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1 Log in to the website

First, log into the website with your usual credentials. This picture shows the homepage with the full menu.
You may be diverted to the welcome screen. The menu is the same. Hover over the "Members" option.
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2 Select "Church Admin"

This is an option not open to all users. If you are an authorised user, it will appear in your menu. If not, it
won't!
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3 Review the list of Ministries

The landing screen shows the various aspects of church admin for which the user is responsible. In this
case, Rotas and Ministries. There may be other options here, depending on your level of authority.

If you are setting up a new ministry, click the "Add a ministry" button and jump to step 6 of this guide,
otherwise read on...
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4 Find the Ministry you wish to amend

Under the Ministries heading, scroll down to find the particular ministry for which you have responsibliity
and which you wish to edit or amend.

Click the small "down arrow" on the right hand side of the column.
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5 Click "Edit"

The dropdown shows two options you can take in relation to this ministry:

It also shows some information about the ministry.  As well as some technical information like ID number
and "Shortcode" which you can ignore, you will see:
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Delete (be careful not to do this!)
Edit

Team Contact (Your name should appear as the team contact, or as one of several team contacts.)
Online Volunteer (If ticked, this allows church members or others to volunteer to join this team via a
page on the website. This is obviously not suitable for every ministry.)
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6 Add or delete names

In the box under "People in ministry," you will see all the names of the people who serve in this particular
ministry. You may add new names (just type them) or delete them to remove them from the list.

When you start typing a new name, if the person is registered with the website, their name will show in a
dropdown box underneath. Just click that if the right name appears.

If the person's name does not appear in the dropdown, they are not registered with the website and cannot
therefore be added to your team.

Administering Teams of Volunteers Page 7



  Administering Teams of Volunteers  

7 Confirm your amendments

Click "Save Ministry" to finish.
 
That's it.
 
All the other settings here will not normally need changing. Please seek advice before adjusting Volunteering,
Safeguarding, Parent Ministry or Team Contact options.
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