Placing details of a Bishop’s Certificate Training 

event on the Diocesan Website

If you are running a Bishop’s Certificate in Children’s Ministry (Level 1) series and are prepared to offer people from other parishes who may have missed a session, the opportunity to attend one of yours, follow one of these routes:  

The step-by-step way:

· open the diocesan website: www.manchester.anglican.org 
· click the red ‘events’ button in the left hand column

· click the red ‘submit an event’ button on the left

· complete the details requested *

· click the grey ‘submit’ button at the bottom of the page

The quick way:

· go straight to the ‘submit an event’ form by going to: http://www.manchester.anglican.org/events/submit-an-event
· complete the details requested *

· click the grey ‘submit’ button at the bottom of the page

*
Notes on entering details:

Under Event Name put the name of the session 

eg ‘How Children Develop’
Under Description just put ‘Bishop’s Certificate in Children’s Ministry (Level 1)’, and the number of the session, eg ‘Session 2’

Fill in the rest of the details – time, place, person to contact – specific to your event.

NB the start date is the date of the session and should be entered in the form: DD.MM.YY   ie 9th July 2009 is:  09.07.09

Leave end date blank

Finding details of a Bishop’s Certificate Training 

event on the Diocesan Website

If you have missed a session of the Bishop’s Certificate in Children’s Ministry (Level 1) and want to see if another parish is running the session you need to complete the series, follow these steps:
· open the diocesan website: www.manchester.anglican.org
· click the red ‘events’ button in the left hand column

(or you could go straight to the events page by going to: http://www.manchester.anglican.org/events )

· The grey oblong box towards the top of the page has two white windows. The right hand one ( headed Category: ) will probably say ‘General’. Click on the small, black, downward-pointing arrow at the right-hand end of this window

· A list of categories will appear. Click on ‘Bishop’s certificate training’ and this category title will appear in the ‘category’ window.
· Click on the grey ‘Search’ button directly under the ‘category’ window, and details of all Bishop’s Certificate in Children’s Ministry (Level 1) sessions that have been submitted to the website will be displayed.

· If you find the session you have missed and the date and place are suitable, contact the ‘contact person’ to ask if you can attend.
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