Ministry Scheduler Pro Web Interface
for St. Luke in the Fields

https://secure.rotundasoftware.com/l/web-terminal/login/lukefields? is our logon screen.

[OF https://secure.rotundasoftware.com/|/fweb-terminal/login/lukefields?

D Getting Started (5 Getting Started 3\ StaleMailboxDetail 3\ StaleMailboxDetail ) 123 Log Analyzer Report () 0 Notifications ) StaleMailboxDetail )\ StaleMailboxDetail (&)

Church of St. Luke in the Fields

New York, NY
Ministry Scheduling Login

Username: | moshaughness:
Your username and your password 9 ¥

were sent to you in the introduction
emaill, but if you click the "Forgot"

Password: | esessssss

link, the program will send your
usemame fo your email address,
along with a link to choose a new

Remember me on this computer

Login

Forgot your username or password?

A new tool from Rotunda

Connect and organize groups of any size with
Unison! Sign up for a free account and begin
communicating with your group members today!

Learn more

When you log in, you come to a screen with six tabs: Home; My Schedule; Full
Schedules; Rosters; My Profile; and Help
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My Schedule | Full Schedules | Rosters My Profile | Help |

Dear Mary O'Shaughnessy,

Welcome to the Web Terminal! 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.

Click on the My Profile tab to view or change your personal settings.

The Home tab provides a description of
what the other tabs do.
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The “My Schedule” tab shows you what you are signed up for, gives you a tool to
integrate your schedule with your calendar, and gives you a link to request a substitute.
Each service you are scheduled for, has its own “request sub” .
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Home | @ Full Schedules Rosters
g} Google calendar | g iCal/ Qutlook

You are scheduled to serve atthe following times.

My Profile Help
Clicking on one of these links allows you to integrate your serving
schedule with your main Google, Outlook, or iCal calendar!

(request sub)

Export toj

Monday Dec 24, 8:30 PM: Christmas Eve (Christmas Day |} (Late service with choir and instrumentalists) - M

If you 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. ake a sub request by clicking on one ofthe (request sub)links above.

This is where you click to
request a substitute, when
you can't serve
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The “Full Schedule” tab displays every service scheduled for the period covered by the
rota. This is where you can sign up for services. Be aware that you may be
scheduled for additional services if all the roles are not spoken for by the time
the rota needs to be final.

Roles that you are not
trained for appear in
gray, and you can't sign

The "Full Schedule” tab

allows you to sign up
for services and roles December 9 - March 31

that you are trained for.

December § - Dacember 14

Weokday Mass
Acalyre Chalice l Cruciter | Headar TCRESOr Alar Guikd l Ushar ﬁs&lﬂ:m
Sundday, Dec 5, 8:00 AM VOLUNTEER NOW - Fiest Rieading (1) Fchard Kigel
Boacond Sunday of Adwent
iRite 1}
VOLUNTEER NOW - Torchbearer (1) | VOLUNTEER NOW (1) VOLUNTEER NOW | VOLUNTEER NOW - Fwst Reading (1) VOLUNTEER NOW (1)
Sunday, Dec 9, 2:15AM VOLUNTEER HOW - Torchbearer (2) | VOLLWTEER NOW (2} VOLUNTEER NOW - Second Resdng (1) VOLUNTEER NOW (2)
Eancsuechey SN VOLUNTERR NOW () VOLUNTEER NOW (3]
{Rite Il Youth Choir} L i (3) i
VOLLUNTERR NOW (4) VOLUNTERR NOW. {4
Garth Wingfield @ VOLUNTEER MOW (1) | VOLUNTEER Now - Torchbearer (1) | VOLUNTEER NOW (1) | VOLUNTEER NOW | VOLUMTEER NOW - Frst Reading (1) @ VCLUNTEER NOW (1)
W VOLUNTEER NOW - Torchbearer (2) | VOLUNTEER Now (2) MOLUNTEER Nowr - Second Reading (1) WVOLUNTEER NOW (2
{Rite Il Aduh Choir) VOLUNTEER Now (3) VELUNTERR NOW [3)
VOLUNTEER Mow (4} WOLUNTEER NOw (4]
Manday, Dec 10, 6:15 PR
Monday in Second Week of
Advert.
(Karl Bath/Thomas Marton)

If you click on the name of the service in the left column, you will get another screen
that contains the assignments in a list, plus a link to the readings.
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Sunday, Dec 9, 11:15 AM: Second Sunday of Advent (Rite 1l Adult Choir)

Volunteers
| Barth Wingfield

| norFLLED

NOT FILLED

NOT FILLED

NOT FILLED
NOT FILLED
NOT FILLED

NOT FILLED

NOT FILLED

NOT FILLED

NOT FILLED

NOT FILLED

NOT FILLED

NOT FILLED

NOT FILLED

NOT FILLED

uc
Subdeacon

Thurifer (1)
Acolyte - Torchbearer (1)
Acolyte - Torchbearer (2}
Chalice (1)

Chalice (2)

Chaiice (3)

Chalice (4)

Crucifer

Reader - First Reading (1)
Reader - Second Reading (1)
Intercessor

Afar Guild

Alar Guild

Usher (1)

Usher (2)

Usher (%)

Usher (4)

Resources

Readings
= -

TREWED page contains all the readings for the day.

If you click on the name of the service, this detail
screen is displayed. The "Resources” box
contains a link to a website with the day's
readings.

The “Rosters” tab lists the contact information of everyone in the guilds, in case you
need to contact someone directly.

Home My Schedule Full Schedules ‘ My Profile Help

Use these rosters to contact other people in your ministries.

Roster

Full name

This is the list of people who are members of
the guilds, along with the roles they perform.

E-mail Ministry qualifications Service preferences

F. Arisman

T. Bailey

1. Basker

B. Benevento

Reader [First Reading, Second Reading], Intercessor, Usher
Chalice, Reader [First Reading, Second Reading], Intercessor
Acolyte [Banner, Bishop Attendant, Torchbearer], Chalice
Chalice

ONLY; Sunday, 9:15 AM (Rite Il Youth Chair)
ONLY, Sunday, 9:15 AM (Rite Il Youth Chair)
ONLY; Sunday, 11:15 AM (Rite Il Adult Choir}
ONLY; Sunday, 11:15 AM (Rite Il Adult Choir}

The “My Profile” tab allows you to update your contact information, your service

preferences, and the dates you are unavailable.

(see next page)
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E g fle o you ¥ you'd : you iy ’] beow. W will Teview your

p o best e oan. Plesse remember 12t jou must ook e Submit button 2t e bofom of s F20e far jour request 10 b2 processed.

General Information

Prcos | | con [212588-237 |

Agoress: [ 101 Cooper 3t s3N
e York, NY 10034

Emait | msnzugmsssEsgmall com |
Emall me reminders @mmﬁmmmm

[] 3202 me et message (V) remingers 16 nours nefore my senscuizgtimes

Chang= my login password...

Friemse ke Sure 10 olick e “SuomiT” buon 2 e Dofom of i page when Anished

Ministries & Scheduling

Prefarmes fraguensy of scheduling | nammal

Sarvica prafarances

1. Sunday, 11:15 AM {Rita Il Adult Chair)

Senedule me only 2 e senios 1 Tk Tt

Unanailabla dates | timas
‘Sundsy, £00 AL (RRe [}

Jan 7, 2019 - Jan 13, 2019
Wednesds), Decamper 25, 2019

This is where you add dates and times you
are not available. Put them in as you know

them; don't wait for a rota to near finalization.

Frie=se mizke Sure 10 olick e “SuomiT” buion 2 e Dofom of i page when Anished

Additional notes or comments

U MUST CLICK THIS Frizzse ke sune 1o ok e "SuomiT” bution 2t e DORom of 1S Fege when Mnikthed

BUTTON to save your changes.

The “Help” tab takes you to the video covering the uses of the web terminal.

Home | My Schedule | Full Schedules | Rosters | My Profile || Help ,l

™ Wed Temmiel. o “Wen e

Ministry




