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FOR THE CHURCH ADMINISTRATOR

Admin & Setup Guide

Setting up your church: branding, team, roles, modules and getting data in.

Screens from the live demo, “St Aidan’s Parish” · demo.vestry.shire-tech.co.uk



Vestry — Admin & Setup Guide 2

GETTING STARTED

First steps
When your church is first set up, the dashboard shows a Getting started checklist. Work through it and you'll

have the essentials in place: service times and welcome text, your contacts, some events, your team, and a

giving fund.

Everything below is reached from the Settings and Team areas in the left-hand menu.

The getting-started checklist guides a new church through setup.
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SETTINGS

Public content & branding
Under Settings you set the church name, your service times and a welcome message — these appear on

your public pages. The Public branding panel lets you upload a logo, choose a brand colour and write a

tagline.

Your branding is applied across your public landing page, What's On, Give and sign-in — so the site visitors see

looks like your church, not a generic template.

How it connects
→ Branding shows on your public landing, What's On and Give pages.

→ Service times and welcome text appear on those public pages too.

Settings — public content plus the new logo, colour and tagline branding.



Vestry — Admin & Setup Guide 4

RESULT

Your public church page
This is what visitors see at your church's web address before logging in — your logo and colour, tagline,

welcome, the next few events and your service times, with clear buttons to What's On, Give and sign up. It

updates itself from your calendar and settings.

Your branded public landing page — generated from your settings and calendar.
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PEOPLE

Roles, team & permissions
Add staff and volunteers under Team, each with a role (Vicar/Lead, Churchwarden, Treasurer, Safeguarding,

Office, Group leader, Member). The role decides what they can see — sensitive areas like pastoral and

safeguarding stay restricted automatically.

For finer control, create custom permission groups (tick exactly which sections a person can access) and

assign them on the Team page. Staff sign in with a 6-digit email code — no passwords to manage.

Members get a simple personal portal; staff can switch to it with My portal and back with Staff dashboard.

How it connects
→ Roles gate every sensitive section across the app.

→ Permission groups override the role defaults when you need something bespoke.
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PLAN

Modules & billing
The free core (contacts, calendar, rotas, events, sign-ups, documents) is always on. Premium modules —

Giving, Safeguarding, Bookings, Communications, Worship, Property — are switched on per church. Your

Billing & plan page shows what's active; licensed churches get everything at no charge.

Switching a module off simply hides its menu items and blocks its pages — your data is never deleted.

Billing & plan — see which modules are active for your church.
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DATA

Importing your contacts
You don't have to type everyone in. On Contacts → Import you can upload a spreadsheet (CSV) of names and

emails to bring your whole list in at once. People can also add themselves through your public sign-up form,

which records their consent automatically.

How it connects
→ Imported people are ordinary Contacts — ready for groups, rotas and messages.


