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Welcome 
Thank you for your interest in our MinistryManager web application.  Since you are reading this, you 

ƭƛƪŜƭȅ ǎƘŀǊŜ ƻǳǊ Ǉŀǎǎƛƻƴ ŦƻǊ ƘŜƭǇƛƴƎ ǇŜƻǇƭŜ ǘƻ ŦƛƴŘ ŀ ǇƭŀŎŜ ǿƘŜǊŜ ǘƘŜȅ Ŏŀƴ ŎƻƴǘǊƛōǳǘŜ ǘƻ DƻŘΩǎ ƪƛƴƎŘƻƳ in 

a way that not only benefits the church and her ministries but also energizes and fulfills each person in 

service.   

You will find that MinistryManager is designed with that very goal in mind, founded on the Biblical 

principle that each person is gifteŘ ōȅ DƻŘ ǿƛǘƘ ǎǇƛǊƛǘǳŀƭ ƎƛŦǘǎ ǘƻ ŜƴŀōƭŜ ǘƘŀǘ ǇŜǊǎƻƴΩǎ ŎƻƴǎǘǊǳŎǘƛǾŜ ŀƴŘ 

joyful service in ministry.  The website is our attempt to bring organization and efficiency to a frequently 

paper-heavy process in a very portable way.  As long as you can get to the internet, you can get to 

MinistryManager. 

Where do I start?  
It may help to think of the website as a book with tabs.  Each tab takes you to a different section of the 

ōƻƻƪΦ  CƻǊ ŜȄŀƳǇƭŜΣ ƛƴ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ǇƛŎǘǳǊŜΣ ǘƘŜ άIƻƳŜέ ǘŀō takes you back to the main page of the 

ǿŜōǎƛǘŜΤ ǘƘŜ άDƛŦǘǎέ ǘŀō ǘŀƪŜǎ ȅƻǳ ǘƻ ŀ ƭƛǎǘ ƻŦ ǎǇƛǊƛǘǳŀƭ ƎƛŦǘǎΤ ǘƘŜ άaƛƴƛǎǘǊƛŜǎέ ǘŀō takes you to a list of 

ƳƛƴƛǎǘǊƛŜǎ ŦƻǊ ȅƻǳǊ ŎƘǳǊŎƘΤ ŀƴŘ ǘƘŜ άCŜŜŘōŀŎƪέ ǘŀō ŀƭƭƻǿǎ ȅƻǳ ǘƻ ǎǳōƳƛǘ ŦŜŜŘōŀŎƪ ƻƴ ǘƘŜ ǿŜōǎƛǘŜ ƻǊ ŀƴȅ 

other topic you might choose.  Whatever tab you select will highlight in color to help you remember 

where you are in the website.  (See Figure 1 below) 

 

Figure 1 Tabs on MinistryManager 

!ǎǎǳƳƛƴƎ ȅƻǳ ŀǊŜ ŀƭǊŜŀŘȅ ŦŀƳƛƭƛŀǊ ǿƛǘƘ ǘƘŜ ōŀǎƛŎǎΣ ƭŜǘΩǎ ƳƻǾŜ ƻƴ ǘƻ ǘƘŜ άaŀƛƴǘŜƴŀƴŎŜέ ŀōƛƭƛǘƛŜǎ ƻŦ ǘƘŜ 

system and how you access them. 

Sign in / Login  
Depending on your preference, you may call it signing in or logging in to the website, but to get to the 

pages of the website which allow you to do your tasks, you will need your username and password.  

¦ƴǘƛƭ ȅƻǳ ǎƛƎƴ ƛƴΣ ǘƘŜ ǿŜōǎƛǘŜ ǿƛƭƭ ƘŀǾŜ ŀ ά[ƻƎƛƴέ ǎŜŎǘƛƻƴ ƻƴ ǘƘŜ ƭŜŦǘ ǎƛŘŜ ƻŦ ǘƘŜ ǎŎǊŜŜƴ (see Figure 2) 

regardless of what page you visit in the website.   
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Figure 2 Login Form 

9ƴǘŜǊ ȅƻǳǊ ǳǎŜǊƴŀƳŜ ƛƴ ǘƘŜ άǳǎŜǊƴŀƳŜέ ŦƛŜƭŘ ŀƴŘ ȅƻǳǊ άǇŀǎǎǿƻǊŘέ ƛƴ ǘƘŜ ǇŀǎǎǿƻǊŘ ŦƛŜƭŘ ŀƴŘ ŎƭƛŎƪ ǘƘŜ 

ά{ƛƎƴ Lƴέ (Figure 3) button. 

 

Figure 3 Sign In button 

LŦ ȅƻǳ ŘƻƴΩǘ ƘŀǾŜ ŀ ǳǎŜǊƴŀƳŜ ŀƴŘ ǇŀǎǎǿƻǊŘΣ ŦƛǊǎǘ ŎƘŜŎƪ ȅƻǳǊ ŜƳŀƛƭΦ  LŦ ȅƻǳ ŀǊŜ ǊŜŀŘƛƴƎ ǘƘƛǎ ƎǳƛŘŜΣ 

someone probably registered you, and the system would have sent you a username and a very hard to 

remember password.  If you do not have such an email, check with your team ƻǊ ŎƭƛŎƪ ǘƘŜ άDŜǘ IŜƭǇέ 

(Figure 4)  link at the top right of the screen to email us at organizedchurch.com.  We can check with 

your team and get you squared away quickly. 

 

Figure 4 Get Help link in the top right menu 

Forgot your username or password?  
If you forgot (or ever forget) your username and password, we have tried to make it relatively painless 

ǘƻ ƎŜǘ ŀ ƴŜǿ ǳǎŜǊƴŀƳŜ ŀƴŘ ǇŀǎǎǿƻǊŘΦ  {ƛƳǇƭȅ ŎƭƛŎƪ ǘƘŜ άCƻǊƎƻǘ ȅƻǳǊ ǳǎŜǊƴŀƳŜ ƻǊ ǇŀǎǎǿƻǊŘΚέ ƭƛƴƪ 

(Figure 5) under the Login form. 

 

Figure 5 Forgotten username or password link 

The website will open a form (Figure 6 below) asking you for one of three things: (1) your email address 

(specifically the email address under which you were registered if you have more than one),  (2) your 

first and last name, or (3) your username, assuming you can only forgot your password. 
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Figure 6 Forgotten Password form 

/ƘƻƻǎŜ ƻƴŜ ƻŦ ǘƘŜ ǘƘǊŜŜ ƻǇǘƛƻƴǎΣ ŎƭƛŎƪ ǘƘŜ ά{ŀǾŜέ ōǳǘǘƻƴΣ ŀƴŘ ƛŦ ǘƘŜ ǎȅǎǘŜƳ ƛǎ ŀōƭŜ ǘƻ ŦƛƴŘ ŀ ƳŀǘŎƘ ŦƻǊ 

your email address, your first and last name, or your username, it will reset your password and send you 

an email with the new password.   

Sign in with your username and new password following the instructions above, and you should be in 

business.   

²ƘƛƭŜ ǿŜΩǊŜ ƻƴ ǘƘŜ ǘƻǇƛŎΣ ȅƻǳǊ ǳǎŜǊƴŀƳŜ ƛǎ ǘȅǇƛŎŀƭƭȅ ǘƘŜ ŦƛǊǎǘ ŎƘŀǊŀŎǘŜǊ ƻŦ ȅƻǳǊ ŦƛǊǎǘ ƴŀƳŜ όάƧέ ŦƻǊ WƻƘƴύ 

ŀƴŘ ȅƻǳǊ Ŧǳƭƭ ƭŀǎǘ ƴŀƳŜ όάǎƳƛǘƘέύ ŦƻǊ ŀ ŎƻƳōƛƴŀǘƛƻƴ ǘƘŀǘ ƭƻƻƪǎ ǎƻƳŜǘƘƛƴƎ ƭƛƪŜ ǘƘƛǎΥ άƧǎƳƛǘƘέΦ 

Once you are signed in 
Now that you are signed in, you will see that the homepage of the website has changed a bit (Figure 7).  

You have three new tabs: (1) members, (2) maintenance, and (3) my profile.   

!ǎ ŀ ƳŜƳōŜǊ ƻŦ ǘƘŜ ƳŀƛƴǘŜƴŀƴŎŜ ǘŜŀƳΣ ȅƻǳ ƘŀǾŜ ǘƘŜ ŀōƛƭƛǘȅ ǘƻ ŎǊŜŀǘŜ άaŜƳōŜǊǎέ ƻŦ ǘƘŜ ǿŜōǎƛǘŜΦ  

aŜƳōŜǊǎ ƻƴ aƛƴƛǎǘǊȅaŀƴŀƎŜǊ ŀǊŜ ƴƻǘƘƛƴƎ ƳƻǊŜ ǘƘŀƴ ǊŜŎƻǊŘǎ ƻŦ ŜŀŎƘ ǇŜǊǎƻƴΩǎ ǎǇƛǊƛǘǳŀƭ ƎƛŦǘǎΣ Ǉŀǎsion, 

talents, spiritual maturity, and so on.  Before you jump in and try to create a member, you need to 

ŎǊŜŀǘŜ ŜŀŎƘ ǇŜǊǎƻƴ ŀǎ ŀ ά¦ǎŜǊέ ŦƛǊǎǘΦ  ²ŜΩƭƭ ƎŜǘ ǘƻ ǘƘŀǘ ǳƴŘŜǊ ǘƘŜ άaŀƛƴǘŜƴŀƴŎŜέ ǘŀōΦ   

The maintenance section of the website allows you create, editΣ ƻǊ ŘŜƭŜǘŜ ŀ άǳǎŜǊέΣ which is simply a 

ǊŜŎƻǊŘ ƻŦ ŜŀŎƘ ǇŜǊǎƻƴΩǎ ǳǎŜǊƴŀƳŜΣ password, email address and preferred telephone number.  Under 

the maintenance section, you can also edit keywords (the values you see in various drop down fields and 

lists in the forms on the system).  Finally, the maintenance section provides the ability to reassign 

ministries en masse from one area to another, from one ministry leader to another, or from one staff 

contact to another. 
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CƛƴŀƭƭȅΣ ǘƘŜ άaȅ tǊƻŦƛƭŜέ ǘŀō ƛǎ ǇŜǊǎƻƴŀƭ ǘƻ ȅƻǳ as a logged on user of the website.  Here you can reset 

your password to something easier to remember, change your telephone number and email address, 

and tailor some of the system to meet your personal preferences.   If you do change your password, 

pleasŜ ƘŜƭǇ ǳǎ ƪŜŜǇ ŀ ǎŜŎǳǊŜ ǎȅǎǘŜƳ ōȅ ǳǎƛƴƎ ǎƻƳŜǘƘƛƴƎ ƻǘƘŜǊ ǘƘŀƴ ǘƘŜ ǿƻǊŘ άǇŀǎǎǿƻǊŘέ ƻǊ ȅƻǳǊ ƻǊ ŀ 

ŦŀƳƛƭȅ ƳŜƳōŜǊΩǎ ƴŀƳŜ.    

 

Figure 7 Homepage of the website after signing in with maintenance rights 

  My Profile  
²ƘŜƴ ȅƻǳ ŎƭƛŎƪ ǘƘŜ άaȅ tǊƻŦƛƭŜέ ǘŀō ƻǊ ǘƘŜ ƭƛƴƪ ƛƴ ǘƘŜ ǘƻǇ ǊƛƎƘǘ ƳŜƴǳΣ ǘƘŜ ǿŜōǎƛǘŜ ǿƛƭƭ ƻǇŜƴ ŀ ŦƻǊƳ 

where you can make changes to your information (Figure 8). 
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Figure 8 MyProfile form 

If you are like most of us, you will want to reset your password.  UsŜ ǘƘŜ ά/ƘŀƴƎŜ tŀǎǎǿƻǊŘέ ǎŜŎǘƛƻƴ ƻŦ 

ǘƘŜ ŦƻǊƳ όCƛƎǳǊŜ фύ ǘƻ Řƻ ǘƘŀǘΦ  9ƴǘŜǊ ǘƘŜ ǇŀǎǎǿƻǊŘ ȅƻǳ ǊŜŎŜƛǾŜŘ ƛƴ ǘƘŜ ǊŜƎƛǎǘǊŀǘƛƻƴ ŜƳŀƛƭ ƛƴ ǘƘŜ ά/ǳǊǊŜƴǘ 

tŀǎǎǿƻǊŘέ ŦƛŜƭŘΣ ǘƘŜƴ ŜƴǘŜǊ ȅƻǳǊ ƴŜǿ ǇŀǎǎǿƻǊŘ ƛƴ ǘƘŜ άbŜǿ tŀǎǎǿƻǊŘέ ŦƛŜƭŘΦ  9ƴǘŜǊ ǘƘŀǘ ǎŀƳŜ ƴŜǿ 

ǇŀǎǎǿƻǊŘ ƛƴ ǘƘŜ ά/ƻƴŦƛǊƳ tŀǎǎǿƻǊŘέ ŦƛŜƭŘΦ  ²Ŝ ŀǎƪ ȅƻǳ ŦƻǊ ǘƘŜ ǇŀǎǎǿƻǊŘ ǘǿƛŎŜ ƛƴ ŎŀǎŜ ȅƻǳ ǘȅǇŜ ƛǘ ǿǊƻƴƎΦ  

The system will prevent you from saving if they do not match. 
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Figure 9 Change Password section of the MyProfile form 

  Feel free to change youǊ ǘŜƭŜǇƘƻƴŜ ƴǳƳōŜǊΣ ŜƳŀƛƭ ŀŘŘǊŜǎǎΣ ƻǊ ƻǘƘŜǊ ǇǊŜŦŜǊŜƴŎŜǎ ŀǎ ǿŜƭƭ ǿƘƛƭŜ ȅƻǳΩǊŜ 

ƘŜǊŜΦ  ²ƘŜƴ ȅƻǳ ŀǊŜ ǊŜŀŘȅ ǘƻ ǎŀǾŜ ȅƻǳǊ ŎƘŀƴƎŜǎΣ ŎƭƛŎƪ ǘƘŜ ά{ŀǾŜέ ōǳǘǘƻƴ ǘƻǿŀǊŘ ǘƘŜ ǘƻǇ ƻŦ ǘƘŜ ǎŎǊŜŜƴΦ  LŦ 

all goes well, you will get a confirmation of your changes (Figure 10).  If you need to correct something 

before it can be saved, red text will appear at the top of the screen advising you what is needed, and a 

ǊŜŘ άȄέ ƛƳŀƎŜ ǿƛƭƭ ŀǇǇŜŀǊ ōŜǎƛŘŜ ǘƘŜ ŦƛŜƭŘǎ ǿƛǘƘ ǇǊƻōƭŜƳǎΦ 

 

Figure 10 Confirmation that MyProfile was saved 

Maintenance  
In the Maintenance section, you have three main capabilities: (1) Keywords Management, (2) Manage 

Users, and (3) Reassign Ministries. 
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Keywords Management  
Under Keywords Management, you have the ability to manage the various lists of keywords used 

throughout the website.  Each of the keywords in these lists can be renamed or deleted, or you can 

create entirely new values to add to the list (Figure 11): 

1. Ministry Area ς ŜŀŎƘ ƳƛƴƛǎǘǊȅ ƛǎ ŀǎǎƻŎƛŀǘŜŘ ǿƛǘƘ ŀƴ άŀǊŜŀέ ƻŦ ǘƘŜ ŎƘǳǊŎƘΦ  CƻǊ example, choir and 

ǇǊŀƛǎŜ ǘŜŀƳ ƳƛƴƛǎǘǊƛŜǎ ƳƛƎƘǘ Ŧŀƭƭ ǳƴŘŜǊ ŀƴ ŀǊŜŀ ŎŀƭƭŜŘ άaǳǎƛŎ ŀƴŘ ²ƻǊǎƘƛǇ !Ǌǘǎέ ǿƘƛƭŜ ŀŘǳƭǘ 

{ǳƴŘŀȅ ƳƻǊƴƛƴƎ ŎƭŀǎǎŜǎ ǿƻǳƭŘ Ŧŀƭƭ ǳƴŘŜǊ ŀƴ ŀǊŜŀ ŎŀƭƭŜŘ ά!Řǳƭǘ aƛƴƛǎǘǊȅέΦ  ¢ƘŜ ǿŜōǎƛǘŜ ŎƻƳŜǎ 

preloaded with a default list of these.  Important: If you opted to preload your website with a 

default list of ministries,  you must reassign the ministries to different areas before deleting an 

associated area.  Failure to do so will break the link to the ministry, and the ministry will no 

longer appear in the list of ministries.  This is a known problem, and we are working to correct it 

quickly.  Renaming is not a problem. 

2. Ministry Timeframe ς each ministry can indicate the typical times when the ministry is 

performance.  For example, a ministry might meet weekly on Saturday night or monthly on the 

first Monday.  You can customize this list as you see fit for your church.  Each member also 

chooses from this list to indicate the timeframes that are workable for him or her. 

3. Personality ς each ministry is assoŎƛŀǘŜŘ ǿƛǘƘ ŀ άǇŜǊǎƻƴŀƭƛǘȅέΦ  {ƻƳŜ ŎƘǳǊŎƘŜǎ Ŏŀƭƭ ǘƘƛǎ άǇŜǊǎƻƴŀƭ 

ǎǘȅƭŜέΦ  !ƎŀƛƴΣ ǘƘƛǎ ƭƛǎǘ ƛǎ ŎƻƳǇƭŜǘŜƭȅ ŎǳǎǘƻƳƛȊŀōƭŜΦ  ! ŘŜŦŀǳƭǘ ƭƛǎǘ ƛǎ ǎǳǇǇƭƛŜŘ ǿƛǘƘ ǘƘŜ ǿŜōǎƛǘŜ ŦƻǊ 

your convenience.   Important: As with ministry area, deleting values from this list after 

ministries are created and associated will cause those ministries to disappear from the system.  

The ministry is still in the system and can be recovered, however.  Until this bug is corrected, 

please be sure that no ministries are associated with a partƛŎǳƭŀǊ άǇŜǊǎƻƴŀƭƛǘȅέ ōŜŦƻǊŜ ȅƻǳ ŘŜƭŜǘŜ 

the personality. 

4. Spritual Maturity ς each ministry and each member is associated with a spiritual maturity.  The 

system comes with a default list which you can edit. 

5. Ministry Location ς each ministry can indicate where the ministry typically takes place.   

6. Worship Time ς worship time currently is not used in the system.  We are re-evaluating where it 

makes sense to integrate worship time with the ministry listings. 

7. Membership Status ς as you enter a member record in the system, you can indicate that 

ǇŜǊǎƻƴΩǎ ƳŜƳōŜǊǎƘƛǇ ǎǘŀǘǳǎΦ  ¢ƘŜ ǎȅǎǘŜƳ ƛǎ ƭƻŀŘŜŘ ǿƛǘƘ ŀ ŘŜŦŀǳƭǘ ƭƛǎǘ ŦƻǊ ȅƻǳǊ ŎƻƴǾŜƴƛŜƴŎŜΣ ōǳǘ 

you are welcome to rename, add, or delete them. 

8. Feedback Subject ς when someone submits feedback on the website, they choose a category in 

ŀ ŦƛŜƭŘ ά²ƘŀǘΩǎ ǘƘƛǎ ŀōƻǳǘΚέΦ  ¢ƘŜǎŜ ǾŀƭǳŜǎ ŎƻƴǘǊƻƭ ǘƘŀǘ ƭƛǎǘΦ  ¢ƘŜ ǎȅǎǘŜƳ ƛǎ ƭƻŀŘŜŘ ǿƛǘƘ ŀ ŘŜŦŀǳƭǘ 

list for convenience, but you are welcome to rename, add, or delete them. 

9. Workshop Date ς Many churches choose to offer a spiritual gifts class as a means of introducing 

the congregation to the concept of gifts-based ministry.  The list of workshop dates here allow 

you to choose the appropriate workshop a person attended when you create a  member record. 
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Figure 11 Add, rename, or delete keywords 

Manage Users 
CǊƻƳ ǘƘŜ άaŀƴŀƎŜ ¦ǎŜǊǎέ ǇŀƎŜ (Figure 12), you can create a user.  If you have been reading along, you 

ǿƛƭƭ ǊŜƳŜƳōŜǊ ǘƘŀǘ ŀ ά¦ǎŜǊέ ǊŜŎƻǊŘ ƛǎ ǿƘŀǘ ƎƛǾŜǎ ǎƻƳŜƻƴŜ ŀ ǳǎŜǊƴŀƳŜ ŀƴŘ ǇŀǎǎǿƻǊŘΦ  ²ƛǘƘƻǳǘ ŀ ǳǎŜǊ 

record, a person cannot sign in to the website, and you cannot create a member record for a person 

until he or she has a user record.  In many ways this is your first stop once you get to a point you are 

ready to start registering people and capturing their spiritual gifts.   

 

Figure 12 The Maintenance - Manage Users page 

While the picture above is hard to read, if you sign in to the website, you can follow along on screen 

with a much better view. 
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bƻǘƛŎŜ ǘƘŜ άbŜǿέ ōǳǘǘƻƴ ǘƻǿŀǊŘ ǘƘŜ ǘƻǇ ǊƛƎƘǘ ƻŦ ǘƘŜ screen.  Whenever you have the ability to create a 

ƴŜǿ ǊŜŎƻǊŘΣ ǿƘŜǘƘŜǊ ƛǘ ƛǎ ŀ ǳǎŜǊΣ ŀ ƎƛŦǘΣ ŀ ƳƛƴƛǎǘǊȅΣ ƻǊ ŀ ƳŜƳōŜǊΣ ȅƻǳ ǿƛƭƭ ǎŜŜ ǘƘƛǎ άbŜǿέ ōǳǘǘƻƴ όCƛƎǳǊŜ 

13). 

 

Figure 13 Button to create a new user 

You also have the ability to ά9Řƛǘέ ƻǊ ŜǾŜƴ ά5ŜƭŜǘŜέ ŀ ǳǎŜǊ όCƛƎǳǊŜ мпύΦ  ! ǿƻǊŘ ƻŦ ŎŀǳǘƛƻƴΥ ƻƴŎŜ ŀ ǳǎŜǊ 

has a member record, the only reason you would delete the user is if he left the church, died, or entered 

a very definite inactive status as far as the church is concerned.  In other words, it is rare that you would 

ever delete a user.   

Another word of caution: the delete button does not prompt you whether you are sure.  It assumes you 

know what you are doing.  Be sure before you press the button.  [Editorial: we plan to add prompting to 

confirm your intent in the near future.] 
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Figure 14 Buttons to edit or delete a user 

We will go into detail on creating and editing a user in a later section. 

Reassign Ministries  
Reassigning ministries takes a little bit of planning ahead, but the feature is great when you have bulk 

changes you need to make. 

The most obvious situations when ministries would need bulk changes made are: (1) when a new 

ministry area is created and all ministries in an old area need to be moved to the new area, (2) when a 

ministry leader is no longer serving as ministry leader at all, you can reassign all ministries led by that 

person to another person, and (3) when a staff contact is no longer serving in that role, you can reassign 

all ministries under that staff person to another staff person. 

Where you need to plan ahead is in making sure that you have the new area, the new ministry leader, or 

the new staff contact already created in the system.  If you do not, you obviously will not see the new 

ministry area, for example, in the list to which you can reassign ministries. 

The form itself is simple (Figure 15).  If you want to reassign from one ministry area to another, you 

select the current area from a drop-down list, then you select the new area from a drop-down list, and 

Ŧƛƴŀƭƭȅ ȅƻǳ ŎƭƛŎƪ ǘƘŜ άwŜŀǎǎƛƎƴέ ōǳǘǘƻƴΦ  Lƴ ŀ ŦŜǿ ǎŜŎƻƴŘǎΣ ȅƻǳ ǿƛƭƭ ƎŜǘ ŀ ŎƻƴŦƛǊƳŀǘƛƻƴ ǘƘŀǘ ǘƘŜ ƳƛƴƛǎǘǊƛŜǎ 

were reassigned. 


