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Welcome

Thank you for your interest in our MinistryManager web application. Since you are reading this, you
fA1Sfe akKFENB 2dzNJ LI aaA2y F2NJ KSELAyYy3I LIS2LIXis8 (G2 TFA
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 personisgie 6 & D2R G6AGK ALIANRGdzZ € 3IAFGaAa (G2 Syl
joyful service in ministryThe website is our attempt to bring organization and efficiency to a frequently
paperheavy process in a very portable way. As long as you can get tateheett, you can get to

MinistryManager.

Where do | start?

It may help to think of the website as a book with tabs. Each tab takes you to a different section of the
0221 ® C2NJ SEI YLX ST Ay (i KtSkesyad backasthie yndin gpdfofdHe dzZNBS = (K S
$S0aAGST GKS aDAFTG&AE GlFo (F1Sa @ wkesypoRtoalistbfA ad 27F
YAYAAGNRSE FT2NJ @2dzNJ OKdzZNOKT FyR (GKS aCSSRol O1¢ Gt
other topic you might choose. Wtever tab you select will highlight in color to help you remember

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

QX

2 http://demo.organizedchurch.com/ - Microsoft Internet Explorer

. File Edit View Favorites Tools Help

QBack ~ ) - [ 2] (b T Favorites £ - & EAgIdress |5§’||'1t-t:;:|:,f,fden-m.crgar1izedd'1urd"|.o::m..r

Home |} Gifts | Ministries ] Feedback

Welcome to OrganizedChurch Demeo Site - Please login to view more de

Spiritual Gifts

Ministries F;od gifteldl_ea:?rl'l of us wit_r:ll Elpirlitual_l Qiftf.f

Figurel Tabs on MinistryManager

l 34dzYAy3 &2dz FNB | f NSFER& FlIYATAFIN OWGKE GIKBA (04 @M DR
system and how you access them.

Signin / 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 younarserand password.

' yGAET @2dz aA3dy AyI GKS $S0aArAiGS oAf f(sekFigh®2)r a[ 23AY
regardless of what page you visit in the website.
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Username:

|

Password:

.

Forgot Your Username or
Password?

Figure2 Login Form
9y (1 SNJ &2 dzNJ dzid SNYYSES FAAYS fIRK S YoRIzZa@2NdZNI a LIF a6 2 NRE A Y
a { A IFiguteBldutton.

Sign In

Figure3 Sign In button

LT &2dz R2y Qi KIFI @S | dzaSN¥yIFYS IyR LI aag2NRX FANARID
someone pobably 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 youraeldth Of A 01 G KS aDS
(Figure 4) link at the top right of the screen to email us at amgalthurch.com. We can check with

your team and get you squared away quickly.

~“Sign In | Get Help| Send Feedback | ©

Figure4 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 toienake it relatively painless

G2 3S4 + yS¢ dzASNYIFIYS FyR LI da62NRO {AYLX & Of A0]
(Figure 5under the Login form.

Forgot Your Username or
Password?

Figure5 Forgotten username or password link

The website will open Borm (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 fgsgopassword.
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A Forgotten Password - Microsoft Internet Explorer e = = ] |:||§|fg|
. File Edit View Favorites Tools Help 'l';'

S - M o | T Favorites ) | (2 Address |£§| http://demo. organizedchurch. com/forgotpass. php V| Go
. Sign In | Get Help| Send Feedback | @

Ministries | Feedback

Forgotten Password

e Forgotten Password

Gifts g - This symbol marks fields that must be completed before you can sawve.

Ministries
Feedback

- This symbol marks fields that need changes before you can zawve.

What do you remember?: (T)

Username: | -selectone- v |

Choose something you remember to help us find your record.

d- If you still have trouble getting into the system for whatever reason, click
Password: this link to send an email asking for help.

Figure6 Forgotten Password form

/| K22aS8S 2yS 2F (KS (GKNBS 2LJirAz2yazr Ot A0l GKS a{l @S¢
your email address, your first and last name, or your username, it will yesetpassword 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.

A

2 KAETS 6SQOQNB 2y (KS G2LIAOXT @2 dzNJ dz2NBENY IyY Sy SA & aiieg LIAFCIN
YR @2dzNJ FdzA € 1 ad ylIYS 6aaYAOlGKED F2NI I O2YO0AY Il (A

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 haveltiree new tabs: (1) members, (2) maintenance, and (3) my profile.

'a I YSYOSNI 2F GKS YIAYydSylyO0S {(SIYxs e2dz KIS (KS
aSYOSNE 2y aAyAaidNBalyl3aSNIIINBE y20KAy3 YemNB (Kl y
talents, spiritual maturity, and so on. Before you jump in and try to create a member, you need to
ONBIGS SIFOK LISNB2Y Fa I a!laSNE FANRGe 2SQff 3ISA

The maintenance section of the website allows you createyedi2 NJ RS f @hich is simply dza S NE =
NEO2NR 27F S| OK pasSwiremyilQddresizart Noffermgd3elephone number. Under

the maintenance section, you can also edit keywords (the values you see in various drop down fields and
lists in the foms on the system). Finally, the maintenaseetion 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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CAylLftftes (KS daaé t Na&®bodg&déon usdrof thd viebsltéS Neie/gulcdn rege & 2 dz
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,

pleasS KSf L) dza& ({1 SSLI I aSOdaNBE adae2aidSYy o0& dzaAy3d az2vYSUuKA
FILYAf@ YSYOoSNRa yIlYS

A http://demo.organizedchurch.com/index.php - Microsoft Internet Explorer delgi=l=D] |._
File Edit View Favorites Tools Help

=

E.

=

@ Back ~ B @ ,\ <% Favorites e | - & Address |@ http:/fdemo.organizedchurch.com findex.php V| Go
Welcome Andy StaffContact | /Sign Qut | My Profile | Get Help| Send Feedback | @

Gifts | Ministries | Members | Maintenance | My Profile | Feedback

Home
Gifts 2872 | Spiritual Gifts
Ministries God gifted each of us with spiritual gifts specially designed to enable us to serve Him. Here
Members you will find a list of the Biblical spiritual gifts along with references to related scriptures
Maintenance spiritual Gifts and commentary on traits and characteristics of someone gifted with each.
My Profile
Feedback
Ministries

In this section, you can browse available ministries sorted in various ways. Need to find
ministries matching a particular gift? You can do 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

Ministries particular member of the church? Here's the place to look. You can also get details on
each ministry in this section.
Members
Here you can get information about a specific member or members, run a matching ministry
report for someone, and update such information as a member's spiritual gifts, talents, or
assion.
Members P

Maintenance

In Maintenance, you can control users by giving them access to do things or by taking
away their access to do things. You can also update the various lists used in the system
such as ministry areas, timeframes, ministry locations, feedback subjects, etc.

My Profile

Use My Profile to change your personal email address or other personal information, to
change your password, or to customize this system to better serve your needs. Here you
can change the number of ministries shown on screen at a time and control other settings
as they are made available in future releases of this system.

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 other things in the life of your
church. Use feedback as your means of communicating back to your church staff to get
help, offer suggestions, or find out more information about some topic.

Figure7 Homepage of the website after signing in with maintenance rights

My Profile
2 KSYy @2dz Of NOTALEKS Glhé 2N GKS fAy]l Ay GKS (2L) NR3
where you can make changes to your information (Figure 8).
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2 User Profile for Andy StaffContact (andrew) - Microsoft Internet Explorer e lgl=]=D |:||§|rz|
. File Edit View Favorites Tools Help 11'

QBack - ) - [¥ [@ 0 Trravorts £ (0 & ;Ac_ldress |@b| http: /fdemo.organizedchurch.com/registration. php?id =4

Welcome Andy StaffContact | .~ Sign Out | My Profile | Get Help| Send Feedback | ©

Gifts ] Ministries | Members | Maintenance | My Profile | Feedback
User Profile for Andy StaffContact (andrew)
New | Save | Close | Delete | Print

Home User Profile for Andy StaffContact

Ministries (andrEW)

Members

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

My Profile

Feedbacl — [ user Information
Notify User:

¥ Check this box to email this user a notice of the changes made to his/her
profile.

Username: ()
andrew

Role:

Maintenance

Is this person a staff contact for any ministry?: @O
Yes

Is this person a leader for any ministry?: (O
No

First Name: (@ Y

|}'ﬁmcl‘§|r

First name can not be more than 20 characters long.

Last Name: ()
|Staﬁ'Contact

Last name can not be more than 50 characters long.

Email Address:
|ar1dy.stachontact@organizedchurch.com

Email address can not be more than 50 characters long.

— [l change Password
Password:
™ Check this box to generate a NEW password for this person.

Current Password:

Enter your current password here for security reasons.

Figure8 MyProfile form

If you are like most of us, you will want to reset your passwords Usi KS &/ KIF y3S t | éééZNﬁ
GKS FT2NXY O0CA3IdNBE o G2 R2 GKFdGo® 9y GUSNI GKS LI dag?2
tFAa62NRE FASERI GKSY Sy (dSNI &2 dzNJ yé LI a362NR AY

LI 4362 NR2ZWHANMKSt 4§32 62NRéE TFTASERO 28 a1l @&2dz F2NJ (¢

The system will prevent you from saving if they do not match.
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— [l change Password
Password:
' Check this box to generate a NEW password for this person.

Current Password:

Enter your current password here for security reasons.

New Password:

Mew password must be at least 4 characters long and contain only letters and numbers.

Confirm Password:

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

Figure9 Change Password section of the MyProfile form

Feel freetochangeydld G St SLIK2y S ydzYo SNE SYFAf FRRNBaasz 2N 2
KSNB o 2 KSYy @2dz FNB NBFIRe (2 al @S e2dz2NJ OKIy3aSas O
all goes well, you will get a confirmation of your changes (Figurelfldu 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

NER dE¢ AYF3AS gAff | LIISFNI 6SaAaARS (GKS FTAStRa 6AGK

A http://demo.organizedchurch.com/comm.php - Microsoft Internet Explorer (&= ) |._||E|[z|
. Elle Edit Vew Favorites Tools Help 1','

QbBak -~ O - [ @) ‘3 7 Favorites 42 A~ = ;Ac_ldress |@ http: //demo. organizedchurch.comcomm.php v| Go
Welcome Andy StaffContact | /> Sign Out | My Profile | Get Help| Send Feedback | @

Ministries | Members ]| Maintenance | My Profile | Feedback

Profile Changed Successfully

Profile Changed Successfully

Home
Gifts You successfully updated your profile. Depending on the type of
Ministries change, you may receive an email noting your changes as well.
Members

Maintenance

My Profile

Feedback

Figure10 Confirmation that MyPofile 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 variosi®likeywords 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 I(§igure 11)

1.

Ministry Areac S OK YAYA&AUGNER A& | aa2O0Al (&amplg chbikKand y & | NJ
LINY¥ AaS GSIY YAYAAOGNARSa YAIKG FlLff dzyRSNI 'y I NB
{dzy RIF& Y2NYyAy3a OflaasSa g2dzZ R Frff dzyRSNI Iy | NB
preloaded with a default list of thesémportant: If you opted to preload your website with a

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

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

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

quickly. Renaming is not a problem.

Ministry Timeframe¢ each ministry can indicate the typical times when the ministry is

performance. For example, a ministry might meetekly 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.

Personalityc each ministry isas€dA + § SR gAGK | AGLISNBR2YIlItAG&E D { 2
aideftSéo 3T AYyT GKAa fAad Aa O2YLX SiSte Odzadz2y

your convenience.lmportant: Aswith ministry area, deleting values from this list afte

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 afp@rtdzt | NJ ¢ LISNR 2y | ft AGé&é¢ o
the personality.

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

system comes with a default list which you can edit.

Ministry Locationg each ministry can indicate whethe ministry typically takes place.

Worship Timeg worship time currently is not used in the system. We arevaluating where it

makes sense to integrate worship time with the ministry listings.

Membership Status; as you enter a member record indlsystem, you can indicate that

LISNE2Y Q3 YSYOSNEBKALI adl Gdzao ¢tKS aeadsSy Aa 21l
you are welcome to rename, add, or delete them.

Feedback Subjeat when someone submits feedback on the website, they choosgegory in

I FASER G2KIFIGQa GKAA |02dziKé @ ¢tKSAaS @I fdsSa 02
list for convenience, but you are welcome to rename, add, or delete them.

Workshop Datec Many churches choose to offer a spiritual gifts clasa aneans of introducing

the congregation to the concept of gifteased 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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2 Keywords Management - Microsoft Internet Explorer delal=d=b |z||§|[z|
QBak - ERE 0 T Favorites £ A~ & EAQdFESS|€| http: //demo.organizedchurch.com/admin.php v| Gn
Welcome Andy StaffContact | > Sign Out | My Profile | Get Help| Send Feedback | @

: Flle Edit View Favorites Tools Help

] Mmm
anager
u DEHEO Ministries | Members | Maintenance | My Profile | Feedback

Keywords Management

S Keywords Management

Gifts g - This symbaol marks fields that must be completed before you can save.

Ministries
Members

Maintenance
Keywords Administration

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

Ministry Area Add NEW Ministry Area: |

Manage Users Adult Ministry
Reassign Ministries Children's Ministry

My Profile Church Leadership
Feedback Community Outreach
Congregation Care
Creative Arts
Daily Bread

Figurell Add, rename, or delete keywords

Manage Users

CNRY (KS daal y[Figuse D), yob ddl createt uSe¥f you have been reading along, you

gAtt NBYSYOSNI GKFG | a! aSNE NBO2NR Aa ¢gKFd 3IAPSa
record, a personannot 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.

aManage Users - Microsoft Internet Explorer =] '\-_HEIEl
: File Edit View Favorites Tools Help

D @Bk - 0 [ [ b FrFaveites £ (30 5 Adevess [{] heip:/jdemo.organizedchurch, comjusermat. php v He
Welcome Andy StaffContact | />Sign Out | My Profile | Get Help| Send Feedback | @

| Ministry
Manager = S .
Gifts | Ministries | Members | Maintenance | My Profile | Feedback

Manage Users

Home Manage Usel'S

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

Members
Jump to users with lastnames starting with:

Maintenance ABCDEFGHIJKLMNOPQRSTUVWXYZ
Keywords
Manage Users Registered Users - M
Reassign Ministries Name Level Email gned In

ed
My Profile MinistryLeader, Janet Ministry Jjanet.ministryleader@organizedchurch.com 10/20/07 07:49 PM
Feedback Leader

Registered Users - S
Name Level Email Last Signed In
Del |E¢i| StaffContact, Andy Maintenance andy.staffcontact@organizedchurch.com 10/21/07 01:15 AM

Registered Users - U
Name Email Last Signed In
Del |E¢il User, Joseph Jjoseph.user@organizedchurch.com 10/20/07 07:49 PM

& Internet

Figurel2 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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GbSgé 0 dzi (i 2syreed. 2MhéndUR ydiu KaSe thie 2dility tékrébteda 2 F
KSGKSNI AG A& F dzASNE F IAFGEGET F YAYA

Q¢ Ca

: Fle Edit View Favorites Tools Help

D Qe - O [X [B) (b JrFavoites @ (3 4 addess @] htip: jdemo.crganizeddhurch. comusermgnt. php

| Min

Manager
== o Gifts | Ministries | Members | Maintenance | My Profile | Feedback
mmDEMO

Manage Users

Home Manage USEI‘S

Gifts g - This symbol marks fields that must be completed before you can save.

Ministries
Members

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

5 Jump to users with lastnames starting with:
Maintenance ABCDEFGHIJKLMNOPQRSTUVWXYZ
Keywords
Manage Users Registered Users - M

Reassign Ministries Name Level Email gned In

My Profile MinistryLeader, Janet Ministry janet.ministryleader@organizedchurch.com 10/20/07 07:49 PM
Feedback Leader

Registered Users - S
Name Level Email gned In
Del |E.:i| StaffContact, Andy Maintenance andy.staffcontact@organizedchurch.com 10/21/07 01:15 AM

Registered Users - U
Name Email gned In
Del |E.:i| User, Joseph Jjoseph.user@organizedchurch.com 10/20/07 07:49 PM

@ Internet

Figurel3 Button to create a new user

You also have the abilityf 9 RA i1¢ 2NJ S@Sy a5StSiSé¢ I dzaSNJ 6 CAIdz2NB
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. énwtirds, 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 butfBditorial: we plan to add promijptg to
confirm your intent in the near future.]
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Figurel4 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 ministrig¢akes a little bit & 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 ntowtké 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 ministres 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 seevthe n
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 dregiown list, then you select the newea from a dropdown list, and
FAYlLfte @2dz Ot AO1 (GKS awSlaaadye odzidzyo Ly + ¥FS
were reassigned.
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