How to use Ministry Scheduler

Soon you’ll receive an email from= == ====that will have a link and your logon parameters. You’ll click
on the link and get this window:
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| Holy Family Catholic Church

Ministry Scheduling Logi

‘ Usemame: | Famsey

Password: | seree

Remember me on this compuies

Click “Login.”



You’ll get to this window, the Home page.
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J Home | My Schedule ‘ Full Schedules ‘ Rosters ‘ My Profile | Help ‘ Logoui

f Dear Lynn Ramsey,
Welcome to the Web Terminall Here you can view your personal schedule, view full posted schedules, view rosters, find substitutes, and view and change your personal settings.
You can navigate through the terminal by clicking on the tabs above.

Click on the My Schedule tab to see your personal assignments.
Click on the Full Schedules tab to see full schedules.

Click on the Rosters tab to find contact information for others

Click on the My Profile tab to view or change your personal settings.
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You’ll note the tabs for My Schedules, Full Schedules, Rosters, My Profile and Help. I’ll go through what in-
formation is in each.



My Profile

The My Profile tab may be among the last things on the page, but it’s the first place of importance for you. It is

here that you make changes as it relates to which Mass times you wish to serve and what dates you will be una-

vailable. When you are done with any changes, hit “Submit” at the bottom of the page.
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General Information is where your basic information—phone numbers, email, address, email—is located.

Make sure you keep this information current.

Ministries and
Scheduling is
where you
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Sunday, 7:00 AM (CThurch]
Sunday, £45 AM (Church)
Sunday, 10030 AM [Churcs)
Sunday, 1215 FM [Church)
Sunday, 00 PM (Church)
Jamany 1, &45 AM: New Yaars (Cherch)
Jamsary 1, 300 AM [Church)
Jamgary 1, 10030 AM: Néw Yaars Day (Charch)
Jangary 1, 12:15 FM [Church)

would select the
Mass times
(Service prefer- -
ences) and una-
vailable times.

March %, 6:45 AM: Ash Wednesday (Church)
March 5, 0:30 AM: Az Wednesday (Church)
March 5 1210 PM Ash Wadnasday (Church)

To add a service -

March &, 4.30 PM. Ash Wednesday (Church) r

time, select Mareh S, 7:00 PM: Ash Wednesaay (Church)

“Add,” then se-
lect the Mass times you are available.
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To add a time
that you are
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unavailable, go
to Unavailable
dates/times,
then click e e Nl
“Add.”
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You can select a date range, a specific date, for a spe-
cific Mass time or a specific week out of the month.
Say, for example, you have a dance recital every
month on the third Sunday of that month. You can se-
lect that.




Additional notes and comments can be added by you. However, this is not the place to list your unavailable
dates. Use the “Unavailable dates/times” space for this.

Additional notes or comments

Plzase make sure to dick the “Submsut™ buSon ai e botiom of fes page 'when mished

Submit

My Schedule tab

You’ll use the My Schedule tab to access the dates that you are scheduled. The dates and times you are sched-
uled will be listed at the top.

If there are open spots that match your profile, then they’ll be listed below. You can click “Volunteer Now.”
It’s up to the Ministry leaders as to whether they’ll be automatically set or have to be manually approved.
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Substrute requests have been made at the folloving imes. To volnteer 1o 41 a postion, dick on the [velunteer now} Ink.

241 - EMHGC - Hegutar EMHC dvalunteer now)

Commants: | ba ot ol fowe Thank you

| Satwrdary, Ot 4 5:00 P 27t Sundas in Ordinary Ties (Shurch) - EMHC - Regular EWMHC ivolunbesr now)
Sub requested By Deb Chan
Comments: Dul of wem.



Full Schedules

This page lists all the Live schedules available. Click on one to open it.
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Clicking into the Aug 24 to Oct 5 schedule brings up the full schedule by Mass. Clicking on the link for each
Mass will show you each specific Mass full-screen. As you see in our example, there is an open altar server
spot. You would click this spot to volunteer for the spot.
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This page comes up when you click on the Mass time from the full schedule. It allows you to volunteer for
open spots.
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Sunday, Sep 28, 6.00 PM: 26th Sunday in Ordinary Time (Church)

4P
Vilunteers Resources
Loz Romana Raadar (Rar 1) USCEH Daily Raadings —
Rens Wesny Feane (Rer 2) E Oaly readings om tha Hew Amancan Bloie S|t
FEdward Coamass EMHC - Capisin
Audio for WSCCE Daily Readinns
e e é Ao recuidings of the daky eadngs. ‘ I}‘]
Mawrssn Huybers EMHC - Repua ENBC
Rk Hilyoars EMHC - Raguiar FAEC Sundgy Proves Tos Cotholics @
Bl s ace +
Chiialy Bulls EMHC - Repuar ENBC
Cindy Tyson FMHC - Ranuar PRS0
Margared Decker EMHC  Reguar ENEC
Loy Diesbder CMHC - Reguar CV
Farh Srsdan FMHC. - Raguiar FASC
Parck Haney EMHC - Reguiar ENEC
Loie= Rainey CMIIC - Reguar O
FEarhara Kakaskay FMHC. - Ranuar PG
Lynn Hamses Sllar Serpe Heguest syl
NOT FILLED Allar Server
*: rien

It also allows you to request a sub. Click “request
sub,” and this window comes up. Input your com-
ments, and click “request sub.” This will send an
email to all the qualified altar servers. Note that
the spot 1s not filled until someone replies, mean-
ing that you are still responsible for the spot until a
substitute volunteers to take the spot.

Position: Sunday, Sep 28, .00 FM 25th Sunday in Ordinary Time {Church) as Atar Ssever

Comments / reason. ||

Nevarmind Reguestsub |




Rosters

The Roster tab contains what the name implies: rosters of the ministries for which you are qualified. You have
access to email and phone number for each minister. It’s good to call someone when you’re seeking a replace-
ment, but you still need to go through the appropriate methods for officially seeking a sub.
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Help

The Help page contains a link to a How-To video on using the Web Terminal of Ministry Scheduler. There are
other videos on YouTube; search for “Ministry Scheduler.”
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