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Step by Step —Registration

Step 1 - Click on TAB — Register — brings up the Registration Screen
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Step by Step —Registration

Step 2.....Complete the registration — (with explanation) |jle red dots means — you must

complete these lines

Home

Registration f

Title * Add your title, first name and last name

Username — as it suggests

here | would use your initial
followed by your surname —
Surname * using lower case letters and

Nno spaces
User Name * /

Emnter a user name, usually something like 'jsmith’. No spaces or special characters.
Usemames and passwords are case sensitive, make sure the caps lock key is not enabled.
This is the name used to log in

First name *

Carefully add your email address as
Email * (copy & paste possibly) as you will
receive an email into this in box to
link back and confirm your password

A

Role

‘ Type in your POSTCODE without
spaces HERE

Postcode *
Enter your posteode and then select yo

fess from the
automatically complete yo

SP29PF ) 4 from the list

Change Country EBY

nter your postecode and then select your addrgss from the drop do
utomatically complete your address.

SP29PF |

Address line two SP2 9PF, 1, Ayrshirz Clase, Salisbury A
SF2 OPF, 2, Ayrshire Close, Salisbury
SF2 OPF, 3, Ayrshire Close, Salisbury

Address line three SF2 9FF, 4, Ayrshire Close, Salisbury

SF2 OPF, 5, Ayrshire Close, Salisbury

SF2 OPF, &, Ayrshire Close, Salisbury

SP2 OPF, 7, Ayrshire Close, Salisbury
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This box will open - use the scroll bar
to select your correct house number

list. This will




Step by Step —Registration

FPostcode -
Emter yosr postcode and then sslect your addeess fromm the deop down st This will

sutrenaty gih bate your anddisss

s This will automatically put your
«—
SP2 9PF address in the boxes below like this.

7 Ayrshire Close
Salisbury
Wiltshire
Teleghcne

01722 324846 <+

Mobile

Now add your telephone number(s )

"' button to confirm your registration

Advian Example of a completed
e Registration screen

SP2 9PF

Where there is a course cost this now
07946 128204 allows us to reclaim the tax if you are

¥ GitAid Al Payments / a UK taxpayer at no cost to you.

{Only ¥ you are 2 UX sapayer)

Click or PRESS the REGISTER

© 2016 Daxsse of Satsdury S Mg | Acresstry | Cormact | Cox

.‘ﬁ;s;nre Close

RSNy Don't forget to PRESS/CLICK

e this button

01722 324846

f:_’,‘f,i”“ TIP — if you haven’t completed everything marked with a
: RED* you will get an error message —please re-check

@D — — " — i — - - aop o0 - o ——

You will then see message on screen (a)
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Step by Step —Registration

THE DIOCESE OF SALISBURY

feh this site Go

T T I
Home
Welcome!
You have been registered,

You will receive an omail shartly containing 3 1ok 10 56t your password

NB The link will &xpwre on 17 Feb 2016 D330 PM_ I it expares, click “Log o and use the
Forgol your pasawoed™ liok 10 ganarate anothar emall

And an email in your in box (b)

User Account Information for Diocese of Salisbury [Scanned]

Diocese of Salisbury [fiona.torrance@salisbury.anglican.org]

Sent: Wed 10/02/2016 15:39
To:  Adrian Smale

Welcome ,

Your user account has been created.
Your username is cdeburgh.
Please activate it by visiting

http://sal.beetledev.co.uk/passwordreset/911bd3egb712d6bdc5d7c4980203122F?2
userid=cdeburgh

Please activate your account before 17 Feb,/ 2816 83:39 PM

With kind regards,

Diocese of Salisbury

Step 3- CLICK the link in this email

You will then be taken back to the website.....

Step 4....Set up your password — Enter your username and password (Twice) and then
click Set my Password
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Step by Step —Registration

THE DIOCESE OF SALISBURY
- SOCEN OF TAUIRRUNY

mm
Home

Set your password

Please il out the form below to set your password,
tan Paszwon?

My user name is

Fobms yinsr Loser mm for var s gtior

TIP — Do remember to write this
ey information down somewhere safe

Emtar your naw pazsword Mnmum 0 charamers
Confirm password

Re-anter the paszword. Make sure ihe pasaword: are Cenbosl

_“Set my pazsword

S 2210 Diocese of Salsbury Shu Map ! Accesiititey | Coneact | Cockues | SALDRES joge wut design and husting Ly Saalediow

Welcome ,
TIP — Your user name is in the

Your user accoun? ha T-T-Ta ,rgizggb___ emanyoummwesent
Your username is(cdeburgh.

Please activate it by wvisiting

http://sal.beetledev.co.uk/passwordreset/211bd3egb712
userid=cdeburgh

Please activate your account before 17 Feb, 2818 82:2

Set your password

Please fill out the form below to set your password.

New Password

My user name is
Enter your user name for verification

cdeburgh

New password

Enter your new password. Minimum 5 characters,

[eeessee TIP — REMEMBER these are case
Confirm password sensitive so Test123 is not the

Re-enter the password, Make sure the passwords are identical

same as test123

“Set my password|
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Step by Step —Registration

THE DIOCESE OF SALISBURY

G0
I I I I I e
Home

Password set

Your pazsword has been set successfully. You may now log in with your new
password.

You are now ready to log in and start booking courses (and like Hello,Hello —you only
register once so this is the last time you will do this!)

If you have any further questions please do contact LDMT Office on 01722 41944
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Step by Step —Booking a CMD Course

Step 1 —On the website click Log in - which loads the login screen (B*)

B THE CHURCH
OF ENGLAND

T e T [ oo T

And enter your username and password —CLICK Log in

THE CHURCH

THE DIOCESE OF SALISBURY OF ENGLAND
-. DIGCESE OF SALISBURY

S T ]

Home

B*

usemame  |cdeburgh /

Password [....... -~

| Log in

Forgot your password?

New user? Sign up here.

You are now book your

B THE CHURCH
THE DIOCESE OF SALISBURY OF ENGLAND

Diocesan Synod TIP — you know you are logged in
~click here for the latest R

because your user name will
appear here now

Go
I e I I

B

Thought for the month

This month Mental Health Matters =>>

Latest updates

<% Bishop Nicholas' preached on
Chri ing at Salisbury
Cathedral. Read here.

% Please pray for mission partners
heading to South Sudan. More here.

Click here to read a synopsis from the
recent General Synod. Page here.

Monthly Thought
By the Rt Revd Dr Edward Condry, Bishop
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Step by Step —Booking a CMD Course

Now from the front screen either select one of the courses here or click All Current
Courses
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The current screen as | write only shows “Discipleship & Training”, but soon this area will
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Step by Step —Booking a CMD Course

As you type part of the course name you will find it suggests what you are looking for...in this
example | am search for “The Contemplative Minister”....just typing The here was enough.

Click the name in the box

Courses

Navigation

‘ 101 courses listed

* Learning

* Our venues

" Discipleship

¥ Ministry

" CPD

* Parish and PCC
* Deaneries

* Diocesan Ceriificate in Church

Music
* Music Courses
* Resources

Show courses related to:
Discipleship & Training | All courses

The Contemplative Mil
The Contemplative Mil

1 SR

Renewing HOPE

MPray * Serve * Grow
" o

] o s ot e

The Basis of Pastoral Care

Where Christ Church, Warminster BA12
ONS

When 14:00 - 16:00, Thursday 11 February
2016

Availability Bookings closed

And this will display the three courses with this name......

Home ) Leaming » Courses

Navigation ,

Courses

3 courses listed

¥ Learning

¥ Our venues
Discipleship

* Ministry

¥ CPD

* Parish and PCC
* Deaneries

* Diocesan Certificate in Church
Music

¥ Music Courses
* Resources
* Courses

Latest courses to book

online

g [_,:f»_d The Contemplative
e Minister
Recapture the comtemplative heart
of ministry
Places available

Hospital Visiting
Howtodoa
&#3217,9000&#3217; visitin a
sensitive and easy manner.
Places availabie

Safety Online

E-safety is an issue for all familes,
which needs addressing. Get help
here

Places available

All current courses »

Page | 9

The Contemplative Minister

More information or book this course »
The Contemplative Minister
e g
Renewing H

Pray * Serve * Grow

2 4

More information or book this course »

The Contemplative Minister

More information or book this course »

[The Contemplative £

A Day of Reflection to deepen our practice
Where Grove Farm House, Melbury Abbas
SP7 0DE

When 10:00 - 16:00, Wednesday 14
September 2016

Availability Places available

A Day of Reflection to deepen our practice
Where Grove Fam House, Melbury Abbas
SP7 ODE

When 10:00 - 16:00, Wednesday 13 April
2016

Availability Places availabl

Recapture the comtemplative heart of
ministry

Where Grove Farm House, SP7 ODE
When 10:00 - 16:00, Wednesday 17
February 2016

Availability Places available



Step by Step —Booking a CMD Course

Select the course by either clicking on the Course title or More information or book this
courses

3 courses listed

She Contemplative 1[5
N

The Contemplative Minister

A Day of Reflection to deepen our practice
Where Grove Famm House, Melbury Abbas
SP7 OCE
L o When 10:00 - 16:00, Wednesday 14

: September 2016
8 5::8‘2?3 RPN 1\ ailability Places available

-

More information or book this course »

This displays further information and allows you to book the course as below

B ]

The Contemplative Minister

| ewr
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sind [Fannn g wme v

e o ek de
wzm-mmm; e Yor CHMERe Begateser i |

A9 Comwt [ hanes o

8 117 Demtse o Semesy S Wy | sty ¢ Commmt | Dmags | AL age — oy @e vy by S ——

Now click on this arrow to select your role or other
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Step by Step —Booking a CMD Course

SENSMIVE and easy manner.

Places availahle Awailability Places available
Cost per place FREE
SHED TS Booking deadline Friday, 9 September 2016, 12:00am
E-zafety is an issue for all familes,
which needs addressing. Get help In what role are you attending this course

here Please pick one [
Places available
MNotes (special dietary requirements, notes for course organiser efc)

All current courses »

Book this course >

& Miif Ninness nf Salisharr Gita Man | Arressihilite | Cantact | Cankiss | SAL DS lsnin wsh de=inn and hastinn by Reetiehroa
Displays.....
LAKSL P pEcs rhcCc
St Booking deadline Friday, 9 September 2016, 12:00am
E-zafety is an izsue for all familes,
which needs addressing. Get help In what role are you attending this course
here Please pick one
Places available [Churchwarden
Clergy B, notes for course organiser etc)

Lay Deanery/Parish Rale

Lay Worship Leader [LWL]

All current courses » La: WnrshiE Leader [EME'IM
Licensad Pastoral Assistant (LPA)
Licznsad Pastorsl Assistant Student
Licensad Lay Minister (LLA)
Licensed Lay Minister Student
[Safeguarding Representaiive
"fouth/Childrens worker

Other
——

8 2015 Diocese of Salishury Site Map | Accessibility | Contact | Cookies | SALDIMS login web design and hosting by Beetlebrow

Select....and if needed type in any notes you wish to pass on to the course organiser in the
box below. Note that courses are sometimes restricted so it may be that the course is
unsuitable for you (In this case limited to Ordained Ministers)

Cost per place FREE
Raleiie Booking deadline Friday, 9 September 2016, 12:00am
E-safety is an issue for all familes,
which needs addressing. Get help In what role are you attending this course
here Other W]

Places available
Motes (special dietary requirements, notes for course organiser efc)
L very important note can be typed in herel

All current courses »

Book this course >

And then CLICK  Book this course

You will then be asked to confirm you do want to book? — CLICK/PRESS OK
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Step by Step —Booking a CMD Course

he Contemplative Minister

* Learning
* Our venues I i
» Discipleship Day of Reflection to deepen our practice
* Ministry Boo purse
* CPD
* Parish and PCC Many ordained ministers have sttended the
¥ Deanenies Contemplative Minister days held since 2010. On
* Diocesan Certificate in Church ' this day of reflection we will continue to deepen
Music e our practice of leaming to minister from the still
¥ Music Courses & BRe - centre. This will also be an opportunity to support
* Resources g 0 and encourage one another in this way of being.
* Courses promo e Tk i v The day v.vill offer spa;e for quiet, as well as times
2 for refiection and sharing
¥ Courses
' The Contemplative Minister It is essential that you have attended one of the
evious Contemplative Minister days before signing up for this event
ate 0 es o boo |zn is Diocesan Co-ordinator for Spintuality. Sue is a contemplative and lives with the

nity at Pilsdon, near Bridport. Peter is Priest in Charge of Gillingham and Milton-on-

Recapture the comtemplative hea‘ s SP7 0DE

L) @ Are you sure you want to book this course? b otember 2016

Places available

d Sue Langdon

=34 Hospital Visiting [ 0K ] I Cancel
= How to do a

&#8217,900d8#3217; visitin a

sensitive and easy manner.

Places available Availability Places available
Cost per place FREE
S O Booking deadiine Friday. § September 2016, 12:00am
E-safety is an issue for all familes,
which needs addressing. Get help In what role are you attending this course
hes Other v

Places avsilable

Notes (special dietary requi notes for course organiser etc)
A very important note can be typed in here

All current courses »

Book this course >

It will then say....to confirm your booking request has been accepted — confirmation should

IMPORTANT NOTE: | am not an ordained minister in this case for this course |
would not receive a confirmation — please check the “Course suitable for” box in
the course information (and within the brochure or other information)

CFC Buh g o sapmarwy Wiy S cosree ) sulatde By you

Sarrah west L

The Cowrse dotads sve ae ofows
——
Distesan Caryteate i Dhurh Course deinls
et
Uyt Courpee Vs —y Maliaey AL
Fedouw:ee | then
Ouruss (roev) |
- Covtee catogiry
¥ Cusrnen |
The Contmmnstvs Mt Bincamacinsin
Cost per pace

Lafest Courses 10 hook
e
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Step by Step —Booking a CMD Course

You will also receive an auto email response like

Diocese of Salisbury free course booking request: The Contemplative Minister [Scanned]

r

fiona.torrance@salisbury.anglican.org
Sent: Thu11/02/2016 13:10
To:  Adrian Smale

*%=%* Auto response ***

Dear Adrian Smale,

Thank you for your booking request on the course below.

Course: The Contemplative Minister
Location: Grove Farm House, Melbury Abbas SP7 @DE

lihen: 18:88 - 16:88, Wednesday 14 September 2816

Your request will be dealt with shortly.

Course Admin Team, Diocese of Salisbury

And if you go to the top right of the screen and click on your name —Select My courses

THE CHURCH
THE DIOCESE OF SALISBURY L/ OF ENGLAND

DIOCESE OF SALISBURY

Go

Home » Leaming » Courses » The Contemplative Minister
| Contents | [WVigwH | Edit |

B e e R R

Requests awaiting confirmation »

T mtrergiatice Wasiate
ALy of Refyn N 5 SagEe e ke e 8
Vo Wi Valtes) MiBae
xe
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Step by Step —Booking a CMD Course

Once this course booking is confirmed you will receive a confirmation email and this will be
updated in your My Courses section.

Need to cancel the booking? — Simply press/click button below

Home

Adrian Smale’s dashboard

Latest courses to book online My course bookings

Click on the headings below to see your course bookings.

e Requests awaiting confirmation »
Renewing
Pray « Serve *» Grow

The Contemplative Minister

A Day of Reflection to deepen our practice
Grove Farm House, Melbury Abbas SP7
0DE

Gefting to know you
The Basis of Pastoral Care
Places available

i -
Renewing
MPray * Serve * Gn

i
- C e -— PRESS this button to
"ﬂenmmg.. P cancel

Pray * Serve * Grow
3 L anrem

The Contemplative Minister
Recapture the comtemplative heart
of ministry

Places available

To continue booking courses please go back to the courses screen
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Step by Step —Booking a CMD Course

- e —

Adrian Smale's dashboard ——

-

R - =

rwewy

S o T ‘g St B e o0 | e b

Requests awaiting confim ..

R

Cahiaistion talatien rmﬁ Courses screen

PO B can be accessed
A Dy of Rafe on W Seeger s pETe from here

o Parm Pone Malinry Adtee SH7
e

P S e ]

i e oo Courses screen
— — can be accessed
S — from here

This area will keep a list of courses past and present and the ability to check details at any
time. This information is live so if any changes to the course do occur you can be confident
that they will be updated here

If you have any further questions please do contact LDMT Office on 01722 41944
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Step by Step —Viewing your courses and cancelling a
Course booking

Step 1 Firstly login

THE CHURCH
THE DIOCESE OF SALISBURY OF ENGLAND

DIOCESE OF SALISBURY
Go

Home

usemame  |cdeburgh

Password |nonoo o

~Log in

Forgot your password?

New user? Sign up here.

Step 2....Then click on your name to review the small menu top right

THE DMOCESE OF SALISABURY

QIOCESE OF SALBAURY

Diocesan Synod

~click hera for the latest

Ths month Montal Health Matters > »>>

Step 3 — Click on My Courses
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Step by Step —Viewing your courses and cancelling a
Course booking

)

Charles DeBurgh's dashboard

My course Dookings

The . CHE P FeaBe) e 1l wew yag | e b mIg
f*id?;&l?n' Confirmed bookings »

Agrgem Term 1 Isune

£ penw T unISILINORg Cur tam
53 e L3 e £
et

AA

You may have Booking requests /Cancellations as well as Confirmed bookings as shown
above

—ee

Charles DeBurgh's dashboard
Engponal | earmeyg Dwy for LM

Al:([\&lm;I:

—
Anthenn Tern 1 Comive Uniled Chureh WineSaster SO03 BR2
A Pate 0 CrURACey s Wl
0 et can e b

Faces pakatee

My courss DOOkngs

TN Tw Seetigm herie 1) gme W T WS DoCETTY

Confirmed bookings »

Lset Wat anct [ estimoms
St 8w don of B e g i
Chunh ouse Salisinrny 59 208

R e
as "
)
2 Pemrw
~emam
—
- %
E \ateguarting ! nurstston Dimmng
Se= ‘ Trostruige 5t Jemes
Postomnl Asmivtaret | remng
Cumeww
For thase T faee stwedy
Wartind e Towter sette (P4
Faces semtntse
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Step by Step —Viewing your courses and cancelling a
Course booking

iy ™~ Get a working knowledge of the law conceming wills

Church House, Salisbury SP1 2QB

Safeguarding For ion Training

Places available

M « ovsieaing Miststerial Devebapment
| ——
Lay Pastoral
Assistant
Course s "
[T

Cancel booking

Safeguarding Foundation Training
sk Trowbridge St James

Pastoral Assistant Training
Course
For those that have already

attended the Taster session ONLY
Places available

All current courses »

Cancel booking

To cancel any of your bookings simply click —cancel booking

Home

Charles DeBurgh’s dashboard

Latest courses to book online My course bookings

Click on the headings below to see your course bookings.

The | Ul
A" Ic{fwlm Confirmed bookings >

‘n

A guide to understanding our faith

Regional Training Day for LLMs
Matthew - a Gospel with Attitude

R G United Church, Winchester S023 8RZ

S0 we can share it
Places available

unsbeaing Viiisterial (e ebpmient

D

ing wills
Safeguarding Foundd
Places available

[ oK ] [ Cancel

Lay Pastoral
Assistant
Training

Course

rEBE

Cancel booking

It will ask for confirmation - press OK if you wish to continue
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Step by Step —Viewing your courses and cancelling a
Course booking
Charies DeBurgh's dashboard

LSS COUNSES 10 DOOK Orne

My COWSE DOOKINGS

Clek 00 e hestngs deloe 22 sex p2ur coore Bookings

r"flc(ﬁwlm Confirmed bookings »

Lant W andt [ wwtsmompl

Gel & mukng fnowiecpe of e faw toncamng wily
Chuny Mouse. Saisbury 571 208

Anmhertes Twrm t Courmm

A guite 12 UNCeTIINGNG Our fath
30 we cam share @

Plares quslatee

Sefeguarding Foundston Trammng
Trowtnage St James

Cancelled or rejected requests »

Flegpenal Timsneg Dy fue LSS
el Matthes - 2 Gospet with Atde
Uretos Crrth, Wishester 503 SRC
. =~
o ey

N

M Tureex cowrves —— et e

Confirmation that you cancelled this course is now shown in your my courses record as
above

If you have any further questions please do contact LDMT Office on 01722 41944
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Step by Step Lost Username or Password

Step 1 - If you don’t remember your username please email LDMT@salisbury.anglican.org
with your full name. We can then advise your username

(NOTE usernames and passwords are CASE sensitive)

Step 2 now you have your username — click/press —Forgot your password?

;

New wser? Sgn ap hews

Step 3 enter your user name (exactly as given) and click —Start password reset

na MO
LS OF SALISBURY m F ENCLAN

POCTW OF ARy

Murne

Lost Password

FOr Sacunty asons. we StOre your Password sncrypted, and cannot man it 1o you It
YOu would Nie 1o reset yOUT PILSWONE. Ml Out the form Delow aNd we will send you
an eman 3 the 234ress you Qave when you regrstersd 1o 3tarn the process of
reseting your passwerd

Lot Papwwant

Sy i 16 Lost Password

e L My user name is |fb|ogs
I s Wil ot menk S0 you (0 exmple. @ you SOPEL YO uber | “Start password reset -
N Champedd | contac ! ING S50 AmRUsy Bt

You will now see this confirmation
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Step by Step Lost Username or Password

THE CHURCH

W SALISBURY 7 OF ENCLAND

COCTIE OF 1AL A"

Password reset confirmation sent

YOUr PISIWOID reset request Nas Deen mailed. It ShOulS Arrive In yOur maibox
Moty When you receive Ihe message. visa the 330ress It CONLAINS 10 reset your
patsword.

Step 4  -check your email for an email from the Diocese i.e.

b i . . ’ . .
# [search Fiona Torance £ =1% | Diocese of Salisbury [fiona.torrance@salisbury.anglican.org]
Arranged By: Date Newest on top ‘ A1 Sent Thu30/06/2016 11:04
_|l| Tor Adrian Smale
—_|[& Today i
A 1|
"+ | Diocese of Salisbury 11:04

Password reset request [Scanned]

|| (= Fiona Torance 10:03
RE: Cookies —ref visit to New York in the kitchen.., The following link will take you to a page where you

And click/press the link

The following link will take you to a page where you can reset your password for Diocese of Salisbury site:

hittp://www.salisbury.anglican.org/passwordreset/2d4abdf673edf3d73febc08fof35a8fh

(This link is valid for 168 hours)

If you didn't expect to receive this email, please ignore it. Your password has not been changed.
Request made from IP address 82.23.145.4

Step 5 -enter your username and then a password twice — Then click/Press Set my
password
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Step by Step Lost Username or Password

» TR CunCH

THE DIDOESE OF SALISBURY J OF ENGLAND

DICCERE F AnLmmuny

Home

Set your password

Fiaase Nl oot the form below to Sat your password.

New Pasawocd

My user name 3
[

AY el narw My senlic atox

Set your password

New password

Ertan g new pawymont Mirmemum o acie

Please fill out the form below to set your password.

New Password
Coafirm password
He -etter Po paitseod Make 2000 Po patsecods o Sentfy My user name Is

I

Enter your user name for verification.

|fblogs x

Set my pasgword New password

Enter your new password. Minimum 5 characters.

Confirm password

© 300 Deocens = S0ty Sln M | Atamuianly | Condact | \ s | BALDN

Re-enter the password. Make sure the passwords are identical.

You will then see confirmation that you have successfully completed

6'.) WL CHURCH
THE DIOCESE OF SALISABURY J OF ENCLAND
BOCESE OF SALWGURY

i
b m--_“
Hame

Password set

Your passwore has been set successtully. You may now jog in with your new
password.

TIP: Now save your username and password somewhere safe for next time

If you have any further questions please do contact LDMT Office on 01722 41944
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