
Notes for OLPH Ministers 
 

Viewing the Current Schedule 

The OLPH web site has the current schedule of liturgical ministries. You can view this 
schedule by following these steps. 

 
1. Go to www.olphsalem.org 

 

2. Click on the “Liturgy” link on top menu bar (it is the fourth entry from the left) and select 
“Ministry Schedule” (it is the fourth from the top).  

 
Occasionally, two schedules will be shown: the last part of the “current” three month schedule 
and the entire “new” schedule for the coming three months.  
 
Volunteering and Serving as a Substitute 

The current schedule displayed on the OLPH web site (see above) contains links that show 
unassigned ministry positions or places where an assigned minister has requested a substitute. 
When you use these links you will be asked to login using the username and password for the 
OLPH scheduling system so that the systems knows who you are. After logging in you can 
proceed as follows. 

1. If you are qualified to serve in a ministry where the current schedule has a “Volunteer now” 
link, clicking the link will display a dialog box. Click the “Volunteer now” button to accept the 
ministry assignment. Click the “Nevermind” to dismiss the dialog box without volunteering. 

2. When an assigned minister requests a substitute for their assignment the current schedule has a 
“sub req.” link. If you are qualified to serve in his ministry, click the “sub req” link to accept the 
assignment. Clicking the “sub req”shows a dialog box. Click the “Accept sub request” button to 
accept the assignment or the “Nevermind” button. 

There are other ways to volunteer or accept substation requests through your profile (see below). 
 

Managing Your Assignments and Personal Information 
 
A profile page allows you to see your assignments, request substitutes in case of a conflict, and 
change your personal information (including availability for future schedules). You can access 
and use your profile page by following these steps. 

 
1. Login to the scheduling system’s web terminal by either one of two methods: 
 
• go to www.rotundasoftware.com/ministry/olphsalem, or 
• go to www.olphsalem.org and selecting “Ministry Schedule” from the “Liturgy” menu; 

click on the link “Ministry Scheduler Web Terminal” on the Ministry Schedule page. 
 

http://www.olphsalem.org/
http://www.olphsalem.org/


Either alternative will display a login page where you need to enter your username/password. 
After entering the username/password click on Login. 

 
2. After login, you should see a set of tabs across the top of the page. These tabs have the 
following information. 

 
• The Home tab shows currently unassigned positions for which you can volunteer and 

requests made by other ministers that you can accept. 
• the My Schedule tab shows your personal assignments and allows you to request a 

substitute. 
• the Full Schedules tab shows the complete current schedules including currently 

unassigned positions for which you can volunteer and requests made by other ministers that 
you can accept. 

• the Rosters tab shows contact information for others. 
• the My Profile tab allows you view or change your personal settings. 

 
At the far left is a “Sign out” link which can you use end your session. 

 
If you are a member of a family group you will also see a “Switch to” link that will allow you to 
switch to the profile of a family member. When you have switched to the family member you 
will be able to view and update their profile information as well. 

 
3. You can request a substitute when you are unable to perform a scheduled assignment. Click 
the My Schedule tab. You will see a list of dates and times when you are scheduled to serve. 
Next to each is a “request sub” link. Click the “request sub” link. A dialog box will allow you to 
enter a reason if you want (this is purely optional). Click on the “Request sub” button to 
complete the request. If you have gotten here by mistake or change your mind click the 
“Nevermind” button. 

 
4. You can indicate when you are not available for future schedules. Note: this does not affect 
the current schedule that is shown on the OLPH web site. Click on the tab My Profile. 
Towards the bottom is a place to enter "Can't serve dates / times". If you have a date when you 
are not available, just click on the “Add...” button. This will show you a page to enter a single 
date or a range of dates when you are not available. Click OK after you have entered the date 
information. 

 
5. You can volunteer to accept a currently unassigned position or accept a substitution request 
using the links on either the page displayed when either the Home tab or the Full Schedules tab is 
selected. Using these links is the same as described above (Volunteering and Service as a 
Substitute). 
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