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**Please note: this guidance is for local parties that need to submit itemised expenses.
If you need to submit a nil return, please email compliance@libdems.org.uk to let them
know.**

Step 1
Log in to Lighthouse. In order to add election expenses, you will need to have full Create
access for the Expenses section of the site. To check whether you have this access, select
‘Election expenses’ under the Finances tab:

You will then be able to see the ‘+ Add new’ button if you have full create access:

If you do not, ask your local Super User(s) to grant you full access – if they need support with
this, they can use the Adding Users guide which is available here:
https://www.libdems.org.uk/lighthouse-guide-12
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Step 2

Click on the ‘+ Add new’ button to start filling in the details of your expense (you will need to
repeat this for every item you are submitting an expense for). The screen will take you
through a series of questions starting with these:

Add the details for each question, and further guidance is available about which option to
choose under Category and how to complete the section on Apportionment in this
guidance from the HQ Compliance team: https://www.libdems.org.uk/treasurers_information

A red asterisk * denotes a compulsory field that you will need to complete in order to save
your return.

For Value, if you did not pay full price for an item/service as it was donated or provided at a
discounted rate, list the actual amount you paid (or £0.00 for a donated item) rather than the
full price it would have cost, and tick the check box:

Step 3

Under the section on Apportionment, you will be asked to confirm your order, invoice and
payment dates. Click on the arrow to the right of the date box to access the dropdown
calendar:
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Underneath, you will see a box asking you to add the supplier’s address. This box contains a
smart lookup, so the correct address in a standard format should appear as you start typing.

Step 4

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

Step 5

When you’re happy with all the details you’ve submitted, in the bottom righthand corner you
can choose to Save & add another expense or just Save this one expense (if you click Cancel
you will be asked to confirm that you don’t want to save the submission):

Please note: You will not be able to edit your expense once you’ve submitted it, so please
double-check all the details before submitting.
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Step 6

Back on you main Expenses tab, you will then be able to see a list of every expense you’ve
submitted (and which the Compliance team will be able to access). You can download the
details of all the items you’ve submitted expense for by clicking the ‘Download’ button at the
top:


