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This is a long document, as it explains in great detail how to use the Online CRP
system. You may want to keep it open on screen while you use the system, or you
may prefer to print it out.

There is also a single page “Quick Reference” sheet, without screenshots etc, which
you can download from the Online CRP website.
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1 — Introduction to CRP

Following on from the adverse judgement in the Supreme Court earlier this year,
most Jewish schools will again be implementing a “Certificate of Religious Practice”
(CRP) for their admissions process for places in Autumn 2011. In most cases, a
large part of the CRP will be based on Shul attendance between 8" May and a
closing date which will vary by school — check with the school(s) you are applying to
for the exact dates. Borehamwood and Elstree Synagogue (BES) have put in place
an online system to assist in managing this process.

As with last year, BES are not able to read and interpret every school’'s CRP form,
and instead we will provide, on request, a letter, stamped by Rabbi Brawer,
confirming all the recorded attendance dates of your child. The schools are aware of
this. You will then need to fill in the rest of the CRP form, and send it, with the letter
from BES attached, to the school(s) to which you are applying.

The actual registration on Shabbat morning will be similar to last year, with two
changes:

You will be given a new card each week, which will be barcoded.

You will need to arrive at Shul between 10.15am and 11.00am to pick up your
card, but will not be able to “post” it until the end of the service or 12.00pm
(whichever is earlier).

Only Shabbat morning attendances will count and be recorded this year. No
attendances will be recorded on Yom Kippur, or mid-week.

More importantly, however, to reduce the workload on the office, a large amount of
the registration process has been automated and made available online. This will
allow parents to:

Register their children for the CRP recording system.
Check that the attendances have been correctly recorded.
Request their letters to the schools be printed.

You will need to go through the online registration process by 5.30pm on Thursday
at the latest, to have an attendance card ready for that coming Shabbat.

This document goes into the details of how to use the online CRP system and how

BES will be managing registration. For any more details on the actual CRP process,
you will need to contact the school(s).

Page 2



2 — Getting to the Online CRP system

The Online CRP system is part of the BES website. You can get to it directly by
going to:

http://www.borehamwoodshul.org/crp

Alternatively, you can go to the main page of the BES website and it will be linked
from there.

You will then see the front page of the Online CRP system.
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Online CRP Registration

Welcome to the BES Online CRP system.
If you have already registered as a user click here to login.

If you are not yet registered click here to register.

You can download full instructions for using this system, or alternatively a single page guick reference sheet.

For more general information on the CRP process, please go to the main CRP page on the website.

. © BES 2010. All rights reserved. Site Terms of Use Design © Polar Web Development 2010

If you have already registered for the Online CRP system, go to the “click here to
login” link.

If you have not yet registered for the Online CRP system, go to the “click here to
register” link.
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3 — Registering for the Online CRP system

Before you can have Shul attendance recorded, it is necessary to register online.

This is a three step process. However, you only need to complete it once.

You register YOURSELF as a user by clicking the “not yet registered” link.

This is in YOUR name, not the name of your child / children.

You will be sent an authorisation E-Mail to the E-Mail address you specify,

with a link to continue the process.

You then add your child / children to your registration (see section 5).

When you click the “not yet registered” link, you will see the following page.
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Online CRP Registration

From here, you can register yourself as a new user of the Online CRP system. You need to register YOURSELF on
this page, using YOUR name and E-Mail address. You will then be able to add the details of your child / children
subsequently.

Please fill in the details below (entries marked with a * are compulsory), and click "Register”. You will shortly after
receive an E-Mail at the address you have given, with further instructions. If you have not received this E-Mail
within 30 minutes, please contact the Shul office.

Parent's First Name *

Parent's Surname *

Parent's Address 1 *

Parent's Address 2

Parent's Address 3

Parent's Postcode *

Parent's Telephone *

Parent's E-Mail Address *

Register
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Online CRP Registration

From here, you can register yourself as a new user of the Online CRP system. You need to register YOURSELF on
this page, using YOUR name and E-Mail address. You will then be able to add the details of your child / children
subsequently.

Please fill in the details below (entries marked with a = are compuilsory), and click "Register”. You will shortly after
receive an E-Mail at the address you have given, with further instructions. If you have not received this E-Mail
within 30 minutes, please contact the Shul office

Parent's First Name = |M\ke

Parent's Surname * [Smith

parent's Address 1 * [1 croxdale road

parent's Address 2 [Borehamwood

parent's Address 3 [Herts

parent's Postcode * [wos 1aa

parent's Telephone = |[0123 456 7890

parent's E-Mail Address * [webmaster@borehamwoodshul.org|

© BES 2010. All rights reserved.  Site Terms of Use Design @ Polar Web Development 2010 J

On this page, fill in all the

requested information (all fields
marked with a * are compulsory).
Please note that this is YOUR
details, not those of your child /

children.

“Register”.

@| Once this is all filled in, press
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you specified.
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About Us Jewish Living Education Lifecycle Children BES Tribe Moving to the Area  Welfare Events

Online CRP Registration You then have to wait for the E-Mail
Thank you for registering. An E-Mail has been sent to your address "webmastergborehamwoodshul.org” with to arnve Please ensure you Check
information on how to proceed. If you haven't received this E-Mail within half an hour (please check any Spam / . ; N . B .

Junk filters), please contact the Shul office th | ngs I|ke Jun k or Spam fOIderS

as it is possible that, being an
automated E-Mail, it may be
incorrectly detected as Spam.
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When the E-Mail arrives, it will look similar to this (the exact look will depend on your
E-Mail program).

& BES CRP Registration - Thunderbird =10l =]

File Edit Wiew Go Message Tools Help

5. 7 U2 % 0l X 6 0. 0
Get Mail Write  Address Book Reply  Reply Al Forward Tag Delete Junk Print Back Forwards
= Subject: BESCRP Registration
From: BES CRP Online System <schooladmissions @borehamwoodshul.org=
Date: 12:06
To: webmaster @borehamwoodshul.org

Dear Mike Smith

This E-Mail address, webmasterfborehamwoodshul.org, has been registered on the Borehamwood and Elstree Synagogue
(http://www.borehamwoodshul.org) Online CRP Registration system. If this was NOT you, can can ignore or delete
this E-Mail and you will receive no further E-Mails from the system.

If you have registered yourself, you need to click on the link below to complete the process. You will then be
able to create a password to login to the system in future, and to add your child / children to the CRP =system.

You may want to keep this E-Mail, as you will always be able to login gquickly using this link, to avoid needing
to enter a password.

To login and continue the process, please click:
http://www . borehamwoodshul . org/crp/emlogin. asp?c=hrHkpyb3HMLof23jvOmRQFOLIMEVYRXCGER1EATYi

] “4

To continue with the registration process, simply click on the link at the bottom of the
E-Mail. You will then be taken back into the Online CRP system at the following

page.

Home  Siemep  Contact  MrssFecss @] This page asks you to set a

- ) password to continue using the
system. The password should
 Borehagood and Eistee | e easy for you to remember,
but hard for other people to
guess. Simply enter it in both
boxes and press “Set
Password”.
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Online CRP Registration

Welcome, Mike Smith.

Before proceeding, please set a password. This will allow you to login to the website without having to locate the
registration E-Mail. Please use a password that is easy for you to remember but hard for anybody else to guess
Enter this password in both boxes below, and then click "Set Password".

P—— Once you have done this, you
password (agaim) | will be taken into the main page
SavEmE of the Online CRP system.

© BES 2010. All rights reserved. Site Terms of Use Design © Polar Web Development 2010 )
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4 — Logging on to the Online CRP system

Once you have done your initial registration (detailed in section 3), you can log into

the Online CRP system using one of two methods.

If you still have the E-Mail from when you registered, you can click on the link again.
Once you have set your password, this will take you straight into the Online CRP

system.

Alternatively, if you go to the top page of the Online CRP system, and click the
“already registered” link, you will see the following login page:

Home Sitemap ™ RSS Feeds
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Online CRP Registration

Please enter your E-Mail address and password, and click "Login".

E-Mail address |

Password |

Login

If you have forgotten your password, please enter your E-Mail address below and click "Send Password". This will
send your password to your E-Mail.

|E*Mai\ address ‘l

Send Password

You can also get into the system without needing to remember your password if you have the original E-Mail you
were sent when you first registered. This contains a link that takes you straight in.

© BES 2010. All rights reserved. Site Terms of Use
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Simply enter the E-Mail
address which you used
when you registered, and
the password you
supplied, in the top two
boxes, and press “Login”.

If you have forgotten your
password, enter the E-
Mail address in the
bottom box and press
“Send Password”. Your
password will be sent to
you by E-Mail.
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5 — Using the Online CRP system

When you first log into the Online CRP system, after setting your password, you will

see the following screen.

& RSS Feeds

Home Sitemap Contact Search
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Online CRP Registration

Welcome, Mike Smith.

You currently have no children registered.

Add a child RequestLetters Edit my details

@ BES 2010. All rights reserved. Site Terms of Use
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Welfare

#al As you haven't yet
added any children,
they are not shown on
this page — once you
have started adding in
| your children, they will

appear here.

Events

To add a child, press
the “Add a child”
button.

5.1 — Adding a child

After pressing “Add a child”, you will see the following page.
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Online CRP Registration
Welcome, Mike Smith.

Please enter the details of the child you want to add in the boxes below. ALL the boxes are compulsory. Please
note that once you have entered the details, they CANNOT be changed, so you must ensure that all the
information is correct. If you came here by mistake, please click "Cancel".

Child's First Name

Child's Surname

Child's Date of Birth

Entrance Type Primary j

Add Child Cancel

© BES 2010. All rights reserved.

Site Terms of Use Design @ Polar Web Development 2010
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page.

You need to fill in all four fields
on this page — the child’s first
name, surname, date of birth
and entrance type (Primary or
Secondary).

Please note that these details
CANNOT be changed (although
they can be deleted if
necessary) once they have
been entered, so it is essential
they are correct.

If you make a mistake, press
“Cancel” to go back to the main

Once all the details are entered correctly, press “Add Child”.

Once each child is added, they will have a card available each week, and there is no

need to go through this process again.

Page 7



Home Sitemap Contact

& RSS Feeds

united synagogue
e OB T

Borehamwood and Elstree

Synagogue

About Us  Jewish Living Education Lifecycle Children BES Tribe Moving to the Area  Welfare Events

online CRP Registration
Welcome, Mike Smith.
You have the following children registered with the Online CRP system. Click the "View" button on any line above to

view the attendances recorded so far for that child. For children who have no attendances recorded so far, you
can also delete them from the system.

‘First Name |5urname ‘Date of Birth| Type ‘ View ‘ Delete

‘Jchn |Sm\th ‘04,:‘06;‘2005 |Pr\mary ‘ View ” Delete
‘13/‘11/20[}0 |Secnndary‘ View ”

Addachild | Requestletiers | Editmy details |

‘Jane |5m\th

© BES 2010. All rights reserved. Site Terms of Use Design © Polar Web Development 2010
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5.2 — Checking attendance records

You will then be returned
to the main page of the
system, with your child
showing. The process
can be repeated as many
times as necessary for all
of the children who will
be going through the
CRP process.

Note that only the top
child has the “Delete”
option available — see
section 5.3 for more
details.

The system allows you to check that your child’s attendance has been correctly
recorded. To view the current record for each child, press the “View” button on the

appropriate line. You will see a page like the following:

Note that it may take a few
days after any specific
Shabbat for the
attendances to actually be
recorded in the Online
system, depending on how
busy the Shul office is.

All attendances at BES,
together with other
attendance information
received from other United
Synagogue Shuls will be
shown here. For more
information on attendance
at other Shuls, please see
section 7.
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5.3 — Deleting your child from the system

As mentioned above, although it is not possible to change the details of a child you
have registered, you can delete a child for whom you have entered incorrect
information and start again. Please note that this is only available for children who
have no attendances recorded — children who have attendances already recorded
will not have the “Delete” button available.

To delete a child, simply press “Delete”. You will be shown a confirmation page to
check that you really mean to do this — if you do, press “Confirm Deletion”.
Otherwise, click on the “Go back to the list of your registered children” to go back to
the main page.

5.4 — Editing your own details

Although, as mentioned above, you cannot change the details of your children once
they are registered, you can change your own contact details if necessary. To do
this, simply press the “Edit my details” button on the main Online CRP page.

You will then see this page:

Simply edit any of the
details you need to
change and press
“Save Changes”.

Note that your
password isn’t shown,
but to change your
password, enter a
new password in both
boxes and press
“Save Changes”.

Or, you can press
“Cancel” to return to
the front page without
making any changes.
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5.5 — Requesting Letters

Once you have attained enough attendances to satisfy the requirements of the CRP
for the school(s) your child(ren) are applying to, we will issue letters confirming the
dates on which you have attended. These will be stamped by Rabbi Brawer, and we
have confirmed with the schools that these are acceptable in lieu of BES reading,
interpreting and filling in hundreds of CRP forms.

To request your letter(s), simply press the “Request Letters” button on the main
page. You will then see the following page.

Simply enter into the box(es) on the right hand side the number of letters you require
for each of your children and press “Request Letters”.

You cannot request letters for children with no attendances recorded.
You can request up to 9 letters per child.

You will then see a confirmation page, telling you to come back to check if your
letters have been generated yet by the Office.

Or, if you came here by mistake, press “Cancel”.
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If you press the “Request Letters” button on the main page again, you will see the
following.

At the top of the screen is a list of all the requests for letters you have made so far,
with a column on the end “Date Printed by Office”. If this is blank, it means that the
Shul office hasn’t yet processed your request for letters. If, on the other hand, it
shows a date, it means your letters have been printed and will be available for
collection.

You can also enter more numbers in the lower part of the screen to request more
letters should you require them.
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6 — The Registration Cards

As indicated above, registration on Shabbat morning will be slightly different to last
year.

You will need to arrive at BES between 10.15am and 11.00am to collect a
registration card, which will be generated uniquely every week and contain a
barcode. The card will look like this.

The card contains a list of attendances recorded so far, again so you can check that
all your attendances have been noted correctly. The barcodes are randomly
generated to identify you, and are identical. They are there to speed up and improve
the accuracy of the entering of attendances in the Shul office. The large “S” after the
name indicates “Secondary School” (Primary school entrance children will have “P”
instead.)

You will the need to “post” your card in the postbox which will open at 12.00pm or
when Shul finishes, whichever is earlier.

In line with last year, registrations for primary schools can be done by the child or

their parent, but registrations for secondary schools must be done by the child in
person.
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7 — Registration at other Synagogues

If you attend other United Synagogue Shuls on Shabbat morning, you can ask them
to send us the information on your attendance and we can then include it in the letter
we generate.

To do this, we will require a letter, signed by the Rabbi of the other Shul, confirming
your attendance and the date(s) on which you attended their Shul. We will then
include the information in our system, and you will be able to see it online and on
your weekly attendance card.

Note that this doesn’t include attendances at Yavneh College, when BES holds a
“BES Southside Shabbat Morning” there. As these are under the auspices of BES, a
duplicate set of CRP registration cards will be there and you will be able to register in
the normal way.

We are not able to add attendances from non-United Synagogue Shuls in our
system. However, if you attend another Shul, they may be able to write a letter
similar to the one you will get from BES, confirming the dates which you attended
that Shul, and you will then need to include it with your CRP form. You may want to
discuss this with the school(s) to which you are applying first.
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