totals

Active bers who have ref

All current members

All current supporters

All donations (last 90 days)

Amount donated

Locally recruited members, year 1

Locally recruited members, year 2

Locally recruited members, year 3

Members that need to renew

<1

«” Recent in and out

Mem  Sup
6 May
5 May 3 3
4 May 2 2
3 May 3
2 May 3 2
1 May 4
30 Apr 7 1
7 days 22 8
30days 118 52
90days 365 173

Lap

-18

-1,868

To view a dashboard component in more detail, click the icon with

two arrows in the top-left corner of the component. The component

x " Moved recently x
R Movedin (last 90 days) 85
Moved out
Moved within Federal Party 1,655
7
-5]
=32

@Mwedmenﬂy X
Moved in (last 90 days) 85
Moved out

will expand to fill the screen. To shrink the component back down and ~ Moved within Federal Party 1,655

view the rest of your dashboard, click the arrows icon again.

@Mmmimcenﬂy
Moved in (last 90 days)
Moved out

Moved within Federal Party

85

1,655

17
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How to rearrange your dashboard components

If you move your mouse over the title of a dashboard component, the cursor will change from a
single arrow to a set of four arrows pointing away from each other. Once it has changed, click
and drag the component around the dashboard. Once you have found a spot to move it to,
release the click and the component will drop into its new location.

@ - . Organisation Contacts Roles~ Finances~ Users Reports @ Help
A
FEDERAL PARTY <" Totals b o X
«" Welcome to Lighthouse! X Active members who have refused toren» peocent in and out X
All current members
Lighthouse is our new online local Mem  Sup Lap R
party r_nanagement tool for LPOs, _ All current supporters
replacing Salesforce for Local Parties. May . . -
You can currently use Lighthouse to: All donations (last 90 days) Miay 3 3 -
+« Manage membership Amount donated
May 2 2 = i
* Manage local branches
¢ Manage your local party Locally recruited members, year 1 \ 3 ) )
+ Manage your lacal executive ay
® Record donations, loans and o
o Locally recruited members, year 2 May 3 2 ~
penses
# Complete PPERA returns i
Locally recruited members, year 3 Miay 4 - i -

You can find lots of training resources
to help you get started at: o F i R T | Apr 7 1 -1

https://www.libdems.org.uk/lighthouse

—wnii ran alsn find details here abhont B a7 =] ]

18



How to add or remove dashboard components

By default, all available dashboard components will be visible when you first open your
dashboard. To remove a component, click the x icon at the top right of the component, and it will

disappear.

o-.-.omnuﬂ'u Contacts Roles~ Finances~ Users Reports

FEDERAL PARTY

«" Welcome to Lighthouse! X

Lighthouse is our new online local
party management tool for LPOs,
replacing Salesforce for Local Parties.

You can currently use Lighthouse to:

« Manage membership

* Manage local branches

» Manage your local party

= Manage your local executive

* Record donations, loans and
expenses

o Complete PPERA returms

You can find lots of training resources
to help you get started at:
https://www.libdems.org.uk/lighthouse
— you can also find details here about
how to book onto one of our training
webinars.

As Lighthouse is a new system, we will
be developing it further over the next
few months to fix any final snags, as
well as adding a range of helpful new
features.

<" Totals

Active bers who have refused to ren

All current members

All current supporters

All donations (last 90 days)

Amount donated

Locally recruited members, year 1

Locally recruited members, year 2

Locally recruited members, year 3

Members that need to renew

© Help

«” Recentin and out

Mem  Sup
6 May
5 May 3 3
4 May 2 2
3 May 3
2 May 3 2z
1 May 4
30 Apr 7 1
7 days 22 8
30days 118 52
90days 365 173

Lap

-18

-1,868

Moved in (last 90 days) 85
Moved out

Moved within Federal Party 1,655

If you have removed dashboard components, you can add them back in by scrolling to the
bottom of the page. You will reach an empty component with a “plus” icon in, as shown below.
Click on the plus icon and a drop-down menu will appear, showing a list of available components
which you can add to the dashboard. Choose one from this list and it will take the place of the

empty component.

®

Totals x
Active members who have refused to ren
All current members
All current supporters
All donations (last 90 days)

Amount donated

Locally recruited members, year 1
Locally recruited members, year 2
Locally recruited members, year 3
Members that need to renew

< >
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Please note that this guide covers the steps you need to follow to add data from an
existing report to your dashboard. If you need help to create a report, click here.

Step 1

After logging into Lighthouse, you will be directed to the Dashboard page. Click on “Reports” in
the blue menu at the top.

® - [# organisation Contacts Roles = Finances = sers (Reports) o ke

FEDERAL PARTY

Step 2

You will be directed to the Reports page, where you will see a list of all your standard reports as
well as your saved custom reports. To get started, click the pencil icon next to a report to edit it.

@~ @ Organisation Contacts Roles~ Finances 9.-:- @ Help
FEDERAL PARTY > REPORTS

To add a new report, open any list page and use the Filter option to narrow down the list. Open the filter form again to save your query as a report.
Select any report name below to run the report and see current results,

Type Created by Shared |

@ ¢  Active members who have refused to renew  Contact Federal Party +
@ # Al contacts with no branch Contact Federal Party +

All current members Contact  Federal Party +

20
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Step 3

You will be directed to the Edit page for your chosen report. Here you will see options to edit
your report filters and rename your report.

Further down the page, you will see three check-boxes, the second and third of which control
whether the report is visible on the dashboard. Check either or both of them depending on how
you would like to view the report on your dashboard:

e Show total on dashboard - adds metrics to the “Totals” dashboard component, which updates
in real time. For example, you can have live counts of members, supporters and subsections
of these groups, such as members who do not belong to a branch or have refused to renew.

e Show history on dashboard - adds metrics to the “[Type of report] history” graphs on the
dashboard. Each report type has its own dashboard graph showing a 90 day history; e.g.
“Contact history” and “Donation history”. These are useful for seeing trends over time.

EDIT REPORT

m dendinscis

Save these Contact filters as a report
Current active member or supporter is "yes” and Membership type is "Member”

Name *
All current members
The name of the report must be unique across your organisation,

4 Share this report with all descendant organisations

For example, the local parties in your region. If left unticked, this report will anly be visible ta Federal Party admins.

4 Show total on dashboard

Selected totals for all report types are shown together in a dashboard card labelled “Totaks”,

EA Show history on dashboard

Each report type has its own dashboard graph showing a 90 day history.

Once you are finished, click “Update” at the bottom right of the page. You will then be directed
back to the reports page.

Step 4
Click on the home icon (&) in the blue menu bar to be taken back to your dashboard. The

information from your chosen report will now be visible in the “Totals” or “[Type of report]
history” dashboard components.

21



Step 1

After logging into Lighthouse, you will be directed to the Dashboard page. Scroll down to the
“Recent changes” dashboard component, and click on one of the blue links.

«”" Recent changes

Created: 33 Moved within: 48 Updated: 99

Created: 6 Moved within: 16 Updated: 16

Created: 10 Moved within: 1 Updated: 13

Step 2

You will be directed to the Recent Changes page, where you will see a list of all the recently
created and edited contacts within your local party along with a description of any changes.

To set up email alerts, click either “Daily” or “Weekly” above the table of recent changes.

W'/ﬂ Nz

o/

@ - Organisation Contacts Roles~ Finances~ Users Reports. Lucy Yoaub = @ Help

FEDERAL PARTY > CHANGES BETWEEN 17 AUG 2020 AND 23 AUG 2020
28 Get emails about changes:  never daily weekly | Showing 1-20 of 256.
20perpage - |MAM1234567 MM

Action Details

Change to

Email alerts contain a summary of the number of contacts created, edited, or who have moved
within your local party over the previous day or week. Daily alerts will usually arrive before 6am,
whilst weekly ones will arrive each Monday morning.

22
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Last updated: May 2020

What you will learn in this chapter

e How to view and search for contacts

e How to edit and create contacts

Useful resources

e Membership types and statuses
e Contact preferences

e Refused to renew

e Address update link

e New member interests

e Marking contacts as deceased

23


https://www.libdems.org.uk/lighthouse-geek-sheet-1
https://www.libdems.org.uk/lighthouse-geek-sheet-2
https://www.libdems.org.uk/03_refused_to_renew
https://www.libdems.org.uk/lighthouse-geek-sheet-5
https://www.libdems.org.uk/lighthouse-geek-sheet-6
https://www.libdems.org.uk/08_marking_contacts_as_deceased

What you will learn in this guide Permissions needed

e How to view your contacts View Fdit Create
Contacts v

e How to search for contacts View Edit Create
Contacts v
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Step 1

After logging into Lighthouse, you will be directed to the Dashboard page. Click on “Contacts” in
the blue menu at the top.

@ -~ Organisation Branches [Contacts

HACKNEY BOROUGH

Welcome to Lighthouse! We want to hear from you! Upcoming features Known issues

Step 2

You will be directed to the Contacts page. From here, you can view a list of all contacts - that is,
members, supporters, non-members (i.e. recently lapsed members) and donors - for your local

party.

Scroll down the list using the scroll bars to view more contacts, or click on one of the page
numbers on the top right of the page. You can also scroll from side to side to view additional
details for each contact.

You can also sort contacts by clicking on any of the column titles in the Contacts view. For
example, clicking on “Last name” will sort contacts alphabetically by surname.

@ - Organisation lnndus- Roles ~ Finances~ Users Reports @ Help
HACKNEY BOROUGH > CONTACTS

Showing 1-20 of 1,442

(20 perpage ~|MAM 1234567 WM

£ First name Last name Member 123 Test Street

ra First name Last name Non-member 456 Test Street

25
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Step 3

To view more details about one of your contacts, click on either their first name or last name in
the list.

HACKNEY BOROUGH > CONTACTS

Showing 1-20 of 1,442,

20perpage ~ MMM 1234567 WM

4 [First name Last name | Member 123 Test Street

Step 4

You will be directed to a page showing contact details and membership information for your
chosen contact.

HACKNEY BOROUGH > CONTACTS >

m B Copy address change URL to clipboard

Personal details Contact details Membership

8] " Member status:

= First joined:

+ OK to contact Member since:

+ OK to email 00000 Renewal date:

+ OK to phone 00000 Lapse date:

v OK to send post 60000 Local party:

X Do not text ©o000 Branch:

+ OK to fundraise 00000 Membership number:
Membership amount:
Payment status:

B Baliots by:
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Step 1

After logging into Lighthouse, you will be directed to the Dashboard page. Click on “Contacts” in
the blue menu at the top.

Step 2
You will be directed to the Contacts page. Type in the name of the contact you want to search for

in the small white bar next to the “Assign to branch” button. Then either press enter or click on
the magnifying glass icon next to the search bar.

W'/s' e

s

@ ~ Organisation m-.m- Finances ~ Users Reports © Help

HACKNEY BOROUGH > CONTACTS

20perpage ~|MAM 1234567 MM
irst name Las me * Me Branch Member N2 Since Until Address

Step 3

Contacts matching your search terms will appear on the screen. If you would like to view your full
list of contacts again, click on the small cross which will have appeared at the right of the search
bar.

@ - Organisation m-m-' Finances~ Users Reports @ Help

HACKNEY BOROUGH > CONTACTS

i 0o | ¥ e | st v | D B T
20 per page
Title First name Last name * Membership Branch Member N2 Since Until Address Town Postcode Phone Email
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What you will learn in this guide Permissions needed

e How to edit vour contacts Y —_— Edit Cresie
Contacts v v

e How to create new contacts View Edit Create
Contacts v v v
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Step 1

After logging into Lighthouse, you will be directed to the Dashboard page. Click on “Contacts” in
the blue menu at the top.

Step 2

You will be directed to the Contacts page. If you need support to find the contact you wish to
edit, click here to learn more.

Once you have found the contact you would like to edit, click the pencil icon next to their name
on the Contacts page.

@ ~ Organisation m-m'n-v Finances~ Users Reports © Help

HACKNEY BOROUGH > CONTACTS

ﬂ Showing 1-20 of 1442,

[20perpage ~|WeM 1234567 MM

First name Last name Member 123 Test Street

Alternatively, you can click on the name of the contact you wish to edit, and then click “Edit” at the
top left of the details page for that contact.

Step 3

You will be directed to the “Edit contact” page. Update your contact’s details in the fields
provided.

Remember that when you begin to type an address, Lighthouse will offer a list of suggestions.
Selecting one of these will automatically fill in the correct information for you.

When you have finished editing your contact, click “Update” at the bottom of the page. You will be
directed back to the Contacts page, where you can view your updated contact in the list.
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Title First name

Branch

Last name *

Start typing the name of an existing branch and select from a list,

Email

Correspondence address *

® Primary
O Secondary

Switch the address to °S y" for a te

[0 Unknown at this address

Primary address

Town
London

Postcode

Country * o
8 United Kingdom H

Main phone *

O Home
® Mobile
O Other

Home phone

The contact's home landiine number. Use national format
(eg 01234 567890 for UK numbers and intemational
format (eg + 1 234-567-8901) for non-UK numbers.

Electoral number

You can look up this number in Connect.

VF VANID

[J Refused to renew membership
[0 OK to email

[ OK to phone

[J OK to send post

[ OK to fundraise

P address change.

Mobile phone

The contact's primary mobile number. Use national
format (eq 01234 567890) for UK numbers and
international format (eg + 1 234-567-8901) for non-UK
numbers.

VANID

Secondary address

Start typing the contact' s address or postcode to see suggestions.

Town

Postcode

Country *
8 United Kingdom H

Other phone

For example a work number or secondary mobile or
landline, Use national format {eq 01234 5672%0) for UK
numbers and international format {eg +1 234-567-8901)
for non-UK numbers.

You can only record the preferences for local campaigning here. To opt in or out of contact from other sections of the party, the member should contact membership@libdems.org.uk.
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Step 1

After logging into Lighthouse, you will be directed to the Dashboard page. Click on “Contacts” in
the blue menu at the top.

Step 2

You will be directed to the Contacts page. Click “Add new” to create a new contact.

PP

HACKNEY BOROUGH > CONTACTS

Showing 1-20 of 1442

Download Filter AL As sign to branch I@m " 1 2 34 5 6 7 " "
Step 3

You will be directed to the “New Contact” page. On this page you can enter information about
your new contact, including their name, contact details, and branch.

Note that a list of suggestions will appear when you begin to type an address. When you click on
on of these suggestions, it will automatically fill in the correct fields for you.

When you are finished, click “Save” at the bottom of the screen. You will be directed back to the
Contacts page, where your new contact will appear in the list.

Alternatively, click “Save and add another” to create another new contact.
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HACKNEY BOROUGH > CONTACTS > NEW

Title First name

Branch

Last name *

Start typing the name of an existing branch and select from a list.

time or address change.

Email
Correspondence address *
@ Primary
O Secondary
Switch the ¢ dence address to "5 dary” for a t P
O Unknown at this address
Primary address

Start typing the contact' s address or postcode to see suggestions.

Town

Postcode

Country *
c8 United Kingdom

=<7

Main phone *

O Home
O Mobile
O Other

Home phone

The contact's home landline number. Use national format
(eg 01234 56TE%0) for UK numbers and international
format (g + 1 234-567-2901) for non-UK numbers.

Electoral number

Wou can look up thes number in Connect.

VF VANID

[ Refused to renew membership
0 OK to email

[J OK to phone

[J OK to send post

[ OK to fundraise

Mabile phone

The contact's primary mobile number. Use national
format (eg 01234 567850) for UK numbers snd
international format (eg +1 234-567-8901) for non-UK
numbers.

VANID

Secondary address

Start typing the contact’s address or de to see

Town
Postcode

Country *
e United Kingdom El

Other phone

For example a work number or secondary mobile or
landiine. Use national format (eg 01234 567830) for UK
numbers and international format (eg +1 234-357-8%01)
for nen-UK numbers.

You can only record the preferences for local campaigning here. To opt in or out of contact from other sections of the party, the member should contact membership@libdems. org.uk,
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Last updated: August 2020

What you will learn in this chapter

e How to create and edit branches

e How to add contacts to a branch
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What you will learn in this guide Permissions needed

e How to create new branches

View Edit Create
Branches v v v
e How to edit existing branches View Edit Create
Branches v v
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Step 1

After logging into Lighthouse, you will be directed to the Dashboard page. Click on "Branches" in
the blue menu at the top.

@ - Organisation (Branches ] Contacts Roles = Finances = Users Reports LI

HACKNEY BOROUGH

Step 2

You will be directed to the Branches page, where your current branches will be shown in a list. To
create a new branch, click "Add new”.

@ - Organisation Branches Contacts Roles~ Finances~ Users Repor =

HACKNEY BOROUGH > BRANCHES

@ B Showing 1-20 of 21.
[20 perpage ~ WA M 12 MM

Step 3

Type in the name of the branch in the Name field, and a short code to identify the branch in the
Code field. Each branch needs to have its own unique code of up to six characters, which is not
shared by any other branch within your local party.

Then click “Save”, or “Save and add another” to create another new branch.

Name *
Test Branch 2

Code *

701. TB2
Every branch must be assigned a short code (upto
characters) which is unigque within the local party. Your

organisation prefix (7701.7) will autematically be added and
you should net include it

You will be directed back to the Branches page, where your new branch will be shown in the list.
To view details of a branch, click on the name of the branch from this list.
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Step 1

After logging into Lighthouse, you will be directed to the Dashboard page. Click on “Branches” in
the blue menu at the top of the page to view your current branches in a list. To edit an existing
branch, click on the pencil next to the name of the branch.

HACKNEY BOROUGH > BRANCHES

Showing 1-20 of 22.
20perpage ~ MAM12MMW

e Active members (exciuding at risk) At risk members Supporters Everyone

7 eaore Lon _——
pT—— o e —
#  Shacklewell SKW (I
pr— sro _
#  Stamford Hill West SHW |
7 Stk Newingon - e
Test Branch 2 82 0 0 0 ol

Note that you can also edit branches by clicking on the name of the branch in the list, and then
clicking “Edit” at the top left of the screen.

Step 3

Type the updated branch name or code into the Name and Code fields, then click “Update” at the
bottom of the page. Alternatively, to delete a branch, click “Delete” at the top of the page.

HACKNEY BOROUGH > BRANCHES > TEST BRANCH 2 > EDIT

Name *
Test Branch 2

701. TB2

You will be directed to the Branches page, where your updated branch will be shown in the list.
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What you will learn in this guide Permissions needed

e How to add individual contacts to a branch

View Edit Create

Contacts v v

e How to add batches of contacts to a branch . _
View Edit Create

Contacts v v
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Step 1

After logging into Lighthouse, you will be directed to the Dashboard page. Click on "Contacts" in
the menu bar at the top.

@ - Organisation m@ Roles - Finances = Users Reports @ Help

HACKNEY BOROUGH

Step 2

You will be directed to the Contacts page. From here, you can view a list of all contacts - that is,
members, supporters, and donors - for your local party.

If you need support to create a new branch, click here to learn how to create new branches in
Lighthouse.

To add a contact to a branch, either click the edit button in the main contact view...

Drwmmm'm'h{m © Help
HACKNEY BOROUGH > CONTACTS

Showing 1-20 of 1,443,
- . [20perpage ~|WaM 1234567 MM

First name Last name 38

... or click on the contact's name, and then click “Edit” at the top left of the screen.

@ - Organisation Branches Contacts Roles- Finances~ Users Reports © Help

HACKNEY BOROUGH > CONTACTS > FIRST NAME LAST NAME

Contact details Membership
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Step 3

You will be directed to the “Edit contact” page. The option to add the contact to a branch can be

found right underneath the “First name” and “Last name” fields.

Start typing in the name of the branch you want to add the contact to, and Lighthouse will
suggest a list of branches to choose from. Click on the one you want to choose.

Title First name Last name *

=

Branch

i

Start typing the name of an existing branch and select from a list.

Step 4

Once you have chosen the branch, click the “Update” button to save your changes.

[J Refused to renew membership
[J OK to email

[J OK to phone

[J OK to send post

[J OK to fundraise
You can only record the preferences for local campaigning here. To opt in or out of contact from other sections of the party, the member should contact membership@libdems.org.uk.
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Step 1

After logging into Lighthouse, you will be directed to the Dashboard page. Click on "Contacts" in
the menu bar at the top.

Step 2

You will be directed to the Contacts page. Before you start, make sure that the list of contacts
shown here (including those on subsequent pages) matches the list of people you want to add to
a branch.

The Contact page lists all contacts by default, so you may wish to use the “Filter” button to narrow
down your list - click here for more information on how to do this. Once your list is ready, click
“Assign to branch” to get started.

@ ~ Organisation Branches Contacts Roles~ Finances~ Users Reports © Help

HACKNEY BOROUGH > CONTACTS

E Showing 1-20 of 1,443,

|20 perpage ~|MM 1234567 MM

Step 3

A pop-up box will appear, telling you the number of contacts in your list who are not already
assigned to a branch. Start typing in the name of the branch you want to assign these people to
in the box, and click to choose from the list that appears underneath it.

Finally, click “Assign [number] contacts” to assign your selected contacts to the branch.

| S

Assign all users to a branch x
Choose a branch to assign all the selected contacts to it.
This will assign all 664 contacts, who are not already in a branch, to the branch you choose, including any contacts not shown on the current page. However any contacts that are

already in a branch will not be modified.

HACKI Branch

| 9 1,443,

Start typing the name of an exiating branch and selact from a list im
= ="
Please note that it is currently not possible to un-assign or reassign contacts to different

branches in bulk. Should you need to do this, please contact support.
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Last updated: May 2020

What you will learn in this chapter

e How to create reports

e How to manage your reports

e How to download data from Lighthouse
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What you will learn in this section

e How to create contact reports

e How to create other types of reports:
O Member role reports

O Donation reports

O Loan reports

O Pledge reports

O Election expense reports

Permissions needed

Reports

Contacts

Reports
Member roles
Donations

Election
expenses

View
v
v

View

v

v
v
v

Edit
v

Edit
v

Create

v

Create

v
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Step 1

After logging into Lighthouse, you will be directed to the Dashboard page. Click on "Contacts" in
the blue menu at the top.

HACKNEY BOROUGH
Step 2

You will be directed to the Contacts page. From here, you can view a list of all contacts - that is,
members, supporters, and donors - for your local party.

To create a contact report, click the “Filter” button at the top left of the page.

@ - Organisation Branches Comtacts Roles~ Finances~ Users Reports ©Hep

HACKNEY BOROUGH > CONTACTS

% B Showing 1-20 of 1,443,
,520;>erpage v MM 1234567 WM
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Step 3

Next, you will need to create a series of “rules” for Lighthouse to follow, which allow it to select
the correct people from your contact list.

Click into the drop-down list (located underneath the green “AND / OR" buttons) and select a
group of contacts you want to include in your contact report.

Filters x
AND OR OAddule B3 Add group
HACKI '

400
18 or under
. Safeguarding concem
| Contact preferences
ra Do not contact

Do not process

As an example, let's say you want to make a report showing all contacts in Dalston ward.
Step 4

Select “Ward” from the first drop-down menu, then choose the ward from the drop-down menu
which appears.

Filters x
O Aagdrule  EAdd group
Ward
HACKI

v |is w| 1" OLD *** Unknown Ward

|
S

*** OLD *** Unknown Ward

Abbey Road

Barnsbury

. Brownswood o
Bruce Grove
rd Butetown

Cazenove
Clissold
Colendge

' De Beauvoir
Godalming Binscombe
Hackney Central
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Step 5

If you want to make your report more specific, you can add additional rules by clicking “Add rule”
or "Add group” at the top right of the screen and repeating the process in steps 3 and 4.

If you intend to contact the people listed in your report, make sure to add this rule:

AND OR © Add ruie € Add group

Do not contact v is no v|

This ensures that you will only get in touch with people who have opted in to
communications. For more information on opt-ins, see Geek Sheet 2.

For example, in the image below you can see the rules you would need to create a report of all
active members in Dalston or Hackney Wick. This is telling Lighthouse to:

e Filter your contacts so that the report only shows the group of current active members
e Then filter that group so that it shows only those current active members living in Dalston or

Hackney Wick

Remember to select the correct AND / OR options here - otherwise you may end up with no data
in your report. In this example, a report of all current active members living in Dalston and
Hackney Wick would be empty, as each contact can only live in one ward.

m ©Add rule @ Add group

r Cmemacmmmbefmsmpoﬁerv s  yes|w

m Oaddruie EAddgroup & Delete
. - Ward v is l«| | Dalston |v|

ra Ward Il |is v Hackney Wick |v|

s

When you are happy with your filters, click “Filter results”.
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Step 6

Afiltered list of your contacts will appear. If you would like to change your filters, click again on
the “Filter” button at the top of the screen. You can then edit your filters within the pop-up menu.

HACKNEY BOROUGH > CONTACTS
Shawing 1-20 of 64.

x . .
n |20 perpage < |MEM 1234 MMM

Step 7

Once you have finished updating your filters, click “Update filters” to view your contact report

again.

I—
Filters
_ ©Aad rule € Add group
—— B
HACKI

b Cmenlacuvemembermsmpoﬁer;vgis Yes |w

© Add rule Add group

Ward K s & | Daiston .
Ward jr is ': Hackney Wick E|
rd
Step 8

You can save your report in order to view it again at a later date. To do this, click “Save as a new
report”.

L4
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Step 9

You will then need to type a name for your report. Depending on the type of data in your report,
you may also be given three options to choose from:

e Share this report with all descendant organisations - gives access to all organisations below
yours in the hierarchy, for example all the local parties in your region (if left unticked, your
report will only be visible to Federal Party admins)

e Show total on dashboard - selected totals for all report types are shown together in a
dashboard card labelled "Totals"

e Show history on dashboard - each report type has its own dashboard graph showing a 90 day
history

For more information about adding report data to your dashboard, click here.

Save these Contact filters as a report
Current active member or supporter is “yes” and (Ward is "Dalston” or Ward is "Hackney Wick”)

Name *

The name of the report must be unique across your organisation,

Share this report with all descendant organisations

For example, the local parties in your region. If left unticked, this report will anly be visible to Federal Party admins,

[ Show total on dashboard

Selected totals for all report types are shown together in & dashboard card labelled "Totals”.

[ Show history on dashboard
Each report type has its own dashboard graph showing a 90 day history.

Once you have completed all the relevant fields, click “Save”. You can view your saved reports in
the Reports tab - click here to find out more.
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You can now use Lighthouse to create reports covering data other than your contacts. You can
now create reports about:

e Member roles

e Donations

e Pledges

e Loans

e FElection expenses

The process followed is identical to the one you would use to create contact reports, and is the
same for all the types of reports listed above. For this example, we will make a report to show the
current ordinary executive members for Hackney.

Step 1

After logging into Lighthouse, you will be directed to the Dashboard page. Click on “Roles” and
select “Executive” from the drop-down menu.

Step 2

You will be directed to the Executive Roles page, where you can view a list of all current
Executive-type roles and who holds them. To create a report, click “Filter”.

@ - Organisation Branches Contacts Roles~ Finances~ Users Reports ©Help

HACKNEY BOROUGH > ROLES > EXECUTIVE

o s ooins| T -

Step 3

A pop-up box will appear. You can add filters specifying:
e Whether a role is active
e The holder of arole

e The organisation associated with a role
e The name of a position
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In this example, we would apply the filters below to view current ordinary executive members:

‘ 1
AND OR £ add 0
HACKI 2

Active E]' is |yes E|

=

50f5

. B [ i 0
Position |:] is |:| Exec Member |:| = v.

Step 4

You can then view a filtered list of your member roles by clicking “filter results”, or save the report
for later by clicking “Save as a new report”. You can view saved reports in the “Reports” tab - click
here to find out more. You will then need to complete the same process outlined here to name
your report and confirm its settings.

As with contact reports, if you decide after viewing your results that you would like to change
your filters, click “Filter” at the top of the screen to edit the report.

HACKNEY BOROUGH > ROLES > EXECUTIVE

— Ztlpefpa_g_e ~
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What you will learn in this section Permissions needed

e How to view your saved reports

Reports

Data types used
in report

e How to edit your saved reports

Reports

Data types used
in reports

e How to filter your saved reports

Reports

Data types used
in reports

View
v
v

View
v
v

View

v

Edit Create
Edit Create
v

Edit Create
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Step 1

After logging into Lighthouse, you will be directed to the Dashboard page. Click on “Reports” in
the blue menu at the top.

Step 2

You will be directed to the Reports page, where you will see a list of your saved reports. To view a
report, click on the eye icon to the left of the report name.

FEDERAL PARTY > REPORTS

To add a new report, open any list page and use the Filter option to narrow down the list. Open the filter form again to save your query as a report.
Select any report name below to run the report and see current results,

o A - -
~
s Report Type Created by Shared |8

@ # Active members who have refused to renew  Contact Federal Party +

All contacts with no branch Contact  Federal Party

Step 3
You will be directed to the details page for your chosen report. Here you can view information
about how many records appear in the report, what the filters are, and a history graph showing

how the metrics in your report have changed over time.

To view the records in your chosen report, click “Run”. Your report will appear as a filtered list of
contacts, member roles, donations, pledges, loans or election expenses.

FEDERAL PARTY > REPORTS > ALL CONTACTS WITH NO BRANCH

Report Filters History
200,000
All contacts with no branch Contact
Federal Party Branch not set **

Total: 178,325 150,000
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Step 1

After logging into Lighthouse, you will be directed to the Dashboard page. Click on “Reports” in
the blue menu at the top.

Step 2

You will be directed to the Reports page, where you will see a list of your saved reports. To edit a
report, click on the pencil icon to the left of the report name.

FEDERAL PARTY > REPORTS

To add a new report, open any list page and use the Filter option to narrow down the list. Open the filter form again to save your query as a report.
Select any report name below to run the report and see current results.

m Contact | Donation Federal Party
N
i Report Type Created by Shared
Active bers who have refused to renew Contact  Federal Party +

Note that you can also edit a report by clicking on the eye icon to the left of the pencil icon. This
will take you to the details page for your chosen report - click on “Edit” at the top-left of the page.

Step 3

You will be taken to the page where you can edit the name and settings for your chosen report.
To edit the report filters themselves, click “Edit filters” and follow steps 3 - 5 set out here.

EDIT REPORT

Save these Contact filters as a report
Refused to renew membership is “"yes” and Current active member or supporter is “yes™ and Membership type is "Member”

Name *
Active members who have refused to renew

The name of the report must be unique across your organisation,

[ Share this repart with all descendant organisations

For example, the local parties in your region. If left unticked, this report will only be visible to Federal Party admins.

[0 show total on dashboard
Selected totals for all report types are shown together in a dashboard card labelled "Totals".

[J Show history on dashboard
Each report type has its own dashboard graph showing 2 90 day history.

When you have finished editing, click “Update report” and you will be directed to the details page
for your chosen report.
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Step 1

After logging into Lighthouse, you will be directed to the Dashboard page. Click on “Reports” in
the blue menu at the top.

@ - Organisation Branches Contacts Roles~ Finances~ l.hm , @ Help

HACKNEY BOROUGH

Step 2

You will be directed to the Reports page, where you will see a list of your saved reports. You will
see buttons above the list of reports, which enable you to filter the list. You can filter by:

e The type of report - e.g. contacts, member roles, donations, loans, election expenses
e The creator of the report - e.g. any creator, LDHQ, your local party

Click the buttons which correspond to the options you would like to choose. A filtered list will
appear, from which you can view, edit or download reports as usual.

M'/ﬂ d

o/

@ - Organisation Branches Contacts Roles~ Finances~ Users Reports @ Help

HACKNEY BOROUGH > REPORTS

To add a new report, open a list page and use the Filter option to narrow down the list before saving your results.
To edit an existing report, select it from the list below and modify the filters from the list page.

Created by

Active members who have refused to renew Contact Federal Party
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What you will learn in this section

e How to download data from Lighthouse
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When you are using Lighthouse, you may notice that some pages offer the option to download
the data shown on the screen.

The table below explains the types of information you can download. Note that all downloads will
be in Excel and CSV format.

Page Downloadable data
Branches Local branches, including membership statistics for each one
Contacts Members, supporters and donors, including contact and membership details
Roles Local member roles, including their position and term of office
Donations Donations you have received, including the source, amount and type of donation
Loans Your local party’s loans, including lender information and financial details
Donation returns Your local party’'s PPERA returns, including donation details and declarations
Election expenses Your local party’s election expenses, including invoice and approval details

Membership rebates  Your local party's membership rebates and deductions
Users Local Lighthouse users, including their user permission levels

Reports Saved contact, member role, donation, loan and election expense reports

This guide will use a download of Branches data as an example. However, the process for
downloading all the types of data listed above will be identical to this.

Step 1

After logging into Lighthouse, you will be directed to the Dashboard page. From here, click on
"Branches” in the blue menu at the top.

@~ # Organisation (Branches) Contacts Roles - Finances~ Users Reparts @Heip

HACKNEY BOROUGH
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Step 2

You will be directed to the Branches page. Here you can see a list of all your local branches, as
well as membership statistics for each one. To download this information, click “Download” at the
top left of the page. Note that you can download data any time you see this button in Lighthouse.

- #& m-m»u- Finances~ Users Reports @ Help

HACKNEY BOROUGH > BRANCHES

Showing 1-20 of 21.

20perpage v MWAM 12 MM

Step 3

Locate the downloaded file in the file explorer on your computer. It is likely to have been
downloaded to the “My Downloads” folder unless you have changed this option in your browser
settings, and will be named “export.zip”.

Double click to open the zipped folder, and you will see three files - an Excel spreadsheet, a CSV
file, and a text README file. Note that if your download contains a very large amount of data, you
may not receive the Excel file.

_ Home Share View Extract v .
“ « 4 § » ThisPC » Windows7 0S(C) » Users » [ : Downicads » export (2) v @ | Searchexport(2) »
& Quick sccess Name = Type Compressed size Password ... | Suze
& 1D =5 D= export Microsoft Excel Worksheet 5KB Yes
Liberal Democ
Q- =pog Microsoft Excel Comma 5., 1KB  Yes
@ OneDrive - Liberal De || README Text Documen t 1KB Ve

Due to the personal nature of the data being handled by Lighthouse, you will be asked to enter a
password when you open the data file. In order to find the password, return to your browser. The
password for your files will have appeared in a pop-up box on the screen, along with a button to
copy it. Paste the password when prompted and you will be able to view your downloaded data.

Showing 1-20 of 21.
Your file is now downloading x 20 perpage v MAMT1ZMMW

-~
LLENE  To decrypt the downloaded file, use the password HI

eirof8Ri

4 | Copy password to clipboard I Close
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Last updated: May 2020

What you will learn in this chapter

e How to manage your local Lighthouse users

Useful resources

e User permissions
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What you will learn in this guide

e How to view a list of your local Lighthouse
users

e How to add new Lighthouse users

e How to edit your local Lighthouse users

Users

Users

Users

Permissions needed

View

v

View

View

Edit

Edit

Edit

Create

Create

Create
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Step 1

After logging into Lighthouse, you will be directed to the Dashboard page. Click on “Users” in the
blue menu at the top of the page.

@ - Organisation Branches Contacts Roles ~ mﬁv@m @ Help

HACKNEY BOROUGH

Step 2

You will be directed to the Users page, where you can view a list of all Lighthouse users in your
local party, as well as their permission levels - i.e. which areas of Lighthouse they can view, which
records they can edit, and whether they can create contacts, branches or other types of records.

If you'd like to know more about what each of the different permission levels mean, and which
levels are suggested for different types of Lighthouse users, click here.

® ~ Organisation Branches Contacts Roles~ Finances~ Users Reports O Help

HACKNEY BOROUGH > USERS
Showing 1-6 of 6.

Branch Dashboard Organisation Branches Contacts Executive Candidates Donations Expenses

7 I b o7 B YT BT Yty vt 7Yy b6
-~ T s FoVl BrY Y 07t 97y BYF By o
<~ s 7 BYF BT BrF 07ty Bty 87y B
~ I s b7 YT YT BrY 8¥Y by %% b
« I b %7 YT BYF Yt 9rF  8r: 8% b

[ 2o %7 DY YT BYF 8Y: vt 8% 6
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Step 1

After logging into Lighthouse, you will be directed to the Dashboard page. Click on “Users” in the
blue menu to view a list of your current Lighthouse users.

Step 2

To add a new user, click “Add new” at the top-left of the page.

@ - Organisation Branches Contacts Roles~ Finances~ Users Reports @Help

HACKNEY BOROUGH > USERS

m Showing 1-6 of 6.
20 per page -~

Dashboard Organisation Branches Contacts Executive Candidates Donations Expenses Members|

7 T s @7 YT BYF BT 0rFy Y 67y 6
s I o o BYE BYE BY: et vt By b
<« I ® 7 FOV AT VR YA VTR Y- Y S )
- I ® o7 YT 7T By or% 7% 7% o
» I A 7 7% BrE BYE U 67t Yy b

I 1% o7 7% BrE Bt Bt bYWt B

Step 3

You will be directed to the New User page. Start by typing in the name of the contact you want to
add as a user into the first search box, and a list of options from your existing contacts will
appear. Click on the correct contact, and their name, membership number and address will

appear below the search box.

You can also follow this step to restrict the new user to viewing one or more branches. Type the
name of the branch into the second search box, and click on the correct one.

You can then set the permissions for the new user using the checkboxes further down the page.
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HACKNEY BOROUGH > USERS > NEW

User *

Start typing the name or email of an existing r within Ligt to see ns.

Because users must be current members to log in, you can only choose from exsting Lighthouse contacts. if someone you are expecting to see is not in the list, please contact support

Restrict to branch
Start typing the name of a branch or a branch code within your organisation to see suggestions.

Optionally restrict this user so that only contacts in a particular branch are visible. Certain permissions are not available to branch users. I you add “Users® permissions to branch users, they will only be able to view, edit, and create users in their branch.

Permissions *

Dashboard

& View
Organisation

O View O Edit
Branches

Oview OEdit [Create
Contacts

Oview DOedit OCreate
Executive

Oview [ClEdit  [Create
Candidates

Oview Oedit OCreate
Donations

Oview OEdit OCreate
Expenses

Oview OEdit [OCreate
Membership rebates

O View
Users

Oview DOEdit OCreate
Reports

Oview DOedit OCreate

Choose the sections this user should be able to view, edit, and create. Users with the "create” permission can also delete items. All users must have the dashboard "view” permission. You do not need to check all three boues for each section —

checking “create” will automatically enable the implied “view” and “edit” permissions and unchecking “view” will remove all permissions.

When you are finished, click “Save” at the bottom of the page.
Step 4

You will be returned to the Users page, where you can view your updated list. Your contact will
soon receive an email welcoming them to Lighthouse and instructing them on how to log in.
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Step 1

After logging into Lighthouse, you will be directed to the Dashboard page. Click on “Users” in the
blue menu to view a list of your current Lighthouse users.

Step 2

To edit an existing Lighthouse user, click the pencil icon next to their name in the list.

@ - Organisation Branches Contacts Roles~ Finances~ Users Reports @Help

HACKNEY BOROUGH > USERS

Showing 1-6 of 6.
20 per page  ~

Dashboard Organisation Branches Contacts Executive Candidates Donations Expenses

e —————— s o7 DY T BrEr 0rF  v: vy b
» I ® 7 BrF BrF 8rEr BrFr v sy B
<~ 7N o7 YT BT Brr OrF ¥y ¥y o
»~ I ® b7 %Y Ut B¥Y By By 8% 6
s ® o7 DY YT Yt 0PF 9t 7% B

e 1o 7 DY YT BYE B¥F  0v: 7% o

Note that you can also click on the name of the contact, and then click “Edit” at the top-left of the
page.

Step 3

You will be directed to the Edit page, where you can restrict this user to a branch and amend
their user positions.
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HACKNEY BOROUGH > USERS >/ > EDIT

User *

Because users must be current members to log in, you can only choose from edsting Lighthouse contacts. if someone you are expecting to see is not in the list, please contact support

[ =0 m@= &

Restrict to branch
Start typing the name of a branch or a branch code within your organisation to see suggestions.

Optionally restrict this wser s that only contacts in a particular branch are visible. Certain permissions are not available to branch users. If you add "Users” permissions ta branch users, they will only be able to view, edit, and creste users in their branch.
Permissions *

Dashboard

& view
QOrganisation

View Edit
Branches

Mview M Edit Create
Contacts

Hview EEdit ECreate
Executive

o View Edit Create
Candidates

Mview FHEdit ECreate
Donations

£ View Edit Create
Expenses

Oview [Oedit [OCreate

O View
Users

Hview EEdit FCreate
Reports

View Edit Create
Choose the sections this user should be able to view, edit, and create. Users with the “create” permission can also delete items, All users must have the dashboard "view” permission. You do not need to check all three boxes for sach section —

checking "creste” wall automatically enable the implied "view” and “edt” permissions and unchecking “view" will remove all permissions.

Once you are happy with your changes, click “Update” at the bottom of the page. You will be
directed back to the Users list.
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Last updated: May 2020

What you will learn in this chapter

e How to view current and previous member roles

e How to create and edit member roles

Useful resources

e How to find candidates in Lighthouse
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What you will learn in this guide Permissions needed

e How to view current member roles View Edit Create
Executive v

e How to view previous member roles View Edit Create
Executive v
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Step 1

After logging into Lighthouse, you will be directed to the Dashboard page. Click on “Roles” in the
blue menu bar at the top.

M'/H QL

o/

HACKNEY BOROUGH

Step 2

A drop-down menu will appear with three options - Executive, Officers and Other. Click on the
one which reflects the types of roles you want to view.

The table below outlines which roles appear under each of these options.

Events Officer Chair / Convener Constituency Organiser
Exec Member Data Officer Councillor

Fundraising Officer Diversity Officer Facebook Group Admin
Honorary President Membership Development Officer  Lighthouse User
Parliamentary Spokesperson Membership Secretary Staff

Press Officer Secretary Trainer

Youth and Student Officer Treasurer (And many more)

Vice-Chairperson

Step 3

You will be directed to the Roles page, where a list of people holding your specified type of role
will be displayed in a list.
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Step 1

After logging into Lighthouse, you will be directed to the Dashboard page. Click on “Roles” and
follow the steps set out under How to view current member roles to choose the types of roles
you would like to display.

Step 2

A list of the current members holding the selected type of role will appear. In the example shown

below, you can see a list of current officers in the Hackney local party.

To view previous years' officers, click on the button above the “Holder” column, which by default
will be set to “Current”.

@ - Organisation Branches Contacts Roles~ Finances~ Users Reports

HACKNEY BOROUGH > ROLES > OFFICERS

# MPROO188162 Chair/Convenar

# MPRO0188159

Step 3

A drop-down list of previous years will appear. Click on the year you would like to view.

MPRO0188162

MPROD188159

MPRO0188161

MPRO0188165

MPRO0188160

NES S BN N BS

MPRO0188163

Data Officer

Chair/Convenaor
Data Officer
Membership Development Officer
Membership Secretary

Secretary

Treasurer

q

Officer name o 1 Jan 2020

Officer name v 13Jan 2020

2020

208
2017
2016
2015
2014
203
2maz
20m
2010

B [

Current

v 1Jan 2020
v 1Jan 2020
v 1Jan 2020
v 1Jan 2020
v 1Jan 2020
v 1Jan 2020

@ Help

31 Dec 2020

31 Dec 2020

‘_

31 Dec 2020

31 Dec 2020

31 Dec 2020

31 Dec 2020

31 Dec 2020

31 Dec 2020

A list of member roles for your chosen year will appear.

Showing 1-6 of 6.

20 per page -~

Showing 1-6 of 6.

20 per page  ~
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What you will learn in this guide Permissions needed

e How to create new member roles View Edit Create
Executive v v v

e How to edit current member roles View Edit Create
Executive v v
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Step 1

After logging into Lighthouse, you will be directed to the Dashboard page. Click on “Roles” and
follow the steps set out under How to view current member roles to choose the types of role you
would like to create.

Step 2

A list of the current members holding the selected type of role will appear. To create a new
member role, click “Add new" above the list.

/ ol
ADCANE
z
@ - Organisation Branches Contacts Roles~ Finances~ Users Reports ©Help

HACKNEY BOROUGH > ROLES > OFFICERS

Step 3

You will be directed to the “New role” page. Click into the first drop-down menu to select the
name of the role you are filling. Next, start typing the name of the new role-holder into the field
next to “Contact”. Lighthouse will show a list of your current contacts as you type - click on one of
these to select them.

Finally, type in the dates of their term of office into the “From” and “Until” fields. Alternatively,
mouse over the two fields and click on the single downward arrow which appears at the far right
end of the box to select a date from the calendar.

Role * s
Chair/Convenor |
il
Member *
Start typing the name or email of an existing member contact within Lighthouse to see suggestions.
Because roles can anly be assigned to current members, you can only choase from existing Lighthouse contacts. If someone you are expecting to see & not in the list, please contact support
From * Until *
01/01/2020 31/12/2020
Set to: today / yesterday [ empty Set to: today / yesterday / empty

When you are finished, click “Save”. You will be directed back to the Roles page, where you can
view your newly-added role. Alternatively, if you'd like to add another role, click “Save and add
another”.
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Step 1

After logging into Lighthouse, you will be directed to the Dashboard page. Click on “Roles” and
follow the steps set out under How to view current member roles to choose the types of roles
you would like to display.

Step 2

A list of the current members holding the selected type of role will appear. To edit an existing
member role, click on the pencil icon next to the member's name.

@ - Organisation Branches Contacts Roles~ Finances~ Users Reports @ Help

HACKNEY BOROUGH > ROLES > OFFICERS

n Current E| Showing 1-6 of 6.

E MPRO0188162  Chair/Convenor Officer name v 1Jan 2020 31 Dec 2020

Step 3

You will be directed to the Edit page. Type in the new end date into the box on the left hand side
of the screen, or alternatively click on the single downward facing icon at the far right end of the
date field to select a new end date from the calendar.

When you are finished, click Update.

HACKNEY BOROUGH > ROLES > OFFICERS > MEMBER NAME = EDIT

Until *
31/12/2020
Set to: today / yesterday

You will be returned to the Roles page, where you can view the edited role in the list.
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Last updated: April 2020

What you will learn in this chapter

e How to manage donations

e How to manage loans

e How to manage pledges

e How to submit PPERA returns

e How to submit election expenses

Useful resources

e Membership rebates
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What you will learn in this section Permissions needed

e How to view vour donations

Donations
e How to record new donations

Donations

Contacts
e How to edit existing donations

Donations

View

v

View

View

Edit

Edit

Edit

Create

Create
v
v

Create
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Step 1

After logging into Lighthouse, you will be directed to the Dashboard page. Click on “Finances” in
the blue menu at the top; then select “Donations” from the drop-down menu which appears.

Welcome to Lighthouse! | |loans u! Upcoming features Known issues
Lighthouse is our new online local : rollout The following features will be If you want to report any bugs or
party rf‘nanagement tool for LPOs, Election expenses : core added over the next few weeks: glitches, or require amr technical
replacing Salesforce for Local red _ support, please email
Parties. M bat o * aﬂ_‘da_shboa_rd showing m?' membership@libdems.org.uk with
: e incoming and outaoeng the word “Lighthouse” in the subject
You can currently use Lighthouse to: membership stats.

line.
We're looking at what we develop

& Manana mambarchin Tha fallnwinn faatirac will ha

Step 2

You will be directed to the Donations page, where you can view a list of your donations in
chronological order alongside details of the amount donated, source, reason, and status of the
donation. Click on any of the blue column headers to sort the data according to that field. For
example, you could sort your donations in order of size by clicking the “Amount” header.

@ - Organisation Branches mm--mm © Help

> FINANCES > DONATIONS

Showing 1-16 of 16.
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Step 1

After logging into Lighthouse, you will be directed to the Dashboard page. Click on “Finances” in
the blue menu at the top; then select “Donations” from the drop-down menu which appears.

Step 2

You will be directed to the Donations page. To add a new donation, click “Add new” at the top left
of the screen.

@ - Organisation Branches Contacts m---mm @ Help
> FINANCES > DONATIONS

add new & Downlaad | Y Fiter a Showing 1-16 of 16,

20 per page ~

Step 3

You will be directed to the “New Donation” page. Here you will need to fill in some details to
ensure the donation is recorded accurately.

To get started, begin typing the name of an individual, company or party organisation in the first
field. If they are already a contact in Lighthouse, the name will appear automatically below the
“name” field. Click on this to choose your donor, and their contact details will be automatically
filled in in the fields below.

If the donor is not already a contact in Lighthouse, you can click on one of the three buttons
below the “name” field to add a new individual, company or party organisation. Note that you will
need contact details for the relevant individual to hand, and, in the case of company donations,
the business' registration number as listed at Companies House.
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HACKNEY BOROUGH > FINANCES > DONATIONS > NEW

Donor

Start typing the name or email of an existing contact or org 1on within Ligl to see suggestions.

Only add a new contact if the contact definitely does not already exist. Any changes you make to to the contact below will be saved for this donation only and will not alter the contact record

Email
Primary address *
Start typing the donor’ s address or postcode to see suggestions.

Town

Postcode

Step 4

Look up the donor's electoral number (if applicable) in Connect, then copy and paste it in to the

“Electoral number” field.

Electoral number VAN 1D

You can lock up this number in

Step 5
Next, you will need to choose the type of donation you received. This is T";:m
the form the donation took - such as cash, standing order, cheque,
bank transfer or gift in kind. For PPERA donations you should only E—
select cash, bequest or gift in kind. i
Card
Make sure you do not choose one of the following options: E:"
que
Gift in Kind
e [ 0an =
Loan Repayment
e Loan repayment p.edg,.-dm
[ ] Pledged Refund/Contra
Standing Order

e Refund / contra
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Step 6

Next, you will need to choose the source of the donation. souice”

| E\I'E-I'It

This essentially means where the donation has come from, as you will ~ eesen
see from the drop-down list that appears for this field. P

Phone

Post

Step 7 e

Next, input the amount of money - or approximate value in the case of a gift - in the “amount *
field.

Amount *

£

Step 8

Your next step is to note the dates the donation was received, whether it was approved or
rejected, and when this took place. For “Date received”, simply type in (or choose from the drop-
down calendar menu) the date on which the donation was received.

If you wish to accept the donation, type the date it was accepted in the box under “"Accepted”.
This might vary depending on the type of donation you've been given, for example:

e [or cash or bank transfers, it will be the same date the donation was received
e For cheque payments, it will be the day that you cash the cheque

e For giftsin kind, it will be the date the gift was used - e.g. date an item was won in a raffle

If you wish to reject the donation, type the date it was accepted in the box under “Rejected”.

Received * Accepted Rejected
dd /mm / yyyy dd/mm/ yyyy dd/mm [ yyyy
Set to: today / yesterday / empty Set to: teday / yesterday / empty Set to: teday / yesterday / empty

Be aware that whichever date you select for “Date accepted” will also represent the beginning of
the 30 day period in which you must verify that the donation is valid.
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Step 9

Next, note the reason for the donation. For example:

e |fyou received a monetary donation, which appeal or fundraising event generated it?
e Ifit was a gift in kind, what was the gift?

Finally, if the donation is to be put towards a loan repayment, begin typing the name of the loan
into the final box on the page. This will allow you to search for and select the name of an existing
loan in Lighthouse.

If you need more information about recording loans, click here.

Loan

Search for an existing loan within Lighthouse.

Step 10

When you are finished, click “Save” at the bottom of the screen, or, if you have more donations to
record, click “Save and add another”.

You will be returned to the Donations page. Your newly-recorded donation will not appear here

straight away, as the system needs to perform a number of automated checks on the donation
before displaying it. Check back in 15 minutes to view your new donation.
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Step 1

After logging into Lighthouse, you will be directed to the Dashboard page. Click on “Finances” in
the blue menu at the top; then select “Donations” from the drop-down menu which appears.

Step 2

You will be directed to the Donations page. If you would like to edit an existing donation, click the
pencil icon next to your chosen donation record in the list. You will then be able to update the
details of that donation, using the same process (steps 3 - 10) as you would to record a new one.

@ - Organisation Contacts m--mm @ Help

> FINANCES > DONATIONS

Showing 1-20 of 76,176,

20 perpage v MM 1234567 MM

30 Mar 2020 &l ] Bank Transfer
# 10 Mar 2020 4 I (B Cash
# 26Feb 2020 a0 | —— Cheque
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What you will learn in this section Permissions needed

e How to view vour loans View Edit Create
Donations v

e How to record new loans View Edit Create
Donations v v v
Contacts v v v

e How to edit existing loans View Edit Cresie
Donations v v

e How to record loan repayments View Edit Create
Donations v v
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Step 1

After logging into Lighthouse, you will be directed to the Dashboard page. Click on “Finances” in
the blue menu at the top; then select “Loans” from the drop-down menu which appears.

HACKNEY BOROUGH Donations
Welcome to Lighthouse! 1 u! Upcoming features Known issues

Lighthouse is our new online local + rollout The following features will be if you want to report any bugs or

party r_nanagement tool for LPOs, Electi 2 core added over the next few weeks: glitches, or require a_ny technical

replacing Salesforce for Local red . support, please email

Parties. = 1o * A dashboard showing top- membership@libdems.org.uk with
herstip cebutes line incoming and outgoing i - .

the word "Lighthouse” in the subject
You can currently use Lighthouse to: membership stats. s

Step 2

You will be directed to the Loans page, where you can view a list of the loans your local party has
taken out. Here you can also see headline information such as the name of the business or
individual who made the loan, the amount loan, the reason for the loan, and when it is due.

Click on any of the blue column headers to sort the data according to that field. For example, you
could sort your loans in order of size by clicking the "Amount” header.

@ - Organisation Branches Contacts mv-m Reports

> FINANCES > LOANS

a Showing 1-8 of 8.
|20 per page >

20Mar 2017 20 Mar 2017 s |

31Aug 2016 30 Sep 2016 2 I —
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Step 1

After logging into Lighthouse, you will be directed to the Dashboard page. Click on “Finances” in
the blue menu at the top; then select “Loans” from the drop-down menu which appears.

Step 2

You will be directed to the Loans page, where you can view a list of the loans your local party has
taken out.

To add a new loan, click “Add new” at the top left of the screen.

O-wmmm?-mm @ Help

> FINANCES > LOANS

Showing 1-8 of 8.
(v | & cowions [ w50 B o 10018
s OrTOWEC Due eportec e paic nteres e T

20Mar 2017 20 Mar 2017 < NN _—
31Aug2016 30 Sep 2016 2 s . [ —
Step 3

You will be directed to the “New Loan” page. To get started, begin typing the name of an
individual, company or party organisation in the first field. If they are already a contact in
Lighthouse, the name will appear automatically below the “name” field. Click on this to choose
your lender, then fill in their most up-to-date electoral number (for individual donations only),
which you can find on Connect.

If the donor is not already a contact in Lighthouse, you can click on one of the three buttons
below the “name” field to add a new individual, company or party organisation. Note that you will
need contact details for the relevant individual to hand, and, in the case of company loans, the
business’ registration number as listed at Companies House.

Lender

Start typing the name or email of an existing contact or organisation within Lighthouse to see suggestions.

Only add & new contact if the contact definitely does not already exist. Any changes you make to to the contact below will be saved for this donation anly snd will not alter the contact record.
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Step 4

Next, choose the type of loan - credit Type *
facility, loan, or overdraft - from the Credit Facility
drop-down box.

Step 5

Type the amount of money borrowed in the “Amount” field, and the interest rate in the field next
to that. Note that you do not need to type the percentage symbol into this box.

Amount * Interest rate *

Step 6

Confirm the date of the loan and its due date using the next two fields. You can either do this by
typing in the date, or by choosing the correct date from the calendar which appears when you
click into one of the date fields.

Borrowed * Due
dd/mm/ yyyy dd/ mm /yyyy
Set to: today / yesterday / empty Set to: today / yesterday / empty
Step 7

Finally, note the reason for the loan (if applicable) in the last field.

Once you are happy that the information you have entered is correct, click “Save” to save your
loan, or click “Save and add another” to submit information about another loan.

Reason

If you clicked “Save”, you will be returned to the Loans page. Your newly-recorded loan will not
appear here straight away, as the system needs to perform a number of automated checks on
the loan before displaying it. Check back in 15 minutes to view your new loan.
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Step 1

After logging into Lighthouse, you will be directed to the Dashboard page. Click on “Finances” in
the blue menu at the top; then select “Loans” from the drop-down menu which appears.

Step 2

You will be directed to the Loans page. If you would like to edit an existing loan, click the pencil
icon next to your chosen donation record in the list. You will then be able to update the details of
that donation, using the same process (steps 3 - 7) as you would to record a new one.

M'/t' Q€

7

@ - Organisation Contacts m—-m Reports

© Help

> FINANCES > LOANS
Showing 1-10 of 10.

20 per page ~
2Jan2019  23Jan2023 B | E— =
# 8Mar2018  28Feb2020 2 | I
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Step 1

After logging into Lighthouse, you will be directed to the Dashboard page. Click on “Finances” in
the blue menu at the top; then select “Loans” from the drop-down menu which appears.

Step 2

You will be directed to the Loans page. Chose the loan you would like to record a payment for
from the list, and click on the eye icon next to the pencil on the left of the table.

@ ~ Organisation Contacts hluv-lhln Reports © Help
> FINANCES > LOANS

2 e B Sy

Lender

it Outstanding  Interest rate

@ 22 Apr 2020 22 Jun 2020 & » Greg Foster £10.00 £9.00 1.00% Test

Step 3

You will be directed to the details page for your chosen loan, where you can see information
about the amount borrowed, the lender, its due date and any previous repayments.

To record a new repayment, click “Add repayment” at the top-left of the page.

Loan Dates Lender
Reference: LOANDOOOZTS Bomrowed: 22 Apr 2020 & Individual Loan
W Tast Due; 22 Jun 2020 Greg Foster
£10.00 at 1.00%

Type: Loan
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Step 4

First, choose the type of repayment you would like to record - a cash repayment, a conversion of
a loan to a donation, or a payment of interest added - from the drop-down menu.

Type * o
Cash Repayment l:

Step 5

Next, select or type in the date of the repayment and the amount you will be repaying. Note that
Lighthouse automatically tells you how much is still owing on the loan, excluding this payment,,
underneath the “Amount repaid” field.

Date repaid * Amount repaid *
dd/mm/ yyyy £ 9.00
Set to: today / yesterday / empty & amount ding on this loan, excluding this
repayment, is £9,00.
Step 6

Finally, type in the name of the person who made the repayment in the “Name” field, and any
notes you would like to add in the “Details” field.

When you are finished, click “Save”, or “Save and add another” if you would like to record another
loan repayment.

Name *

Details
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Step 7

If you clicked “Save”, you will be directed back to the details page for your chosen loan, where the
repayment will be noted in the list at the bottom of the page.

If you made a mistake in recording a loan repayment, click the pencil icon next to the date of the
repayment.

Name Details Reported Donation Amount Outstanding

22 Apr 2020 Loan opened £10.00
22 Apr2020 Cash Repayment Repayment1 Part repayment of loan £1.00 £9.00
Step 8

You will be directed to the “Edit repayment” page, where you can change the date of the
repayment, the amount repaid, the name of the repayment and any notes in the “Details” field.

Note that you cannot change the type of repayment or the name of the person making it after it
has been created.

> FINANCES > LOANS > £10 FROM GREG FOSTER ON 22 APR 2020 > £1.00 CASH REPAYMENT ON 22 APR 2020 TOWARDS LOAN OF £10
FROM GREG FOSTER ON 22 APR 2020 > EDIT REPAYMENT

Date repaid * Amount repaid *
22/04/2020 £ | 100
Set to: today / yesterday [ empty The amount outstanding on this loan, excluding this
repayment, is £10.00.
Name *
Repayment 1
Details

Part repayment of loan

When you are happy with your changes, click “Update”. You will be directed back to the details
page for your chosen loan.
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What you will learn in this section Permissions needed

e How to view your pledges View Edit Create
Donations v

e How to record new pledges View Edit Create
Donations v v v
Contacts v v v

e How to edit existing pledges View Edit Cresie
Donations v v

e How to convert a pledge into a donation View Edit Create
Donations v v v
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Step 1

After logging into Lighthouse, you will be directed to the Dashboard page. Click on “Finances” in
the blue menu at the top; then select “Pledges” from the drop-down menu which appears.

Step 2

You will be directed to the Pledges page, where you can view a list of your pledges in
chronological order alongside details of the amount pledged, the donor, reason, and source of
the pledge. Click on any of the blue column headers to sort the data according to that field. For
example, you could sort your pledges in order of size by clicking the “Amount” header.

To view more details of a specific pledge, click on the eye icon next to the pencil on the left of the
table.

m-v-wwm'-thm: Reports. © Help

> FINANCES > PLEDGES

Showing 1-1 of 1.
20 per page  ~

(@, 224pr2020 223u12020 & » GregFoster €10.00 Test  Event  Pledged x x

Step 3
You will be directed to the details page for your chosen pledge.

FINANCES - PLEDGES - £10 FROM GREG FOSTER PLEDGED ON 22 APR 2020 AND DUE ON 22 JUL 2020

Pledge Dates Donor
Reference: DON0626894 Pledged: 22 Apr 2020 & Individual Donation

® Test Pledge due: 22 Jul 2020 Greg Foster
£10.00 Membership number: 10180363416
Source: Fuent £10.00 raised from 21 donation{(s)
Type: Pledged Last donation: £1.00 on 30 Apr 2020

Largest donation: £12.00 on 30 Apr 2020
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Step 1

After logging into Lighthouse, you will be directed to the Dashboard page. Click on “Finances” in
the blue menu at the top; then select “Pledges” from the drop-down menu which appears.

Step 2

You will be directed to the Pledges page. To record a new pledge, click “Add new” at the top-left
of the screen.

M!,s" Q€

¢/

@~ wmm—v-mm @ Help
> FINANCES > PLEDGES
n Showing 1-10of 1.
|20 per page |
Pledged e Donor Amount Reasor Sour Type Status Aggregate Bequest
@4 22Apr2020 223Jul2020 & » Greg Foster £10.00 Test Event Pledged x x
Step 3

You will be directed to the “New pledge” page. To get started, begin typing the name of an
individual, company or party organisation in the first field. If they are already a contact in
Lighthouse, the name will appear automatically below the “name” field. Click on this to choose
your donor, and their contact details will be automatically filled in in the fields below.

If the donor is not already a contact in Lighthouse, you can click on one of the three buttons
below the “name” field to add a new individual, company or party organisation. Note that you will
need contact details for the relevant individual to hand, and, in the case of company donations,
the business' registration number as listed at Companies House.

Donor

Only acd & new contact if the contact definitely does not alresdy exist. Any changes you make to to the contact below will be saved for this denation enly and will not alter the contact record.
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Step 4

If you are recording a pledge from an Electoral number VF VAN ID
individual, you will next need to type in
their electoral number. You can find this You can look up this number in

by looking the contact up on Connect. Connect.
Step 5
Next, you will need to choose the source of the pledge. = I}
This essentially means where the pledge has come from, as you will see Local Draws
from the drop-down list that appears for this field. ipc:"?

| ek
Step 6
Next, input the amount of money pledged in the “amount ” ~ Amount *
field. £
Step 7
Your next step is to note the dates the Pledge received * Pledge due *
pledge was received, and the date the dd/mm/ yyyy dd/mmyyyy

Set to: today / yesterday / empty Set to: today / yesterday / empty

donor is expected to make the donation.
Simply type in (or choose from the drop-down calendar menu) these dates in the “Pledge
received” and "Pledge due” fields.

Step 8

Finally, note the reason for the pledge. For example, you could note the appeal or fundraising
event which generated it.

Reason

When you are finished, click “Save”, or “Save and add another” to record another pledge. If you
click "Save”, you will be directed back to the Pledges page, where you can you view your new
pledge in the list.
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Step 1

After logging into Lighthouse, you will be directed to the Dashboard page. Click on “Finances” in
the blue menu at the top; then select “Pledges” from the drop-down menu which appears.

Step 2

You will be directed to the Pledges page. To edit an existing pledge, locate it in the list and click
the pencil icon (next to the eye icon) on the left side of the table.

@ - Organisation Contacts .Mu«v-m- Reports © Help

> FINANCES > PLEDGES

ﬂ Showing 1-1 of 1.
|20 per page  ~

@ 22 Apr2020 22Jul2020 & » Greg Foster £10.00 Test Event Pledged x x

Note that you can also edit a pledge by clicking on the icon to show full details for that pledge,
and then clicking “Edit” at the top left of the screen.

Step 3

You will be directed to the “Edit pledge” page. You will then be able to update the details of that
pledge, using the same process (steps 3 - 8) as you would to record a new one.
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Step 1

After logging into Lighthouse, you will be directed to the Dashboard page. Click on “Finances” in
the blue menu at the top; then select “Pledges” from the drop-down menu which appears.

Step 2

You will be directed to the Pledges page. Choose the pledge you would like to convert from the
list, pledge, then click the pencil icon (next to the eye icon) on the left side of the table.

'Qv.wmm—-mm-m @ Help
> FINANCES > PLEDGES
E Showing 1-1of 1.
&(7) 22Apr2020 223012020 & » GregFoster E10.00 Test  Event Pledged x x
Step 3

You will be directed to the details page for your chosen pledge. To convert it into a donation, click
“Convert to donation”.

@ - Organisation Contacts mr-um- Reports © Help

> FINANCES > PLEDGES > £10 FROM GREG FOSTER PLEDGED ON 22 APR 2020 AND DUE ON 22 JUL 2020

Step 4

You will be directed to the “Convert to donation” page. Many of the fields on this page will already
be completed using the information you recorded about the pledge.

If you need assistance completing the required information, the steps are the same as you would
follow to record a new donation - click here to learn more.

When you are finished, click “Convert” at the bottom of the page. Your new donation will be
visible on the Donations page, and the pledge will be removed from the Pledge page.
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What you will learn in this section Permissions needed

e How to submit PPERA returns View Edit Create
Donations v v v
Contacts v v v
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How to submit PPERA returns

Before completing your PPERA return, please make sure you have added any donations
necessary for the month you wish to create a return for. Please see our user guide on
recording new donations for instructions on how to do this.

Step 1

After logging into Lighthouse, you will be directed to the Dashboard page. Click on “Finances” in
the blue menu at the top; then select “Donation returns” from the drop-down menu which
appears.

Step 2

You will be directed to the Returns page, where you will see a list of monthly PPERA returns

arranged with the most recent months at the top. Find the return you need to submit from the
list, and click on the eye in the left hand column.

- &0/ CrLoiL

/.
LoZ
m
@ ~ Organisation Branches C Roles ~ Fi * Users Reports @ Help
- FINANCES > DONATION RETURNS

Showing 1-20 of 75

20 per page MMI234MM
Month Due + Status Donations  Declaration

March 2020 15 Apr 2020 A Draft
A Overdue

Please note that the due date for any month’s return will always be the 15 of the following
month, or the nearest preceding working day if this should fall on a weekend or bank holiday. For
example, if completing the March 2020 return, the due date would be 15 April 2020.
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Step 3

You will be directed to a page showing an overview of your chosen month's return. To start com-
pleting the return, click “Review and Submit” on the top left hand side of the page.

oy
M!s‘é’

o/

@ -~ Organisation Branches Contacts m-_u.m Reports @ Help

> FINANCES > DONATION RETURNS > MARCH 2020

Return

Reference:
Accounting Unit code;
Due: 15 Apr 2020

A Draft

A Overdue

Step 4

You will be directed to the page where you can edit and submit your return. First, check that the
details of your Chair and Treasurer are correct.

If the Chair and Treasurer details are not correct, make sure to click “Change Chair/Convener” or

“Change Treasurer”. A pop-up box will appear, into which you can search for and select your new
Chair or Treasurer from a list of your existing members, and update their terms of office.

Executive officers

Chair: I
Treasurer:

Step 5

You will next see a list of all the donations you logged in Lighthouse over the past month,
including details of the amount, the donor, and the date the donation was accepted.

Make sure to click the checkbox next to all the donations to include them in your return.

95



If you have any donations to declare which are outside the period covered by the return, type the
name of the donor into the box below the existing donations and select the donation you would
like to include.

Donations *

Add a late donation
Start typing the name or email of the donor or the total amount to see suggestions.

Only donations within the PPERA reporting period are shown by default. If you have donations to declare which are outside the period of this return, use the search box to select and add them to the list.

If you have no donations or they are all below £500; please submit a nil return. To do this go
straight to Step 7 and select the first tick-box to confirm a nil return.,

Step 6

You will next see a list of all the loans and loan repayments you logged in Lighthouse over the
past month. Follow the same process outlined in Step 5 to select the ones you would like to
include in your return. As with donations, you can use the search box to look up loans or loan
repayments outside the period covered by the return.

Loans *

Add a late loan
Start typing the name or email of the lender or the total amount to see suggestions.

Only loans within the PPERA reporting period are shown by default. if you have loans to declare which are outside the period of this return, use the search box to select and add them to the fist.

Loan repayments *

Add a late repayment
Start typing the name or email of the lender or the total amount to see suggestions.

Only repayments within the PPERA reporting period are shown by default. If you have repayments to declare which are outside the period of this retum, use the search box to select and add them to the fist.

Step 7

Finally, scroll to the bottom of the page and you will see three declarations along with tick-boxes
for each one. When you are satisfied that the information and declarations are accurate, click
“Submit” at the bottom right hand side of the page. Your status for this return should now be
listed as “Submitted”.

certify that this Accounting Unit did not receive any recordable or declarable donations or credit facilities during the month of this PPERA record (stated above)
certify that this is a true and accurate record of all transactions covered by the PPER Act 2009 for my Accounting Unit for the above Period

certify that this is a true and accurate record of any changes to regulated credit facilities during the above period
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What you will learn in this section Permissions needed

e How to submit election expenses View Edit Create
Expenses v v v
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Please note: this guidance is for local parties that need to submit itemised expenses. If
you need to submit a nil return, please email compliance@libdems.org.uk to let them
know.

Step 1
After logging into Lighthouse, you will be directed to the Dashboard page. Click on “Finances” in

the blue menu at the top; then select “Election expenses” from the drop-down menu which
appears.

Donations
Welcome to Lighthouse! | losns sul Upcoming features Known issues
Lighthouse is our new online local : rollout The following features will be If you want to report any bugs or
party r_nanagemem tool for LPOs, EII : core added over the next few weeks: glitches, or require a_ny technical
replacing Salesforce for Local red " support, please email
Parties. Sbenii vet o * A dashboard showing fop- membership@libdems.org.uk with
line incowing ad outgoing the word "Lighthouse” in the subject
You can currently use Lighthouse to: membership stats, line
Step 2

You will be directed to the Election Expenses page. To submit a new expense, click "Add new” at
the top left of the page.

@ - Organisation Branches Contacts Mv--mm @ Help

> FINANCES > ELECTION EXPENSES

Showing 1-14 of 14.
20 per page ~

1t [ 1402010 23Apr2019  23Apr2019  Facebook B ecebookads x « Approved  European Parli
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Step 3

You will be directed to the New Expense page, where you can fill in details relating to your new
submission. A red asterisk * denotes a compulsory field that you will need to complete in order
to save your return.

Begin by choosing the category of spending your expense falls under, and type in a description of
the item or service you paid for in the next box.

Category *
A — Party political broadcasts ~

Description of item or service *

Step 4

Next, type the value of the item or service into the “Value” field. If you did not pay full price for an
item/service as it was donated or provided at a discounted rate, list the actual amount you paid
(or £0.00 for a donated item) rather than the full price it would have cost, and tick the check box.

Value *
£ 0.00 [0 Donated free of charge or notional items

Notional spending is the difference in value between the commercial rate for an item or service and the price you pay.

Step 5
Next, complete the Apportionment section to specify what proportion of the expense will be

submitted as part of the Federal Party's spending return. Click here to read more guidance on
how to do this here, under “Completing your General Election 2019 spending return”.
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Apportionment
Federal spending retum
£ o000

ThiS 3 07 3mOUNT thas YOu WAt 10 SHCaNG OF T DArTy 5 fecenal spanding
PR Ursats yu 308 1RBEAG Th E=DENED WP 002 O Merd CHOCaTE
spending retury. of some of the spending was cmused. the thoukt be the
s3mma 3 Vaie' above

‘Other spending returns

Parish * District * County * Unitary authority *
£ o000 £ | 000 £ ooo £ o000

Mayor * PCC* Westminster * Scottish Parliament *
£ 000 £ 000 £ | 0.00 £ o0D0

Welsh Assembly *
£ 0.00

Newsletter exemption
£ o000

ErORDRCIIN Of $AC08 FEOMIACTALIT RWEATIIE Ay DF FX0U06d Under
Schadue B Pemre chack wth I you Bre uniere

Unused
£ 000

This i the amount that it simpy GEnens Camesgning shend g thouit not
e =Ccied On BNy SHKCEON ToRncing retum at all

Step 6

Confirm the order date, invoice date and the payment date using the next three fields. You can
either do this by typing in the date, or by choosing the correct date from the calendar which
appears when you click into one of the date fields.

Order date _ Imvoice date * Date paid *

BB mem £y | dd J mm f yyyy dd f mm i yyyy
g 1 = Set1o Todly | yesterdy | emoty S 0 oy / pevuesdiny | emeRy
| ¢« [mmmv] >

Mon Tue Wed Thu Fn
30 k3l 1 2 3 4 5
€6 7T & 8 W M 12
PIR R T LR A LI |
» . e [de to see suggestions
27 238 » N 1 2 I
f a4 s

Step 7
Note the name of the person who made the payment, then begin to type in the name of the
supplier in the following field. This box contains a smart lookup, so the correct name and address

in a standard format should appear as you start typing.

Click on the name of the supplier from the list of suggestions, and the name and address fields
will populate automatically.

Then, type the invoice number into the “Supplier’s invoice number field.
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Name of the persen who made the payment

Supplier name”

Supplier address”

Start typing the supplier’ s address or postcode to see suggestions.

Supplier's invoice number

Step 8

At the bottom of the screen, you will be asked to upload an invoice or receipt, which must be
submitted for every expense submitted. There is also the option to upload a copy of the item
purchased, if this is a leaflet or other document. To do so, click on the Browse button to find the
file you would like to upload (the file must be a PDF or an image file).

Upload a scan of the invoice or receipt * Uplcad the item itself

Usie POS dormust or i =age such o5 JPEG or NG This e MIST be an inveice or receict nd idealy & VAT inveics and it MUST comsain the cane. amount For ansmpie the leafet (et you b 10 have prirted. Use 0¥ farmat o an image ruck 88 SEG or BNG.
succier rame snd sdoress. An ceder confrmaton o payment advice T nct sufficent

Step 9

When you're happy with all the details you've submitted, click “Save” at the very bottom of the
page to complete the submission, or “Save and add another” to add another expense.

Please note: You will not be able to edit your expense once
you've submitted it, so please double-check all the details AR
before submitting.

You will then be directed back to the Election Expenses page, where your new submission will be
shown in the list.
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Last updated: September 2020

What you will learn in this chapter

e How to report problems on Lighthouse
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What you will learn in this guide Permissions needed

e How to report problems on records View Edit Create

Data type of

v
problem record

e How to view and update reported View Edit  Create
problems Data type of v

problem record
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Whilst using Lighthouse, you may come across a record which contains errors - for example, a
member with an incorrect birthday. Lighthouse now contains a “Report problem” button, which
allows you to send a record and details of any errors to the team at HQ. This feature is
supported on the following types of records:

e Contacts
e Roles

e Donations
e Pledges

e Loans

Step 1

If you come across a record which contains an error, click on the “Report problem” button at the
top of the page.

HACKNEY BOROUGH > CONTACTS = ||

Personal details Membership

Step 2

A pop-up menu will appear with a drop-down list of possible errors. Choose one from the list, or
if nothing quite fits, select “Something else is wrong”.

Report a problem with this record x

Problem *

Member has resigned

Dup d
Incorrect birthday
Incorrect candidate interests
Incarrect conlact preferences
Incorrect electoral areas
Incorrect local party

Incarrect membership dales

. 1 B

Incorrect membership number
Incorrect member status
Incorrect new member Interests
Member has resigned

Member should be expelled

Something else is wrong
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Step 3

—_— e
Report a problem with this record x

Problem *
Incorrect birthday

HACKN Existing value
==

= oy

EasE PIOVIOE Any Ielevant rormanon witch will Delp Us 10 Tnd of focihe problem nere. Yol 0o nat need i
currently viewing. ¥ some aspect of this record is not comect, please provide the comect value here

Please provide any relevant information which will help the HQ team to find or fix the problem.
You do not need to include the name or details of the record you are querying, as this will
automatically be provided. If some aspect of the record is not correct, please provide the correct
value in the details box - you may see the details currently on the record appear beneath the
drop-down menu.

Step 3
For some types of errors, such as members who have resigned, you may be required to provide

supporting evidence in PDF format. A third box will appear marked “Evidence”. To add evidence,
click the button labelled “Browse” and select the file from your computer.

Plesicses provide: arry relevant informiation which wil help us o find of fix the problem here You do nal need to nclide the name or detais of e recond yau are querying, & tis wil automatically be provided 1o the membership feam based an the recod you are
n E currently viewing. If some aspect of this recond is not correct, please provide the correct value here

Evidence required *

Step 4

When you are finished, click “Report problem” at the bottom of the pop-up box.
After you click this button, you will receive an email with details of the issue you have raised.

Evidence required *

Please note that it may take a few seconds for your problem to appear on the “Problems” tab.
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Step 1

After logging into Lighthouse, you will be directed to the Dashboard page. Click on “Problems” in
the blue menu bar at the top.

HACKNEY BOROUGH

Step 2
You will be directed to the “Problems” tab, where the problems reported by users in your local
party can be viewed in a list. You can use the filter options at the top of this list to view all

problems, unresolved (open) problems or solved (closed) problems.

To view the details of a problem you reported, click on the eye icon at the left hand side of the list
- in the same row as the problem you wish to view.

HACKNEY BOROUGH > PROBLEMS

Filter by statusf] | Showing 1-1 of 1.
. 20 per page -~

*  About Description Status Reported by Reported at Assigned to  Last updated +  Response due

a » _ Something else is wrong  new _ 4 Sep 2020 17:39

Step 3

You will be directed to the details page, where you can view further information about the
reported problem.

HACKNEY BOROUGH > PROBLEMS > SOMETHING ELSE IS WRONG ON CONTACT|

Problem details

Al

Something else is wrong
k2 New
(B Created at: 4 Sep 2020 17:38:20

Problem reported by | on4 Sep 2020 at 17:39

This is a problem report from Lighth about the followi
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Step 4

If you would like to provide additional comments on the reported problem, scroll to the bottom

of the details page.

You can type further information or updates into the “Comment” box, or chose to close the case

by checking the “Solved” box. Please only check this box if you believe the issue has been
resolved, and explain why you are closing the problem in the “Comment” section.

Once you are finished, click “Add more information”. You will receive an email to confirm your
changes to the reported problem.

Add more information

Comment

Please provide any further relevant information which will helg us to find o fix the problem or an explanation of why you are dosing the issue here.

lose this issue

Oindy check this bex It you now consider the probiem resobed,
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Last updated: March 2021

What you will learn in this chapter

e How to view electoral areas and candidates
e How to add a by-election
e How to manage a selection process
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What you will learn in this guide Permissions needed

e How to view electoral areas View Edit Create
Candidates v

e How to view candidates View Edit Create
Candidates v
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Step 1

After logging into Lighthouse, you will be directed to the Dashboard page. Click on “Candidates”
in the blue menu bar at the top; then select “Electoral Areas” from the drop-down menu which
appears.

HACKNEY BOROUGH Electoral areas
" Recent changes Hlections Welcome to Lighthouse! x «" Day by day x
F 1 £1
This week thouse is our new online local party management tool for

Step 2

You will be directed to the Electoral Areas page, where you can see all the electoral areas in your
local party. To view the boundaries of the electoral area and add an upcoming by election, click
the eye icon on the left of the list.

HACKNEY BOROUGH > CANDIDATES > ELECTORAL AREAS

B o Showing 1-20 of 30,
. (20 perpage - |[MAM 12 MMM

E Brownswood Council Ward » Hackney 22 May 2014

@ Cazenove Council Ward » Hackney 22 May 2014
@ Clissold Council Ward ¥ Hackney 22 May 2014
@ Dalston Council Ward » Hackney 22 May 2014
@  De Beauvoir Council Ward » Hackney 22 May 2014
@  Greater London Autharity Devolved Region 3 Jul 2000 & May 2021
@  Hackney Couneil 1 Jan 2009 3 May 2018
@  Hackney Central Council Ward » Hackney 22 May 2014
@ Hackney Downs Council Ward » Hackney 22 May 2014
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Step 3

You will be directed to the page for that ward. These will show all the electoral areas, from
council ward up to Westminster constituency. Here you can also see the dates when the area
was created and the date of the next election for that area.

Since: 22 May 2014

If you would like to add a by-election for this ward, click “Add by-election” and follow the steps set
out here.
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Once your candidates have been selected, they will appear in the Candidates Tab.
Step 1

After logging into Lighthouse, you will be directed to the Dashboard page. Click on “Roles” in the
blue menu bar at the top; then select “Electoral” from the drop-down menu which appears.

".om#-an Branches Contacts Roles™ Candidates™ Finances™ Users Reports Problems

HACKNEY BOROUGH
«" Recent changes Exccutive «" Welcome to Lighthouse! x «" Day by day x
Officers T £1
This week Lighthouse is our new online local party management tool for
Step 2

You will be directed to a list of elected office holders, candidates and the upcoming elections
they have been selected for. You can filter and download a list of selected candidates, by clicking
“Download” or “Filter”.

@ @ Organisation Branches Contacts Roles™ Candidates~ Finances* Users Reports Problems OHelp B Settings
HACKNEY BOROUGH > ROLES > ELECTORAL

= Showing 1-15 of 15.
E Cument f“l wing L

| 20 per page  ~

MPROO237509 AM Greater London Authority  London List - LONDON2016  Devolved Region aroling Pidgeon _
MPROO23851% Prosp London bly Candid: Morth East GLA2021 Devolved Constituency  Kate Pothalingam _
MPROD238544  Prospective London bly Candi Greater London Authority  London List GLAZ021 Devolved Region Caroline Pidgeon _
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What you will learn in this guide Permissions needed

e How to create a by-election View Edit Create
Candidates v v v
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All full elections will automatically be added to Lighthouse, but you will need to add the by-
elections that are happening in your area. If you are a local user, you will only be able to add local
by-elections; you will need to be a regional user or higher to add other by-elections.

Step 1

After logging into Lighthouse, you will be directed to the Dashboard page. Click on “Candidates”
in the blue menu bar at the top; then select “Elections” from the drop-down menu which
appears.

© - [ ovnication Brnches Contits

HACKNEY BOROUGH

«" Recent changes

This week

Step 2

Welcome to Lighthouse!

ithouse is our new online local party management tool for

«" Day by day

You will be directed to the Elections page, where you can see all the upcoming elections in your
local area. To add a new by-election, click “Add by-election”.

® # Organisation Branches Contacts Roles~ | Candidaten= Finances = Users Reports Problems

HACKNEY BOROUGH > CANDIDATES > ELECTIONS

©Help 1 Settings

Showing 1-20 of 25,
P0perpage - |MAM 1MW

-

e 9o @ & B ¢ & e 9

Scheduled

Scheduled

Scheduled

Scheduled

Scheduled

Scheduled

Scheduled

Scheduled

Scheduled

Hackney North and Stoke Mewington
Hackney South and Shoreditch
Tottenham

Greater London Authority

Greater London Authority

Morth East

Hackney Morth and Stoke Newington
Hackney South and Shoreditch

Tottenham

GE2024

GE2024

GEZ024

London List GLA2021
London Mayoral MAYOR2021
GLAZ021

GE201%

GE2017

GE201%

‘Westminster Constituency
Westminster Constituency
Westminster Constituency
Devolved Region

Devolved Region

Devolved Constituency
‘Westminster Constituency
‘Westminster Constituency

Westminster Constituency

3 Apr 2024
3 Apr 2024

3 Apr 2024

14 Mov 2019
14 Mov 2019

14 Mov 2019

1 May 2024

1 May 2024
1 May 2024
& May 2021
& May 2021
& May 2021
12 Dec 201%
12 Dec 201%

12 Dec 2019

6 Jun 2024

& Jun 2024

6 Jun 2024

17 Jan 2020

17 Jan 2020

17 Jan 2020

1 May 2024
1 May 2024
1 May 2024
28 Mar 2024 ¢
28 Mar 2024 £

28 Mar 2024 5
-

3
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Step 3

You will be directed to the new by-election page. You will need to work through each of the
questions to add your by-election:

e Add the election date. You can do this either by typing the date in the box, or clicking the
calendar icon and selecting the date.

e Select the electoral area for the by-election by typing its name into the box and selecting the
correct one from the list of suggestions that appears. Note that if you have selected to add a
by-election from a ward page (as seen here), this box will already be filled out for you.

e Add a name for the election, so you can easily identify it in the list of upcoming elections.

e Select the number of vacancies that need to be filled. This will usually be one, but if you have
multiple councillors step down in a multi-member ward, you will need to change this.

e Add the key dates for the by-election, this includes the date nominations close, when the

spending return is due and when the term ends. You can do this by typing in the dates, or
selecting the dates by clicking the calendar icon.

® - @ Organisation Branches Contacts Roles - | Condidates™ Finances~ Users Reports Problems @Help setings
HACKNEY BOROUGH > CANDIDATES > ELECTIONS > NEW

[Election date )
dd / mm ! yyyy
Set 100 today [ yesterday /[ empty

|Eonstituencg of electoral area 7}

Start typing the name of an electoral area to see suggestions.

‘ou can only choose an elecioral area associated with your party, To add an election cutside your pateh, please contact us.

1 =
The number of seats up for skection.
dd/ mm ! yyyy dd fmm/ yyyy dd / mm /yyyy
Sat 1o: today / yesterday / empty Set tor today / yesterday / empty Set to: today / yesterday [ empty

Electorate Turnout Ballots spoiled

The total electorate. if known, as an absolute rumber of people, The total number of people who voted, if known The total rumber of spoiled ballots, i known

Once this is done, you will need to click ‘save’, or ‘save and add another’ if you have multiple
upcoming by-elections

Once the by-election has happened, you will need to add key numbers for the election. This
including the size of the electorate, the turnout and ballots spoiled. It is not a problem if you
don't know this information, but it is useful to add if you do to track for future elections.
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What you will learn in this guide

e How to create a selection process

e How to view and create application forms

e How to create a short listing committee

e How to create an applicant

e How to move applicants through a
selection process

Permissions needed

Candidates

Candidates

Candidates

Candidates

Candidates

View

v

View

View

View

View

v

Edit

Edit

Edit

Edit

Edit
v

Create

v

Create

v

Create

v

Create

v

Create
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You can now add your selection processes to Lighthouse. If only you have access to a local party,
you will only be able to add the selection process for local elections. If you have state or federal
access, you will be able to add Westminster and Devolved Region selections as well. The process
on Lighthouse is the same, regardless of the level of the selection.

Step 1

After logging into Lighthouse, you will be directed to the Dashboard page. Click on “Candidates”
in the blue menu bar at the top; then select “Elections” from the drop-down menu which
appears.

® - [ Organisation Branches Contacts Roles~ Candidates~ Finances~ Users Repor @Help B settings
HACKNEY BOROUGH Electoral areas
«" Recent changes Welcome to Lighthouse! x «" Day by day x
Forms £1
This week athouse is our new online local party management tool for
Step 2

You will be directed to the Elections page, where you can see all the upcoming elections in your
local area, as well as the historic elections and their results. To add a new selection process for a
local election or by-election, click on the eye icon on the left of the list for the election you want
to add a selection for. As a local user, you will be able to view other types of upcoming elections,
but you will not be able to add a selection process for them.

® - # Organisation Sranches Contacts Roles~ | Candidates Finances = Users Raports Problems

GREENWICH BOROUGH - CANDIDATES > ELECTIONS

@ Help 8 Settings.

Showing 1-20 of 28.

@ # Scheduled Eltham GE2024 Westminster Constituency 1 3 Apr 2024 1 May 2024 & Jun 2024
@ # Scheduled Erith and Thamesmead GE2024 Westminster Constituency 1 3 Apr 2024 1 May 2024 & Jun 2024
@4 ich and GE2024 ‘Westminster Constituency 1 3 Apr 2024 1 May 2024 & Jun 2024
By-Election  Glyndon (Greenwich] BY2021 Council Ward 1 & May 2021 5 May 2022
@4 ich and L GLA2021 Devolved Constituency 1 & May 2021 1May 2024
@ #  Pool Greenwich LB2021 Council 51 6 May 2021 4 May 2022
@ # By-Election Greenwich West (Greenwich] BY2021 Council Ward 1 6 May 2021 5 May 2021
@ # By-Election Kidbrooke with Hornfair (Greenwich) BY2021 Council Ward 1 & May 2021 5 May 2022

117


http://lighthouse.libdems.org.uk/

Step 3

You will be directed to the detail page for the upcoming election you selected. Here you can view
all the details for the upcoming election, including the boundaries, date of the election and the
date the spending return is due by. Click '"Add new selection process’ to begin creating your
selection process.

Election

Glynden [Council Ward) - Greenwich
(Greenwich) BY2021

Date: & May 2021

Term ends: 5 May 2022

Results

Electorate: —
Turnout: -
Spailed ballots: -

Step 4

You will be directed to the new selection process page. To get started, choose what type of
selection you are holding (full, held, snap, paper or license).

Held |

Snap
Paper

License
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Step 5

Next, select the criteria you are using to select your candidates. Can all members apply, or is it
only open for diversity lists?

GREENWICH BOROUGH - CANDIDATES > ELECTIONS > GLYNDON (GREENWICH) BY2021 ON 6 MAY 2021 > NEW SELECTION PROCESS

Type *
Full = |

Method *

All Members i

All Women | K
All Diversity '

All Approved Candidates
T dd F'mm yyyy

Step 6

Then select which form you will be asking the applicants to complete. There will be standard

ones preloaded, but if you want to add your own, you can create one in forms. You can find
guidance on how to do this here.

Application form

ALDC Approval Form - 2021 Simplified Form

| Candidate Application Form

When to generate the list of member's contact details which will
be wmed for the baliot

Step 7

Choose the date you want to be the cut-off date for your membership list. This will be the date
people will have to be members in the constituency to vote in the selection process. This should
be the same date that your advert goes live.

Membership list_
mvmmfmy
< March 2021 ~ > pails which will
Mon Tue Wee Thu Fri £
5 24 35 26 I 28 Advert end date *
1 2 3 4 5 B T dd f mm/ yyyy
B 9 1w A 12 1@ M Set to: today / yesterday
15 o6 7 [l e ow o
22 23 M 2/ 2 2 4
2 3 3

S vy yEmE Ry Ty
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Step 8

Select the date the advert goes live, and the date that it ends. Adverts are usually up for two to
three weeks. You must ensure these dates have been agreed with your returning officer.

Next, enter the date of your hustings, then click “Save”. You will be taken back to the selection
page, where you can view the details for the selection.

Advert start date * Advert end date *
dd / mm / yyyy dd / mm / yyyy
Set 1o today | yesterday Set 1o today |/ yesterday

Hustings
dd / mm / yyyy

Sat 10! loday [ yesterday | empty
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Step 1

After logging into Lighthouse, you will be directed to the Dashboard page. Click on “Candidates”
in the blue menu bar at the top; then select “Forms” from the drop-down menu which appears.

7,
- | ® Organisstion Contacts Roles~ Candidstes~ Finances~ Users Reparts Problems @telp B settings
FEDERAL PARTY Electoral areas
.” Recent changes Elections .” Welcome to Lighthouse! x .~ Day by day x
This week Lighthouse is our new online local party management tool for v e
Feastad: &7 Mound within: 10 1D rantarinn Salacharra far | neal Dartias i | | T

Step 2

You will be directed to the Forms page, where you can see all your existing application forms. A
series of standard forms will be preloaded into Lighthouse, so you can choose from those,
depending on which form you want to use for your selection. To create a new application form,
click "Add new".

FEDERAL PARTY > CANDIDATES > FORMS

Showing 1-2 of 2.

| 20 per page -

#  ALDC Approval Form - 2021 Simplified Form  Federal Party

& Test Federal Party %

Step 3

First, type a name for your form into the “Name” field.

@ # Organisation Contacts Roles~ |Candidates Finances - Users Reports Problems Orelp © setings
FEDERAL PARTY - CANDIDATES >~ FORMS - NEW

= ]
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Step 4
To add questions to your form, click "Add another”.

Cuestions®

For each question, you will need to select a question type from the “Type of response expected”
drop-down list, as well as whether or not it is required.

Cuestions*

ge:ﬁon 1 n

Type of response expected * Required * ]

| Shart text = YYes, the respondent must answer this question to continue i |

Long text

Phone number
Email address
Date

Number

Type the question you want to ask into the “Question” box. To add more questions, click “Add
another” again. To delete a question, click the “X” above the “Required” drop-down.

Question *

Step 5

If you are a Regional, State or Federal user, you can opt to share your new form with all the
organisations below your own in the hierarchy (for example, all the local parties in your Region).
Click “Share this form with all descendant organisations” to do so.

When your form is complete, click “Save” or “Save and add another” to create a new form.

[ Share this form with all descendant organisations

For examnple, the locai parties in your region. If keft unticked, only Federal Party admims will be able to assign this form to selection processes.
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Step 6

You will be directed back to the Forms page. To edit a form, click the pencil icon next to the
form’s name in the table.

FEDERAL PARTY - CANDIDATES - FORMS

Showing 1-2 of 2.

:_é_ﬂ_ per page ]

ALDC Approval Form - 2021 Simplified Form  Federal Party «*

Step 7

You will be directed to the edit page. To edit a question, click the grey box it is in.

(@ @ Organisstion Contacts Roles~ | Condidates= Finances~ Users Reports Problems  Lucy Yoqub = @ Help 8 Settings

FEDERAL PARTY > CANDIDATES > FORMS > ALDC APPROVAL FORM - 2021 SIMPLIFIED FORM > EDIT

MName *
ALDC Approval Form - 2021 Simplified Form

Questions*

Question 1 n
& Full Name *

Question 2
& Address * n

Question 3 H
[ Date of Birth *
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Step 1

After creating your selection process, you will be returned to the detail page for the relevant local
election. To create a short-listing committee, click on the selection process at the bottom of this

page.

GREENWICH BOROUGH > CANDIDATES - ELECTIONS > GLYNDON (GREENWICH) BY2021 ON 6 MAY 2021

Election

Glyndon {Council Ward) - Greenwich
{Greenwich) BY2021

Diate: & May 2021

Term ends: 5 May 2022

Results

Electorate: —
Turnout: -
Spoiled ballots: -

T Leatiet | Map data & OpenSireetiap connbutors

[Advertised full selection |

Reference Name Applied Status

Step 2

You will be directed to the selection process detail page. To add a member of the short-listing
committee click ‘Add committee member’ at the top of the selections page.

©Help % settings

GREENWICH BOROUGH > CANDIDATES > ELECTIONS > GLYNDON (GREENWICH) BY2021 ON 6 MAY 2021 - GLYNDON BY-ELECTION

Election Selection process
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Step 3

You will be directed to the new committee member page. To add the member, type their name
into the Member box. This will generate a list of members, from which you can select the correct
person. Members within your local party will appear at the top of the list. If a member is not in
your local party, you can still add them to your short-listing committee.

GREENWICH BOROUGH > CANDIDATES > ELECTIONS > GLYNDON (GREENWICH) BY2021 ON 6 MAY 2021 > GLYNDON BY-ELECTION > NEW COMMITTEE MEMBER

Member *

Start typing the name or email of an existing member contact within Lighthouse to see suggestions,

Because committes members mist be curment members to apply, you can only chacse from existing Lighthouse contacta If someone you are expecting 10 582 is not in the list, please contact suppart.

[ Chair
Check this ield if the member & the chasr of the shortfisting committes.
From * Until
18/03/2021 dd/mm/ yyyy
Set tor today / yesterday Set tor today [ yesterday / empty

If the member you are adding is the Chair of the short-listing committee, you can tick the box
that says ‘Chair’. You can only have one chair of each short-listing committee.

Select the start and end dates for the short-listing committee member to be in post. You can do
this by typing in the date into the boxes, or by clicking the calendar icon.

Next, click “Save”, or “Save and add another” to add a new short-listing committee member.
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Step 1

You can add applicants from the selection process detail page. To do so, click ‘Add applicant’ at
the top of the selection page.

®- # Orgamsion Oy Gsetings

GREENWICH BOROUGH > CANDIDATES > ELECTIONS > GLYNDON (GREENWICH) BY2021 ON 6 MAY 2021 > GLYNDON BY-ELECTION

Election Selection process

Step 2

You will be directed to the new applicant page. To add a member as an applicant, type their
name into the Member box. This will generate a list of members, from which you can select the
correct member.

Members within your local party will appear at the top of the list. If a member is not in your local
party, you can still add them as an applicant.

GREENWICH BOROUGH > CANDIDATES > ELECTIONS > GLYNDON (GREENWICH) BY2021 ON 6 MAY 2021 > GLYNDON BY-ELECTION > NEW APPLICANT REQUEST

Member *

Start typing the name ar email of an existing member cantact within Lighthouse to see suggestions,

This selection process is open to . You can only choose from ewisting Lighthouse contacts, If somecne you are axpecting to see is not in the list, please contact support,

Step 3

Go through the lists of qualifications and disqualifications and tick any that are applicable. This
will let you know if that member is eligible to stand in the selection. If they are not, a warning will
appear to let you know they are ineligible. You will still be able to add them as an applicant, as
they might be able to become eligible.
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Qualifications *

[ You are at least 18 years old,

[ You are a British citizen.

[ ¥ou are a Commonwealth citizen who does not need leave to enter or remain or wha has indefinite leave to remain in the United Kingdom.

[T You are a citizen of a member state of the Furopean Union.

[T You are, and will continue to be, registered as a local government elector for the local authority area in which you wish to stand from the day of your nomination onwards.

[ ¥ou have occupied as owner or tenant any land or other premises in the local authority area during the whole of the 12 months before the day of your nomination and the day of election.
L Your main or only place of work during the 12 months prior to the day of your nomination and the day of election has been in the local authority area.

[ You have lived in the local authority area during the whole of the 12 months before the day of your nomination and the day of election.

Disqualifications *

L You are employed by the local authority or hold a paid office under the authority (including joint boards or committees). Note that you may be "employed by the local authority™ if, for ple, you work at certain schools,
fire services, police or health services. This list is not exhaustive,

[ You hold a politically restricted post.

[ You are the subject of a bankruptey restrictions order or interim order.

! You are the mayor for a combined authority area that the local authority is a part of, The only exception to this is where the combined authority mayoral election and the election of councillors falls on the same day. In that
case, you may stand at both contests, However, if you are elected at both, a vacancy in the office of councillor will automatically arise.

[0 You have been i to a term of impri of three months or more (induding a suspended sentence), without the option of a fine, during the five years before polling day.

L ¥ou have been disqualified under the Representation of the People Act 1983 (which covers corrupt or illegal electoral practices and offences relating to donations). The disqualification for an illegal practice begins from the
date a person has been reported guilty by an election court or convicted and lasts for three years. The disqualification for a corrupt practice begins from the date a person has been reported guilty by an election court or
convicted and lasts for five years,

[ ¥ou have been disqualified from standing for election to a local authority fellowing a decision of the First-tier Tribunal (formerly the Adjudication Panel for England) or the Adjudication Panel for Wales.

Step 4

Next, add any comments in the box at the bottom of the page. Please be aware that these can
be made public in response to a subject access request.

Once you are finished, click “Save”, or “Save and add another” to add a new applicant.

Comments

Provide any useful notes about this applicant here. Please be aware that comments may be made pulblic in response to a subject access request.
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Step 1

Once all the applicants and short-listing committee members have been added, you can move
the applicants through the selection process. To do this, navigate to the selection process page.

To view the details of the applicant, and to move them through the selection process, click the
eye icon next to their name, on the selection page.

Selection process

Method: Al Member:

Sutus Not Vet Advertised

Applcation form: ALDC Approval form - 2021 Simpiifed Form
Acvertned: from 17 Mar 2001 1o 31 Mar 2007

Hustings: 22 Agr 2021

Applicants
Reference Name Appled  Status

.> L APPR07103-312374 Chevies Flack Applcation Reguested

Step 2

You will be directed to the applicant page. You can see where the applicant is in the process in
the bar across the top.

¢ skt cton e | 7 0 | o comue Jf 8 0

Progress
+ Application requested &  Apphed B Approwed of teiected nglist < Shortlst < Selected

Personal details Contact details Membership
Chessie Flack 4] + Member status Active Member
& Beihaay = Fist joinedt 26 Jun 2019
Created Member since: 26 Jun 2019
" 0K 10 contact Renewal date: & Apr 2021
+ OK 1o emal o000 Lapee dute: S jul 2021
+ OK 10 phone o0 00 Local party: Merton Borough
o OK o send post o0 00 Branch: Graveney
X Do not et NEEROE B Memberstug number. 19060477731
¥ K to fundraise oo 00 B Rallots by: Email
E Member of Young Litserals
Qualifications Disqualifications

o Applicant is qualifea
Vou sre at least 18 years old
¥ou are a Brth often

+ Applicant i not duqualified

¥ou have occupeed 8 owner OfF Tenant any land or Glher prermises i the iocal suthonty sres duning the whole of the 12 months
bedore the day of your nommaton and the day of section

Step 3

Once you have received the application from the applicant, click ‘continue’.
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v Applicationrequested - Applied = Approved orrejected = Llonglist = Shortlist =» Selected

Progress

Personal details Contact details

You will be directed to complete the application form. You can upload this as a PDF or copy the
answers of the applicant into the form.

Ao Fill out the Appixtanion Knm answers
Armmern

1. Fust Mame

2 Addswss

Click ‘Continue’ at the bottom of the page to add the completed form. You can add comments at
each stage of the application.

Step 4

This will direct you back to the applicant page. You will be able to see the progress of the
applicant in the bar across the top.

Click ‘Continue’ to add whether the application has been approved or rejected.

Progress

v Application requested - + Applied 2 Approvedorrejected = Llonglist =< Shortlist = Selected
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Step 5

Use the drop-down menu to indicate whether the applicant has been approved or rejected. If
the applicant has been rejected, state why in the comments box. Please be aware that
comments may be made public in response to a subject access request.

W"’&' QC

L/
® < # Organisation Branches Contacts Roles~ Condidates~ Finances~ Users Reports Problems Chessie Flack = @ Help © Settings

GREENWICH BOROUGH > CANDIDATES > ELECTIONS > GREENWICH WEST - BY2021 ON 6 MAY 2021 > GREENWICH WEST - BY2021 > CHESSIE FLACK >
APPROVE OR REJECT APPLICANT

Approve or reject this applicant *
Approve v

T —

Click ‘Continue’ to go back to the applicant page.

Step 6

If the applicant has been approved, you will then be able to add the applicant to the long list, by
clicking ‘Continue’. At this stage you can add any useful comments on the applicant. Click
‘Continue’ again to add the applicant to the long list and go back to the applicant page.

+ Application requested - + Applied < + Approved - Llonglst = Shorthst = Selected

Step 7
Once the applicant has made it to the long listing stage, they will have an interview conducted by
the short-listing committee. If the applicant is successful in this interview click ‘continue’ on the

applicant page.

If the candidate is not successful at the interview stage, leave the candidate as they are and do
not click continue.
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€ Back to selection process @

Progress

v Application requested - + Applied - + Approved > + longlist - Shortlist = Selected

Step 8

Upload a PDF of the completed interview checklist, so you can see if the applicant has been
successful and any useful notes on the checklist.

Lot the compirted meerres Checiing

Step 9
Select which members of the short-listing committee are on the interview panel. Only members

of the short-listing committee should be interviewers.

Interviewers

(] Matt Raines

Select ‘Continue’ if the applicant passed the short-listing interview, to add them to the shortlist.
Step 10

Once you have your list of short-listed applicants agreed with the Returning Officer and listed
here, your RO will be able to open the selection to members to vote. When this has been

completed, a winner has been declared, and any appeals are over, click ‘continue’ on the
successful applicant.
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+ Application requested -» + Applied - + Approved - + Longlist - + Shortlist - Selected

Progress

Step 11

You will be directed to the page to confirm this applicant has been selected. Here you can add
any comment about the successful applicant. Once you click ‘Continue’ here, this applicant will
become the selected Candidate.

GREENWICH BOROUGH > CANDIDATES > ELECTIONS > GREENWICH WEST - BY2021 ON 6 MAY 2021 > GREENWICH WEST - BY2021 > CHESSIE FLACK >
SELECT APPLICANT AS NEW CANDIDATE

Provide any useful nates about this applicant here. Please be aware that commenis may be made public in response to a subpect access request.

Step 12

If you make a mistake at any point, you can edit the applicant’s information by clicking the pencil
icon next to their name on the selection page.

Applicants
Reference Name Applied Status

@ APP202103-312374 Chessie Flack Application Requested

Alternatively, you can click ‘Edit’ on the applicant's page.

Progress

+ Application requested - Applied <= Approved orrejected =» Llonglist =» Shortlist =» Selected
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