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Thank you for taking part in the pilot of the new online Churchwarden Declaration & Visitation process. This guide explains 

your role as Incumbent (or PCC Chair) and what actions you need to complete in the parish portal.

Your Role in the Process

As the Incumbent or PCC Chair, you are responsible for completing the Certificate of Election of Churchwardens (Form C) 

after the Meeting of Parishioners.

This step starts the whole process and enables churchwardens to:

• Confirm their appointment

• Book an Archdeacon’s Visitation service

• Complete the Articles of Enquiry

When to Complete the Declaration

You should complete the declaration after your Meeting of Parishioners has taken place and the churchwardens have been 

elected.

Please do this as soon as possible, as churchwardens cannot proceed until the declaration is submitted.
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Step 1: Login and access

1.1 Go to the parish portal [https://dmsportal.chelmsford-diocese.org/welcome]

https://dmsportal.chelmsford-diocese.org/welcome
https://dmsportal.chelmsford-diocese.org/welcome
https://dmsportal.chelmsford-diocese.org/welcome
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Step 1: Login and access

1.2 Log in to the system – FIRST TIME

 1.2.1 Use the ‘Set Up My Password’ option. 

testing@email.com

testing@email.com

Click the “Set Up My Password” buttion Type in you email address & click 
“Send Password Setup Link”

You will receive an email, click the “Reset Password” button to set up new password
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Step 1: Login and access

1.2 Log in to the system – FIRST TIME

Click the “Reset Password” buttion You can type in your email address & new password to 
login to the portal

You need to choose the verification method. It cannot change 
unless you contact system administrator.



Guide for Incumbent / PCC Chair
Pilot of the New Visitation Process – parish portal
Step 1: Login and access

1.2 Log in to the system – ALREADY HAS PASSWORD

 1.2.2 select ‘Go to Login’ option 

Enter the email address & password, click “Log in” 
button 

Click the “Go to Login” buttion You need to choose the verification method. It cannot change 
unless you contact system administrator.



Use the Microsoft Authenticator App in your 
mobile phone.
You can download from App Store if you don’t 
have it
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Step 1: Login and access – verification

1.3 Verify you identify by Authenticator App

If you choose the “Recommended” methold Scan the QR code by the App. Enter the 6-digit code.
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Step 1: Login and access – verification

1.3 Verify you identify by Email Code

If you choose verify by “Email Code” Enter the code to verify

testing@email.com

You will receive a code after click the “Email Code” option
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Step 2: Declaring Churchwardens (Form C)

2.1 You will see the welcome page after login successfully. From the header menu, select ‘Form C’. It will bring you to the “Certificate and 

Declaration” page.

2.2 Select a parish to complete the declaration by clicking ‘Manage’.

You will see more than one parish if your role covers multiple parishes.
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Step 2: Declaring Churchwardens (Form C)

2.3 Please enter the ‘Date of Meeting of Parishioners’

Method 1
You can type in the 
date/month/year directly

Method 2
OR, choose the date by 
using the calendar 
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Step 2: Declaring Churchwardens (Form C)

2.4 Please provide the required Churchwarden details. For each 

churchwarden position, choose one option:

Choose one option 
for each 
Churchwarden from 
the drop down menu

2.4 Option 1: Has been duly elected – update details if needed.
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Step 2: Declaring Churchwardens (Form C)

2.4 Option 2: Will be replaced – add new churchwarden details 2.4 Option 3: Will be vacant
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Step 2: Declaring Churchwardens (Form C)

2.5 Click the “Review Form C” button 2.5 Review the information. You can click the button to “Print or Save PDF” 

for your record, or “Go Back & Edit”.
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Step 2: Declaring Churchwardens (Form C)

2.5 Click the “Confirm & Submit Declaration” button to submit. What Happens After You Submit

Once you submit the declaration:

• The relevant churchwarden(s) are automatically notified

• They will be asked to: 

1. Confirm their appointment online

2. Book an Archdeacon’s Visitation service

3. Complete the Articles of Enquiry

• You will receive notifications in the parish portal when:

1. A churchwarden confirms their appointment

2. A visitation service is booked

Step 3: Visitation Bookings

You can view and manage visitation bookings from:

• ‘Form C’ → ‘Visitation Services’
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Step 3: Visitation Bookings

You can view and manage visitation bookings from: ‘Form C’ → ‘Visitation Services’

Username

This allows you to see which services your churchwardens have booked.
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Step 3: Visitation Bookings

You can also schedule your visitation services. If you represent multiple parishes, 

you can book into various services to accommodate all your churchwarden 

declarations. 

1. Please scroll down and select all the dates you need to attend by clicking 

‘Book This Date’.

2. Confirm your booking by clicking ‘OK’ on the pop up window

3. This page also allows you to manage your bookings, including options to  

remove your visitation services as needed.

Username

1.

2.

3.

3.
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Support & Contact

If you experience any issues accessing the portal or completing the process, please feel free to contact the 

Diocesan Office for support. 

• Email database@chelmsford.anglican.org

• Tel 01245 982624, 01245 294418

Thank you again for your support in piloting this new process and helping us improve how we manage 

churchwarden declarations and visitations.

mailto:database@chelmsford.anglican.org
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