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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


Guide for Outgoing Churchwarden (2025/26)
Pilot of the New Visitation Process – parish portal
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.
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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: Complete the Articles of Enquiry (Form D)

If you held the office of Churchwarden in 2025/26, please complete this form. 

These questions enable you to fulfil your statutory duty to make 

Presentments regarding the life and property of your parish. You can 

complete the form online and return to it if needed before submitting.

1. Please click ‘Create New Article’ 2. Select a Parish 3. Complete and submit the required 

sections
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Step 3: Book an Archdeacon’s Visitation Service

After confirming your appointment, you will be taken to the Visitation booking 

page.

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.

1.

2.
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Step 3: Book an Archdeacon’s Visitation Service

Visitation Booking Confirmed
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Step 3: Book an Archdeacon’s Visitation Service

Visitation Booking Confirmed. You can click button “Change Booking”,  

“Back to Dashboard”, or “Log Out”

You can manage or change your booking via the 'Visitation' menu at the top 

of the page.
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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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