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1 Hover over the "About Us" menu option

This will reveal the drop down menu as seen in this image.
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2 Click "Keep in Touch"

The registration option is on the "Keep in Touch"page.  Click this menu option to go there.
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3 Enter your email address

Click in the box as indicated by the red arrow, enter your email address, then click the button which says
"Next."
 
The system will check whether your email address is already registered or not.

Register with My Church Website Page 4



  Register with My Church Website  

4 Complete the Registration Form

If your email address is not already registered, you will be asked to register.  (If it is, you will be asked to log
in with your username and password!)
 
Fill in the boxes of the form as requested (click each one, then type the relevant information).
 
Your email address should be already filled in.  If not, just type it again.
 
Some of the boxes are mandatory, others optional.  It helps us if you can give as much detail as possible.
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5 Select your church "site"

It would help us if you could select the parish church which is connected with the website with which you
are registering, i.e. one of these three:

The default option may not be the right one, so it needs re-setting!
 
There may be more options on the drop-down list, but please don't select them.  Thank you.
 
(If you are wondering, the options are given because we occasionally join in services in other buildings
across the benefice and it helps our administration.  In some parts of the world, this software is used for
large churches which have several separate congregations meeting in other places every week - that's not
our context!) 
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6 Click "To receive email"

If you don't select this, we won't be able to send you any emails (GDPR would forbid it).  We know it would be
a bit weird to join a mailing/membership list and choose NOT to receive emails, but we are required to give
you an "opt in" option, so please do make sure you tick this box!
 
Once you have selected that option, you can fine-tune the kinds of emails you will receive as well as the
general purpose emails we send.
 
If you are likely to volunteer on one of our teams, "rota reminders" would be helpful to you.  (It might say
"schedule reminders" - it means the same thing.)
 
"Blog posts" are short news items - most often adverts for upcoming events.  They are infrequent but we
think they are valuable for people who are interested in church life.
 
We trust "Prayer Requests" and "Bible Reading notes are self explanatory.  Tick them if you wish to receive
these occasional items.
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7 Click "Save"

When your registration form is complete, click "Save" to submit it.
 
Our system will send you an email confirming your application and us an email so we can review it.  We
recommend you check your email straight away.  If there is no email there, also check your "Spam" or "Junk"
folder.
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8 Find and open the email

In your email software (or in your online email portal), find our confirmation email.
 
It will come from one of our church offices and will have the subject line "Please confirm your email
address."
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9 Click "Click to Confirm"

Once you have read the email, and assuming you are happy with it, click the link "Click to confirm" (which will
be blue in your email, not red!).
 
The critical information you provided in your registration form will be shown in the little table at the bottom
of the email.
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10 Click "Back to main site"

You will be taken to a simple confirmation page which looks like this.
 
Click "Back to main site" when you are ready. 
 
Our administrator will need to check your details manually, so don't expect an instant response (it may take
24 hours).  When your application has been verified, you will receive another email from the church office
with your login credentials (username and password).  When you have that email, continue to the next step.
 
Check your spam to ensure you don't miss it!
 
It would be as well to add our email addresses to your safe senders list.  They are hello@ and then the name
of the church, e.g. hunsdonchurch.org (all one word).
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11 Access the "Keep in Touch" page

On the home page of the website, hover over the "About Us" menu heading to reveal the drop-down menu
and select "Keep in Touch."
 
(You can get to the same page by hovering over the the "Members" menu heading - see the red arrow - and
selecting the option "Log in" from the drop-down menu that appears there.  When you are logged in, the
"Members"  menu has more options for you than just "Log in.")
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12 Enter your email address

Click in the box as indicated by the red arrow, enter your email address, then click the button which says
"Next."
 
The system will check whether your email address is already registered or not.
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13 Log in with your new credentials

Use the Username and Password that was sent to you to log into the website.  (You can also use your email
address and the password.)
 
If you want the system to remember you so you don't have to login next time you visit the site, tick the little
box marked "Remember me."  (This should keep you logged in on your browser for a fortnight before asking
you to login again.)
 
When you're done, click "Log In"
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14 Welcome!

That's you logged in.
 
There are some suggestions onscreen for the things you might like to do.  More options are now available to
you under the "Members" menu heading.
 
We recommend that you download the "Our Church" app from the Apple Store or Google Play for your
iPhone, iPad, Smartphone or Tablet.  You can use the same credentials to log in and keep the church's
activity close at hand even when you're not sat at your desk!
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