Guidance on completing the

Online Finance Returns

Contact Generous Giving,
Philip Leech, 0116 261
5244

Do you have your Parish
Code and Password

Go to
https://parishreturns.churchofengland.org

Click: ‘Log In”

Is this the first time you Click on ‘Create an account’ Enter your Parish Code and
have logged online? (bottom of the pop-up box) Password then click ‘Next’

Enter your details: Name,
Username, Password &
email address. Then Click
‘Register’

Enter your user name and password Click: “Login to enter or

view your data’

Do you wish to enter

e Click on ‘View your data’

Click on ‘Enter your data’



Yes
Is there more than 1 Select the church you want

church in your parish? to enter data for

No

Click on your church (2™
column)

Click on ‘Enter your data’

Do you need to include any Enter the Names and

Fresh Expressions in your description of the Fresh

return? Expression.

Click ‘Next’

Enter your data against the headings, which are the same as for the paper Return used in previous years. Where there

is no data to be entered, please enter ‘0’ (zero) All fields need to be completed.

Data can be entered in more than one session, at the end of each page there is a ‘Save and Return to Menu’ button.
Clicking on the ‘Save and Return’ button will take you back to the front page. Click on ‘Enter your data’ to input more
data. Clicking on ‘Next’ will take you to the next data entry page.

The navigation panel on the left of the screen shows which sections have been completed, or still require data entry. It
also allows you to acc¢ ss different areas of the Return without having to go through a section previously completed.

Has data been entered into

all 5 sections and does the

indicator show green ‘100%
complete’




Click ‘Submit Data’

Check figures on summary
page.

Are you happy that the

data entry is accurate?

Click ‘Submit Data to
Diocese’

This is the last chance to
change data

Are vou sure?

Click ‘Submit’

Do you want to view
the completed form?

No

Click ‘Log out’

No

Click ‘View report’

FINISH

Click ‘Save and Return

to Menu’

Click ‘Cancel’




