
Ministry Scheduler Pro (MSP)
Involvement Tool

How to Use the 
Deacons / Ministry Leaders

Admin Privileges in MSP



Ministry Scheduler Pro (MSP) Account Holders:  To Use Your MSP Admin Privileges from your computer:
Go to the Church web site, www.madisonchurch.org

NOTE:  You cannot enroll or change your ministry preferences from the ShareFaith App on your phones.

http://www.madisonchurch.org/


Ministry Scheduler Pro (MSP) Account Holders:  To Use Your MSP Admin Privileges from your computer:
Click on the teal “LOGIN” button in the top right corner of the page
Enter the MCOC Website password in the password box (Madisoncoc).
NOTE:  You cannot change your ministry preferences from the ShareFaith App on your phone.
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Ministry Scheduler Pro (MSP) Account Holders:  To Use Your MSP Admin Privileges from your computer:

The password will grant you access to Church Family Resources page, click on the “Involvement Info” Tab
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Ministry Scheduler Pro (MSP) Account Holders:  To Use Your MSP Admin Privileges from your computer:
Log into MSP by clicking on the “Member Login” button
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Ministry Scheduler Pro (MSP) Account Holders:  To Use Your MSP Admin Privileges from your computer:
When you created your MSP Profile and it was processed by the church office, you received an email 
confirmation with your Username and Password.

Enter Username (the Default Username is your first initial and last name)
Enter Password (First password is sent to you from MSP and is temporary.  After your initial login, you 
can create your permanent password. 
Click on the green “Log In” button



MSP Home Screen:
After a successful login, you will see the MSP Home screen below.  From this screen you can view your 
schedule, full schedules of the ministries that are scheduled weekly, rosters, and your MSP profile.  Under 
the My Profile tab, you can edit / update personal information and add / remove ministry service 
opportunities.



My Schedule:  
This tab shows you the days and times you are currently scheduled to serve for an Assembly.  This tab
also provides the ability to request a sub for your scheduled service time if a schedule conflict arises.  

To Request a sub:  Click on the green (request sub) link



Request a Sub:
Enter a comment / reason for your request and click on the green “Request Sub” button.  The MSP tool will make the 
request known to all those that have signed up to help in that area and allow them to cover that position by accepting 
the request.



Full Schedule:
Click on the schedule list to see all service opportunities for the Month.  Our schedule is generated on a monthly basis and 
lists all Wednesday and Sunday service opportunities.



Rosters:  
This list shows all the ministries that you have selected to serve on as well as the ministry that you lead as a 
Deacon or Ministry Leader.  You can select each one to find a listing of all volunteers in that area and their contact 
Information.



Rosters:  
Select the Ministry that you are leading to see your Volunteer roster.  This view shows your volunteers and all 
of the ministries that they serve on.  To email your volunteers, you will need to change your log in to Admin View 
(see next slide) 



Switch to Admin View:
If you are a Deacon or Ministry Leader and want to see the roster for your specific ministry or send an email to 
your volunteers,  Log In via the Admin Button.

From the Home Screen, click the down arrow by your name and select: “Switch to Admin View”



Switch to Admin View:
The Admin View allows you to see a list of your Volunteers.  From this screen you can send an email to all of your volunteers
or filter your volunteer list by any subcategories you have identified within your ministry.
(Example:  Seed Sower Ministry has 3 subcategories: Visit Prospects, One on One Bible Study, & Stateside Campaign)



To send an email to all Volunteers in your ministry:
Select first volunteer, hold the Shift Key down, then scroll down and select the last volunteer (this should highlight 
the entire list)
Click on the Bullhorn icon to display dropdown menu, select Email (The “Text” option incurs a fee and is not supported).



To Send an Email to all Volunteers in your ministry:
Enter the Subject, your message, click on the paper clip to add any attachments if needed.
Select “Preview”



To Send an Email to all Volunteers in your ministry:
If your email is ready to be sent, click the green “Send to ?? Members” button
If you need to edit your email, click the “Back” button to return to the email editor.



To send an Email to select Volunteers in a subcategory of your ministry:
Select the box by “Select only volunteers that pass this filter”.
On new screen, click on “Ministries” 



To send an Email to select Volunteers in a subcategory of your ministry:
Click on the dropdown arrow by the Add button
Select the appropriate subcategory of your ministry

That ministry selection will now appear as highlighted in 
the box.
Click the green “OK” button



To send an Email to select Volunteers in a subcategory of your ministry:
Select first volunteer, hold the Shift Key down, then scroll down and select the last volunteer (this should highlight 
the entire list)
Click on the Bullhorn icon to display dropdown menu, select Email (The “Text” option incurs a fee and is not supported).



To send an Email to select Volunteers in a subcategory of your ministry:
Enter the Subject, your message, click on the paper clip to add any attachments if needed.
Select “Preview”



To send an Email to select Volunteers in a subcategory of your ministry:
Enter the Subject, your message, click on the paper clip to add any attachments if needed.
Select “Preview”



To send an Email to select Volunteers in a subcategory of your ministry:
If your email is ready to be sent, click the green “Send to ?? Members” button
If you need to edit your email, click the “Back” button to return to the email editor.



Ministry Scheduler Pro (MSP)
Involvement Tool

How to ACCESS Your MSP Ministry
Involvement Profile via the 

ShareFaith App on Your Phone



To access the MSP tool from the ShareFaith App:

Go to your phone’s App Store, search for the ShareFaith App, download and Select Madison Church of Christ as your organization

ShareFaith Homescreen Click on the 3 Lines on top left corner
Select More

Click on the Ministry Scheduler 
Pro button



Enter your MSP Username
& Password, Click “Log In”

From the ribbon on the bottom, you can select “My Schedule”,
“Schedule”, “Open Positions”, “Profile”, and “Settings”.
NOTE: You can not alter your Ministry Selections from the App

To access the MSP tool from the ShareFaith App:

From this Schedule screen,
you would be able to 
Submit a Sub Request
for your scheduled worship
related activity



To access the MSP tool from the ShareFaith App:

From the ribbon on the bottom, you can select “My Schedule”,“Schedule”, “Open Positions”, “Profile”, and “Settings”.
NOTE: You can not alter your Ministry Selections from the App.



To access the MSP tool from the ShareFaith App:

Select any Volunteer to see the 3
Green buttons that will allow you
to send an Email

Click on 3 dots to Select / Unselect
All, then click Bullhorn to send an
Email (See slides 17 – 18)

From Admin view, you can
view the Roster of the ministry 
you lead.



To access the MSP tool from the ShareFaith App:

In Admin View - options when you select 
the 3 lines in the left corner of screen

In Admin View - options when you select drop-
down arrow by your name
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