Getting Started with the MU Live Reporting Website

Mothers’ Union members across the globe are currently putting their faith into action in an amazing way, getting involved in a whole array of activities, large and small, that are having an impact on the lives of so many people in their communities.

The aim of MU Live is to build a picture of how and where we are working, how many people are reached and how lives are being changed. This website is designed to make the process of recording our activities and reflecting on change easy. You can submit a report as often as you wish, and the website will collate all the information and give you summaries for each activity so you don’t have to do the calculations yourself.

This guide is designed to help you get started and to understand how to input and review your data. This can be used in conjunction with the demonstration YouTube clip.
First Steps – Setting a Password

Every Diocesan and Provincial President will have access to MU Live. If you are not a DP or PP, you need to ask your DP to contact development@mothersunion.org to be put onto the system. 

To access MU Live go to https://mulive.org (clicking or tapping this link should take you there). On some systems you may have to press the Ctrl key at the same time as clicking and some may warn of the dangers of clicking links. If the latter happens, please confirm that it is okay to open the link.

This will load the login page. You will first need to create a password and once you have done this, this is the page you will use every time to gain access to the site.
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If you don’t yet have a password or if at some future time you forget what it is, please click on the circled ‘click here’ link. This will take you to the page below:
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Your username is your email address. Please enter your email address and click Submit.
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The system will respond by loading the page above and sending an email in the format below to your email address. This will only work if the email address is on our database. If the email address is not recognised, a different page will load telling you so and asking you to contact us via the admin@mulive.org (you can simply click on it to do so). If the email doesn’t arrive, please look in your spam, junk or promotion folder (usually under a Folders heading on the left of your email programme’s window).
 
 [image: Graphical user interface, text, application, email
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Please click on the link in the email (circled), which will take you to the webpage shown below, where you can create your password. Please note that you must do this within two hours of the email being sent. You must use the email address we already have for you and your password must be at least 10 characters long (it can be much longer if you wish) and must contain at least one capital letter, one lower case letter, one number and one symbol. It can contain more than one of any of the character types.
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If you have successfully put in the correct email address and the correct format of password, and the two password entries are the same, the system will respond by displaying the webpage below:
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Clicking the circled link will take you to the login page you saw on page 1 of this guide. Enter you email address and password as shown on the next page.
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After you click Log in, you will be able to: 



1. Create and Submit Reports
This is always the first page on the website after you login and you can get back to it from anywhere by clicking the ‘Home’ link at the top of each page (circled). To start your first report, click on the ‘Input’ link at the top of the page or the ‘Submit one or more new reports’ link (both arrowed). This will load the page shown on the next page.
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You’ll see it is already populated with your name and email address, the reporting group that you normally report for and two dates. 

The end date will be today’s date and the start date will be exactly one month earlier. You can change these dates to suit the period you are reporting on. Importantly, we ask that you make sure the two dates lie within the same calendar year otherwise the report will not be picked up in the annual reports (the system should complain if the two dates are not in the same year as long as JavaScript hasn’t been disabled). The two buttons underneath the dates will automatically set the date range indicated on them (the whole of last year or the whole of last month). You can also click on the little calendar icon to the right of each date to select a date from a calendar popup as shown below:
[image: ]
The up and down arrows take you to the next month before or after and the little triangle next to the month allows you to select earlier months or years more quickly.

If you want to report for a different group, click the little v symbol at the right end of the Reporting Group box. If there are any further groups available to you, they will appear in the dropdown menu where they can be selected:
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If you select one of the new options and it has further groups under it in the structure you will see a message popup for five seconds to let you know: 
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Now when you click the little v symbol, there will be more options to choose from:
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If you have rights to report for a group that is above your usual one in the structure, please click the ‘click this link’ text circled on page 6 to load the page again with your top level of the structure in the reporting group box.

Now you have the basic information selected, decide what you want to start with (one of the 7 categories of activity, a comment or a story of change) at the bottom of the page. The example below is what loads if you click AFIA:
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Now fill in the details you have for the activity. Please note that it doesn’t have to be totally complete in every aspect, though the more complete it is, the better for compiling impact reports later. As described later, you will have the opportunity to edit incomplete reports to add further detail.

When you have finished, please click the ‘Create’ button. This will save your report to the database and load the following confirmation page [image: Graphical user interface, text, application, email
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If you discover an error or something missing, you can change the report immediately by clicking the ‘Edit this record’ link (circled). This will load a page very similar to the one you used to create the report, but with all the details on record already entered.

The ‘Duplicate this record’ link (below the Edit link) also loads a page that looks similar to the Create record page, but this allows you to change the dates and the reporting group if your permissions allow access to other groups. This may be handy if you are submitting reports for different branches where much of the text of the report is similar or if you are doing a monthly report for an ongoing project.

There are slightly different styles of Create report pages depending on which link you click on the Input page (as shown on page 6 earlier). Here is the page that loads if you select ‘Crafting’:
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Because of space considerations, this isn’t the full page, but the bit that is missing is identical to the AFIA page. The main difference between the Crafting page and the AFIA page, apart from some of the text in the questions, is the way the numbers are recorded. We are looking to record numbers in the various settings where Crafting may apply. This same number recording format is used in all the reports except for AFIA where it is one number and ‘Campaigning’, ‘Comment’ and ‘Stories of Change’ where no numbers are recorded. On the comment page there is one input box where you can make a comment about how the website works or suggest improvements. 

The stories of change requires similar information to the other reports in terms of linking the story to our global change areas and the safeguarding questions but no numbers are requested and it is more narrative in format as shown by a sample of part of the report below:
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2.  Viewing Your Existing Reports
Now you have created one or more report(s), you will want to review them. This is achieved by clicking on the ‘Home’ or ‘Output’ tabs at the top of each page and then choosing the ‘View your existing reports’ link on the page (see below for the ‘Output Menu’ and page 6 for the ‘Home’ page). 
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Those links take you to the page (below) where you can choose which reports you want to see. 
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The select box for the group you want to see works in the same way as the one that we have already seen for creating reports in the first place. There is a checkbox under the dropdown that allows you to include the reports from all the groups below your selected group in the structure (e.g. for a province it would include all the dioceses, deaneries and branches in the province).

Below this are checkboxes that allow you to select only reports on a particular theme (s) and/or setting(s).

The date range boxes work in the same way as you saw during the input. The default range is the same as the range for the last new report you submitted (or the last month if you haven’t submitted any reports in this session). There are two more buttons than on the input page to allow you to set date ranges for everything available and for the year so far.

There is a search function box (circled) where you can do a keyword search for reports containing a specific word. This might be helpful if you are starting a new initiative and want to learn what others are doing to address this issue across the diocese, province or global movement. 

When you click the ‘Select Group’ button the system will present you with a page of reports that meet the criteria selected. The page is much wider than the ones you have seen so far and consists of a heading section, a footer section and a scrolling window of reports. The top half of this page is illustrated below. It shows the one test report we’ve seen before for Scotland AFIA that fits in the date range.
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To view an individual report on its own page, you click the Report ID number in the first column (in this case 2204). This opens a new page that is very similar to the confirmation page that appeared when the report was created. Note – that Report ID numbers are automatically generated by MU Live. 
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There is one additional menu item in the list at the bottom of the page. This takes you back to the page you came from with the report you clicked on at the top of the window of reports. This can be handy if you have dozens of reports and want to go back to where you were in the list.
Editing your reports
The ‘Edit this record’ link loads the report so you can make changes. As mentioned before, the page is almost the same as the one used to create the report in the first place. Apart from some wording changes, there is a further option near the bottom of the page that allows you to delete the report as you can see in this illustration from the lower half of the page:
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If you select the ‘Yes’ button and then click ‘Update’ the confirmation page will load with all the data in light grey text. You do have an opportunity to Edit the report again from the confirmation page and thereby undo your deletion. If you don’t take that opportunity, there is no route, at present, back to that particular report and it will not be included in any search for information (contact Paul if you desperately need to get it back!). 

From the Home page, there is another route to Editing your reports through the ‘Edit your existing reports’ link. The sequence it takes you through is almost identical to the ‘View your existing reports’ but clicking the Report ID in the list of reports takes you straight to the Edit report page instead of the View report page.
3. Getting Summaries of Your Impact
The second option on the Output Menu is ‘View a summary of your impact’. This takes you to the Select Group page, which is similar to the one you saw when requesting to view or edit your reports. You have the same options to select the group, the categories and locations and the date range. When you click the ‘Select Group’ button, a page like the one on the next page will be displayed.
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This page adds the numbers from all the reports in the selected groups between the selected dates and shows them in summary form. 

4. Exporting the data in csv format
All data from MU Live can be exported into comma-separated values file that can then be manipulated to generate various graphs and charts to help communicate and present your data. When you click ‘Export a file of CSV data in reporting format’ you get to the following page which allows you to specify the information and information you want to download and clicking ‘select group’ then downloads the CSV file which can be opened in excel.
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Further Information
This guide is just to get you started and has covered all the main functions you are likely to need in order to keep track of the difference you are making in your area, whether that be a province, a diocese, a deanery or a branch. 

Depending on your permissions, you may not see all the links at the top of each page. However, everyone will be able to see Home and Output.

The system is still undergoing development, so please contact Paul if you experience anything unexpected or if you have problems with any aspect of the system. Please don’t assume it’s something you’ve done. It may be, but it could also be a technical problem that needs to be fixed. Also, there may be features you would like to see in order to make things work better for you. Please feed those in. Also please let us know if you need additional reporters adding to the system or existing reporters removing from the system. You can do this by emailing us.
Contacts
Development Team at Mary Sumner House: development@mothersunion.org

Technical Matters: admin@mulive.org 
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You are not logged in. Please Log in or close this window.

Login to MU Live

Username (Email)
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If you don't yet have a password (or have forgotten it), please click here to create a new one





image2.png
DETEEUNION MU Live Reporting
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Please enter your email address and click Submit. If it is recognised, we'll send you an email with a link
that will allow you to create a new password. The link will be valid for one hour from when it is sent.
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Your reset email has been sent. Please check your spam or junk folder if you don't see it.
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Welcome to the MU Live Reporting Website

Mothers’ Union members in all parts of the organisation are currently putting
their faith into action in an amazing way, getting involved in a whole array of
ivities, large and small, that are having an impact on the lives of so many

thy

‘The aim of MU Live is to build a picture of how and where we are working, how
many people are reached and how lives are being changed. This will help us to
celebrate and communicate who we are and the impact that we have as a global
movement. We encourage you to submit MU Live reports throughout the year,
when information is fresh in your minds. Entries can be edited later on if you
have additional information to add.

‘Through this website, you will be able to view all the reports submitted on MU
Live from around our global movement and use the search function to find out
what others are doing in areas that you are interested in.

MU membership is different everywhere, but we know that prayer, caring for
members, organising member outings and fundraising are key parts of what it
means to'be a member. MU Live focuses on what happens beyond these
activities, so you only need to include the outward facing initiatives you are
involved in.

What would you like to do today? Please dlick one of these links below:
View your existing reports (Now with download option)
Edit your existing reports

Subr

one or more new reports

Please note that you will be logged out automatically after 20 minutes of
inactivity or a maximum sesssion length of 10 hours. If the screen is on, a
warning will be displayed 2 minutes before you are logged out for inactivi
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Input a New MU Live Report
“This MU Live Reporting website will allow you to submit reports for as many or as few
categories as you wish and as often as you wish.

Your reporter details are already stored on the system. These are:

Reporter's Name: Alison Fernandes
Reporter's Email Address: alison.fernandes@mothersunion.org

If the details are not right, please email us with the updated details.

‘The group for which you normally report (as stored on the system) will be shown in the box
below the first time you visit after you login. You can report for another group (subsidiary to
your group) by selecting its name in this box. When you select an option which has

y groups, they will be added to the list so that you can select one of them if

d. The aroup you select will be remembered until you change it or logout.

If you have rights to report for groups higher up the organisation from the one shown
below, please click this link to load the top level of groups you can report for.

Reporting rouP (update il 4 itain & irelond Country v

Please start your report by entering (or selecting) the start and end dates of the period the
report covers. The default start date is one month before today and the default end date is
today. You can dlick the appropriate buttons below the dates to set the dates for last year or
last month. These will be remembered until you change them or log out. Please keep the
start and end dates within the same calendar year.

Start Date: 02/01/203 _®

End Date: 02/02/203 _ ®

Click for whole of ast year Jll Clck for whole of last month

Please now dlick on one of the categories below to start your report for that category. This
will take you to a form where you can enter all the report details for that category. When
you have finished, you can come back here by clicking the ‘Input' link at the top or bottom
of the confirmation page.

AFIA This can include holidays, days out or other experiences

This can include any form of seeking to influence any
decision makers and/or to change policies and practices
through campaigning or other strategies, including the 16
days of activism

Campaigning




image10.png
rehicibeicu Ul you Lhiallyc s U0y VUL FiCast RECP UIT stall aliu Chu Uqalcs WILHITTE LS sallic

calendar year.

Start Date:

[i/08/2020

[m]

End Date:

Please now click on one of the categc
to a form where you can enter all the
come back here by clicking the 'Input

AFIA Holidays

Campaigning

August 2020 ¥

Mo Tu We

27

0

17

24

31

28 29

5

1 12

18 19

25 26

Crafting CoL

Th

30

20

27

™

Fr Ssa Su

14 15 16
21 22 23
28 29 30

4 5 6

Today

Click for e of last

for that category. This will take you
/. When you have finished, you can
le confirmation page.

tivism

‘rnis may include cramng Tiadre blankets, knitting for premature

.




image11.png
Reporting Group (update if
necessary)

Please start your report by entering (
covers. The default start date is one

Scotland Province

v

Please Choose the Group

Aberdeen & Orkney Diocese
Edinburgh Diocese

click the appropriate buttons below tf Glasgow & Galloway Diocese
remembered until you change them ¢ Moray, Ross & Caithness Diocese

calendar year.

St Andrews, Dunkeld & Dunblane With Brechin Diocese

Scotland Province

can
will be
ame





image12.png
please click this link to load the top level of groups you can report for. o -
New Options Added

Reporting Group (update if

necessary)

Glasgow & Galloway Diocese v





image13.png
Reporting Group (update if
necessary)

Glasgow & Galloway Diocese

Please Choose the Group
Scotland Province

Please start your report by entering (| Aberdeen & Orkney Diocese

covers. The default start date is one

Edinburgh Diocese

rt
can

click the appropriate buttons below tye Y will be

remembered until you change them
calendar year.

Start Date:
End Date:

- Bishopbriggs Branch

- Cumbernauld Branch

- Holy Trinity - Ayr Branch

- Holy Trinity - Kilmarnock Branch

- St Cyprian - Lenzie Branch

- St John's - Dumfries Branch

- St Mary's - Hamilton Branch

- St Michael & All Angels - Helensburgh Branch

Please now click on one of the categq - St Ninian's - Castle Douglas Branch
to a form where you can enter all the - St Ninian's - Pollokshields, Glasgow Branch
come back here by clicking the 'Input end - Glasgow & Galloway Diocese

AFIA Holidays

Moray, Ross & Caithness Diocese
St Andrews, Dunkeld & Dunblane With Brechin Diocese

ame

take you
you can





image14.png
|

Create a New MU Live Report

‘This page allows you to create a new MU Live report. When you have finished entering the information,
please click the Create button below to save the report to the database. If the report is incomplete or
you find there are errors later, you can come back and edit it. You can exit from this page without
saving a new report by clicking the navigation links above or at the end of the report.

Please note that you will be logged out automatically if you do not do anything on this page for 20
minutes or if you do not submit the report within ten hours of when you logged in.

Reporting Group Britain & Ireland Country
Reporter Name Alison Fernandes

Period Covered

From: [02/01/2023

To: [02/02/2023
Click for whole of ast year Jll Cick for whole of last month





image15.png
How do these changes link to MU’s Global Changes?
Stopping Violence through Peace and Justice - is your initiative:
("] actively working towards reducing violence?

("] helping to protect women and children from harmful practices and cycles
of violence?

("] actively working towards conflict resolution, reconciliation or trauma
healing?

Stopping Poverty and increasing Self Reliance - is your initiative:

("] equipping people to access their rights, access education, protect their
physical and mental health and/or make good decisions?

("] helping people to sustainably support themselves and their families?

ative:

Stopping Injustice through Gender Justice - is your i

("] leading to more respectful and equal relationships between men and
women?

(] tackling gender stereotypes and promoting positive role models?

(") empowering women and girls to have more voice and influence?
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Safeguarding

If you've ticked boxes in more than one change area, which is the
one most important change you are working towards?

("] stopping Violence
(") Stopping Poverty

("] Stopping Injustice

Has safeguarding been considered in this activity? Yes (O No

If yes, what measures have you put in place to ensure that there is a safe
environment for members/volunteers and your target groups? (maximum
1,000 characters)

If you want to know more about how to ensure a safe environment for
everyone in your initiative, please contact safeguarding@mothersunion.org
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Confirmation of Creation of a New MU Live Report with ID2202

Created new MU Live Report with ID 2202

This page show what is currently recorded in the report you have just created. If you want to change
any details, please click the Edit this record link near the bottom of the page.

Reporting Group Britain & Ireland Country
Reporter Name Alison Fernandes

Period Covered

From: 1Jan 2022

To: 31 Dec 2022
Category AFIA Holidays
Numbers 10

:r:;(_:rpatlon about the 2 families were able to enjoy 7 nights at a Haven holiday park in Devon.
ivity

We received thank you letters from both families and they had both
enjoyed time away from the stresses of life. One family included a ex-
offender who had been struggling to re-integrate into family life and in
the thank you letter wrote "it was really good to spend time again with
my family away from home, we laughed for the first time together and I
enjoyed watching my children play happily together in the sea.”

Changes brought

How these changes link to MU’s Global Changes
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Stopping Hunger and increasing Self Reliance - your initiative is:

equipping people to access their rights, access education, protect their
physical and mental health and/or make good decisions

The one most important change you are working towards is:
Stopping Hunger

Safeguarding Safeguarding was considered

The following safeguaring measures were put in place:
We have a safeguarding policy and procedures for all AFIA holidays.

Links to further see our website for more information and photographs
information https://afiaholidaysbandi.org
Consent to use Yes

Edit this record
Duplicate this record
Go to Input Menu

Go to Main Menu
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Create a New MU Live Report

‘This page allows you to create a new MU Live report. When you have finished entering the information,
please click the Create button below to save the report to the database. If the report is incomplete or
you find there are errors later, you can come back and edit it. You can exit from this page without
saving a new report by clicking the navigation links above or at the end of the report.

Please note that you will be logged out automatically if you do not do anything on this page for 20
minutes or if you do not submit the report within ten hours of when you logged in.

Reporting Group Britain & Ireland Country
Reporter Name Alison Fernandes

Period Covered
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Click for whole of ast year Jll Cick for whole of last month
Category Crafting
Numbers How many individuals benefit from crafting in . . .

Here we are looking for direct beneficiaries. For example, a baby’s bonnet
benefits one baby.

Church: Hospitals:
0 0
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External Organisation/Centre (please

(Whole Numbers only - gon't use - now incl in Community if ~ Prisons and Detention Centres:

no decimals, please)

o other location fits): 0
[

Food Banks: Domestic Abuse Refuges:
0 0

Homes, Hospices and Care Homes:  Schools, Colleges and Universities:
0 0

Information about the Please include additional information (.. what was crafted and where was it
for). (maximum 3,000 characters)
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Output Menu

View your existing reports

(This option now allows you to download your reports from the page
you view them on)

View a summary of your impact

Export a file of CSV data in Reporting format.
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Select Group to View

Please select the group (province, diocese, deanery, branch, etc.) whose reports you want to view.
Please note what you can see will depend on your access rights and whether there are any reports from
the group in the database.

Please Choose the Group v

Include sub-groups (please tick)
Include the following categories (please tick): Include the following locations (please tick):
[ All categories [ Alllocations
AFIA Church
Campaigning ‘Community
Crafting External
Offering Gifts of Love Food Banks
Offering Service Homes
Developing Skills Hospitals
Nurturing Faith Street
Comment or Further Info Prisons
Story of Change Refuges
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‘Show reports containing this word:

Please select the date range for the reports you want to see:
Start Date End Date
[02/01/2023 & [02/02/2023 &

Please click one of the buttons below if you want to set the date range indicated on the button

Al available Jll Whole of last year Jll This year to today's date Jll Whole of last month
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Home Input Output  Admin Welcome: Alison

View Records for Britain & Ireland Country from 1 Jan 2022 to 31 Dec 2022

Return to Home Page

The table below contains 26 MU Live Reports. If you can't see them all, please scroll the window below using the wheel on your mouse or the scroll bar immediately to the right of the table
contents. They are displayed in alphabetical order of Reporting Group and then Date submitted order within the group with the most recent first.

To view an individual report, please click or tap the number in the first column.

Report | Group / Reporter Name / Period Covered /

D Category Date Submitted Numbers Information about activity Changes Brought Links to further info

Britain & Ireland Country From: 1 Jan 2022 2 families were able to enjoy 7 We received thank you letters from | see our website for more
Alison Fernandes To: 31 Dec 2022 nights at a Haven holiday park in both families and they had both information and photographs
AFIA Holidays Submitted: Devon enjoyed time away from the https://afiaholidaysbandi.org
9 Feb 2023 stresses of life. One family included

a ex-offender who had been

struggling to re-integrate into

family life and in the thank you

letter wrote "it was really good to

spend time again with my family

away from home, we laughed for

the first time together and I

enjoyed watching my children play

happily together in the sea.”





image25.png
View a Single MU Live Report with 1ID2204

This page show what is currently recorded in this report. If you have the necessary rights, a link will be
showing near the bottom of the page that will allow you to amend or delete this report.

Reporting Group Britain & Ireland Country
Reporter Name Alison Fernandes

Period Covered

From: 1Jan 2022

To: 31 Dec 2022
Category AFIA Holidays
Numbers 10

Information about the 2 families were able to enjoy 7 nights at a Haven holiday park in Devon
Activity

We received thank you letters from both families and they had both
enjoyed time away from the stresses of life. One family included a ex-
offender who had been struggling to re-integrate into family life and in
the thank you letter wrote "it was really good to spend time again with
my family away from home, we laughed for the first time together and I
enjoyed watching my children play happily together in the sea.”
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Safeguarding

Links to further
information

Consent to use

Edit this record

Duplicate this record

Stopping Hunger and increasing Self Reliance - your tive is:

equipping people to access their rights, access education, protect their
physical and mental health and/or make good decisions

The one most important change you are working towards is:
Stopping Hunger

Safeguarding was considered

The following safeguaring measures were put in place:

We have a safeguarding policy and procedures for all AFIA holidays

see our website for more information and photographs
https://afiaholidaysbandi.org

Yes

Return to view reports for Britain & Ireland Country

Go to Output Menu

Go to Main Menu
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Links to further If you have a link or links to further information on your website or on social

information media, please paste it/them here. (maximum 1,000 characters)

see our website for more information and photographs
https://afiaholidaysbandi.org

Consent to use Yes

Do you wish to delete No
this report? (O Yes (this will delete the record permanently - take care!)

Update

Exit without saving changes:
Return to view reports for Britain & Ireland Country
Go to Output Menu

Go to Main Menu
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Welcome: Paul Logout

Home Input Output Admin
Summarise Impact for Britain and Ireland from 1 Jan 2019 to 31 Dec 2019
Return to Output Menu
Category Number Church Community External Food Banks Homes Hospitals Ol dh Prisons Refuges Schools (CaitEg
Street Total
AFIA Holidays 2600 0 2600
Crafting 0 718 2228 2486 25 1734 14717 776 197 1101 28 24010
Nurturing Faith 0 15604 3857 0 100 358 740 30 130 245 5369 26433
°ﬁe"Eg‘g'ﬁs of 0 795 874 739 3375 623 5764 638 5189 3102 6167 27266
Developing Skills 0 581 827 302 0 25 0 0 0 76 531 2342
Offering Service 4781 7007 2416 1144 4579 2226 4027 1104 28123

2600 22479 14793 5943 4274 3884 25800 1509 7742 8551 13199 Grf{‘g;;;ta'

Return to Output Menu

Return to Select Group
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Select Group to Export

Please select the group (province, diocese, deanery, branch, etc.) whose reports you want to export.
Please note what you can see will depend on your access rights and whether there are any reports from
the group in the database.

Britain & Ireland Country. v

Include sub-groups (please tick):

Please select the date range for the reports you want to see:
Start Date: End Date:
01/01/2022 31/12/2022

Please click one of the buttons below if you want to set the date range indicated on the button

Al availzble Jll Whole of last year

Whole of last month





