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Home

Get oriented with a quick 
overview of the Web 

Terminal tabs

Access your church 
website, newsletter, 

and important 
announcements

Learn how to download 
the mobile app and use 

MSP on-the-go

My Schedule Full Schedules My Profile

Easily switch between 
family members profiles



3

Request a sub if you 
cannot make your 
scheduled service

Fill in for other volunteers who have a sub and/
or propose a trade

Automatically sync your 
schedule to Google 

Calendar, Outlook, or iCal

In your list of scheduled services, 
click on a specific service to see its 

plan, attachments, or notes

Home My Schedule Full Schedules My Profile
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Click on a specific 
service to see its plan, 
attachments, or notes

Easily find your scheduled services in 
green and see who is serving with you

Sign up for an 
unfilled position

See other volunteers 
who requested subs and 

volunteer to fill their position

Home My Schedule Full Schedules My Profile
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Select another family 
member’s profile to edit

Change your password 
as needed

Add, remove, or reorder 
your service preferences

Update times you aren’t 
available to serve

Enroll in automatic email 
reminders and decide 

when you get them

Type additional notes 
or comments for your 

scheduler

Select to ONLY be 
scheduled at services 
listed in your profile

Don’t forget to click
SUBMIT!

Home My Schedule Full Schedules My Profile
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Enter your church’s 
Organization ID. 

(Contact your scheduler 
if you’re not sure what 

this is.)

Enter your Web 
Terminal Username and 

Password to log in.

Visit the App Store 
for iOS or the Play 
Store on Android 

and search 
for “Ministry 

Scheduler Pro.”

You will be able to easily switch between family profiles once logged in, 
please see the ‘Settings’ tab for more information.

Mobile App Guide
My Schedule Open Positions My Profile SettingsFull Schedule
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Filter your scheduled 
assignments by ministry, 

service or date.

The My Schedule 
section will list your 
scheduled services. 

Click on a service to see 
more information or 

request a sub.

Request a sub 
right from your 

phone!

To update this list of your 
assignments, you can place a 
finger towards the top of the 
screen and swipe down. You 
will see the loading icon that 
tells you the app is checking 

for any changes.

Mobile App Guide
My Schedule Open Positions My Profile SettingsFull Schedule
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Mobile App Guide
My Schedule Open Positions My Profile SettingsFull Schedule

By clicking on the date 
and time of a service you 

can see the scheduled 
volunteers, any attached 

resources, and see or leave 
a comment for the service.

See all scheduled 
services from today 

forward directly in the 
mobile app.
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Filter open 
opportunities by 

ministry, service or 
location.

The Open Positions tab will 
show available assignments 
you are able to sign up for.

See who is volunteering 
and what resources are 

available before you 
volunteer.

Mobile App Guide
My Schedule Open Positions My Profile SettingsFull Schedule
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Make changes to 
your general contact 

information and 
submit dates you’re 
unavailable to serve.

Submit single or 
multiple dates 
and even add 

yearly or family 
preferences.

Mobile App Guide
My Schedule Open Positions My Profile SettingsFull Schedule
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Mobile App Guide
My Schedule Open Positions My Profile SettingsFull Schedule

Control your push 
notifications to alert 

you of upcoming 
assignments.

Manage your Push 
Notifications, easily switch 
into the profiles of other 

members of your family, or 
log out of the app.


