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UNDERSTANDING ROLES

The system offers different permissions within Ministry Manager, including whether you can see servants, edit
ministriesNHzy NB L2 NI az SiOo I ANRdzLIAY 3 2F (KSaS [N A&AA2Y A
with a unique set of permissionsyou can modify these roles or even create new ones by working with a member

of The Organized Church staff.

When you create a servant in the system you must assign him a role so he has the proper permissionsmeeded
use the systemlt isthereforeimportant to understand what each role can do before reviewing the more
advanced features of the systerilere is an oerview of the default roles antheir intended use

Guest Intended for guest users of the system. Typically this access is quite limited.

Member: Usuallyassigned tanembers or regularly attending visitors of the church.

Ministry Leader Lay members responsible for leading one or more ministries.

Staff Contact Staff members of the church responsible for overseeing one or more ministries.

Leadership Church leadership, whether pastosgnior administrators, or lay leaders

Maintenance Lay members or church stasponsible for the spiritual gifts ministry of the churcFhis group
overseesdata entry into system, provideend user help, and perforgvarious administrative functiorlgke
managing keyword lists

For a more detailed look at the capabilities of each role, please revie®¢taled Breakdown of Roles and
Capabilitiestable on the following page.
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DETAILED BREAKDOWRN ROLES AND CAPABIEIS

Capailities Guest Member | Ministry Staff Leadership | Maintenance

Leader Contact

View gifts W W W W

View ministries w w w

W
View own servant profile W W W
Viewall servant profiles W

View feedback

View ministry leader info

€ |&€ | | |[E |E |E

View staff contact info

Edit gifts

Edit ministries

Edit own servant profile W

Editall servantprofiles

Create gifts

Create ministries

Create servants

Create feedback W ) w w w

Delete gifts

Delete ministries

Delete servants

€ | | &€ | | (& (€ | |E | |& |€ | [ | | |E
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Capabilities Guest Member | Ministry Staff Leadership| Maintenance
Leader Contact
Delete feedback
View unpublished ministries ) W W
Rund C AMihRtryé Reports W W
Rund C AS¢riané Keports W W
PrintMinistry Books ) )

View Maintenance page

View keywords records

Edit keywords records

Create keywords records

Delete keywords records

Rename keywords records

Reassign Ministries

wS&aSi padswoRiNE Q

e | | (& | |E |E |E |E | | |E€ |E
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RUNNINGE | 9 4aCLb5 aLtR{hwto(

Welcome Andy StaffContact | /2 Sign Out | My Profile | Get Help| Send Feedback | @ ||

Ministry
Manager Ministries | Servants | Maintenance | My Profile

emo Servant Profile for Joseph User

Home
Gifts Joseph User Quick Facts
Ministries josephuser@organizedchurch.com Role: Member

Email Address:
Servants joseph.user@organizedchurch.com

by Name Personality: Preferred Phone:
by Gift task oriented, structured Church Membership: member of this church

by Gift & Personality . Warkshops: -unknown-
by Workshop = Teaching kids about the Bible, but not in a classroom Birthday: §
Maintenance i . Gift Weight
i Special talents and/or abilities: reative C — s
Feedback - Discernment 17
= Camping Wisdom 11

= Silk-screening t-shirts
= commercial driver's license

Spiritual Maturity:
New/Young Believer

Preferred Schedule
yearly

lfyouhavellJSNY A &a&aA2y (2 NYzy G, dcamd sognrRinyseivafth GndeN@uSignéintoNds LJ2 NIi
system, click on th&ervantstab at the top of the screen or th8ervantdink at the left ofthe screen. Click on the
servant of your choice. When the Servant Profile appears, clickitiee Ministriesbutton.

{2 hitp://new.organizedchurch.com/report - Windows Internet Explorer (=03 The SyStem will open a new window dlsplaylng an
¥l Adobe Acrobat report listing the mistries that
4 YFGOK (KS &S N®ondityQ¥ucd Fia |+ yR

A ABEPLIEERS) = JX N | E—

a e~ | [T also view a report that matchemlythed S NI y (i Qa
S tinises g e | giftsby clicking on thélinistries matching gifts only

gifts and personality
T Ministries matching 26 Ministries matching both gifts and .
1| Wt st ot link at the left of the screen.

Advance through the pages by clicking on the arrows
at the top d the screen or by scrolling down the

page.

You can save this report to your compuytattach it
to an email and send it to the servamt; rerun the
report as often as you like.

[ ——— -

7= | Organizedchurch.com Ministry Manager New Relesse v

R bbLbD ¢1 9 #& (LEb{5 {woowt h w ¢
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Ministries Servants Maintenance My Profile

Ministry
Manager
Demo

Home

Meal Preparation - Family in Need/Crisis

e Meal Preparation - Family in Need/Crisis

Ministry Area: -unknown-

Find servants ) A¥d to My Ministries

==, or part of a meal, for a family in need

Ministries
by Area
by Gift

by Gift & Personality Passion for

Welcome Andy StaffContact | />Sign Qut | My Profile | Get Help| Send Feedback | @

Ministry Leader(s)
Janet MinistryLeader -
janet.ministryleader@organizedchurch.com

by Ministry Leader u Staff Contact(s)

by Staff Contact » Providing food to those in need/crisis Andy StaffContact -

by Status How does this ministry support the church's mission? andy.staffcontact@organizedchurch.com

by Title = Enables the church, as the Body of Christ, to assist families in need Ministry Specifics

Print a Book Talents, skills, resources that would help this ministry Spiritual Maturity: Seeker
Servants - Per y: task oriented, unstructured
Maintenance = Like to cook and bake. Location: -unknown-
My Profile Schedule Spiritual Gifts
Feedback —unknown- ;e\ps

As needed erey
Comments

If you havepermission to run theél C ASgriaants

NJ yal2 el do son anyministry. Once you sign into the

system, click on th#linistries tab at the top of the screen or thilinistries link at the lef of the screen. Click on
the ministry of your choice. When the Ministry Profippears, click th&ind Servantsbutton.

(2 http:/inew.organizedchurch.com/report - Windows Internet Explorer (™=
[ 45 bttosnew. organzecchurch, comreport v

[Grganizedehurch.com Ministry Manager New Release
[Members Matohing Gitts for Ministry
resat rsuces e 17, 52 50

[ Sewants matching Meal Preparation - Family in Need/Crisis

gifts weps ey
1 servants found with matching gifts
1 [Janet ader

=

1012 maiches (z0)

s oy G o sy - Fape 11

The system will open a new window displaying an
Adobe Acrobat report listing theesvants thathave
the gifts indicated for this ministry

Advance through the pages by clicking on the
arrows at the top of the&een or by scrolling
down the page.

You can save this report to your computattach
the file to an email and send it to the ministry
leader,or rerun the report as often as you like.
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Ministry Welcome Andy StaffContact | >Sign Out | My Profile | Get Help| Send Feedback | @ ||
ini
Manager Ministries Maintenance | My Profile

emo stries by Title > All

Pﬂﬂe“nf:!? mmm

Home
Gifts
Ministries
by Area Ministry Leaders: staff Contacts:
2 Janet MinistryLeader - (999) 555-1212 o Andy StaffContact - (999) 555-1212
o Fred Jones - (999) 555-1212

Acolyte Assistants
Adults to oversee acolytes immediately prior to and during worship services. Launder acolyte robes quarterly or as needed.

Acolyte Coordinator
Provide training for acolytes. Provide a schedule for the acolytes and assistants (parents). Serve as acolyte assistant when needed.

Ministry Leaders: Staff Contacts:
2 Janet MinistryLeader - (999) 555-1212 o Andy StaffContact - (999) 555-1212

My Profile Adopt-a-Social-Worker
F:Edback Use pick-up truck, van, or car to help deliver household goods to families identified by Department of Social Services as being in need of such assistance.

Ministry Leaders: Staff Contacts:

SEARCH = Janet MinistryLeader - (999) 555-1212 @ Andy StaffContact - (999) 555-1212

Type a title:

Altar Guild
Prepare chancel area for each Sunday and for special events by filing candles, preparing for baptisms, caring for paraments and furnishings. Flexible timeframe.

Ministry Leaders: Staff Contacts:
2 Janet MinistryLeader - (999) 555-1212 o Andy StaffContact - (999) 555-1212

Assist with Mailings
Prepare, fold, stuff, and place labels on envelopes far church-wide mailings.

Ministry Leaders: Staff Contacts:
2 Janet MinistryLeader - (999) 555-1212 o Andy StaffContact - (999) 555-1212

IfyouhavelJSNY A & & A 2y (i Qou danchedite/alrepdre T 22K S EOKdzZNOKQa YAYAAOGNRSE D
system, click on th#linistries tab at the top of the screen or thilinistries link at the left of the screen. Then
click on thePrint a BooKink.

.

Welcome Andy StaffContact Sign Out | My Profile | Get Help| Send Feedback | @
Ministry ¥ I .~sig I My I pl (K] £
Manager inistrie Maintenance My Profile

emo Print or Save a Book of Ministries

E'Dfll“E Print or Save a Book of Ministries

Ministries
by Area

- This symbol marks fields that must be completed before you can save.
- This symbol marks fields that need changes before you can save.

HBook Options

& Personality

nistry Leader Sort by | -select- v @
by Staff Contact -select

by Status ministry area

by Title Status ministry area and personality
Y spiritual gift

Erntabook spiritual gift and personality

ministry leader

Maintenance ministry level

My Profile staff contact

Feedback personality

title

ou wish to show

Servants

ThePrint or Save a Book dflinistries screen will appear. Yawill have to choose a value ®ort by, such as
Ministry Area, Spiritual Gifts, Ministry Leader, e¥ou will then need to select ainistry Statusfor the book,
choosing Ministries still in Draft form, Ministries thzave become inactive or Withdrawn, or Published Ministries.

Once you have selected yobwok criteria, click théNextbutton to generate youbook.
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ch.comfock

Z http://new.organizedchurch.com/book - Windows Internet Explorer
45 httpi/inew.orgarizedchur

DB IS - Pl

~
Bookmarks *® _— =
P | Organizedehurch.com Ministry Manager New Releass E
. Published Ministries by Area
& | Options ~ oo pramucac: vt 1, 208, €11 2
&/ -unknown- SRR
e e Daily Bread Phone Caller
£ K] Adult Ministry ~ Call velunteers for specific jobs from a list provided by the minisiry coordinator.
[ children's Ministry How does this ministry support this church's mission?
~ Organizes volunisers to serve
[E] Community Qutreach
- i this ministry
&[] Creative Ats ~ Senies 1 the church and o oars
7
& Facilty Care Talents, skills, or abilties which would help this ministry
] Library ~ Organized and good phone Skils
&) nissions Gits
Feosonaity, Hes
[E] Music and Worship
Arts Ministry Specifics
Ministry Level: _Seeker
= . 7
& Hursery Ministry Fesonsity: e orered RS
[&] Parish Nurse Location: church
8] Rainbow Ministries Schedule
[ Recreation ~unknawn-
= [E] Spiritual Gifts LTI
Ministry
{&] welcome and Leaders
Outreach Janet MinistryLeader, contact: (368) 566-1212
X [E] Worship Staff Contacts
“Andy StifCantact, contact (029) B56- 1212
e
e
{1555 | organizedohurch.com Ministry Manager New Release =

The system will open a new wiod displaying an
Adobe Acrobat bok listing Ministriesorted by
your criterion. The bok shown at the left is

sorted by Ministry Area.

Advance through the pages by clicking on the
arrows at the top of the screen or by scrolling
down the page. You may also use the navigation
bar at the left side of the screen to cliok the

Ministry Area of your choice.

You carprint this book, save it to your computer,
attach the file to an email and send d@r rerun the
book as often as you likevith different Search
criterion. You may wish to keep a printed copy at

8 2dzNJ OKdzZNDK Q&

St 02YS OSyidSN

without internet access who want to explore your

OK dzNOK Q&

YAYA&alNE

2LIGA2yao®
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CREATING A NEW GIFT

Welcome Andy StaffContact | /> Sign Out | My Profile | Get Help| Send Feedback | @

Ministry
Manager i Ministries Servants Maintenance My Profile

Demo Gifts by Title > All

Home

Gifts Those people gifted in administration often lead others in carrying out the organization and structure of a ministry. Such people are gifted in the ability
by Title to coordinate many people with varying gifts in support of the ministries of the church.

Ministries

Servants

Maintenance

My Profile

Administration

Scripture: "And in the church God has appointed first of all apostles, second prophets, third teachers, then workers of miracles, alsa those having gifts
of healing, those able to help others, those with gifts of administration, and those speaking in different kinds of tongues." - 1 Corinthians 12:28

Feedback Apostleship
The gift of Apostleship enables a person to deliver the Christian message regardless of culture or language barriers. People with this gift are often drawn
SEARCH to the missions field perhaps even as a dedicated missionary and will often start or lead new churches or ministries.
Select a title: Scripture:
selec o "It was he who gave some to be apostles, some to be prophets, some to be evangelists, and some to be pastors, and teachers, to prepare God's
people for works of service, so that the body of Christ may be built up."” - Ephesians 4:11-12

Craftsmanship
Craftsmanship is the gift to design and/or build things which support ministry.

Scripture:

5 "Then the LORD said to Moses, 'See, I have chosen Bezalel son of Uri, the son of Hur, of the tribe of Judah, and I have filled him with the Spirit of
God, with skill, ability and knowledge in all kinds of crafts- to make artistic designs for work in gold, silver and bronze, to cut and set stones, to work
in wood, and to engage in all kinds of craftsmanship. ...Also I have given skill to all the craftsmen to make everything I have commanded you: the
Tent of Meeting, the ark of the Testimony with the atonement cover on it.... They are to make them just as [ commanded you." - Exodus 31:1-11

Creative Communications
Creative Communication allows a person to communicate the powerful truth of God's Word through various forms of art.

Scripture:

o "Praise him with the sounding of the trumpet, praise him with the harp and lyre, praise him with tambourine and dancing, praise him with the strings =
and flute, praise him with the clash of cymbals, praise him with resounding cymbals. Let everything that has breath praise the LORD. Praise the
LORD." - Psalm 150:3-6

Discernment

toread or hear teaching or study some action and determine if the education or action i i~

If you havepermission to create a gifyou may create a new spiritLigift profile. To create a new gift, click on the
Giftstab at the top of the page or click on ti@&ftslink at the left of the page. Then click on tRew button. The
New Gift Profile page will appear.

Gift DescriptionSection

Hre ==
e e o Gift Title: The nane of this spiritual gift.
Meaning [0} ) ) .
Meaning: The literal meaning of the word.
Description: A more detailed explanation of this gift and
< o g how it manifests itself within the church.
Description (0]
Characteristics of this giffTraits that servants with this gift
exhibit.
@moa i [i==um
S e Pitfalls: Potential negative traits that servants with this gift
Characteristics of this gift @ COU|d eXthIt.

@k == us
Characteristics must be < 500 characters long.
Pitfalls @
@ x == lus

Potential abuses must be < 500 characters long.
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ReferencesSection

DReferences o Key ScripturesMajor Bible verses that identify this spiritual
ey Scriptures
gift.

Further ReadingAdditional Bible verses relating to this gift,
LA T AT or other materialghat may be helpful to someone
possessing this gift.

Further Reading

Comments:Any additional information necessary about this
@ X l==unB giﬂ_

Further reading is optional but must be limited to <
1000 characters long.

Comments

@y ==lumn
Comments are optional but must be limited to < 1000
characters long.

When you have completed the spiritual gifts profile to your satisfaction, click o8akebutton at the top right of
the screen.Please note thaffiyouclick theClosebutton without saving, the system will not save any of your
changes.Once saved, your gift will now appeanr the Gifts screen.
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EDITING OR DELETINGIFT

welcome Andy StaffContact | > Sign Out | My Profile | Get Help| Send Feedback | @

ew { Edit { Deete) Close ] rint
Craftsmanship Meaning

Skill in the use of tools and materials

Ministry
m Manager Gifts Ministries Servants Maintenance My Profile Feedback
Craftsmanship

Craftsmanship is the gift to design and/or build things which support ministry

Use wood, cloth, paints, and other supplies to
make things which enhance the effectiveness
of other ministries.

= May perceive their gift as "unworthy" or "lowly” rather than a valuable contribution to the body of believers

Servants = May focus on getting tasks done and ignore or run roughshod over people who need help in their spiritual

Maint: growth.
i E".a"EE = May find it hard to remember that the things they make are tools in service to the Lord rather than the Meet tangible needs by using assorted tools
My Profile obiective and manual skills
Feedback ) : May find that others see them as "handy" or
= 'Then the LORD said to Mases, 'See, 1 have chosen Bezalel son of Uri, the son of Hur, of the tribe of "creative”,

Judah, and I have filled him with the Spirit of God, with skill, ability and knowledge in all kinds of crafts- to
make artistic designs for work in gold, silver and bronze, to cut and set stones, to work in wood, and to
engage in all kinds of craftsmanship. ...Alsa T have given skill to all the craftsmen to make everything I have commanded you: the Tent of Meeting, the ark of
the Testimony with the atonement cover on it.... They are to make them just as I commanded you." - Exodus 31:1-11

= Exodus 35:31-35

= AcCts 9:36-39

= 2 Kings 22:5-6

Edit History
1D: GIFT-2
last update: 8/22/2007 (Wed) 04:51:19 PM

If you havepermission you may Edit or Delete a Spiritual Gift. Click onGliestab at the top of the page or click
on theGiftslink at the left of the page. Then click on the desigétd Once the Gift Profile appears, either click on
the Editor Delete button at thetop right of the page.

If you choose to dit the gift, when you click the button the Gift Profile page will appear, god will be allowed to

makeyourOK I y3S & & 60{ SS &/ NBI (iPlegsa note that &fier maKIng yoar changesyaditsBhd mn @ 0

click theSavebutton to save your changes. If you click Blesebutton without saving, your changes will be lost.

If you choose to delete theifg, click on theDeletebutton. A confirmation dialogue box
g At f Ardyaulsurgyou want to deleteithgiftZ OKif yad Wish to proceed or
Cancelf you wish to keep theif.

1
H

| P

i W) e you sure you want to delete this gift?

==

LF &2dz LINPOSSR> I &AONBSyYy gAff AYRAOFGS a¢KS NBO2NR
you to the Gifts page.
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