How to change privacy settings and amend details

1. Click on the URL to the CMS portal that is provided to check and update your settings /
details
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Please be reassured that access to private data will be just as protected when the portal is featured on the new website. The change of website does not mean any risk because your data remains within the existing CofE portal under whatever settings you choose. If you have
any queries about the new website please do not besitate to contact the Communications team 2t the Diocese of Leicester on about the about the portal database GDPR please contact

The Revd Rapert Alle.

DAC Secretary & Database Masager

2. You can use this page to update information which may not be listed (i.e. change of address
or email address. Once you have confirmed details you will need to select your privacy
settings from this webpage, you will need to click onto the black tab next to your information

PLEASE CHECK YOUR CONTACT DETAILS AND AMEND IF NECESSARY

Main details

& PRIVATE




3. You will then need to select an option for how you would like your data to be viewed (you
will need to do this for each individual field). There are three categories to choose from:

e Public — Anyone can see your data

e Diocese — Someone approved by the Diocese and is in a role within the Diocese can
see your data

e Private — Only staff at the Diocesan office (including Bishop's Lodge) and Area /
Assistant Area Deans can see your information

PLEASE CHECK YOUR CONTACT DETAILS AND AMEND IF NEC

Main details

Sumame * Baker

Forenames * Aviel, ERzabeth

Intiats A

Known as* aiel

Title Miss.

Address 1: Line 1 The Diocese of Laicastel DIOCESE »
PRIVATE

Address 1: Line 2 St Marting House
DIOCESE
PUBLIC

Aadress 1:Line 3 7 Peacock Lane —

Adaress 1: Town Leicester DIOCESE ~

Address 1: County

Work Phone 0116 261534 DIOCESE +

4. Asyou can see it has now saved the option of “private” as requested
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Main details

Sumame Baker
Forenames * Aviel Elzabeth
nitists

Known as *

The

Address 1- Line 2

Address 1 Line 3

Address 1: Toam Leicaster

ABIIess 1 County

Address 1 Fasicode LET5PZ

Hama Phone a

Work Phone 01162515334

Moie 7741245885



5. You can also use this page to add any additional roles which are not listed on your database
profile. If details remain the same select “no” and if there has been a change in roles select
“yes” and enter in the text box your role and where it’s based.
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Email Address Avel Baker@Le

Further contact details

Assigned roles

Administrative Assistant @ Diocesan Secretary & Chiet Executive's Office (Department) [T
Diomai and Diocesan Offices (Office)
thedral and Diocesan Offices (Ofice)
DBF Staft @ Cathedral and Diocesan Offices (Office)
CMS Adminstrator @ Leicester (Diocese)

. Yes @ N
‘re the above roles cormact o
Please let s know of any changas. inciud the dates when roles
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Submit form

Are you sure these datais ars cormect 0 the best of your knowledge ) You must tick this box before submitting!

(Dstais wit be submitted. Once submted you will bs unable to updat your detais via this form ) [5)
v

6. Once you are happy with the information provided, tick the check box to show that the
details are correct and click submit

7. Done! You will then be taken to the page below for conformation of changes.
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