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01Creating and ordering your design

Choosing a design

To get started on Connects you'll need to go to connects.labour.org.uk

and sign in using your Labour Hub login.

First you'll need to choose a design. To do this, click Choose A Design and
choose which item you would like to create from the dropdown menu.

QOO Catt) @8 (Fof)

MLabourconnectS Type product name or keyword

& DLCard '\E A8 Card

it within 5 working days *subject to Whilst receiving the cheapest postage
approval* rates.

Featured Products

For this example we'll choose a Calling Card (1). Once you click on the
item in the dropdown menu it should open a set of options in the white
box on the right. If you want to see this a bit bigger click View All (2).

s.,]l_abourcon neCtS Type product name or keyword

QO @ Eaett) @ 8 (Fofu)

A cro J— MostTheTeam  News  Cont
Peace of mind EcoFriendly
with secure checkout find out more

A .. %

You are in: Home / Products [ Calling Cards / DL Card

DLCard

Browse our range of templates

scotland Wales All Designs

View Designs View Designs

There are specific templates for Scotland and Wales, as well as
the standard branding. If you want to take a look, click View Designs (3) .
Once you choose which template you would like to use click Create.
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01 Creating and ordering your design

Choosing a design (continued)

You will then be asked to choose the printing options for the template.

This is asking whether you would like to have the items printed and

delivered through Connects, or whether you would just like to download

a print-ready PDF, for example if you were using a local printer.

&;Labourconnects Type product name or keyword Q @

Choose your options
like ca

DL Calling Card

PDF Download available
& Please select a quantity, you will not be charged. Printed by text is
amended in the previ viewed in the

B2 ciringoesions  aemativeesigns  wyorats

Choose Printing Options

Format [ ——
Material [250gsm silk 4
Turnaroun o [standard F
Quantity fso——————4
i £1.64

Choose your method to set up your template:

You y upl ) or upl tothe
content of the template. If applicable you can edit  template without uploading
any data.

Promoted by:

.‘(XX on behalf of XXXXXXXX both at XXXXX.

©)

If you would like the items printed through Connects, choose the quantity
in the dropdown menu. The format, material and turnaround are usually
fixed, so can't be changed.

Whether you are printing through Connects or downloading a PDF,
you will need to complete the imprint (1). This is the box underneath

Promoted by, make sure you type the correct imprint as this will
appear on your printed item (see p28).

To start adding your content click Edit This Design (2). You will then see
a version of the image below, showing your chosen template ready
to be edited.
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#labourconnects e pee s O $ILAbOUrCONNECtS  veeposiet ey a ©

MeetTheTeam  New: Contact U

Direct Mail
segmentation

Edit your design
quickly and easily with our online tool

dit your design

Campaign Groups

Editing: DL Calling Card Editing: DL Calling Card

CANDIDATE FOR

, Kilsyth and Kirkintilloch East

Why use
Forename Surname Forenan

Labour Connects s gt g o ot 32 g
. Cocus inveles ersperum dic volupici volum X fous.Gocus 1
KEEP IN TOUCH KEEP INTO( g
8 Twitter 8 Telephone. 8 Twitter
T = RATIO T

. . [ Address. [ Address.

Delivery times EEEEE

¥Labour Thursday 2 May m T —

You can choose different layouts for each page. To do this hover over

SONASCES SIS the layout icon (1) and you will see this. Choose the layout you want.

explained

Further support

0O
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Once you've clicked on your new layout the template will refresh. To change an image, click the grey box with the image ratio on. When you

click a small pop up should open. Click the Select Image box (1).

Direct Mail $8L8DOUrCONNECLS -+ Nololewmlcr s

segmentation —
. YOUR CANDIDATE

Oirkintilloch East

Select Image 0§ 0’

<
& = T L o Firsthame
-— Surname

Campaign Groups

Why use 2x3
Labour Connects YOUR CANDIDATE FOR 5 bl oA
Cumbernauld, Kilsyth and Kirkintilloch East rat’o 0o
Cire Cre : e
2x3  Mayorete. 23 Mayr e = corg.uk

Delivery times ratio S s o S

corguk . au
@ o 0
(S
HLabour Thursday 2 May wJLabour

To edit text, click on the text you want to edit, and you will be able to type This will open a new box. To upload your own images, click My Images (2),
in the box. A small grey box will also open, allowing you to change things then click the green Upload button 2, 3). Then click Browse and select files
like the font, colour, or alignment of the highlighted text. and you will be prompted to choose the images you want to upload
from your computer.

0000 0000 0000

Connects terms
explained

Further support

Text is usually formatted to be the right font, colour, and alignment.

However, it may need resizing depending on how much text you put
in the box.

0O
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01Creating and ordering your design

Editing a design (continued)

The image you upload doesn’'t have to already be in that ratio as you can
edit it afterwards, but it can be helpful. Once you see the green Upload
complete box appear (1) you can use that image.

Your Images

Global Region CLP My Images
Organise Upload Images Queue
Select A Category

| Logo
| Social Media Icons

Upload complete D= I o'i
| Economy

| Policing Screenshot 2024-05-07 at 10.56.11.png
| Health (292 kb) 100%
| Conservatives

| Campaigning Browse and select files
| Postal Vote

| Thank You

| Communities

| Education

| Energy and Climate Change
£t Livi

Drag and drop files here
Max File Size 50MB (.jpg | .gif | .png only)

All images you have uploaded to your Connects account will be stored
here so you don't have to upload the same images multiple times.
Choose the image you would like to use, and it should appear in place
of the grey ratio box. Allimages should be at least 300 dpi (see p27).

The image will auto-fit, however you can edit it to correct the orientation
and to zoom in or out. To do this click on the image and then click the red
Edit Image button (3), or to replace it with a different image click Select
Image (2).

@)ornociiG... o)

Firsthame
Surname

Firsthame
sSurname

2x3
ratio

Position MP, Mayor etc.

_ Position MP, Mayor etc.
Ward XXXXXXXXXXXX XXX

Ward XXXXXXXXXXXX XXXXXXXXXXXX

3 @XX000XKXXKXXKXXKXX B3 @X00000000XXXKXXXXX

XXXXXXXXX @XXXXXXXXXXXX.COM XXXXXXXXX @XXXXXXXXXX

[ X0000000XKXKXXXXKXXX.O

0000 0000 0000

[ X000000000XXXKXXXX.0Tg.UK

0000 0000 0000
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To edit, highlight over the tool icons and choose the one you want. To edit the icons, click on one and then click Select Image, the same
This is an opportunity to crop your image it in order to create a more as changing a photograph. The box this opens has all the contact icons

Direct Mail suitable layout. Once you are happy with your edits click the blue available in red, white and black.

segmentation Add button (1).

In the example below, the first icon (2) has been changed to match the
ways the candidate is happy for people to get in touch. As you can see,

Campaign Groups different candidates can choose different contact details (3).

YOUR CANDIDATE FOR

Why use Add this image?
Labour Connects Cumbernauld, Kilsyth and Kirkintilloch East
: . Firsthame ‘ Firsthame
Delivery times Surname Surname
(2)-9 il )= TR —

"B @X0KXRXXKXXKXKXXKXX T 3 @X00XKKXKXXKXKXXKXX
Connects terms XX0XXX @XXXXXKXXXXXX.COM XXXKXRXXX @XXXXXXXKXXXX.COM
eXpIGIned a XXXXXXXXXXXXXXXXXXXXOI’QUI( a XXXXXXXXXXXXXXXXXXXXQTQU'(

0000 0000 0000 0000 0000 0000
Further support “Labour Thursday 2 May

0O
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01Creating and ordering your design

Editing a design (continued)

To change the logo, for example if the candidate is standing as a Labour
and Co-operative candidate, you select the logo in the bottom left corner
of the template (1). This will then open a box where you can choose the
correct logo (2).

Firsthame
Surname

Firstname
sSurname

* Position MP, Mayor etc.
Select Image Red_Faceb) T o e xx
[{] B ox
XXXXXKXX com XXXXKKXX com
= org.uk = org.uk

0000 0000 0000

Select Image W_Lab_Co_op_1.png

“Laboure

nd co-operative

Once you are happy with the first page of the template you can click
the arrow (3) to move to page two, where you can again choose from
a range of layouts.

< 0 = e e @ e o7 <& 4

Back Reset Data Zoom In Zoom Out Layouts {E‘Q‘Eg’; Text Library save share Proof

Editing: DL Calling Card

Continue
queou - E

Once you are happy with the layout, text, and images on all your pages
you can preview your design by clicking the eye Proof icon (4).
Q@ © & I B <

< 2 &
Reset Zoom In Zoom Out Layouts Text Library S .. Sl .‘ P .‘ e
Editing: DL Calling Card rage KR -2 > o e oF

You can then thoroughly check the item. We strongly recommend you
get at least one other person to proofread your design.

9 rae
z 1

=]

To share your artwork, click on the Share icon (5). You can then paste
this into an email or messaging app to share the design.

sgl_abourcon neCtS Type product name or keyword

o Q) Gt OB (58

Remember you can save your design at any time by clicking on the Save
icon (B). To return to the design go to My Account (7) and click Template
Drafts to view all drafts you have been working on.
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You will then be taken to a new page where you can complete the imprint  To download a print-ready PDF enter the Printed by section of the

section and tick to confirm you are happy to proceed with your order. imprint and click Add to Basket (2) underneath.
Direct Mail Then click the red Continue arrow icon again.
segmentation This will take you to your basket. If ordering a PDF you can ignore the
To print the item through Connects check the quantity and click Add to quantity, but it will say Download Only under Options. There is no charge
. Basket (1) underneath. This will then take you to your basket. Check the for downloading PDF templates.
Campaign Groups quantity is correct and under Options the material and turnaround will
be included. Type your CLP or ward — whichever if the relevant choice for the

item you are ordering. This ensures the item will be checked by staff

Why use In your region or nation.

L r Connect . .
CROUFCONNECES While we work to make sure templates meet legal requirements,

we strongly recommend you check for typos and grammar.

Delivery times

Connects terms
eX p I O i n e d Format P‘*‘] To download your design click on the button below. From there you will be able to

preview your design and download it

Download Only

Printed by:

*Printer Name* at *Address*

Further support ity

(2)
e £11.64
(1)

0O
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01Creating and ordering your design

Checkout (continued)

&;Labourconnects Type product name or keyword

QOO @) @ 50) (Rate)

MestTheTeam  News  ContactUs
You are in: Home / Shopping Basket

Shopping Basket

orderrogres sing rament compieta

The contents of your shopping baskets are listed below.

Material: 250gsm Silk

W 250 Design:DLCalingCard T R 229N T

Do you have a promotion code?

Please select either a CLP or a ward
Enter code here Update Cart o Ward

Type CLP Name Type Ward Name

Proceed to checkout @ o'

Who are you ordering for today?

g ype produc e or keywc s My
#LaboUrcoNNECts e et emeoriyers Qa®
MeetTheTeam  News  ContactUs
You are in: Home / Billing Details
Order Progress cart [ e ] payment Complete
Billing Details m
Name: Billing Address: Labour Central,
Email: Kings Manor,
Telephone:  N/A Newcastle upon Tyne,
Region: North Tyne and wear,
Ne1 6P
Delivery Options
Delivery Address
_Delivery address is the same as the Billing address
Select a previous delivery address
Type contact name, company name or first line of address
©)
Please select your preferred payment option:
Pay via Secure Payment Pay via Personal Budget Pay via Ward Budget

To proceed with the items in your basket click Proceed to checkout (1).
Next you will be asked to confirm or edit your billing and delivery details
click Add Delivery Address (2).

The delivery details are very important, as that person’s contact details
will be used on the day of delivery if there are any issues, so include clear
delivery instructions.

Once the form is completed you can scroll down and select your
payment method. You can pay for your item three different ways:

by card, your personal credits on Connects, or by using shared
account credits on Connects. Once you have selected your payment
option click Continue. You will then be prompted to pay.

If you have ordered a PDF, this item will be reviewed by your nation or
region and once approved you will receive a link to download via email.
If you have ordered items to be delivered, this item will be reviewed, then
sent to the printer, then delivered to the specified address.
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02 Adding money to your Connects account

Adding money to your Connects Account

You may want to add credit to your Connects account. This can be
useful when up against deadlines and avoids issues with slow postage
of a cheque or last-minute bank card verification issues.

Another reason you may wish to add credits, is that they can be placed
in a shared pot, which helps for tracking election spend and means that if

someone is unavailable at a key moment, the money remains accessible.

To add credit, go to My Account (1).

#labourconnects e precctnemeor Q o“i,<-;ex.mn.>

i
approval*

Labour Connects

The place for all of your print needs. From customised
calling cards and stickers, to GOTV materials. The only
official provider of Labour Party Print

The only official provider of Labour Party Print

It's easy to personalise your products!

Choose a Design Segmented Direct Mail Upload your Artwork
se = u i templ reate A5 3 pload
d m jrect = fromol
ised to match your data. < deliver
it wi days *Subject to \g the cheapest postage - any que

up

Labour Connects - User Guide

Then go to My Budget (2).

My Account

Welcome back,

My Profile

Name:
Company: N/A

Member Number: 3117240
Telephone: /A

Email:

Navigation

# Dashboard

W My Orders.

B Delivery Address Book
@ Template Drafts

© Approvals

Emydata

© Froepost Approvals O

&MyBudget ®
-
 Freepost Orders

You have new approvals, please review them now.

My orders m Awalting Approvel m

My Orders

Qsearch Orders

6963 27/03/2024 All Approved Tynemout ith

Then click Make new payment (3).

Navigation

# Dashboard

W vy Orders

B Delivery Address Book
© Template Drafts

@ approvals

&y data

& My Budget

= Freepost Orders

@ Freepost Approvals

My Current Budgets:
Personal Budget
Current Budget:
£0.00
Reyment Method Amount Credit To Date Status Action

Reference

No payment history found.

12
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budget
Your artwork Adding money to your Connects Account (continued)
printed by us

You will then be prompted to add funds to your budget. You can pay If you opt to pay by BACS, you will see this:

by card, cheque, or BACS. An example is filled in below. Once you have

Direct Mail completed the form click Next.
segmentation

Pay by BACS

Campaign Groups

the account details below to fulfl the payment.

Add funds to my budget

Please filin the required information below. Submit your details and confirm your payment information on the next stej

Why use
Labour Connects

Payment Amount: £

Payment Method*: [ontine card Payment

Add Credit o 2

If you opt to pay by card, you will then see this and be taken through
the secure online payment process:

Delivery times

Connects terms
explained

Online card payment

Pay online via Sagepay. Clicking the button below will take you to  new screen to submit your payment.

Further support

0O

saLabour 13
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Your artwork Adding money to your Connects Account (continued)
printed by us
If you opt to pay by cheque, you will see this:

Direct Mail
segmentation

Pay by Cheque

Please send your cheque to the following, made payable to the Labour Party:

Campaign Groups

Why use
Labour Connects

Once we have received your payment, we will allocate the credits to your

Delivery times .
account. You can them see them in your Personal Budget (1).

Navigation My Current Budgets:

# Dashboard

Connects terms ® My Orders Personal Budget

: B Delivery Address Book Current Budget:

eXplOIned @ Template Drafts £0.00 o o)
@ Approvals

&My Data

&My Budget

 freepost Orders.

Further su p p ort @ Freepost Approvals My Payment History

No payment history found.

0o

sEdLabour 14
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to your CLP
budget

Your artwork Adding money to your CLP Budget

printed by us
This process is almost the same as adding funds to your own budget.

The only difference is when you reach this screen. Instead of adding
Direct Mail credit to your Personal Budget, change this to add funds to your CLP
segmentation budget (1). Once you start typing your constituency name, you should
be able to select it (2).

Campaign Groups

Why use
Labour Connects

Add funds to my budget

Please fillin the required information below. Submit your details and confirm your payment information on the next step.

Payment Amount*:

Payment Method®:

Delivery times

Add Credit to;

Connects terms
explained

Further support

Once you've completed this form you can click Next and proceed
o o ° in the same way you would if adding credit to your Personal Budget.

sEdlLabour 15
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04 Your artwork printed by us

Your artwork printed by us

Through Connects you can also upload your own artwork and still
use our sign off and printing service.

To do this, go to the template page with the right paper size, pages,
and fold for the item you want to order and scroll down to the bottom
of the page.

Browse our range of templates

S

Do you have your own artwork?

Upload your own design with our bespoke prod e and benefit from our competitive print prices.

i

Scotiand

AP,

View Designs

For example you may want an A5 4-page newsletter. So find the correct
template and scroll down the page. Then click Upload your own artwork
for [template name] (1).

i

sScotland

You are in: Home / Products | Newsletters & Tabloids / A5 Newsletter / AS 4pp Leaflet

A5 4pp Ledflet

Browse our range of templates

S

Do you have your own artwork?

All Designs

S

View Designs

Upload your own design with our bespoke product service and benefit from our competitive print prices.
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printed by us
You can then check you're happy with the format of the artwork you're This will bring up a pop-up box and you can click Go to Basket (3).
ordering and change the quantity (1). Then click Add to Basket (2). You can also find your shopping basket in the top right corner of
Direct Mail This will then take you to your basket where you can upload your the page on Connects with a shopping trolley icon.
segmentation design. If you click Choose a Design you will be shown the current
deSignS on Connects. Choose Printing Options

Campaign Groups

Place Order Upload artwork Approval Material
Select options and proceed to Artwork uploaded after ord Await approval & make any
checkout completion amends

[ S T T

t

Ly

B

Ly

[

E

fHairole
Folding k

t

Ly

£

Why use -
LG bour Connects Pricing Choose a Design Price 38.00
Choose Printing Options e'
Delivery times Format esee 49 Item successfully added
Connects terms vy t 3 o)
£

38.00

explained

== )

Further support

0o

sEdLabour 7
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04 Your artwork printed by us

Your artwork printed by us (Continued)

In your shopping basket you can then click Upload your artwork (1).

Shopping Basket
onder progrss siing payment Compets & Upoa

The contents of your shopping basksts are listed below.

Product: A5 4pp Leaflet
Format: A5 4pp

£38.00

Upload your artwol
:
for

W o urnaround: Standord

v @ A products require an imprint. 4
Folding: Half Fold more information.

Sub-total  £38.00
VAT £0.00
Total  £38.00

Do you have a promotion code? Who are you ordering for today?

Please select either a CLP or a ward
Update Cart ow ward

° Newcastle Upon Tyne Ce

Proceed to checkout ©

This will then open a pop up. Click Select File (2) to upload your artwork.

Upload your artwork

@ Al products require an imprint. Click here for more i

Artwork (Required) Select File

You need to include an imprint on your artwork. The printer and their
address for your bespoke item will be visible if you click “Click here for
more information”. We use different printers for different amounts of
items to keeps costs down, so the imprint in this section will change
depending on the template and the amount of print you are ordering.

Once it is ready it will show the upload is complete as below (3).

Upload your artwork

@ Al products require an imprint. Click here for more information.

Artwork (Required) select File

DL_Calling_Card_lpdf Upload Complete!

Remember your artwork should include bleed and crop marks
for the printers.
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05 Direct Mail segmentation

Selecting your data

Connects can assist you with segmenting your letters. You might want
to have two or more versions of a letter. Perhaps one targeting people
who have told you they're voting Labour and another for people who've
told you they're undecided how they'll be voting at the next election.

It could also be that you want to talk about a local issue for one ward,
but it won't be relevant for the wider area. This is when it's useful to
segment your message, so the right thing goes to the right person.

Select your data
The first thing to do is select your data. In this example data we have
a column called Selection identifier.

For our example, we want to send different messages to different groups:

the people who have indicated they’re going to vote Labour, and the
people who are possible Labour voters but haven't indicated as such.
We've called these groups Promise and Persuade.

i format.

uy
HEWCASTLEUPON TYHE  METEPA.

At this stage it's important to ensure that you don't have anyone
included in the data you don’t want to receive a letter. If there is an
empty cell in the column you will be using to decide who gets which
letter, they will automatically get the default option.
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Uploading your Data
printed by us
The second stage is to is upload your data. To do this go to My Account.

Then click on My Data (1). For this example, we'll be using a CSV file
already downloaded from Contact Creator.

This will bring up a pop up prompting you to enter your Data Creation
method and the name you would like Connects to record this data as.
Then you can select your CSV file and click Upload.

05 Direct Mail
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Labour Connects
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List Name List Source Date Created Number of Rows Action
@ Approvals @ Approvals
| P csv 07/05/2024 133318 N eI
Emybata Emypata )N Example_Contact_creator_¢ 04f12/22 ctiof
& My Budget & My Budget
= Freepost Orders ® Freepost Orders
@ Freepost Approvals O @ Freepost Approvals O

sdLabour

My Account

Welcome back,

My Profile

A
r: L3117240

Navigation

A Dashboard

My Orders

B Delivery Address Book
& Template Drafts

@ Approvals ©

 Freepost Orders

@ Freepost Approvals

You

6963 27/03/2024

Sy pata D
~
& My Buaget

have new approvals, please revi

iew them now.

All Approved

Click on Create Data List.

Create your data list

Please fill in the required information below. Submit your details and confirm your payment information on the next step.

Data Creation Method: { tact

List Name *

Contact Creator Filename * 0000 CAMPAIGNOUTPUT.csv

You will then see your upload in your My Data section of your account (2).

My Data

Navigation
# Dashboard
"™ My Orders
B Delivery Address Book

& Template Drafts

My Data Lists

List Name

List Source

Date Created

No data lists created,

Number of Rows

Create Data List

Action

My Data

Navigation
My Data Lists Create DatalList
# Dashboard

W My Orders Example_Contact_creator_Outpu
tesv Upload Complete!

B Delivery Address Book

@ Template Drafts
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05 Direct Mail segmentation

Choosing your template

The third step is to design the template. Go to the Direct Mail section (1)
from the dropdown on Connects and choose which template you want
to use.

M) £
QO i) ©50) (Rao)

&;Labourcon nects Type product name or keyword

Adsingle A4 Double
sided \ sided
Mailing ‘ Mailing

Choose a Design

Use our professionally designed Use our direct mail templates to create Upload your own artwork and benefit
templetes to create your perfect il oyouts and mako yourdirect (* :‘ from our compeitve print prcos and

Segmented Direct Mail Upload your Artwork

campaign material quickly and receive i person: u\ ised to match your data.
it within 5 working days *Subject to Whilst receiving the cheapest postage
approval* rates.

del wven ylmes P\ease ge( in touch with
w to set your design

Once you get to the template you want, choose your Delivery Method (2).

You can either choose to hand deliver the item, or for it to be posted
through Royal Mail. Postage costs more than printing so this will change
the costs considerably.

1pp Direct Mail

iy, you will not be charged. Printed by text s
when the basket/checkout

B2 voictingvesions  atemativepesigns  wyorats

©  Choose Printing Options

Format boer————4

@

Data Merge [ ———— .

If you are using a Connects template, you do not need to change the Data
Merge section. If you are using your own artwork you will need to change
this option. At this stage you do not need to change the quantity, however
it can be useful if you are looking for an indication of price. The quantity will
automatically change depending on the data you upload.

As you're going to be using data to determine who receives the letter,
next you should click Edit & Upload your data (3).

Return to list of designs L)
~©)

21


https://connects.labour.org.uk

05

Creating and
ordering your
design

Adding money
to your Connects
account

Adding money
to your CLP
budget

Your artwork
printed by us

Direct Mail
segmentation

Campaign Groups

Why use
Labour Connects

Delivery times

Connects terms
explained

Further support

0O

sdLabour

Labour Connects - User Guide

05 Direct Mail segmentation

Editing your template

You can then go through and edit the text in the template. This will be the
first version of the letter you create. The sections in these brackets {{text}}
should match a report you've run from Contact Creator, so you shouldn’t

need to change those.

%Labourcon nects Type product name or keyword

M) £
QO i) ©50) (Rao)

Choose ADesignv  Global Assets thical Sourcing  MeetTheTeam  News

Contact Us
o Edit your design
quickly and easily with our oniine tool

Choose your options
like card thickness and quantity

Editing; 1pp Direc

Version
e VERSION 1 - PERSUADE D™ o'

proceed.”
Check all pages of the PDF proof. We cannot accept responsibility for any errors after you have ordered the artwork. Ensure you have checked the PDF
proof thoroughly before confirming your approval, as this is what the printers wil receive.

You can then tick the box to confirm you are happy to proceed and

click Continue (3). If your version name doesn't appear at this next stage
click Edit and repeat the process to name it. Then to create another
version click Add (4).

Promoted by:

Versions

TEST
VERSION | - PERSUADE S Edit

.
o-’ @ Select data file to upload

For this example we’'ve put ‘VERSION 1 — PERSUADE’ as the top header so
you can see more clearly what letter will go to which people. Once you're
happy, click Continue (1). You can return later and make edits should you
wish to.

You will then be prompted to name this version of the letter. In this
example we're naming it ‘Version 1-Persuade’ for ease (2).

You will then be able to edit the letter template again with different text,
relevant to the second group of voters who will receive this letter. For our
example this is the Promise group.

Once you are happy with the template click Continue. You will again

be prompted to name your version and tick the box confirming you
are happy.
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05 Direct Mail segmentation

Uploading data and adding rules

Versions Promoted by:

TEST
VERSION | - PERSUADE # Edit WDelete

'VERSION 1 = PROMISE # Edit W Delete.
Select data file to upload

@ Upload your csv containing your data. Please make

sure each fields match the fields relating to the
template.

idd new data files to this list by going to
area jing your data files.

Select your rules for the template

You
our

[

L

Import Rules

U

2
Please specify the import rules for the datta by selecting from the rules below.
Define default version: @  [VERSION 1~ PERSUADE 4] Next step: Preview ©
\ ¥ SaveasDraft @
! Orddrule

You should now be able to see both versions of your letter. You can add
more versions if you would like by repeating the process.

The next step is to select the data. To do this go to the select data source
drop down Jl)) and select the file name of the data you uploaded earlier.

Now we need to add a rule (2) to say which residents should get which
items. In our example we want anyone with the word ‘Promise’ in the
column ‘Selection identifier’ to receive Version 2 — Promise (3).

So we change which version they'll receive. Then choose the Column
header from the drop down (4) Z/Which imports directly from your data).

Then we put ‘Promise’ for the Value. We recommend copying and
pasting this value directly from your spreadsheet as it needs to be
the same. For the Comparison in this example it would be equal to.

You can add new data files to this list by going to
your account area and managing your data files.

Select your rules for the template

Import Rules st 4

Please specify the import rules for the data by selecting from the rules below.
ersion: @ ) a4 Next step: Preview & e
.
©removerule v
saveasDraft B

. t 4 4
Use Version ¢ A
Column Comparison Value -
°

feorestionientitior————4]  feassto———————————4  promise

Rule Name #*

© dd parameter

© Add Rule

You only need to do this for one of the versions, as the other version will
be the default version everyone receives. Once you've set up your rule
click Next step: Preview (5).

You will then see the first version of your letter and be able to check

the first 5 names receiving (6) it by clicking the up arrow to go through
the rows. You can do this with both versions by clicking on the other
version on the left-hand side (7). Check your data to ensure the right
people are receiving the right version of your letter. Once you are happy
click Pricing (8).

Preview your template

Versions

VERSION 1 - PERSUADE
VERSION 1 - PROMISE ..
Current Versic

[ Fromt Page One Candidare o) 1 .
VERSION - PERSUADE
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05 Direct Mail segmentation

Uploading data and adding rules (continued)

As you can see below, the number of letters has automatically been
calculated (1) - because it's the same number as the rows of data
in the spreadsheet.

You can then add the letters to your basket for printing through us,
or for download only if printing locally. Then you can check out the
same way as with any other item.

ELabourconnects | e productname or keyword Q @

MeetTheTeam  News

Download Only

ick on the button below. From there you will be able to

Quantity 19 (from uploaded file) ®
-
£2.85

Labour Connects - User Guide
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06 Campaign Groups

Campaign Groups

Campaign groups have been developed to increase collaborative
working, allowing anyone within a shared group to edit, order and use
credits associated with the campaign group. Your regional staff will have

access to all groups created within a region to help you if needed as well.

Creating a Campaign Group

The first step to collaborative working is to create a Campaign Group.

You can create as many campaign groups as you require, so if you would
like to create a group for each campaign in an area you can. Or you
could create a “2025 Local Elections” group to cover everyone in the areaq,
depending on the level of access you want people to have. You could also
create one for a mayoral election campaign in the area at the same time
for example.

Labour Connects - User Guide

To start, login to Labour Connects and go to My Account and then in the
sidebar click Campaign Groups (1).

Navigation

A Dashboard

'™ My Orders

B Delivery Address Book

& Template Drafts

€ My Data

= My Budget

22 Campaign Groups -, o)

M Freepost Orders
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06 Campaign Groups

Adding a Campaign Group

Once selected you will see the following grid, if you have not added or
been added to any campaign groups this will be empty. If you click Add
Campaign Group a pop up will appear for you to create a new group (1).

Campaign Groups

o, T

Group Name Region Date Created Budget Balance Action
CHESHAM & AMERSHAM ~ CHESHAM & AMERSHAM £250.00
KENDAL KENDAL £0
Rossendale and Rossendale and )
Darwen CLP Darwen CLP
South East Region Test Kendal 28/01/2025 13:55:37 £0 mn_

Give your campaign group a unique name and the region that this
will fall under. The region will default to the region your membership is
associated with in the first instance. Please change this to the relevant
area as this is the region that will be able to approve your print.

Add a new Campaign Group

Please fill in the required information below.
Group Name

Region Name [EestMictar

&
g
@

=

Labour Connects - User Guide

Once you have added the campaign group this will be added to the table
and you can then do the following tasks:

1. View/add users
2. Add credits

3. View drafts

4. Disable

Clicking View users will give you a list of all current users of the group,

only admins and regional staff can add/remove users.
D) Add Users
[>)
Action

All users for Campaign "CHESHAM & AMERSHAM"

User Name Email Address

P
C1p Flex am——

When you click Add Users (2) you will be given a text box to add the full
users email as below.

Add a new User

Insert User Email

_ Make Admin @

User Name Email Address Action

CLP Flex4
(Admin) Action v
e
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Adding a Campaign Group (cont.)

The system will check that a user with that email address exists and
show this in the grey box below. Click this to confirm the address and
click Add (1) to add them to the group. If you want to give them admin
credentials tick the box next to Make Admin (2).

Add a new User oJ
O
Insert User Email e" 0‘ _| Make Admin @

User Name Email Address Action

CLP Flex4 Action &
(Admin)

If at any stage you want to remove a user and you have admin
credentials click the dropdown arrow next to their name and click
Remove User (3).

Add a new User

Insert User Emaiil _| Make Admin @

User Name Email Address Action

CLP Flex4 P &
(Admin)

CLP Flex .

(Admin) Action v

& Remove User o e'

Labour Connects - User Guide

If you are not admin of a specific group you will only see the below details.

All users for Campaign "Campaign NE"

User Name Email Address

StoF::’r'c‘ii;\)eM standard@flex4.co.uk

National Flex4 nationall@flex4.co.uk
Regional Flex4 regional@flex4.co.uk
Ward-CLP Flex4 ward-clp@flex4.co.uk

Ward-CLP Flex4

(Admin) ward-clp@flexd.co.uk

Adding Credits

The Add Credits option will take you to the budget page where you have
the option to choose the method of payment and confirm the details.
Please take a look at the section named Adding money to your Connects
account in this document.

Currently the system is built that only users who are a stakeholder within
a ward or constituency will be able to use budget to purchase print.

We are currently working on development so that anyone who is an
admin of a campaign group will be able to use the associated budget.
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Viewing and Editing Drafts

View drafts will give you access to all drafts that have been assigned
a campaign group when they have been saved.

Saved Drafts

User Save Date Template Name Type Reference
18/04/2024 Ipp Classic Letter Artwork and Action | v
16:27:21 PP Data Merge
18/04/2024 Ipp Classic Letter Artwork Action | v
16:2613 PP
07/03/2024 ) )
1:36:32 A4 2pp Classic Newsletter Artwork Action | v

07/03/2024 DL Calling Card - Local
11:35:05 Design

07/03/2024 DL Calling Card - Local

Labour Connects - User Guide

Additionally for collaboration, make sure that you are not working on a
piece of print at the same time as another user. The last edit date can
give you an idea of when someone was last editing the piece, but this is
essential to make sure that there are no conflicts on the design.

All items created on a user’'s account will exist both as a draft on that users
personal drafts and as a copy in the campaign group. Amends made to
the draft with the same reference within personal drafts or the campaign
group will amend the other draft as well.

To save a draft to a specific campaign group please follow the normal
save procedure, and choose the group from the drop down (1).

11:26:56 Desian

From here you can go into a draft to edit using the drop down action button
and clicking Load and Edit or if you would just like to order the item you

can click Preview and Order. As always we recommend you check the
Proof PDF before ordering to make sure this matches to your view in the
preview/editor.

‘ Your template has been saved as a draft. To load this draft and continue work on it visit the 'Drafts' section on your My Account page.

Would you like to save/update your reference for draft
to make it more easily identifiable?

Duplicate your current draft and give it a new name.
Please note, do not make any changes to your original
template until you have created a duplicate.

Assign Draft to a Campaign Group:

. al e i
P Lid % ' idic) id i
Reference: Save Reference Reference: Save As

What would you like to do now?

Continue Editing This Draft

Assign Draft to a Campaign Group:

What would you like to do now?
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Viewing and Editing Drafts (cont.)

If you are editing a draft that you would like to also be available within
another campaign group that you have access to, you can use the save
as option (1) to create a duplicate within that group.

Labour Connects - User Guide

Once a draft is ready to print, anyone within the campaign group,
can order this. To do so, within your basket choose the campaign
group from the dropdown (2).

Duplicate your current draft and give it a new name.
Please note, do not make any changes to your original
template until you have created a duplicate.

Assign Draft to a Campaign Group:

€S o

Reference:

Who are you ordering for today?

Please select either a CLP or a ward
CLP Ward

Campaign Group

° Al

Type Ward Name eJ =

Proceed to checkout ©

Type CLP Name

Viewing and Editing Drafts (Direct Mail)

If you are collaborating on a direct mail template, the system of saving
is exactly the same. However, the person who is ordering will need to

have the data list uploaded to their own account. Data lists are not
shared between users even on campaign groups.
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Viewing and Editing Drafts (cont.)

Once chosen, you will be able to choose your payment option as normal.
However as mentioned above only stakeholders within a ward or
constituency will be able to see and use the campaign group budget.
An update is currently in development.

Please select your preferred payment option:

Pay via Secure Payment Pay via Personal Budget Pay via CLP Budget
Amount to spend: CurrentBudget: Amount to spend: CurrentBudget: Amount to spend:

£114.00 £7417.65 £114.00 £0.00 £114.00

O Proceed with this payment method O Proceed with this payment method NotenoughbudgetAddBudget

Once an item has been ordered it will go into the users account who has
ordered it the item and the draft will disappear from the group. If you

want to keep a draft available for everyone to edit, make sure to save as
the draft so it's available. We are looking at adding a Campaign Groups

Orders to the options so these will all be stored in one place in the future.

Labour Connects - User Guide
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07 Why use Labour Connects

Why use Labour Connects?

1. Brand management! Consistency of message starts with using the
Labour brand. Our in-house design team have produced a range of
templates so the Party has a strong national brand that is in line
with our message and values.

2. All orders placed through Labour Connects are proofed by dedicated
print managers within your regional office for peace of mind.

3. Cheaper print prices — we use the national purchasing power
of the Labour Party to secure a better price than if local parties
were negotiating on their own.

4.When you use Connects, the funds go back into the campaign pot
so we can continue to provide high quality campaign items for you.

5. Guaranteed turnaround times for all orders — you can work
backwards from any delivery deadline to work out when you
need to submit your order by.

6. All orders are printed on environmentally friendly paper
and carry the FSC logo.

7. All printers used by the print service recognise Trade Unions.

8. All printers used by the print service are GDPR compliant and
the Labour Party has data protection agreements with them.
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08 Delivery Times

All items delivered directly to you will reach you within 5 working days.

Ensure that someone will be at the delivery address within this time
and that we have the correct contact details for that person.

Posted items will begin to land with recipients from day 5. For items that
need to land on/or close to a specific date such as GOTPV (Get out the
postal vote) please contact either your Regional Print Manager or us,

at connects@labour.org.uk to specify when the items should land

with residents.

Labour Connects - User Guide
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09 Connects terms explained

pp

1 page - for example a letter with nothing on the back.

2pp

2 pages — for example a smalll leaflet with just the front
and back printed.

Election Address

An election address is a candidate-focused item recommended for
use during the short campaign. They contain posters of various sizes
that can be placed in the window by the recipient.

Assets

An asset is usually an image but may also be a snippet of text.
On Connects you can find an asset library of images you can use,
however we recommend using your own images as much as
possible, especially where you can clearly localize them.

Bespoke

A non-standard template item of print. These can still be printed
by us but can be different in terms of design.

Endorser

A person who is voting for the candidate and is sharing why
they're backing them. They often have recognizable jobs such
as doctor/teacher/local business owner. They may have been
supported by the candidate in dealing with a problem or just be
able to speak to the candidate’s character. Many pieces of print
have spaces for endorsers.

Calling Card

Probably the piece of print you will see the most. This is a small piece
of card used to let people know we've been in their area. It's the item
most frequently used when door knocking.

FoameXx

These are more opaque and heavier than correx. They can't be used
outdoors and are most usually used at events.

Correx

The plastic signs that can be attached to wooden posts and placed
in people’s front garden/high visibility locations. Outside of elections
they're most usually seen as ‘For Sale’ or ‘To Let’ signs.

Fold

Literally where the paper is folded — so you don’t want a fold halfway
through your candidate’s face! No Connects template will allow you
to do that though!

Delivery Window

The period in which a delivery will arrive.

DL

A DL piece is the same width as a Long Format piece, but not as long.

DM/Direct Mail

Direct mail — a piece of print that has the name and address of the

person we're sending it to. You can deliver these items with volunteers

or pay to have them posted

DPI

Dots per inch. This refers to photo quality. Images you use in your
print should be at minimum 300dpi. If an image looks bad in your
PDF proof on screen, it will definitely look bad on paper, so avoid file
compression that comes with sending via email and other social
media apps.

Freepost

When we refer to ‘freepost’ people mean the one item of print
delivered to each voter for free. The item is not printed for free,

just delivered. The freepost must comply with several legal
requirements including having the exact name of the constituency,
not promoting any businesses, etc.

Normally the freepost is delivered in waves. So we might deliver to
the 2nd name in the household and then a week later deliver to the
Ist name in the household. This is because while all electors receive
only one freepost item, the household will receive multiple pieces by
breaking it up this way.

There is an option to do an unaddressed freepost, which means
everyone household will receive one, but not every elector. This is
cheaper as it means printing less items of print but is usually reserved
for places which are much harder to win and not battleground seats.
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09 Connects terms explained

Get out the vote — the print we use on polling day and sometimes

This print stream is for candidates who want to hear more of

cotv the evening before. :z:::::':" residents’ views via the survey and want to keep in touch with
y residents on those issues via the letters.
Get out the postal vote — the print we use to remind postal voters
to complete and post their vote. Sometimes, we use posted items For some pieces, usually letters, you may want to adapt the
GOTPV of print to contact these people as we can be sure who has a postal message for some of those receiving it — for example if you know
vote. The local authority decides when postal votes will arrive Segmentation of a specific issue affecting only one street’s residents. In that case
(which means you will need to ask them once an election is called) you can use segmentation to adapt your message without placing
with voters and we time GOTPV items to arrive just before then. orders for multiple items.
Grams per square metre. This refers to the weight of the paper, The short campaign period (the period when the candidates’
giving an indication of thickness. Newspapers are printed on low election expenses are regulated during the election campaign)
GSM GSM paper around 52, while calling cards are on 250. This is because begins on the day a person officially becomes a candidate. There
calling cards have no folds so need to be more rigid to go through are specific items we recommend using during this period including
a letterbox. Shortcampaign | Election Addresses, Calling Cards, GOTPV and GOTV.
This is a legal requirement for during elections. This includes stickers, From a financial perspective, this is when the items you use must
posters, ledflets, letters, freepost, etc. Connects will require you to be accounted for and cannot surpass the candidate’s allowed
include an imprint so you can’t miss it. The Labour Shop will also election spend.
have an imprint on. We use imprints on everything all year round as
best practice for transparency. Tabloid This piece of print will be in the style of a small newspaper.
Imprint Imprint example:
Printed by PRINTER NAME at PRINTER ADDRESS. Promoted by AGENT
at ADDRESS on behalf of CANDIDATE at ADDRESS.
The imprint can be formatted differently, for example if the
candidate and agent are both using the local Labour Party office
as an address.
If you folded an A4 sheet along the horizontal line, you would
Long Format get long format. A long, thin piece of print, often used for GOTV.

This is the same width as DL but longer.
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Creating and Labour Connects - User Guide
ordering your
design

Adding money
to your Connects
account

10 Further Support

to your CLP
budget

Your artwork Further information and training on print planning and using Connects
printed by us can be found here: connects.labour.org.uk/help-and-training

For any other queries contact us at connects@labour.org.uk
Direct Mail
segmentation

Campaign Groups

Why use
Labour Connects

Delivery times

Connects terms
explained

10  Further support
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