Using the Ministry Scheduler Software
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Mass

Liturglcal:Schedules "The celebration of Holy Mass is as valuable as the death of Jesus on the cross.”

Welcoming Children s :
- Saint Thomas Aquinas

Ordinary Time
Jubilee Year of Mercy . |
Mass Times
SAT: &30PM
Lll’]_kS SUN: 8:00 AM | 10:30 AM | 5:00 PM
Current Ministry MON: 6:30 AM | 9:00 AM
Schedule TUE: 9:00 AM (The Holy Rosary is prayed following this Mass).

[ MIHIS!F\_I Valunteer Logln ;900 AM | 6:00 PM (The Holy Rosary is prayed following this Mass).

9:00 AM
30 AM | 9:00 AM

New Liturgical Minister
Registration

Reconciliation Times
News WEDNESDAY:  6.30 PM lo 7-00 PM (following & p.m. Mzss)
SATURDAY: 8:00 AM to 8:30 AM \ 4:30 PM to 5:00 PM (or by private appointment)

An Evening of Guided

[0 P e w

This will transfer you to an external site (rotundasoftware.com).


http://www.zionsvillecatholic.com/

Using the Ministry Scheduler Software

i
/ " Liturgical Schedules | Sa x| BB Login

C | @ https//secure.rotundasoftware.com/|/web-terminal/login/stalphansusliguori?

St. Alphonsus Liguori Catholic Church

Ministry Scheduling Login

~
If you don't know your password, click here
Password: g 2! : 8 R
and we'll send you an email to reset it

Username:

|#| Remember me on this computer

| tLogin |

I'lE| iPhone & Android app now
availablel

Download Ministry Scheduler Pro from the app
store on yeUr moebile device and enter your

Organizatign ID | stalphonsusliguori

The organization ID will already be filled in, but if
you arrive on the page or in the mobile app
without it:

Organization ID stalphonsusliguori

Use the webpage to create an account.
After you have an account/login, you can use the webpage or

the mobile app.

http://www.rotundasoftware.com/ministry/stalphonsusliguori



Creating a New Account

Enrallment - t. Alphan:

C | & hitpsy/securerotund om/1/

St A reronsus Licuors
(Carnoric (CHURCH

Please enroll by completing the following form and then clicking the Submit button. Please
remember that you must click the Submit button at the bottom of this page for your
enroliment to be processed.

General Information

| Firstname [\

Fill in your (child’s)
] Laslnarre:l ‘ . .
Phone: | | cll: | | InfOI’matIOI’].

Address:

Email

) Email me reminders [2 | 2 | days before my scheduled dates

|#| Send me emails when people submit sub requests | can accept

Please make sure 10 click the "Submit” button at the bottom of this page when finished

-Min’um’es & Schedr-a ng

Please indicate the ministries in which you are interested by selecting them and then clicking "Add".

Available ministries My ministries

Reader - Prayer Announcer

Reader - Reader 1 | Select ministries and click the "Add”
Reader - Reader 2 hiktrin

EMHC-P1

EMHC-P2

e Click “Altar Server”
EMHC - EMHC " ”
s | And select “Add >>

Knights of th ple - MC

RS (you can serve in more than

one ministry)
Please indicate all services at you would prefer to serve by clicking the "Add_." button.
Service preferences l

Please make sure to click the “Submif’ bution at the botiom of this page when finished
Click the "Al

Ministries & Scheduling

Please indicate the ministries in which you are interested by selecting them and then clicking "Add"
Available ministries

My ministries

11 Schedule me only atthe services il ikaa\:ler— Prayer Announcer \ e

| Reader - Reader 1 - J
Please indicate all imes at which you g Reader - Reader 2

imes |EMHC - P

Select minist

d click the “Add"
witton.

dates /

Click the

| Knights of the Holy Temple - MC
| Knights of the Holy Temple - Knights -

Anar Server description: This ministry is for anyone from Grade 4 and older who wishes 1o sefve and assist the priest at
Plaase make sure Mass Three altar servers are usually scheduled at each weekend Mass.

Please indicate all services at you would prefer to serve by clicking the "Add.." button
Service preferences

Click the "Add™ bution Ip add a service ¢

(] Schedule me only at the services in this list

Please indicate all imes at which you are unavailable to serve by clicking on the "Add... " button.
Unavailable dates / times

k fhe “Add” bution (o add a can serve ime

Please make sure 10 click the “Submil’ button 3t the bottam of this page when finished




Creating a New Account

s i e s P et s e s oy s e i e s

Available ministries My ministries

Reader - Prayer Announcer
Reader - Reader 1 e Select ministries a
Reader - Reader 2 ‘

EMHC - P1
EMHC - P2
EMHC-C
EMHC - EMHC

Knights of the Holy Temple - MC
Knights of the Holy Temple - Knights = |

Altar Server description: This ministry is for anyone from Grade 4 and older who wishes to serve and assist the priest at
Mass. Three altar servers are usually scheduled at each weekend Mass.

Please indicate all services atyou would prefer to serve by clicking the "Add..." button.
Service preferences

| Add..
(] Schedule me only at the services in this list
PR i et e o e e il -
Unavail Please make sure to click the "Submit” button at the bottom of this page when finished ‘ The 1st Sun of the manth, 8:00 AM (Nave) |
B The 1st Sun of the month, 10:30 AM (Nave)
Ministries & Scheduling The 1st Sun of the month, 5:00 PM (Nave)
Please indicate the ministries in which you are interested by selecting them and then clicking “Add”. The 1st Satof the month, 5:30 PM (Nave)
Available ministries My ministries Trrgclad Sumciiinmanky, SHGAM (i)
The 2nd Sun of the month, 10:30 AM (Nave]

Reader - Prayer Announcer & | —————— | Altar Server
| Réader - Réader 1 ‘LJ The 2nd Sun of the month, 5:00 PM (Nave)
The 2nd Sat of the month, 5:30 PM (Nave)

Reader - Reader 2

The 3rd Sun of the month, 8:00 AM (Nave)
EMHC - P1

The 3rd Sun of the month, 10:30 AM (Nave)
EMHC - P2

The 3rd Sun of the month, 5:00 PM (Nave)
EMHC -C

The 3rd Sat of the month, 5:30 PM (Nave)
EHC =HAC The 4th Sun of the month, 8:00 AM (Nave)
oo i e iy Templs W The 4th Sun ofthe month, 10:30 AM (Nave)
Keihtzlof I Hol Sl - Kighis The 4th Sun ofthe manth, 500 PM (Nave)
At Sexver or Knight x | The 4th Satoftne montn, 5:30 PM (Nave)

The 5th Sun of the month, 8:00 AM (Nave)
The 5th Sun of the month, 10:30 AM (Nave)
The 5th Sun of the month, 5:00 PM (Nave)
The 5th Sat of the month, 5:30 PM (Nave)

Knights of the Holy Temple - MC description: (Mo descripiion available |

Please indicate all services at you would prefer to serve by clicking the "Add._" button

Service preferences

Click the "Add” button to add a service preference.

| Schedule me only at the services in this list

Please indicate all imes at which you are unavailable to serve by clicking on the "Add..." button.

Unavailable dates / times

Click the "Add” bution to add a can't serve fime

Please make sure fo click the “Submif” button at the bottom of this page when finished

You will see “Altar Server” appear under “My ministries”

Then click the “Add...” button to select your Mass preferences.
(As a service to the parish, please select all the Mass times that you are able to
attend. You will be scheduled only for your preferred times, and you will only
receive sub requests for those Masses.)

Please select all 5 weeks of your preferred Mass time.
This does not mean that you will be scheduled for 4-5 Masses per month!



Creating a New Account

& - Prayer Announcer mro—
Reader - Reader 1 Select ministries and click the "Add”
Reader - Reader 2 button

EMHC - P1
EMHC - P2
EMHC-C
A Next, please add
Altar Sesver

Knights of the Holy Temple - MC o“ 'I bI
Knghtsf the oy Tempe-Knghts your “unavailable
Altar Server description: This ministry is for anyone from Grade 4 and older who wishes to serve and assistihe priestat

Mass. Three aitar servers are usually scheduled at each weekend Mass. dates / times"
:\:’:is:::n:!it:i::;emesmmwouldursfamservebytlltmngme'wd”"hmw"‘ - This iS VE RY
l Novisedes J .

important.
It will keep you
from being
scheduled for those
Masses.

Click the "Add" button to add a service preference

[Z] Sthedule me only at the services in this list

Please indicate all imes at which you are unavailable to serve by clicking on the "Add...” button.
Unavailable dates | times

Click the "Add” button fo add a can serve time

FB Enrollment - St. Alphons. X

c

e

& https;//secure.rotundasoftware.com/|/enroliment/stalphonsushguon

‘ Use the pull
the date range

downs and
® |n any of the for a repeat
calendars to
fill in dates.

i2mnotavaiiabie [on e following date ¢ | 111052016

@ Onlyin the | Altar Server ] ministry

|| Repeat this can't serve time every year during the specified date range

Cancel N

(_oxaadd anotner | [

Iam notavailable | during the daterange  + |fmm‘ to ‘ \

Do not schedule me at this time;

® |n any of the ministries in which | am qualified to
@ onlyin melNWServer 4 | ministry

-



Creating a New Account
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Please indicate all services at you would prefer to serve by clicking the “Add..." button.

Knights of the Holy Temple - Knights -

Service preferences

[ add..
Add” b add a prek
| Schedule me only at the services in this list
Please indicate all times at which you are unavailable to serve by clicking on the "Add.." button.
Unavailable dates |/ times
[ add.

Click the "Add” button to add a can't serve fime.

Please make sure to click the "Submit” button at the bottom of this page when finished.

Additional notes or comments

Please List your preferred Mass time here! and any other comments or questions.

Please make sure to click the “Submit” button at the bottom of this page when finished

Submit ‘

St A reronsus Licuors
(Carnoric (CHURCH

Your enroliment form has been submitted.

You will be notified by email when your enroliment form is processed.

If another person would like to enroll from this computer you can start over with a new form.

When you have finished, click “Submit”

You will then receive a confirmation email with your login.
You can now accept any sub requests or open spots.

You will be scheduled during the next block.

You can come back and update your profile and preferences at any time!
Click the “My Profile” tab.




Volunteering and Updating Your Information

(& | B https://secure.rotundasoftware.com/|/web-terminal/home

St. A rpronsus Licuori
(Carnovic (CHURCH

J Home ] My Schedule | Full Schedules | Rosters My Profile | Help | (Madison) Switch to Mark Whitlock | Logout -

Dear Madison Whitlock,
Welcome to the Web Terminall Here you can view your personal schedule, view full posted schedules, view rosters, find substitutes, and view and change your personal settings.
‘You can navigate through the terminal by clicking on the tabs above

Click on the My Schedule tab to see your personal assignments.

Click on the Full Schedules tab to see full schedules.

Click on the Rosters tab to find contact information for others.(not currently available)
Click on the My Profile tab to view or change your personal seftings.

sy Ministry Scheduler Pro | $IEESDTENE R

Your login account name, and others in your family.
Easily switch to schedule other family members.

o



Volunteering and Updating Your Information

L (&) ‘ B https://securerotundasoftware.com/|/web-terminal/my-schedule

St. A 1pronsus Licuors
(Carsovic (CHURCH

Home I My Schedule ‘ Full Schedules | Rosters | My Profile | Help | (Madison) Switch to Mark Whitlock | Logout

—|:> Exportto: B Google calendar | " iCal / Outiook

You are scheduled to serve at the following times.

Sunday, Oct 23, 10:30 AM: Thirtieth Sunday in Ordinary Time (Nave} - Altar Server (request sub}
Saturday, Oct 29, 5:30 PM: Thirty-first Sundav in Crdinary Time (Nave) - Altar Server (request sub}

fyou can't serve at one of your scheduled times, it is very important that you find a substitute ahead of time to take your place. You can make a sub request by clicking on one of the (request
sub) links above

Substitute requests have been made at the following times. To volunteer to fill a position, click an the (volunteer now) link.

Sunday, Oct 9, 10:30 AM: Twenty-eighth Sunday in Crdinary Time (Mave) - Altar Server {volunteer now} <:
Sub requested by: Logan Seiler
Comments: Scouts Fall Camparee, out of town

by Ministry Scheduler Pro | fIEESULEal R

My Schedule Tab

Your current schedule with links to the scheduled item and
substitution requests.

Open substitution requests with links directly to
accept the position

+—

Navigate to this webpage on you mobile phone or on your computer
and you can subscribe to this calendar
Subscribed calendars will automatically update, but are not editable.




Volunteering and Updating Your Information

Full Schedules Tab

Full schedules

c | @ https://secure.rotundasoftware.com/l/web-terminal/master-calendar?liveWebPostld=299162&emulateTabld=fullSchedules

St. A Lrronsus Licuors
(Carsovic (CHURCH

Home | My Schedule | Full Schedules w Rosters . My Profile 1 Help | (Madison) Switch to Mark Whitlock | Logout

Readers, EMHCs, Altar Servers, Knights of the Holy Temples, Ushers, Sacristans, Music Ministry and
Cantors Sep 1 - Nov 1

Sunday, September 25 : Twenty-sixth Sunday in Ordinary Time

Reader EMHC Altar Server Inighexofthe Holy Usher Sacristan
Temple
John Noel - PA Tim Youngs - P1 VOLUNTEER NOW - KHT | Dennis Matusiak Betsy Damm
Robin Damm - R1 Cathy Youngs - P2 Dick Williams
Jacqueline Noel - R2 | Mark DeCarlo - C Bob Wahlstrom
Sunday, Terie G Thompson - EMHC Andy Damm
8:00 AM Kathy Kinzel - EMHC
(Nave) Charlotte Matusiak - EMHC
DEACON PLACEHOLDER - EMHC
IMegan DeVelvis - EMHC
Matt Brown - EMHC
Andrew Auersch - PA | Jack O'Brien - P1 Gianfranco Gonzales | VOLUNTEER NOW - MC Mark Whitlock Sandy Lehnen
Mary Kelly - R1 Kim Reinhart - P2 Madison Whitlack Jay Hermacinski
Frank Violi - R2 Peg Lupinski - C Logan Seiler Terry Spartz
Rose Means - EMHC WOLUNTEER NOW
155'_*';";1‘ Sandy Lehnen - EMHC
W DEACON PLACEHOLDER - EMHC
(N_ave) Adrianne Carisch - EMHC
Maaaie Seiler - EMHC
8:00 AM Aggie Weber - EMHC
(Nave) Charlotte Matusiak - EMHC
Deb Easterday - EMHC
Karen Hoaglund - EMHC
Andy Damm - EMHC
Katie Swanson - PA (sub requested) | Peg Lupinski- P1 Emma Hermacinski VOLUNTEER NOW - M
Matt Kincaid - R1 Leanne Gilmore - P2 Wyatt Seiler :
Pia Meyers - R2 Maggie Seiler - C Logan Seiler (sub requested) - [ACCEPT) |
Amy Wagner - EMHC
Sunday DEACON PLACEHOLDER - EMHC
10:30 AM = p
(Nave)
Accepl substitute reque:
. Sunday, Cct 8, 10:30 AM: Twenty-eighth Sunday in Ordinary Time (Nave)as Altar
Paosition: Sarer
Josie Haydock - PA Fs
YOLITH Pl ACE HOI DFR

Comments: & - -

® | would like to take on this position for & w without a trade

"2 | would like to trade * this position for one of my scheduled
positions.

Your name will appear
in green.

You can click “ACCEPT”
on any open position.

Your comments:

P

l Newvermind | I Acceptsub request J




Volunteering and Updating Your Information

Rosters
Tab
e

<« C | @ https//secure.rotundasoftware.com//web-terminal/rosters
P!

ST. ALPHON SUS LIGUORI

Home My Schedule Full Schedules | | Rosters || My Profile Help ‘ (Madison) Switch to Mark Whitlock | Logout

Use these rosters to contact other people in your ministries. ||

ReaderRuster

e If you need to contact someone to fill your

Usher Roster
=2

spot, contact information can be found here.

(_

St. A rpronsus Licuor
(Carnovic (CHURCH

Home My Schedule ‘ Full Schedules | Rosters ‘ My Profile ‘ Help ‘ (Madison) Switch to Mark Whitiock | Logout

Altar Server Roster

Last name Fust E-mail Phone SErice Can't serve times St he_ziuled
name preferences services
10/8/16
5:30 PM -
EMHC -
(317) 344~ EMHC;
341 10/15/18
530 PM -
EMHC -
EMHC
(317)400 Mo
Brake Kaitlyn stormi@werbrake.com 4905 BH4;10M16; 10/23; 116; 1127, 1218 scheduled
times.
10116165
Brake Mia starmi erbrake com 8M4:10M16; 10/23; 11)6; 11/27; 12118 P - Altar
Server h
10/2/165
PM - Altar
(317)733- Server;
b2 1016168
AM - Altar
Server
1016168
Busse Billy sue busse@amail.com B AN - Altar
3841 —
10721165
Busse Lizzie sue busse@amail.com (3381471”3} PM - Altar
Server
10116
5630 PM -
Reader - %

Boshm Noah slboehm@iupui.edu

Busse Annie sue busse@amail.com




Mobile Calendar

Subscribing to the calendar

In your web browser/Safari,

navigate to the ministry website.

Log in and click the “My Schedule” tab.
Next to the “Export to:” click the iCal link.

Under your “Calendars” list, it will show up in
y¢ The Calendar "St. Alphonsus : R
Liguori Catholic Church: the Subscribed calendars.

Scheduled Services” has
been added

Bil ViewEvents  Done You will see “Serving as...” in your calendar.

These will automatically update when the
schedules come out.

v @ St. Alphonsus Liguori Catholic Ch... @

v = St. Alphonsus Liguori Catholic Ch... @

1 Serving as Usher




Mobile APP

The mobile app can be found in
the App Store - search for
“Ministry Scheduler”- or by a link
on the login on web page.

St. Alphonsus Liguori Catholic Church

Ministry Scheduling Login

Username: ‘

: If you don't know your password, click here
Password: Al en = e % 5
and we'll send you an email to reset it
« Remember me on this computer

| Login |

T1¥ iPhone & Android app now
available!

Download Ministry Scheduler Pro from the app
store on your mobile device and enter your
Organization ID | stalphonsusliguori

Organization ID stalphonsusliguori



Mobile APP

B
: My Schedule Filter ShOW you a” your

Sunday 10/23, 10:30 AM SChEdU|ed MaSSGS

Saturday 10/29, 5:30 PM

Times that you have
requested a sub will
show in orange until the
request has been
fulfilled.

You can click on the day
to request a sub.

_ Open Positions page will
: Open Positions Filter ShOW any Unﬁ”ed SpOtS,

P and any sub requests
el will show in orange.
Saturday 10/22, 5:30 PM

You can click on the day

to accept a position.

*
My Schedule  Open Pesitic




Mobile APP

The My Profile page lets you update

General Information “Can’t Serve Times” and more.

Can't Serve Times

More

@)

My Schedule  Open Positions My Profil

€ Can't Serve Times Add A Time
¢ Back Can't Serve Times -

_ £ Type Add A Time
Submit A Can't Serve Tim During a date range

On a single date Start Date 9/26/16

End Date 9/27/16

Repeats every year

Add for my whole family

@)

My Schedule  Open Positions My Profile Setting

My Schedule  Open Positions My Profile

My Schedule ~ Open Positions My Profile Settings.




Mobile APP
Settings let you add push

notifications.

Push Notifications

Acknowledgements

You can also switch to other
family members to see their
schedule and update

preferences or sub requests.

Rate Us on the App Store

Switch to a Family Member

Version 1.3.0

My Schedule  Open Positions My Profile Settings

£ Settings Push Notifications

Don't notify me

30 minutes before
1 hour before

2 hours before

1 day before

2 days before

1 week before

%

My Schedule Open Positions My Profile Settings




