Parish Place Audit

You will receive an email from ‘Diocese of Coventry’ with the subject ‘Place Audit’. Click on the link at the bottom of the email to be taken to a
summary page listing all the people currently holding auditable posts in your parish. The page will look similar to this:
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The action to be taken will vary depending on whether the same person is staying in the role or not. Please follow this flowchart to determine

what action to take for each role:

Current post-holder
remaining in role
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New post-holder

l
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Click on ‘view details’ for each role in turn and then select the relevant action:

EMD POST

if the ksted post holder i no longer in this past then you may end this post by setting the
post's end date (past or future)

NEW POST HOLDER

If & new contact is now in this post then you can searching for the new post holder within
thi CMS. If the post holder is not yet in the system, you can ask for a new record to be
created.

~

1) NO CHANGE
Select this option when the same person is remaining in post.

If no changes are needed to the contact details, click ‘continue to review’. On the next screen, select ‘submit your audit for this post’. You will
then be taken back to the summary page.

If changes are needed to the contact details, tick the check box ‘if these contact details are incorrect and you would like to submit alternative
details’. Enter the details of any amendments needed to the contact details then click ‘continue to review’ at the bottom of the page.

On the next screen, select ‘submit your audit for this post’. You will then be taken back to the summary page.
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2) NEW POST HOLDER
Select this option when a new person is taking over from an existing post-holder.

Often, the new post-holder already has a diocesan database profile as they may hold other roles or have held roles previously. In order to avoid
duplicate records, you will be prompted to search so that the database can check for any existing matching profiles.

Enter the forename, surname, and email address and click ‘search for an existing contact’, this will display a list of potential matches. If there
are many potential matches, select ‘show more’ to continue reviewing the list.

a) Ifthe personyou are looking for is shown in the list, click ‘select this contact’
b) Ifthe person you are looking for is not shown in the list, click ‘request a new contact is created’.

You will be taken to a screen to review your selection and to set a succession (ie. start) date. This will usually be the date of your APCM.
There is also an option on this screen to let us know if the previous post holder has died. If this is the case, please tick the box.
When you are happy with the entered details, click ‘continue to review’ at the bottom of the page.

On the next screen, select ‘submit your audit for this post’. You will then be taken back to the summary page.

3) REQUEST A NEW POST
Select this option when a new person is filling a role that was previously vacant.

From the summary page, select ‘request a new post’ at the bottom of the screen.

Request that a new post is created within the CMS
If you don't see a post that you believe should come under this audit's criteria, please use the following option.

This will submit a request to create a new post, with a contact to fill the new role.

Request a new post
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This will open the following screen:

Place Audit
Place Audit Request a new

Post Details

| ‘7:

Please enter the following details you would like to have on the new post
Post Role © Post Place 7 Start Date 7

Post Holder Details

Here you may choose for a post holder to be added to the new role. You can choose to have an existing contact within the system, or for a new contact to be created

You may alse choose to create a vacant post, instead of providing a post holder.

Search for a new post holder

Please fill in the following information regarding the new post holder. Then click the search button to see if they already exist within our system.

Forename(s) *
Sumame =

Email address

In ‘Post Role’ - click the down arrow and select the role to be added (PCC Treasurer, PCC Secretary, etc)
In ‘Post Place’ - click the down arrow and ensure that Parish is selected.

Enter a Start Date, this will usually be the date of your APCM.

Often, the new post-holder already has a diocesan database profile as they may hold other roles or have held roles previously. In order to avoid
duplicate records, you will be prompted to search so that the database can check for any existing matching profiles.

Enter the forename, surname, and email address and click ‘search for an existing contact’, this will display a list of potential matches. If there
are many potential matches, select ‘show more’ to continue reviewing the list.

a) Ifthe person you are looking for is shown in the list, click ‘select this contact’
b) If the person you are looking for is not shown in the list, click ‘request a new contact is created’.

You will be taken to a screen to review your selection. When you are happy with the details entered, click ‘Submit with post holder’
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4) END POST

Select this option when a post-holder is standing down (or is deceased) but there is no-one currently available to fill the role.
Enter the date that the person left their post, then click ‘continue to review’.

There is also an option on this screen to let us know if the previous post holder has died. If this is the case, please tick the box.

Emails to Contacts

When a new contact is added, or an existing contact is modified, the user will receive an automatic email from the database. This will enable
them to check and confirm their details and privacy settings.

Completing the Place Audit

Once you have audited each of the posts in the list with one of these options, the initial summary screen will show ‘“100% completed’ on the progress bar.

Your Place Audit is now complete and all of your submissions will be reviewed and confirmed by the diocesan database administrator.

Need any help?

If you think you made a mistake with any of the submissions, or if you need any further help, please contact parish.info@coventry.anglican.org
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