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UNDERSTANDING ROLES 

The system offers different permissions within Ministry Manager, including whether you can see servants, edit 

ministries, Ǌǳƴ ǊŜǇƻǊǘǎΣ ŜǘŎΦ  ! ƎǊƻǳǇƛƴƎ ƻŦ ǘƘŜǎŜ ǇŜǊƳƛǎǎƛƻƴǎ ƛǎ ŎŀƭƭŜŘ ŀ άǊƻƭŜέΦ  .ȅ ŘŜŦŀǳƭǘ ǿŜ ƻŦŦŜǊ ǎƛȄ ǊƻƭŜǎ, each 

with a unique set of permissions.  You 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 permissions needed to 

use the system.  It is therefore important to understand what each role can do before reviewing the more 

advanced features of the system.  Here is an overview of the default roles and their intended use: 

Guest:  Intended for guest users of the system.  Typically this access is quite limited.   
 
 
Member:  Usually assigned to members 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 pastors, senior administrators, or lay leaders. 
 
 
Maintenance:  Lay members or church staff responsible for the spiritual gifts ministry of the church.  This group 
oversees data entry into system, provides end user help, and performs various administrative functions like 
managing keyword lists. 
 
 
For a more detailed look at the capabilities of each role, please review the Detailed Breakdown of Roles and 
Capabilities table on the following page. 
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DETAILED BREAKDOWN OF ROLES AND CAPABILITIES 

Capabilities Guest Member Ministry 

Leader 

Staff 

Contact 

Leadership Maintenance 

View gifts ω ω ω ω ω ω 

View ministries ω ω ω ω ω ω 

View own servant profile  ω ω ω ω ω 

View all servant profiles    ω ω ω 

View feedback     ω ω 

View ministry leader info  ω ω ω ω ω 

View staff contact info  ω ω ω ω ω 

Edit gifts      ω 

Edit ministries   ω ω ω ω 

Edit own servant profile  ω ω ω ω ω 

Edit all servant profiles    ω ω ω 

Create gifts      ω 

Create ministries      ω 

Create servants      ω 

Create feedback ω ω ω ω ω ω 

Delete gifts      ω 

Delete ministries      ω 

Delete servants      ω 
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Capabilities Guest Member Ministry 

Leader 

Staff 

Contact 

Leadership Maintenance 

Delete feedback      ω 

View unpublished ministries   ω ω ω ω 

Run άCƛƴŘ Ministryέ Reports    ω ω ω 

Run άCƛƴŘ Servantǎέ Reports   ω ω ω ω 

Print Ministry Books   ω ω ω ω 

View Maintenance page      ω 

View keywords records      ω 

Edit keywords records      ω 

Create keywords records      ω 

Delete keywords records      ω 

Rename keywords records      ω 

Reassign Ministries      ω 

wŜǎŜǘ ƻǘƘŜǊǎΩ passwords      ω 
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RUNNING ¢I9 άCLb5 aLbL{¢wL9{έ w9thw¢ 

 

If you have ǇŜǊƳƛǎǎƛƻƴ ǘƻ Ǌǳƴ ǘƘŜ άCƛƴŘ aƛƴƛǎǘǊƛŜǎέ ǊŜǇƻǊǘ, you can do so on any servant.  Once you sign into the 

system, click on the Servants tab at the top of the screen or the Servants link at the left of the screen.  Click on the 

servant of your choice.  When the Servant Profile appears, click the Find Ministries button. 

The system will open a new window displaying an 

Adobe Acrobat report listing the ministries that 

ƳŀǘŎƘ ǘƘŜ ǎŜǊǾŀƴǘΩǎ ƎƛŦǘǎ ŀƴŘ Ǉersonality.  You can 

also view a report that matches only the ǎŜǊǾŀƴǘΩǎ 

gifts by clicking on the Ministries matching gifts only 

link at the left of the screen. 

Advance through the pages by clicking on the arrows 

at the top of the screen or by scrolling down the 

page. 

You can save this report to your computer, attach it 

to an email and send it to the servant, or rerun the 

report as often as you like. 
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If you have permission to run the άCƛƴŘ Servantsέ ǊŜǇƻǊǘ, you may do so on any ministry.  Once you sign into the 

system, click on the Ministries tab at the top of the screen or the Ministries link at the left of the screen.  Click on 

the ministry of your choice.  When the Ministry Profile appears, click the Find Servants button. 

The system will open a new window displaying an 

Adobe Acrobat report listing the servants that have 

the gifts indicated for this ministry.   

Advance through the pages by clicking on the 

arrows at the top of the screen or by scrolling 

down the page. 

You can save this report to your computer, attach 

the file to an email and send it to the ministry 

leader, or rerun the report as often as you like. 

 

 

 

 

 

  



 Ministry Manager User Guide 
 

 

 

Advanced User Manual v.3.5 Page  8  

 

PRINTING A BOOK 

 

If you have ǇŜǊƳƛǎǎƛƻƴ ǘƻ άtǊƛƴǘ ŀ .ƻƻƪΣέ you can create a report ƻŦ ǘƘŜ ŎƘǳǊŎƘΩǎ ƳƛƴƛǎǘǊƛŜǎΦ  hƴŎŜ ȅƻǳ ǎƛƎƴ ƛƴǘƻ ǘƘŜ 

system, click on the Ministries tab at the top of the screen or the Ministries link at the left of the screen.  Then 

click on the Print a Book link. 

 

The Print or Save a Book of Ministries screen will appear.  You will have to choose a value to Sort by, such as 

Ministry Area, Spiritual Gifts, Ministry Leader, etc.  You will then need to select a ministry Status for the book, 

choosing Ministries still in Draft form, Ministries that have become inactive or Withdrawn, or Published Ministries.   

Once you have selected your book criteria, click the Next button to generate your book.   
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The system will open a new window displaying an 

Adobe Acrobat book listing Ministries sorted by 

your criterion.  The book 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 click on the 

Ministry Area of your choice. 

You can print this book, save it to your computer, 

attach the file to an email and send it, or rerun the 

book as often as you like with different Search 

criterion.  You may wish to keep a printed copy at 

ȅƻǳǊ ŎƘǳǊŎƘΩǎ ǿŜƭŎƻƳŜ ŎŜƴǘŜǊ ŦƻǊ ǎŜǊǾŀƴǘǎ 

without internet access who want to explore your 

ŎƘǳǊŎƘΩǎ ƳƛƴƛǎǘǊȅ ƻǇǘƛƻƴǎΦ  
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CREATING A NEW GIFT 

  

If you have permission to create a gift, you may create a new spiritual gift profile.  To create a new gift, click on the 

Gifts tab at the top of the page or click on the Gifts link at the left of the page.  Then click on the New button.  The 

New Gift Profile page will appear.   

Gift Description Section: 

Gift Title:  The name of this spiritual gift. 

Meaning:  The literal meaning of the word. 

Description:   A more detailed explanation of this gift and 

how it manifests itself within the church. 

Characteristics of this gift: Traits that servants with this gift 

exhibit. 

Pitfalls: Potential negative traits that servants with this gift 

could exhibit. 
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References Section: 

Key Scriptures: Major Bible verses that identify this spiritual 

gift. 

Further Reading: Additional Bible verses relating to this gift, 

or other materials that may be helpful to someone 

possessing this gift. 

Comments: Any additional information necessary about this 

gift. 

 

 

 

When you have completed the spiritual gifts profile to your satisfaction, click on the Save button at the top right of 

the screen.  Please note that if you click the Close button without saving, the system will not save any of your 

changes.  Once saved, your gift will now appear on the Gifts screen. 
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EDITING OR DELETING A GIFT 

If you have permission, you may Edit or Delete a Spiritual Gift.   Click on the Gifts tab at the top of the page or click 

on the Gifts link at the left of the page.  Then click on the desired gift.  Once the Gift Profile appears, either click on 

the Edit or Delete button at the top right of the page.  

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

make your ŎƘŀƴƎŜǎΦ  ό{ŜŜ ά/ǊŜŀǘƛƴƎ ŀ bŜǿ DƛŦǘέ ƻƴ ǇŀƎŜ млΦύ  Please note that after making your changes you must 

click the Save button to save your changes.  If you click the Close button without saving, your changes will be lost. 

If you choose to delete the gift, click on the Delete button.  A confirmation dialogue box 

ǿƛƭƭ ŀǎƪ άAre you sure you want to delete this gift?έ  /ƭƛŎƪ OK if you wish to proceed or 

Cancel if you wish to keep the gift.   

 

 

LŦ ȅƻǳ ǇǊƻŎŜŜŘΣ ŀ ǎŎǊŜŜƴ ǿƛƭƭ ƛƴŘƛŎŀǘŜ ά¢ƘŜ ǊŜŎƻǊŘ Ƙŀǎ ōŜŜƴ ǎǳŎŎŜǎǎŦǳƭƭȅ ŘŜƭŜǘŜŘΣέ ŀƴŘ ǘƘŜ ǎȅǎǘŜƳ ǿƛƭƭ ǘƘŜƴ ǊŜǘǳǊƴ 

you to the Gifts page. 

  


