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Ministry . »Sign In | Get Help| Send Feedback | @
Manager Gifts | Ministries | Feedback
D Welcome to Ministry Manager - Please sign in to view more detailed information.
Welcome to Ministry Manager
Ministries Helping you find ministries where God has gifted you to serve.
Feedback
SIGN IN o .. .
Username: Spiritual Gifts
Are your gifts going unclaimed? God gifted each of us with spiritual gifts specially designed to enable us to joyfully serve Him. Here you will find
= Spiritual Gites :ahtfl: of Biblical spiritual gifts along with references to related scriptures and commentary on traits and characteristics of someone gifted with
Forgot your password?
Ministries
In this section, you can browse available ministries sorted in various ways. Need to find ministries matching a particular gift? You can da it
here. Trying to find ministries for a particular area of the church? You can do it here. Want to find ministries led by a particular member of the
Ministries ! - - . :
church? Here's the place to look. You can also get details on each ministry in this section.
, Feedback
You can send feedback about the system, classes you have attended around this ministry in particular, or you can send questions or
comments about ather things in the life of your church. Use feedback as your means of communicating back to your church staff to get help,
FasanRck offer suggestions, or find out more information about some topic.
[3 @ mnternet # 100% -

This is the page you will see when you first access Ministry Manager. You do not have to be logged in to view this
page. Once you are logged in, your Home page will contain personalized information about your spiritual gifts and

ministries of interest.

To log into the system, either type in your Username and Password under the Sign In bar or click the Sign In link at

the top right of the screen.

SIGN IN
Username:

Password:

ﬁ - B @ ik Page - -;@-Taals v

Forgot your password?

@| Get Help| Send Feedback | ©
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GETTING A NEW PASSWORD

Forgotten Password

- i symbol marts s tht must be complted befir you can save. If you have forgotten your password, you may click on the
- This symbol marks fields that need changes before you can save. 3 N
Forgot your password? link under the Sign In button. You
e e 20 T e e o e Your will be prompted either to supply your email address, your
+ If you still have trouble getting into the system for . . .
jematever reason, click here (0 send an email asking for first and last name, or your username. You will then receive
What do you remember? |EFIETNNG—_—_G-:G© an email with a new system-generated password.
Choose something you remember to help us find
‘your record.

YOUR PERSONALIZED HOME PAGE

Welcome Joseph User | /»Sign Out | My Profile | Get Help| Send Feedback | @

Ministry
Manager Gifts Ministries My Profile Feedback

Welcome to Ministry Manager

Welcome to Ministry Manager

Helping you find ministries where God has gifted you to serve.
My Profile
Feedback My Ministries
Ministries I find interesting
Deliver Meals
Greeter- Saturday 6:00 PM Service

My Gifts
Creative Communications
Discernment
Wisdom

[@ @ Intemet ) 100% -

Once you are signed in, your name will appear at the top right of the screen. If you signed in from the Home Page,
you will also see a customized home page displaying any Ministries in which you have indicated interest as well as
your Gifts, which are links you can click on for more details about each one of them. If you have not yet indicated
an interest in any Ministries, none will appear. (See the Adding a Ministry to My Home Page section on Page 8 for
details on how to do this.)

If you sign in while on a page other than the Home Page, such as the Ministries page, you will be taken to the
signed in version of the Ministries page with any rights and privileges you may have.
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Ministry Welcome Joseph User | Sign Out | My Profile | Get Help| Send Feedback |
ini:
Manager Ministries | My Profile

Demo Servant Profile for Joseph User

Home

Gifts Joseph User Quick Facts
Ministries joseph.user@organizedchurch.com Role: Member
= e Email Address:
My Profile \Eind ministries ) joseph.user@organizedchurch.com
Feedback Personality: Preferred Phone:
task oriented, structured Church Membership: member of this church
. Workshops: -unknown-
Passion: : Birthday:
= Teaching kids about the Bible, but not in a classroom. - =
. - Gift Weight
Special talents and/or abilities: Creative C Py 15
: Camping Discernment 17
u Sik-screening t-shirts Wisdom 11

= commercial driver's license
Spiritual Maturity:
New/Young Believer
Preferred Schedule
yearly

Once you sign into the system, you can change your password by clicking on the My Profile tab at the top of the
screen or the My Profile link at the left of the screen. Click the Edit button at the top right to make changes to
your profile. You can make changes to other information while there, including your email address, contact
information, etc. (See the Updating Servant Information section on Page 11.)

Scroll down to the Change Password section. You can choose either to change

E change P d
the password yourself or to let the system generate a new password for you.

Let me change it |_Change it for me

Hchange Password

If you choose to change your own password, you will be prompted Let me change it || Change it for me
to enter your current password and your new password twice for Current password
. . oy . Enter your current password here for security
confirmation. Passwords are case-sensitive. Click the Save button reasons, i
New Password ’7
for the changes to take effect. S oo st i o s
Confirm Password ’7

Confirm the new password you entered above by
retyping it here.

— Hchange Password

Lot me change it || Change it for me If you choose to let the system change your password, simply select
the Generate Password checkbox and click the Save button. The

Generate Password: |
Check this box to generate a NEW password for

e system will email you your new password.

Basic User Manual v.3.5 Page 5
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VIEWING SPIRIT GIF

- - >
W [& Organizedchurch.com Miristry Manager Newne\ease:”.l 1 - & - [ Page - {f Toos -

.~ Sign In | Get Help| Send Feedback | @

<. Ministry
Manager Gifts | Ministries | Feedback

emo Gifts by Title > all

paae [l of 5 m
~

H . "
u-me Administration

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

Scripture: "And in the church God has appeinted first of all apostles, second prophets, third teachers, then workers of miracles, also 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

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 to the
missions field perhaps even as a dedicated missionary and will often start or lead new churches or ministries.

Scripture:
SIGN IN = "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
I 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

Password:

Scripture:
{ sign In J 5 "Then the LORD said ta 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
Forgot your password? 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 [ have given skill to all the craftsmen to make everything I have commanded you: the Tent of Mesting, the ark
of the Testimony with the atonement caver on it.... They are to make them just as I 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:

5 "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 L
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
Those with the gift of discernment are granted the ability to read or hear teaching or study some action and determine if the education or action is based in v

To view Spiritual Gifts and their descriptions, either choose the Gifts tab at the top of the page or click on the Gifts
link on the left hand side of the page. You do not have to sign into the system to view Spiritual Gifts. If you want
more information on a particular Gift, click on it to display additional details.

If the list of Gifts won’t fit on one page, you can advance through the

pages using the navigation tools at the top right of the page either by

indicating the page desired in the text box or clicking on the Next> button page [l of 5 m
(or <Prev if returning to an earlier page).

You may view Gifts by title only. If you would like to search for a
particular Spiritual Gift, click on the drop-down box under the Search bar

SEARCH
Select a title:

at the left of the screen. Then choose the filter with which you wish to

search. Creative Communications ]

For example, if you want to search for the gift of Creative m
Communications, select “Creative Communications” from the drop-down
box labeled “Select a title.” Then click the Select button.

Basic User Manual v.3.5 Page 6
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VIEWING MINISTRIES

Minist
Manarger

Ministries
by Area
by Gift
by Gift & Personality
by Title
Feedback

SEARCH
Type a title:

—

SIGN IN
Username:

Password:

Forgot your password?

.»Sign In | Get Help| Send Feedback | @
Ministries

Ministries by Title = All

paae [l of 37 mm

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

Need more information? Call the church @ (999) 555-1212.

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

Need more information? Call the church @ (999) 555-1212.

Adopt-a-Social-Worker
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.

Need more information? Call the church @ (999) 555-1212.,

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.

Need more information? Call the church @ (999) 555-1212.

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

Need more information? Call the church @ (999) 555-1212

[@ @ Intemet

To view Ministries and their descriptions, either choose the Ministries tab at the top of the page or click on the

Ministries link on the left hand side of the page. You do not have to sign into the system to view Ministries, but

you must sign in to view contact information for ministry leaders and staff contacts or to see Ministries by ministry

leaders or staff contacts.

If the list of ministries won’t fit on one page, you can advance through the pages using the navigation tools at the

top right of the page either by indicating the page desired in the text box or
clicking on the Next> button (or <Prev if returning to an earlier page).

You may view and search ministries by Area, by Gift, by Gift & Personality,
or by Title. The default is by Title. If you would like to search for ministries
with particular criteria, click on the drop-down box under the Search bar at
the left of the screen. Then choose the filter with which you wish to

search.

Paage of 5 M

SEARCH
Select a gift:

Creative Communications “

For example, if you want to search for ministries using the gift of Creative Communications, click on the Ministries

by Gift link at the left of the page and choose “Creative Communications” from the drop-down box labeled “Select
a gift.” Then click the Select button. The system will display a list of ministries meeting your criteria.

Basic User Manual v.3.5 Page 7
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DDING A MINISTRY TO MY HOME PAGE

Welcome Joseph User Sign Out | My Profile | Get Help| Send Feedback | @
Ministry Pl | >sig I My I pl I

Manager i Ministries | My Profile
emo Greeter- Saturday 6:00 PM Service

o Greeter- Saturday 6:00 PM Service

S Ministry - Welcome and Outreach
Ministries

(o= Add to My Ministries )

by Gift - TMe to worship. Provide directions to Welcome Center. Anticipate the needs of those
by Gift & Personality coming into the building for worship - open doors, help with packages, ask if they need information or
by Ministry Leader directions. Say hello and shake hands!

by Staff Contact Passion for

Ministry Leader(s)

Janet MinistryLeader -
janet.ministryleader@organizedchurch.com
Staff Contact(s)

Andy StaffContact -

by Title » Creating an atmosphere of welcome and acceptance andy.staffcontact@organizedchurch.com
My Profile How does this ministry support the church's mission? Ministry Specifics
Feedback w Creates 3 welcome first impression and atmosphere to visitors and members as they arrive for worship. Spiritual Maturity: Seeker
Talents, skills, resources that would help this ministry Persulnal-lty: people oriented, structured
= Big smile, outgoing personality. Wiling to shake hands with everyone. Location: -unknowin-
Spiritual Gifts
Schedule
Helps
-unknown- Hospitality
One Saturday per month. Commitment: Shifts are: 5:40 - 6:05 PM Mercy

Comments

Shepherding

[3 @ Internet # 100% -

If you are signed into the system, you can indicate interest in a Ministry by adding it to your personalized home
page. At the Ministries tab, click on the ministry that interests you. Then click on the “Add to My Ministries”
button. The ministry will then appear on your home page. This does not sign you up for this ministry at this time,
but it allows you to remember that ministry and inquire about getting involved in it at a later time.

Welcome Joseph User Sign Out | My Profile | Get Help| Send Feedback | @
Ministry Pl | > sig I My I pl I

@ Manager Gifis | Minisiries | My Profile | Feedback
@81110 Welcome to Ministry Manager

Welcome to Ministry Manager
Ministries Helping you find ministries where God has gifted you to serve.
My Profile
Feedback My Ministries
Ministries I find interesting
Deliver Meals
Greeter- Saturday 6:00 PM Service

My Gifts
Creative Communications
Discernment
Wisdom

[@ @ mntemet E 100%

Basic User Manual v.3.5 Page 8



theanized Dgcause stewﬁrdshup is
--- oA 21g;éymoret an

Ministry Manager User Guide

NNING A “FIND MINISTRIES” REPORT

welcome Joseph User | > Sign Out | My Profile | Get Help| Send Feedback | @

Ministry
m Manager Ministries | My Profile
Dﬂﬂ!ﬂ Servant Profile for Joseph User

Home
cifts Joseph User Quick Facts
Ministries joseph.user@organizedchurch.com Role: Member

Email Address:
My Profile joseph.user@organizedchurch.com
Feedback Personality: Preferred Phone:

task oriented, structured Church Membership: member of this church

. Workshops: -unknown-

Passion: Birthday:

» Teaching kids about the Bible, but not in a classroom. - = -
. - Gift Weight

Special talents and/or abilities: Creative Communications 15

. c Discernment 17

" amping Wisdom 11

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

Spiritual Maturity:
New/Young Believer

Preferred Schedule
yearly

You can run a “Find Ministries” report to generate a list of all the Ministries that match your Spiritual Gifts and/or
your Personality. Once you sign into the system, click on the My Profile tab at the top of the screen or the My
Profile link at the left of the screen. Then click the Find Ministries button.

(2 http:/fnew.organizedchurch.com/report - Windows Internet Explorer [HE=E|  The system will open a new window displaying an
45 htto: new.organizedchurch.g . v L L .
Te B[]0 )8 ® ot B T Adobe Acrobat report listing the Ministries that
Bookmarks ol o .. _ “| match your Gifts and Personality. You can also
= | Grganizedshurch.com Ministry Manager New Release
Fersona My Mt Repart o Joeph User . .

= o view a report that matches your Gifts only by

= 8 Ministries matching J?fpw’;[ = . . P N . . .

36 Winison rtobing bt it and pereaml clicking on the Ministries matching gifts only link at

gifs only 1 [Childrens Worship Curriculum Cosrdinater

the left of the screen.

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

3 [Noah's Noteworthy Newsletter Coordinstor
Wokiy s e e st

the page.

et - cemmert
D23 gms manraa 7).

You can save this report to your computer or rerun

4|Rotational Sunday School Curriculum Coerdinator
Miniciry Looder: Janet i eader

the report as often as you like.

sl Wi M gt o s P 170

[
155 | Organizedehurch.com Ministry Manager New Release

B
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SUBMITTING FEEDBACK

— ] ~ } »
W “gmgamzedmmm.mmM\msmManagerNaw Release:m] ‘ PR - B - @ - [Ghrace - oo -

Ministry >8ign In | Get Help| Send Feedback | ®
Manager Ministries
Feedback

Feedback

Ministries g - This symbol marks fields that must be completed before you can save.
- This symbol marks fields that need changes before you can save.
Feedback & i ¥

Send feedback

What's this about? ETIIT-RENE - ©

SIGN IN Select from the list to help us better categorize and
Username: respond to your feedback.

Subject | O]

Password: Subject must be « 150 characters long. Put more
detail in the comments below.

m Detailed Comments (0]

Forgot your password?

|G % [=:= lu B
Detailed comments must be < 1000 characters lang.
Your Name

Your name is optional, but it allows us to contact you
to clarify your question or to answer your feedback.

Email

Your email is optienal, but it allows us to contact you
to clarify your question or to answer your feedback.

If you have comments about or problems with the system, you may submit Feedback either by clicking on the
Feedback tab at the top of the page or by clicking on the Feedback link at the left of the page. Choose a topic from
the What's this about? drop down box. Then enter a Subject and your Comments. While you are not required to
enter your Name and Email address, this will allow us to address your concerns and respond to you appropriately.

When you have completed your Feedback, click the Send button at the top right of the page.

Basic User Manual v.3.5 Page 10
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UPDATING SERVANT INFORMATION

Welcome Joseph User | > Sign Out | My Profile | Get Help| Send Feedback | @

Ministry
Manager Ministries | My Profile
Demo Servant Profile for Joseph User

:,"f;"E Servant Profile for Joseph User

ifts

Ministries g - T:\s symgo: mar:s ?e}gs t:at musg b: comp\:tefd before you can save.
- This symbol marks fields that need changes before you can save.

My Profile b £ K

Feedback

— Uservant Information

Username fjoseph

First Name [loseph @

First name can not be more than 30 characters long.
Last Name [User

Last name can not be more than S0 characters long.

Email jioseph com 0]

Email address can not be more than 50 characters
leng.

Church Membership | member of this church v @

Choose your membership status.

Spiritual Maturity | New/Young Belisver v @

Choose your self-described spiritual maturity.

Birthday
Birthday must be in the form of MM/DD/YYYY.

Workshops & _ynknown- o

Choose the date of the |ast workshop you attended.

Home Phone
v

@ Intermet E 100%

In addition to changing your password, if you are signed into the system you can change other information on your
Servant Profile, including your email address, your phone number, etc. Simply click the Edit button. When you
have made your changes, click the Save button.

SIGNING OUT

| Welcome Joseph User IGSign [@I My Profile | Get Help| Send Feedback | @l

When you are ready to sign out, click the Sign Out link at the top right of the screen.

Please note that the system will sign you out

emo

ﬁ’%ﬂmﬂ automatically after 30 minutes of inactivity, and any
Signed Off

unsaved changes will be lost. To resume your work,

For security reasons, we took the liberty of signing simply sign back into the system
you out. Feel free to sign back in to keep working. '

click here to start over
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