How to find an individual

1. Go to the Contact Search tab
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Use this page to find contacts within the CMS. To constrain your search at and below @ particular level in the diocesan structure. use the Place selector. To limit your search to @ particular role, use the Rale selector,

Advanced options aliow searches by pastcode. by rofe group and for past and future-dated posts.
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2. Enter the name into the Contact and the press Search.
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N.B. If you are looking for someone whose surname is likely to appear in the postal address (e.qg.
Way), put a tick in the box Search name fields only? To restrict the search
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3. If the details you need aren’t on the front screen, click on the purple box Open Contact to see the
full details
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Address 1 Label o' Work

Address 11 Line 1 o' The Diacese of Leicester
Addrest 1: Line 2 o' StMacting House
Address 1; Line 3 o' 7 Peacock Lane
Address 1: Town o' Leicester
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N.B. You will not see all the buttons that appear in the right-hand top corner of the screen print above
as the ability to make changes is restricted to certain Diocesan Staff for security reasons

4. Scroll down to find the details that you need



