
You can easily view your schedule, request a substitute, pick up an unfilled assignment, update your 

personal information, etc. 

Login to your MSP User account in one of several ways.  You will need to enter your username and 

password to login. 

• URL address:  https://secure.rotundasoftware.com/29/web-terminal/login/RCCOMMUNITY 

• Off our website:  https://readingcatholic.org/msp 

• Mobile App:  Visit the App Store for iOS or the Play Store on Android and search for “Ministry Scheduler Pro.  

 Ministry Scheduler Pro (MSP) 

Maintaining your MSP User Account 

HOME TAB 
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MY SCHEDULE TAB 

Click (request sub) if you are unable to 

serve at your scheduled Mass.  This will 

auto send an email to other Ministers 

who can then accept to serve.  If another 

person picks up your request, you will 

receive an email to let you know. 

These are the currently unfilled 

assignments.  If you would like to 

serve, click (volunteer now) - this 

will update the Master Schedule for 

all to see. 
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FULL SCHEDULES TAB 

VOLUNTEER NOW - These are the 

currently unfilled assignments.  If 

you would like to serve, click 

(volunteer now) - this will update 

REQUEST A SUB - If you can not make 

your assignment, click (request a sub).  

This will auto send an email to other 

Ministers who can then accept to serve.  

If another person picks up your request, 

SUB REQUESTED - NOT SHOWN - 

appears when a person is 

unable to make their scheduled 

Mass and has requested a sub.  

Click on the (sub requested) if 

you can serve in their place.  The 

person requesting a sub will 

receive an email telling them 

their assignment has been filled. 

Scroll down to weekend you wish 
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EMAIL REMINDERS: 

Check or uncheck to receive or not. 

MY PROFILE TAB 

These are the personal settings that we have on file for you.  
Use this section to update changes. 

John Smith 

123-445-6789 

email@email.org 
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THESE ARE YOUR PERSONAL 

PREFERENCES -  

Review for accuracy and update as 

your needs change.  These are the 

parameters that are used when the 

auto-schedule is run. 

SERVICE PREFERENCES: 

This is the information the MSP draws upon to create the schedule.  It is best to list only the Masses you wish to be scheduled 

for and then check the “Schedule me only at these times” box. 
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CAN’T SERVE DATES/TIMES: 

At any time you can add “can’t serve 

dates.”  This is particularly helpful if 

dates are added prior to the creation 

of a new scheduling period.  In this 

manner, you will not be scheduled for 

your “can’t serve dates” when the 

schedule is auto-generated. 

 

 

REMEMBER TO PRESS THE SUBMIT 

BUTTON 
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