
Process Guide 3: Tidying up your membership
data

This geek sheet is intended to take you through the process of tidying up your
Lighthouse, making sure that your members are accurately reflected in Connect, and
that the information they have given us matches their electoral roll status.

This process will take a bit of time to complete the first time round but is well worth the
effort as it’ll make it much easier to engage your members and get them involved in
winning elections.

Parts of this process will need to be repeated on an ongoing basis to ensure your
membership data stays up to date as people join and move in and out  - though it’ll take
a lot less time once you have audited your data.

You’ll find a guide on how to use Lighthouse dashboards to stay on top of day-to-day
changes in Lighthouse here: (New Process Guide on this is coming soon!)

And we recommend checking your members against the electoral register every month
as registers are updated (though most changes will happen at the annual update in
December).

What you’ll need to make this guide work

This guide involves a few steps that require a working knowledge of Microsoft Excel,
Google Sheets (on a paid account only for GDPR reasons) or Apple Numbers and of
course, access to one of those programs.

Whenever this is required, we’ll link to help and guidance on the functions being used in
each of the programs, but you will need to be familiar with how to use one of these
spreadsheet programs to make use of that guidance.

If you’re not familiar with these, there are a large number of online IT skills courses that
you can take - we’d recommend exploring one of these, or finding someone else to help
with the process.
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You will also need to use a desktop or laptop computer. You might be able to make this
work on a large tablet with a keyboard, but you will likely find that extremely difficult to
do. You might also find that in a larger local party some of the files you’re working with
will become unusable, especially on older or lower-powered tablets.

If you’re exporting party data to a local device or to the cloud, you should always
practise download, use, delete. So you download your file, you run this process and
make your changes and then you delete the file.

We also completely understand that relying on volunteers’ IT knowledge to do this is not
ideal, so wherever we can, we’re exploring ways to reduce your reliance on
spreadsheets and move processes into our systems, where we can make this easier for
you to do.

We also know that some of you are excellent at using excel and will have your preferred
ways to find duplicates and compare two lists - if so, do feel to do this the way that
you’re more familiar with.

If you have any feedback on this process or this guide, we’d love to hear from you. If you
need a hand, we’ll be happy to help. Just email support@libdems.org.uk with any
feedback or requests for help.

Contents

1. Tidy up duplicates in Lighthouse
2. Enhance information on Supporters
3. Check that all of your local members are your members
4. Connect MyCampaign vs Lighthouse Reconciliation
5. MyCampaign vs MyVoters Reconciliation
6. Follow-up with members

Tidy up duplicates in Lighthouse

The team at HQ already has a de-duplication process running on the backend of
Lighthouse which deals with a lot of duplicates for you - but this is an automated
process running on a huge database, with inputs from fallible humans, so it misses
people!

Currently, the process looks for people where:

● First Name
● Last Name
● Email Address &
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● Postcode

Are a very close match (overall confidence of a match has to be over 75%) and merges
them automatically.

That will still leave a lot of other duplicates in the system, unfortunately! Classic
examples of this are people going by different names, using very different emails or at
different addresses.

For these more complicated duplicates, we rely on local parties to tidy this data up.

Step 1: Preparing your data

To start with, we need to get logged into Lighthouse, visit the Contacts page and
download all of the records in the organisation you’re looking at.

In order to download contacts you must, at a minimum have View Contacts permissions
in Lighthouse.

Find out more about: Contacts in Lighthouse, User Permissions in Lighthouse.

Important: Don’t forget to copy the password to your downloaded file. Once you close
the window, there’s no way to get it back - you’ll have to download the file again.

Use the supplied password to open the file in your preferred spreadsheet program
(Excel, Sheets, Numbers).

You can delete most of the columns (Excel, Sheets, Numbers) from the file. You only
need to keep:

● Firstname (Column A)
● Lastname (Column B)
● Primary_address1 (Column C)
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● Primary_postcode (Column D)
● Email (Column E)

Now that we’ve got a more manageable file, it’s then a case of searching for duplicates
and things that don’t make full sense.  There are many ways to do this with coding and
different formulas and feel free to do this a way that’s more comfortable to you if you
prefer. We are going to include a recommended method below, which you can also
follow if you like.

Step 2: Identifying duplicates by duplicate email addresses

We’re going to start by sorting (Excel, Sheets, Numbers) the sheet by email,
alphabetically. Then, we’re going to:

1. Add 2 columns (These are columns F & G)
2. Name Column F “Concatenate”
3. Name Column G “Duplicate
4. In Cell G2 enter the formula =IF((E2)=(E1),”Duplicate”,” “)
5. Copy that formula (Excel, Sheets, Numbers) across the rest of the cells in Column

G
6. Look down Column G for instances of “Duplicate” in column G

Troubleshooting: If you copy and paste the formula listed above, you might, instead of
a duplicate or a blank, get #ERROR. If you do get this, try replacing the quotation marks
in the formula with ones you’ve typed. That will likely resolve the error.

You could also use conditional formatting (Excel, Sheets, Numbers) here to make it even
easier to spot duplicates.

The screenshots below, show an example of this process when done correctly.

In this spreadsheet, we have 2 records, both of which are for the same person, but
which haven’t been matched automatically because the postcode doesn’t match (likely
due to user error). In G2, the email address has correctly been identified as a Duplicate
of the row above.
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Reporting a duplicate

When you spot a duplicate email address the next thing to do is to locate that contact
on Lighthouse.

To do this, return to the Contact’s tab on Lighthouse and search for the duplicated email
address.

Select one of the contacts that’s returned, click the view link in the list view and then the
report problem action button on the contact record.

You should use the “Duplicate Record” problem type and use the search box to locate
the other record that’s a duplicate.

You can also use the details box to give the HQ team useful context to help them
process this - for example, which name, address, email address and phones are correct
for the person and should be retained on the new record.

You can find out more about reporting problems here.

Important: You should only request a merge where you’re absolutely certain that the
two records belong to the same person.

If you’re not sure, then the best practice is to reach out and speak to them (by phone or
email), to clarify their details.

Fixing shared email addresses

In some cases, you’ll spot a duplicate that isn’t - because two different people are
sharing the same email address. Couples and families sometimes do this, so it can be
the case that multiple people share the same address.

In this case, you need to locate both records on Lighthouse (again, by searching for the
duplicate email) and checking the “Shared Email” button on a contact record.
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That will have solved the easiest of the errors to spot - for the next step, we need to take
a look at people based on last name/postcode.

Important: Never use the shared email field when you think it’s a duplicate record. We
want the database to be as accurate as possible and keeping duplicates in the database
doesn’t help us do that.

Step 3: Identifying duplicates on last name + postcode

To do this, we’re going to use a more advanced formula called concatenate (Excel,
Sheets, Numbers)

To do this, we

1. In Cell F2 enter the formula =CONCATENATE(D2,B2),
2. Copy to the whole column (Excel, Sheets, Numbers)
3. Sort by Column F (Excel, Sheets, Numbers)
4. In Cell G2 enter the formula =IF((F2)=(F1),”Duplicate”,” “)
5. Copy that formula (Excel, Sheets, Numbers) to the whole column
6. Look down Column G for instances of “Duplicate” in column G

Troubleshooting: If you copy and paste the formula listed above, you might, instead of
a duplicate or a blank, get #ERROR. If you do get this, try replacing the quotation marks
in the formula with ones you’ve typed. That will likely resolve the error.

Sometimes the same surname will be duplicated because more than one person in the
house is in LH, but often there will be duplicates to resolve. Usually, these will be
because of registration with two slightly different names (eg Tim and Timothy) or typos.
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When you spot duplicates, repeat the reporting a duplicate / fixing shared email address
steps above.

Step 4: Identifying duplicates on first name and postcode

Now we look for duplicate people by first name and postcode - and the process is pretty
similar to the last step!

To do this, we

1. In Cell F2 enter the formula =CONCATENATE(D2,A2),
2. Copy to the whole column (Excel, Sheets, Numbers)
3. Sort by Column F (Excel, Sheets, Numbers)
4. In Cell G2 enter the formula =IF((F2)=(F1),”Duplicate”,” “)
5. Copy that formula (Excel, Sheets, Numbers) to the whole column
6. Look down Column G for instances of “Duplicate” in column G

Troubleshooting: If you copy and paste the formula listed above, you might, instead of
a duplicate or a blank, get #ERROR. If you do get this, try replacing the quotation marks
in the formula with ones you’ve typed. That will likely resolve the error.

This usually picks up people who have changed their surname or mistyped it in one of
their registrations

Step 5: Identifying duplicates on first and last name

Now we look for duplicate people by first name and last name and the process for this
should be really familiar by now!

To do this we:

1. In Cell F2 enter the formula =CONCATENATE(B2,A2),
2. Copy to the whole column (Excel, Sheets, Numbers)
3. Sort by Column F (Excel, Sheets, Numbers)
4. In Cell G2 enter the formula =IF((F2)=(F1),”Duplicate”,” “)
5. Copy that formula (Excel, Sheets, Numbers) to the whole column
6. Look down Column G for instances of “Duplicate” in column G

Obviously there may well be cases where two or more people in a local party share a
first and last name, but checking against Connect can show if the same person has been
entered on LH at 2 different addresses and needs resolving.
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What to do if you spot other issues

During this check, you might spot other issues - mistyped email addresses, incomplete
postal addresses. In an ideal world, you’re either fixing these as you go, or you’re
creating an action to remind you to do it later.

This is a really important chance to significantly improve the quality of your data, so that
it’s easier for you to contact members and supporters and of course, win elections.

You can find out more about using Actions here.

Enhance Supporters

Whilst members must give us their full postal address, Registered Supporters only have
to provide their name, email address and postcode.  This is a deliberate choice as it
means we get more signups, but it does mean we have to do a bit more work to identify
them.

You can run a report called Data Cleanup 🧹: Members & Supporters with
incomplete addresses which has everyone in Lighthouse with an incomplete address.

You can then attempt to find them on the electoral roll using Quick Lookup, based on
the details supplied.

If you can match a postcode, first and last name on the electoral roll to a Lighthouse
entry, please do add the full postal address to their Lighthouse record.

You don’t want to start overwriting other data, like emails and phone numbers as at this
stage, you’re not certain whether Connect or Lighthouse will be more up to date.

Once your data in Lighthouse is cleaned up, you can move on to checking the data that
is in Connect.

If you want to do this straight away, you will need to remember that the errors and
inconsistencies you have picked up in this first part of the process will not be reflected
correctly in Connect yet.

We usually fix problem reports within 2 working days, and it takes one overnight run
after this for the correct information to flow through the LH/Connect sync and update
Connect My Campaign, and another overnight for the Connect My Campaign and My
Voters matching process to execute.
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Check that your Lighthouse Data is in Connect Accurately

Lighthouse is the source of truth for membership data - so our next step is to validate
that the records in Connect are an accurate representation of what’s in Lighthouse.

This is best done by the MDO for the whole party regardless of size. In our experience,
less than 2% of members have an issue with matching - and where that’s the case,
there’s usually a logical explanation or an easy fix!

Doing this step of the process allows you to have confidence that mailing lists or phone
banks you’re creating in MyCampaign are going to accurately include (or exclude) party
members.

For example, if you’re running a membership engagement phone bank, then you want
to make sure you’re only talking to members! Vice versa, if you’re doing a membership
recruitment mailing, you want to make sure that members aren’t getting it!

Check that all of your local members are your members

Before we start reconciling the two systems, it’s worth checking to see that all the
members in your area are members of your local party, and that all your members
reside in your area.  In the Liberal Democrats, your address usually defines your local
party - there can be some exceptions to this, but it’s worth being aware of people whose
membership is different to their location.

The first thing we’re going to do is check for members who are members of other local
parties and reside in your area.

You’ll need to make sure that you know the Geographical basis for your local party. This
is usually a combination of one or more local authorities or one or more Westminster
Constituencies. Local Parties in Scotland & Wales can also be based on Devolved
Constituencies. Local Parties can also be a combination of the above electoral areas.

The Geographical basis for your local party should be listed in your constitution and if
you’re unable to work out what it is, you can check what HQ has on file for your local
party by emailing support@libdems.org.uk

Step 1: Creating a list to check if members in your area are members of
other local parties

For this first step, we’re going to create a list of people who are members living in your
area, but who are members of other local parties.
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1. Log in to Connect
2. Go into MyCampaign
3. Create a New List
4. Add a step to give you everyone living within your LP boundary (Westminster or

Local Authorities) and hit preview results.

5. Add to that step that their membership or supporter status is current  (Status =
Current) and hit preview results
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6. Remove all suppressions from that step and hit preview results

7. Check that your final list criteria, looks broadly similar to this:
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8. Add a remove step to your search

9. Add to that step that their membership or supporter status is current  (Status =
Current) and they have to be in your local party and hit preview results

10. Add to that step removing all suppressions (as in step 6) and hit preview.
11. If you’re happy that you’ve got this set up correctly, hit run to finish your list.
12. This is optional, but you might want to save this list so that you can re-run it

more easily in the future.

Pro-tip: At each step of list creation, we’re previewing the results. Each change we’re
making should change a meaningful difference to the list. This helps you check that
you’ve not made accidental errors when setting criteria.
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Step 2: Resolving issues

If people remain it’s because they are members with an address within your local area,
but registered with the National party as being members elsewhere.

This can be because:

1. They have moved and their address has been changed locally on Connect but
not on Lighthouse.

a. As they are usually not available in your Lighthouse you will need to email
support@libdems.org.uk for this to be corrected by HQ.

b. Unless you know that this person has moved, you will need to contact the
member in question using the details on Connect to confirm if you’re
unsure.

2. They have moved and address or local party has been updated in Lighthouse but
address change has not been correctly reflected in MyCampaign.

a. You can fix this locally by updating the address in MyCampaign.
b. Unless you know that this person has moved, you will need to contact the

member in question using the details on Connect to confirm if you’re
unsure.

c. As this record exists on Lighthouse, you can use an Action to track this
task, if you want to.

3. They have ties to another local party and wish to remain with them.
a. HQ has records on completed local party transfer forms and can check

this for you.
b. It’s best not to contact HQ about checking this until all other options have

been resolved.
c. To check, email support@libdems.org.uk and make sure that you give

sufficient personal information from their Connect record to allow you to
identify them.

d. If they have completed a local party transfer form, don’t create a “local”
version that isn’t a member on Lighthouse - as this is just creating a
duplicate record in the database, which we’re trying to avoid!

e. In the longer term, we’re looking at implementing a process that’ll allow
you to see these members in Lighthouse as well.

Step 3: Creating a list to check if there are members of your local party who
live in other areas

For this step, we’re going to create a list that’s the inverse of the first one we created.
Where that list looked for people in your local party area who weren’t members of your
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local party, here we’re looking for people who are members of your local party, but
don’t reside in your local party area.

1. Log in to Connect
2. Go into MyCampaign
3. Create a New List
4. Add a step that they have to be a current member in your local party (Status =

Current, Local Party = Your Local Party) and hit preview result.

5. Remove all suppressions from that step and hit preview results
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6. Add a remove step to your search

7. Add criteria to give you everyone living within your LP boundary (Westminster or
Local Authorities) and hit preview results.

8. Remove all suppressions (as in 5) from that step and hit preview results

Step 4: Resolving issues

If people remain it’s because they are members of your Local Party, but do not have an
address within your local area.

This can be because

1. They are duplicate records in MyCampaign and need to be merged with the
correct record.
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a. To check for a duplicate record, click on their Connect record, find the
Actions box and expand it

b. Click on Merge Duplicate

c. Select all people and click Search
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d. If duplicate records appear, click on them to check if they are legitimate
duplicates and if so, check the radio button next to the record you want to
merge and click Merge this person

e. Compare the records, choosing which conflicting information to keep and
then click Merge to complete the merge

2. Their Address or Districting information is blank in MyCampaign - often because
of a lack of full information in Lighthouse.

a. You can often resolve by finding the MyVoters record and copying the
address from there to MyCampaign (also update their full address in
Lighthouse).

b. You can also resolve if their real address has been marked as bad within
Addresses and you can then restore it by viewing Address History.

c. A historic issue with the sync left a number of people with a blank address
if they had only a postcode - please add the postcode from Lighthouse to
Connect even if this is all the information we have.

3. They have moved out but wish to remain as your members (this is common with
uni students) and they can be left.

a. HQ has records on completed local party transfer forms and can check
this for you.

b. It’s best not to contact HQ about checking this until all other options have
been resolved.

c. To check, email support@libdems.org.uk and make sure that you give
sufficient personal information from their Connect record to allow you to
identify them.

d. In cases where a member has chosen to stay with your local party, you
should make a note on their Connect record indicating this, so the next
time you come to run the process, you’ll know!

Fixing obvious issues found in these two lists will give you a much cleaner set of data in
MyCampaign that allows us to do the next step, comparing Connect to the accurate
membership records in Lighthouse.
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Ensure all Lighthouse data is in My Campaign

Next, we’re going to check the two (tidied up) databases against each other. It’s really
important that you don’t skip the earlier steps and allow enough time to resolve any
issues that have been spotted during the process - otherwise, you’ll just find the same
issues again!

The process for doing this is a little more complex than the previous steps and should
be done very carefully.

Step 1: Export data from Lighthouse

To start with, export a list of your current members from Lighthouse.

You don’t need to create your own filter for this, there’s already one that’s been created
for you! To find it, go to reports and find the one called “All current members” that was
created by the Federal Party and then click the “Run” link (it looks like a play button).

Once that report has run, you just need to download the same way we did in the tidying
up duplicates stage earlier.
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Step 2: Export data from MyCampaign

For this, we need to create a new list in MyCampaign. As with the other lists we’ve
created in the document, the best practice is to save the completed list in a folder along
with the other reports being used in the process.

1. Log in to Connect
2. Go into MyCampaign
3. Create a New List
4. Add a step that they have to be a current member or supporter in your local

party (Status = Current, Local Party = Your Local Party) and hit preview result.

5. Remove all suppressions from that step and hit preview results

6. Run your list and then click export
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7. Export format

Step 3: Combine the two files

Once you have your two files, we need to combine them. To do this, we need to:

1. Extract the file you downloaded from Lighthouse (you’ll need the password to do
this)

2. Open the extracted file
3. Add a new sheet in that file (Excel, Sheets, Numbers)
4. Name that sheet “Connect”
5. Name the sheet with Lighthouse data “Lighthouse”
6. Open the file you exported from Connect
7. Select all of the data in that sheet (Crtl+A on a windows device) and copy it

(Ctrl+C or right-click, copy on a windows device)
8. Paste that data into the Connect sheet

You now have one file with both your Lighthouse and Connect data present in it.

This allows us to use a formula to compare the two lists and spot errors. There are two
methods that are commonly used for this.

Comparing using the IF function

To use the IF function (Excel, Sheets, Numbers) to compare two lists, you need to sort
both excel lists into the same order.

You can then use a number of methods to compare the lists, all of which we’ve used in
the previous steps:

1. Comparing based on first + last name, concatenated into a single field.
2. Comparing based on a name field + either postcode or email, concatenated into

a single field.
3. Comparing based on name + postcode + email, concatenated into a single field

As you’re concantenating then you need to make the concatenation in both of the
sheets (Connect and Lighthouse) so that you’re comparing apples to apples.

You then add an IF function in a cell to the far right of the Lighthouse list to compare if
the email / concatenated fields match. This is an example of an IF function that’s been
constructed to do this: =IF(E2=Lighthouse!E2,TRUE,FALSE)
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This formula is comparing the email fields (in this case both in column E, across the two
sheets. It’ll return TRUE if they match and FALSE if they do not.

You then need to follow the sheet down until you hit a FALSE and work out why the lists
no longer match from there and where the missing record is.

Comparing using the VLOOKUP function

You can also use the VLOOKUP (Excel, Sheets, Numbers) function, which is a more
complex formula but is also more reliable in that it can match across an entire column,
regardless of the sorting of the data.

The start of this process is broadly the same as the IF method, in that you need to
define your matching criteria, of which you have the options of:

You can then use a number of methods to compare the lists, all of which we’ve used in
the previous steps:

1. Comparing based on first + last name, concatenated into a single field.
2. Comparing based on a name field + either postcode or email, concatenated into

a single field.
3. Comparing based on name + postcode + email, concatenated into a single field

If you’re concatenating then you need to make the concatenation in both of the sheets
(Connect and Lighthouse) so that you’re comparing apples to apples.

You might also want to add a column populated with a value to make it easier to view
the match in the sheet you’re matching from, like this:

You can then also add conditional formatting to make it easier to see (this example uses
red/green formatting, which will not work for people with colour blindness, so please
check if you’re sharing this data with others).
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You then add a VLOOKUP in a cell to the far right of the Lighthouse list to compare if the
email / concatenated fields match. This is an example of a VLOOKUP formula that has
been constructed to do this: =VLOOKUP(E2,Lighthouse!$E$2:$F$4,2,FALSE)

You’ll notice above that we’ve added $ in front of the column & row references for the
range. This is vital, as otherwise when you copy the formula, the range will shift,
meaning that if a record is higher in the origin list than the list you’re matching it to,
then it will incorrectly return as false. Adding a dollar sign tells the spreadsheet software
to fix the range when copied.

This method is much more complex but returns a much easier to work with result. It’s
up to you which you use, and you should use the method you are the most comfortable
or familiar with.

Resolving issues

If any members do not match on this list the next step is to attempt to find them using
quick lookup in Connect (or searching in Lighthouse, if you’re matching the other way
around!)

If you find the member in My Campaign in Connect but they are not appearing on your
list, there are a couple of common reasons:

1. Did you remember to remove suppressions in Connect
a. You can check this by re-running or reviewing your list

2. Is MyActivist ticked on their MyCampaign Record?
a. You can only see records for those activists who are in your party

organisation.
b. This should include all those who are in your area but sometimes they

have been removed and you need to click “Add to My Activists” so they
will appear in future.
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Issues that HQ needs to fix

There are a few other common issues that you’ll come across which require escalation
and fixing by the team at HQ.

1. An address has been changed in Lighthouse and whilst the change has flowed to
Connect, the corresponding change in Local Party has not.

a. Report this to HQ by submitting a Connect Support Request.
2. The MyCampaign record has a blank local party.

a. Report this to HQ by submitting a Connect Support Request.
3. A Connect MyCampaign record is inexplicably linked to the MyVoters record of a

different person or contains an address and other details of another member.
a. This can happen if a record is merged incorrectly.
b. Report this to HQ by submitting a Connect Support Request.

4. The Connect record shows the status (current/lapsed) incorrectly
a. Report this to HQ by submitting a Connect Support Request.

5. An address has been correctly changed in Connect to bring a member into your
local area, but Lighthouse does not reflect the address change and so you are
not able to see the member in your records

a. Report this to HQ by submitting a Connect Support Request.
b. But make sure you’re clear in the support request that this is the issue so

that it gets to the right team!
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Issues that you can fix

1. Connect has multiple records for the same person.
a. You can use merge duplicates to create one record.

2. An address has been correctly changed in Lighthouse and the change has not
flowed to Connect.

a. You can fix this by updating the address in MyCampaign.
b. You’ll need to wait for the electoral roll to be updated to fix this in

MyVoters.
3. An address has been correctly changed in Connect and the change has not also

been made in Lighthouse.
a. There’s currently only a one-way integration from Connect to Lighthouse,

so any changes in Connect don’t flow back to Lighthouse.
b. You can resolve this either by updating the address on file in Lighthouse

or by marking the contact as not at this address.
c. You should only update Lighthouse based on Connect data when you’re

certain that the address in MyCampaign is correct. This can only be
confirmed by speaking to the member in question.

d. There can also be instances where the Connect address is blank as we are
aware that the member has moved from the address in Lighthouse, but
not where they have gone to.

For all the above issues it is helpful if clear and consistent notes are made in Connect
MC so that time is not wasted investigating the same thing by multiple people and
future enquirers are aware of the status of the discrepancy

Once these issues are resolved, either by you or by HQ, your MyCampaign data should
be an accurate reflection of Lighthouse.

Congratulations!

The final step we now need to try and get our clean and tidy MyCampaign membership
to match as closely as possible with the electoral register in MyVoters.

When these details are matched, question responses and other information (not email
addresses or notes) are automatically shared between the two databases in an
overnight process.

Compare MyVoters & MyCampaign

This can initially be done for an entire local party - experience shows approximately 85%
of records accurately match, though this will vary from local party to local party. In an
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area with high turnover (urban / student areas) the match rate will probably be lower
than in a more rural area.

Investigation of the real discrepancies are best done by people who know the
membership though, so it can be delegated down to a branch, ward or county division
level (if you’re in an area that uses Counties!).

The reconciliation should be done for an entire Local Party area, but it can be useful to
first concentrate on Members, then Registered Supporters, then others.

Although Connect tries to match members in MyCampaign with voters in MyVoters,
there are many reasons why members showing in MyCampaign are not matched to the
electoral register in MyVoters and each person needs to be investigated - this is where
local knowledge comes in handy.

You may also need to contact members to clarify details.

Finding unlinked MyCampaign Records

Our first step is to identify records in MyCampaign that aren’t matched to MyVoters.

Firstly, you need to check that you’re in the right committee in Connect so you have
access to your local party area.

1. Go into My Campaign,
2. Create a New List
3. Add a step looking for current members in your local party (similar to the filters

we created earlier) and hit preview results.
4. Modify that step to include only records where Voter File is set to No Voter File

Record and hit preview results.

5. Modify that step to remove all suppressions and hit preview results.
6. Run the search.

This will create a list of people who are not currently matched to the electoral register.
As with the other lists in this guide, you may wish to save this search, as you may need
to run it again in the future.

That’ll produce a list like this:
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In the list view, click on each name to go into their MyCampaign Record record, this is
linked from the name column.

Make sure that the VANID section of their profile is open and next to where it says Voter
File VANID click Search Voter File.

This will automatically search MyVoters for people with the same name.

If the person has a common name you may wish to limit the search to your local area. If
no search results are returned, you will need to search by other criteria (email and
postcode are usually great options)

If you locate a matching record in MyVoters, you simply need to click on the checkbox
on the left hand side of the list (next to the name)

And then click Link this voter.

This method should let you find most members and match them to their MyVoters
record - but there will be some people that you can’t find or can’t be certain about. This
is absolutely fine!
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The most frequent reasons that a member is not linked to a record in “My Voters”
include:

1. People giving slightly different names when registering as members to those
used on the electoral register.

a. For example, a member doesn’t include a middle initial or uses a middle
name on their membership form.

b. Also, sometimes surnames will be different because of married/maiden
names.

c. In these cases, the correct records can be linked manually using the
process outlined above.

d. Unless you already know the member, it’s safest to contact a member to
verify the name change.

2. People using nicknames.
a. The automatic system takes into account most common nicknames (e.g.

Tim and Timothy, Katherine and Kathy), but there will always be some
that it doesn’t cover.

b. In these cases, the correct records can be linked manually using the
process outlined above.

c. Unless you already know the member, it’s safest to contact a member to
verify the name change.

3. The My Campaign record has been created before the Voter file record.
a. This can happen when someone joins the party before their registration

to vote is reflected in the electoral register update.
b. If this happens the automatic process cannot run.
c. In these cases, the correct records can be linked manually using the

process outlined above.
4. The member is deceased and no longer on the electoral register, but the

membership details have not been updated.
a. In this case, you need to verify that the member has died (online

newspaper obituaries are a good way to do this)
b. Once you’ve verified that they’ve died, you can mark the record as

deceased on Lighthouse.
c. You should also update Connect. This is done under Vital Stats and

Contact Preferences in the MyCampaign record.
d. You also need to click Remove from My Activists in the Actions tab.
e. You also need to ensure their email address is removed from any bulk

emailing system you use.
5. A member is under 18 (or under 16 if you’re in Scotland!) or is ineligible to vote

due to nationality and therefore simply doesn’t appear on the electoral register.
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a. In the case of under 18’s try to find out when they turn 18 (or 16 in
Scotland) and make a note so that you can remember to match the
records  in the future.

b. Lighthouse should give you an indication if the member is under 18 on
the Contact record.

6. A member has moved and so disappeared from the electoral register, but their
membership records have not yet been updated in Lighthouse or Connect.

a. Contact needs to be made with the member to check their new address.
b. You should also mark the contact as Gone Away on Lighthouse.
c. Once you’ve confirmed the new address Lighthouse and Connect should

be updated with the new information and matched where possible.
d. You can also send the contact the address change form listed on

Lighthouse.
e. If you do this, the address may be updated automatically, so it’s important

that you keep on top of recent changes in Lighthouse to check for this.

This should leave you with a list in MyCampaign which contains every member within
your local party area, and with every one of those members who are eligible to vote
matched to all the information we know about them in MyVoters.

All you have to do now is contact them all and get them involved in your campaigning!

Follow up with members

There are many ways your local party can engage members.  Some of these can be
found in the Boost Guide, and the Lighthouse and Local Party Officers Facebook groups
are great resources for seeing how other people have tackled this in the past. Both HQ
and ALDC offer great training on engaging and activating your members.

You can ask ward organisers/councillors to call their own members, organise a phone
bank with a group of people, or an action day where you visit members.

When talking to your members, it’s important to remember a few things:

1. Have a proper conversation - this means asking them open-ended questions
(why did you join, what do you do in your normal life, what makes you
particularly angry/inspired about politics) and listening to the answers.

2. Be really clear about what you are asking them to do.  Most people don’t
know what “get involved in our campaigns” means.  Offer discrete tasks “deliver
leaflets in your area for an hour a month”, “proofread a couple of leaflets a
month”, “keep our records of expenditure and income in order” and make it clear
that training and support are available.
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3. Don’t feel as if you are desperately begging them to help you, but rather that
you are giving them a chance to take constructive action to make the changes in
the world they want to see.  It’s amazing how empowered people can feel by
getting involved.

4. Be grateful - and make them feel part of your team. People might do a small
amount out of guilt - but they will do much more if they feel a connection, have a
sense of agency and have fun.

It’s always important to have a reason to call members - something to start a
conversation off.  Some ideas that work well are:

1. Welcoming a new member. The best time to get someone to commit to getting
involved is in the few days after they have already committed to joining the
party.

2. Inviting them to a specific event.  Social events work better as an introduction,
especially if you have a high-value guest at something like an annual dinner

3. A call to action.  If you have a by-election or a particular local campaign that will
get people interested, call and ask them to get involved and make sure you tell
them why this particular campaign will make a difference.

4. An engaging fundraising campaign. Cold calls just to ask for donations are
rarely successful, but specific asks can work. One local party recently had success
by asking people to purchase and plant a tree (they had bulk bought them so
were able to make a profit).  And if you’ve just employed an organiser calling to
tell people what they are planning to do and asking for donations towards
keeping them for longer can be successful.

Try not to call members just because they are lapsing and we want them to remain
members.  Whilst these are important calls to make, they are often less successful if the
first time a lapsing member has heard from you is when you are asking them to pay us
money for another year.
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