
West Oxfordshire Methodist Circuit

Help-sheet on how to enter your availability online via Chrestos 

Please follow these steps to enter your availability to preach for the next quarter 

Logging in: 

1. You should have a user name and password to log in to the system. If you don’t have these then 
please contact the Circuit Office. 

2. Go to the circuit web site https://www.westoxfordshiremethodists.org.uk  and  click the little 
cloud in the grey bar at the bottom right hand corner of the page (you may need to scroll 
down to see it). Enter your user name and password carefully. If it doesn’t work first time 
delete the whole thing before starting again. Its easy to hit a wrong key or put a capital letter 
in the wrong place. If it doesn’t work after a few tries ring the office. We cannot tell you your 
password - so please keep a careful note of it, but we can reset it to the default and you will 
then need to change it. 

3. If this is the first time logging in, or if you have just been given a new password, you will need 
to change your password to something unique to you . Click ‘Account’ (top right - a little 
person in a blue circle). Click Set password on the left hand side. Make sure you have a note 
of it to use for next next time, or save it in your password manager. Click Save or  Go Back to 
return to the dashboard screen. 

4. Once you have access to the site you will see the dashboard which some pictures and titles. 
Click the one that says ‘Availability’ - it looks like a clipboard with a small clock in the corner. 

5. You should now see a list of quarterly periods (eg 4th June 2023  - 27th August 2023). Click 
the period that you want to enter your availability for (usually the top one). 

6. A box will appear, asking you if you are available to preach 
for the coming quarter, or not. If you are able to offer 
appointments, please click on ‘Available’ to enter your 
availability. However, if you are unavailable for the whole 
period, please click ‘Unavailable’ and notify the 
Superintendent of the reason. If you have marked yourself as 
unavailable, then all you will need to do is click on the green 
‘save’ arrow on the left hand side of the screen and log out by 
clicking the the Exit arrow in the top right corner. 

7. If you have clicked ‘Available’ you will be presented with the Availability Screen: 

• The available dates are shown in a list, with three grey crosses next to each date.  The 
three columns are for three periods in the day: Morning, Afternoon (12pm - 5pm) or 
Evening services (After 5pm). For any date and appointment slot you are available for 
preaching, please click on the relevant grey cross to turn it to a blue tick.  

• For example - in the example below, if you were available to preach on 6th September on 
the relevant red crosses to show if you are available morning, afternoon and / or evening. 
This will change the red crosses to blue ticks. 

https://www.westoxfordshiremethodists.org.uk


•  Some churches have afternoon services. Afternoon services sometimes include special or 
one off services. Please include evenings if you are available to take evening services. 

When you have finished, your grid will look something like this. Grey crosses are the times you 
cannot take services, Blue ticks - times you are available.  

Note:  If you have made a prior agreement to take a particular service at a church then you 
need to make sure you have made yourself available on that date, time and place eg. if you 
have agreed to take X church’s Church Anniversary, you must make sure you tick to be 
available on that time and date otherwise you cannot be planned for it.  You should also have 
let the Superintendent know and put a comment in the comment box at the bottom of the form. 

If you click a cross by mistake just click the tick again to change it back. You can select the whole 
column by clicking the title at the top eg click the word “Morning” to change all mornings blue. You 
can then untick individually the ones you don’t want. Please give as many dates as possible to 
allow for flexibility, even if you wish to restrict the number of services you will take during 
the period.  

If you want to restrict the number of services you take in the quarter (but bearing in mind that 
the duty of Local Preachers under SO 563 is to be available for an appropriate number of 
appointments each quarter and to let the superintendent know of of any occasions on which you 
cannot be available) then see below. Greater flexibility means fewer LA’s. 

• Beneath the dates are two boxes: 

o ‘Maximum Sunday appointments this period’ box: Please enter in here the 
maximum number of services you are willing to take during the quarter. This is 
the total number of services you can be planned for in the quarter, regardless of how 
many dates you have made yourself available for above. Eg. if you have put 
availability for 10 dates above, but enter 3 in this box you will only be planned for 3 
services in total. But offering more dates allows greater flexibility to use your offer. 



o ‘Maximum appointments per Sunday’ box. This is the total number of services you 
are willing to take on any particular Sunday. If you are willing to take doubles (ie 
morning and evening) please type ‘2’ in this box. If you do not take doubles please 
enter ‘1’. 

 

The plan can now include regular midweek services or special festival services (eg. Ash 
Wednesday or Good Friday). There may therefore be a second set of boxes for weekday dates; 
Maximum weekday appointments for the period and Maximum appointments per weekday to 
complete if you are willing to take midweek services. 

• Use the comments box to enter any information you wish the plan maker to know. This 
could be information about transport, about not liking all age services, about services you 
have been invited to take - anything that might help with planning you to lead services 
during the quarter.  

• Once you have completed everything , click on the green ‘Save’ tick on the left-hand 
side of the screen (this is important - otherwise your selections will not be saved 
and you will have to start again) and then log out. Plan makers will now be able to plan 
for the next quarter based on your availability. 

If you get stuck or have any questions, please ring the office. 

Thank you


