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Welcome to Localgiving.com! /

This guide shows you how to easily set up your Localgiving.com webpage so that
soon you will be receiving online donations from supporters in your community.

You will need:

Login Details

Information about your organisation

Projects and activities

Bank Details

Follow the ‘click to register’ link on your
invitation to create a password

Name and charity number (if registered)
What you do — your mission statement
Who benefits from your work?

Your logo (to upload)

3 photos (to upload)

What it is

Who benefits

How much funding you need
Breakdown of funding

3 photos (to upload)

Account number

Account name

Sort code

An original bank statement (to send to your
local Community Foundation)

The rest of the guide takes you through what you will see online. Use it as a
guide and to plan what you want to write. Remember:

Localgiving.com



Don’t panic!

Keep saving your
Information but

You can work on any of the
pages at any time

Even after you send the
Information in, you can
change again

" /\‘\e

.

\ ocalgiving.com Bo.,
O

Calm

Secrets for Calm from
Localgiving.com
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You have been invited to join
Localgiving.com

BERKSHIRE

FSONBATION You will have received an email that

Dear Your charity

looks like this from your local Community

Berkshire Community Foundation is dellgmedto invite your organisation its own webpage to
organisation to be a part of Lot | 1, @ new website raise:awareness and morney

allowing charities and community groups to receive Aid) like F O u n d a-tl 0 n .

donations online.

(4]}

(including automated G
this exz

¢ Toview Berkshire
11 is an initiative of the UK Community Community Foundation's

Foundations. It was started to help communities engage Localgiving.com webpage, M H

with supporters online, letting them know about your click here CI IC k to reg ISte r
volunteer and funding needs as well as the great work you
are doing in the face of government cuts and increased

To find out how
Localgiving.com can help

need in your community. your group, click here

Questions about m? Give us aring on 0118 * To get started with your

9303021, contact the Localgiving.com Help Desk on 0300 FREE three month trial*,

111 2340 or email he click here or the button
. below

We look forward to seeing you on L 10.com soon! : “
N, é C"ck to reg|ster

Andrew Middleton.
Chief Executive.

*The first three months are free with

q yi com with no obligation to
continue. Aﬂer three months, a £60
annual charge applies.

e recelvmg this e-mail because you opted in to receive i
m is an initiative owned in part by the Co

e from this list.

Our postal address:

Arlington Busmess Pa(k
Theale,
RG7'4sA

Copyright (C) Berkshire Community Foundation 2010. All rights reserved.

WiaiChimp. -

Localgiving.com



Register with Localgiving.com

[ ] Login / Register

Why register? —>

Lbcalgiving,com This page will appear

Home Find alocal charity Local areas Charitable causes How it works  About us

Your username is your
email address

Your donation

S fea Register with Localgiving.com

Register as a supporter

REgiSEsHS S chariy Welcome Shout It Out Learning Project \L/\ézzl;?s;:;eé:::: M ake u p a paSSWO rd an d
click to register

Gift Aid Please enter a password of your choice below to complete your registration.

Your login email Gain funds

from people who want to
give to your group or
charity

yourname@charity.com

Password * Required, 5 characters minimum

» Keep a record

p— i
Confirm password * Required ’; of all your donations

®._  Connect

,:$ with your supporters
-

Vetting by Community
ions

to be a register:

Register -3

. i Increases your donation at m Secure onfine payments : Independent vetting of focal
J:ﬁ'm{ & no extra cost to you RayRal community groups within
Localgiving.com
Donor terms & conditions  Charity terms & conditions  Privacy policy  Gift Aid © Copyright 2010 Localgiving.com

oo
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First you see an overview, click on
step 1 — Basic detalls

sn@

Localgiving.com i, sy
Home Find 8 iocal charty Localareas Ch
o Your charity
1. Basic details
R ] R
3. Logos and photos Your admin status
4 Your projects Your donations
N 1. Basic details
5. Bank det 2 Website text
6. Subm - Ovenview 3:Logo ard photos

4. Your proects ete
Contact Date Donation 5 Bank details Not provided

Login details 6. Submt webste

Help
Logout
~+ How to add a project:
Your projects Remember, you can add new
projects/activities that need
funding
Date posted 2010-01-22
Last posted 2010-10-18
Example
Date posted 2010-09-24 l . .
Last posted 2010-10-18 "
Tos Loca glVl ng.COI I ' Make a difference in your community
Dote posted 2010-08.24 Home Find a local charity Local areas Charitable causes How it works Abouf
Testing ~
My account
Date posted 2010-08-24
Last posted 2010-10-12
Tue:(oneP:vkExhlbmnn * My aCCOUHt Y u r Ch a rit
1. Basic details : y
[ESCERE
gifemidite SRS [25725 i == %
Donor terms & condtions  Charity terms & condtions  Privacy policy  Gift Aid © Copyright 2010 Localgiving. com
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You can log off and log back in to
continue working at any time

L3 Login / Register

Why register? 3

06 G

Localgiving.com

Login / Register your support

EOB

Localgiving.com

Make a difference
in your community

®EB  LopniRsgan

Localgiving.com . e

Login / Register your support

Charity Login

Charity Login

Email or Username

Password

Use your username
(email) and chosen
password to log in

giftwidit SIS [RSRRRL 3o e pwmeens E:%EF ﬁiz_ﬁm’
| Localgiving.com




Step 1 overview: Basic Detalls

[bcalgiving.com

Organisation details

Categorising the charity

Staff and volunteers

Volunteers required

1l suljsp pjnom
noA moy pue Alieyd JnoA 1noge uonewojul

1sajdwis ay ul Ind NOA S19] UONYSBS SIYL l
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Basic Details

Your direct address:

This is your unique localgiving.com web address
for supporters to access your page. It will always
be www.localgiving.com/the name of your charity.
You decide on the exact name — perhaps an
abbreviation if your charity name is long e.qg.

» http://localgiving.com/yourcharity

« http://localgiving.com/yc

Website address:

Your own website address. Only complete if you
have an existing website. You can leave this blank
if you do not have one.

3 year average income:
Please enter here the average yearly income of
your charity, looking at the last 3 years if possible

10



Categorising the charity
This information lets supporters find local charities that work with their 1
chosen beneficiary and issue.

Cause — choose the closest match
under the headings:

Primary cause Primary benefit b ArtS i Health

= (Mo - « Culture and Heritage ¢ Human Rights

?:Ne:.:.;ijic:sg cause [z] .Eh::‘;.:*::s:‘ benefit B ° Dlsablllty ° SOCIal

) 7 * Education and « Sports and

= B = Training Recreation
 Environment  Other

Benefit — choose the closest match
under the headings:

 Age
 Gender

« Ethnic Group
* Marital Status
* Other

11



Your staff and volunteers
Please provide details on the number of full-time and part-time staff
your organisation has. Only values up to 999 can be entered.

12



Volunteers required
If you are looking for volunteers, please give short details of the work
that needs doing and the skills, experience or qualifications required.

Plan your text here:

-~

13



Step 2 overview: Website Text

2. Website text

Headline

Purpose of the charity

Your benefit to the community

Result and outcomes

e What a donation will let you do

Teyl 1noge ajdoad ||8) 0] Moy pue
‘Op NOA 1eUM J3pPISU0D Aj[eal ued NOA ‘Inoge
Uiyl 01 awi Bupfey yuom ||am SI uoidas syl

oo
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Headline

This should sum up the unique work your charity does. Make it short, to
the point and punchy. This headline will also appear in the supporters'

search results on the main Localgiving.com website.

Plan your text here:

-

~
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Purpose of the charity
This should be an explanation of why your charity exists - it could be
your mission statement.

Plan your text here:

-~

~
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Your benefit to the community

This should explain the specific needs of your community, the people
who benefit and what your charity does to make a difference.

Plan your text here:

-~

~
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Result & outcomes

This should show the specific, positive outcomes of the work undertaken
by your charity so far. E.g. what impact it had on those taking part.

Plan your text here:

-~

~
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What a donation made will let you do

Enter figures that would be realistic for a small online supporter - from
about £5. You can choose up to five amounts. Remember, the maximum
amount a supporter can donate is £1000.

For example: Plan your text here:

£5 - pays for a meal in the shelter
£10 - pays for a worker for 2 hours

19
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This is where you illustrate your work with
some representative and exciting, bright or
moving photographs.
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3. Logo and photos

algiving.com

&3

Localgiving.com
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Important

It is your responsibility to ensure that

¢ You own the copyright to all photos you load onto the site

* You have permission of everyone who appears in your photos for their
image to be used.

¢ You have complied with all child protection legislation. For guidance
see NSPCC advice on child protection and NSPCC advice on parental
consent

Please click this box to confirm that consent and child protection
forms have been completed

o
Localgiving.com
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Logo of your charity

You need to have digital pictures saved on your computer.
You can add a file of up to 4 MB.

Click on the 'Browse' button, your computer files will open.

Select one photo at a time from your computer files or memory stick.

Then click 'Load.’

o

Routeways

m
/
A
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Photo of your charity Photos of your charity
Similarly, you can add a .jpg, .jpeg, .gif or l 3
png f||e Of up (o) 4 MB Load one photo at a time. To change the photo, just browse

select and load the new one

Click on the 'Browse' button, select one
photo at a time from your computer files or
memory stick.

Add a short caption describing the picture
and what you do.

Then click 'Load.’

Upload image 1 (main image)

o Browse & upload image

Caption for image 1

Upload image 2

o Browse & upload image

Caption for image 2

o Browse & upload image

Upload image 3

o Browse & uplead image

Caption for image 3

4
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Step 4 summary page: Your Projects
and Activities

= 0 0 G

Loca lg|V| ng.com Make a difference in your community
Home Find a local charity Local areas Charitable causes How it works About us My account

Wy account 3 4. Your projects

My account

4. Your projects

Add a new project

1. Basic details

2. Website text

3. Logos and photos Your admin status

4. Your projects Your projects

5. Bank details

1. Basic details

Complete

2. Website text
3. Logo and photos Complete
bbb 4_Your projects Complete
Contact details 5. Bank details Not provided
6. Submit website Submitted
Login details
Help
Logout

N Sroos Increases your donation at
j:ftml W no extra cost to you

Danor terms & conditions  Charity terms & conditions

Pa yPaI Secure online payments

Privacy policy Gift Aid

Independent vetting of local
community groups within

Localgiving.com

@ Copyright 2010 Localgiving.com

o

Localgiving.com
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hoose some specific projects and

ut in their details one by one.

My account

Your charity

Your admin status

.
Your danations
we age or In ste
h detal 2 Viebsie text
' Overvion 3 Logo and pholos
4 Your progects
1t deta Cate donation & Bank details Hat provde

& Submt webats

Q

Localgiving.com

+ How to ada a project

Remember, you can 3dd ew

Your projects
promcts/actmies that naod

fundeg
Home Find a local charity Local areas  Charitable causes  How it works
L My account > 4. Your projects
MNew Project
My account
= 1. Basic details
il ZiNVebsgetad: RSOHRSORRGE SRR e Rtk

3. Logos and photos

4. Your projects New Project
5. Bank details
6. Submit website Project or activity name

Contact details

Login details Location
Help
Logout Do not publish this project

Project start date
Project end date

Funding status

|Fund raising now| -]

" Add a new project -

About us My account

4. Your projects & activities

Click here, at any time, on either your charity

& 0 6 EE

Add a new pr?)ject

Your admin status

1. Basic details
2. Website text
3. Logo and photos

*Retuirsd 4. Your projects Complete
5. Bank details Not provided
6. Submit website Submitted
* Required

Helps & tips

-» Project or activity name:

In this section you can tell
supporters about projects and
activities that need funding.
Please enter a short title for the
project or activity.

oo

Localgiving.com

25



Add a new project overview

New project

Categorising the project

Why the community need the project

Description of project

Expected results

‘re1ap

Project costs

T i
it
hti [
il i

Project progress reports

Final results and future plans

Delete

Loca

|

pue Inojod ppe Ajeal ued noA aiaH ‘puny 0}

Bujoo| pue uo Buiom are noA reys syosloud

o110ads aqlI0sap noA S)a| uonodas SIy |

lgiving.com
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Project or activity name

In this section you can tell supporters about projects and activities that
need funding. Please enter a short title for the project or activity. You
can also describe projects you worked on in the past.

Funding status

Fund raising now E]

27



Categorising the project

Choose up to 3 issues that are addressed and 3 groups of people who

benefit from this project/activity.

Primary cause
None

Secondary cause
None

Tartiary rale
H_“!Tn:h‘, Ccaus

None

[=]

Primary benefit
None

Secondary benefit
None

Tertiary benefit

None

28



Why the community need the project
What problems are your local community facing that this project or
activity will address?

Plan your text here:

-~

~
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Description of project
Some practical details but make it exciting too!

Plan your text here:

-~

~
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Expected results

This should show what you think the expected impact of your

project/activity within your community will be .

Plan your text here:

-~

~
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Project/Activity Cost

Enter figures that would be realistic for a small online supporter - from
about £5. You can choose up to 5 amounts. Remember, the maximum
amount a supporter can give is £1000.

For example:

£5 - pays for a meal in the shelter

£10 - pays for a worker for 2 hours

32



Project progress reports

The more frequently you update your progress the more interest you
will generate from supporters & donors. You can update as often as

you wish - even using this section like a blog.
Remember to put dates on your reports.

Plan your text here:

-~

~
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Final results & future plans

When a project is complete, give details of what went well, what could

have gone better and your plan for future projects.

Plan your text here:

-~

~
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Delete this project

If you need to, click 'Delete' to remove this project permanently.
Remember to submit this change for approval in step 6 so that the
project will be removed from your live webpage.

35



Step 5 overview: Your Bank Detalls

Sort code

»
Localgiving.com

5. Bank details

Account number

Account name

Effective date

‘SUOIRUOP 319234 Urd NoA 1ey)
0S S|Ie1ap Mueq INoA ul Ind NoA alaym SI SIy |

oo

Localgiving.com
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Sort code;

Enter the six numbers, without hyphens or spaces.

Account number:

There should be eight digits.
Account name:

Enter the name of the bank
account, as it appears on the
bank statement (up to 18
characters — don’t worry if you
can’t enter the whole name!)
Effective date:

Please enter the date from which
the account should be able to
accept donations through
Localgiving.com

You can just enter today’s date.

37



Step 6: Submit! /s

£ 0 6 G

et "~ Get Approved! >

/
Localgiving.com

Click here to submit once you
have completed steps 1 to 5.
Your webpage information will
be sent to your local
Community Foundation to
check before they put it up on
Localgiving.com for everyone
to see — and donate!

nc:
oc
he
aj
wol
(o]

nce your webpage has been approved, you will be sent an email

Once your webpage has been approved, any minor changes in the
future only need to be checked by the Localgiving.com team, so this
process is much quicker. Any major changes in the future must go
through this approval process again

Get Approved! — .

Please remember to also send in an original bank statement to your local
Community Foundation.

) 4

Localgiving.com
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It is important that you keep your
page updated with news,
activities and new projects.

You will need to:

Log back in
Update

Click save
Press submit at
Step 6

N

For more information and advice
contact the Localgiving.com
helpdesk:

« 0300 111 2340
 help@localgiving.com

39



