Church Music Organiser User Guide

Chapter 4: Your first meeting

@

Now that the system is configured, it's time to create your first meeting.

To create a meeting, select the "Meeting" section (shortcut Ctrl+2) and either click on

the 1_1 button on the toolbar, or press Ctrl+N on the keyboard.
Tip: In each of the sections, pressing Ctrl+N will create a new item.

The meeting details will initially look something like this:

hdxB- v H&&v(0-

Type of meeting W

Meeting date 16/11/2014  [E~-

Description

Theme

Bible reference &

General Information

Notice the ® symbol in the header section, to the right of "Meeting". This symbol is
used throughout the program to indicate changes have been made to the record and
saving is required.

Each meeting must be given a type. The type of meeting is selected by clicking on the
drop down list and selecting of the meeting types from the list. A new database will
have the following meeting types defined:

e Sunday Morning
e Sunday Evening

e Wedding
e Funeral
e Youth

e Family

e Special Event
e Christmas
e Easter
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e Baptism

If the type of meeting you are creating is not covered in this list, you can add
additional meeting types by going to the "Admin = Meeting types..." menu, and
adding a new meeting type.

The meeting date is the date the meeting will take place. By default, this date will be
the next Sunday after the current date. Select a date by clicking the drop down button
and selecting a date on the calendar, or enter the date into the field directly.

The description and theme fields can be anything, but they are usually a brief title for
the meeting, and some general theme terms. Not every meeting will have a
description or a theme, so they can be left blank.

If the meeting has a Bible passage as a focus, this can be entered in the Bible
Reference field. You can also right-click on the Bible reference field, and select
"Choose Bible reference..." from the context-menu to open a Bible reference selection
tool (See chapter XX for details about this tool).

Any other details about the meeting can be entered into the General Information
field. Things like meetings notes, sermon outlines, special instructions can all go in
here.

The meeting we are creating looks like this:

D E X & v [Ea 51 F (0~

Type of meeting Sunday Marning W

Meeting date Eilf11/2014 [E-

Description God of Wonders

Theme God's Holiness and Majesty

Bible reference Gen 1; Ps 95 @

General Information

We'll be thinking about how awesome God is in who is, and what he does.
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Once the details are entered, click on the '-g button in the toolbar, or press Ctrl+S on
the keyboard to save the details.

When the meeting is saved we can then start adding order of service items and team
members to it.

General order of service items

On the right side of the display is a section titled "Meeting ltems". All the items we
want in our service will be put into this section.

Meeting Items
30/11/2014 Sunday Morning (God of Wonders) s

Type W
Description
=

W
W -

You can see the date, meeting type and description of the meeting in the title area.
The arrow button indicates the section can be collapsed and expanded.

Initially, the list of items is empty. To add an item, select the type of item from the
drop down list.

Meeting Items

30/11/2014 Sunday Morning (God of Wonders) s

Type Sermaon W
Description |Bnb Smith| |

Here, I've select an item type of "Sermon", and the additional description of "Bob
Smith", the name of the person who will be delivering the sermon. To add this item |

click on the button.
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The list now looks like this:

Meeting Items

30/11/2014 Sunday Morning (God of Wonders) -

Type Sermon W

Description

| can continue to add items to the list in this way. Using this method, | can add all items

XL E

that aren't songs to the order of service. Things like announcements, communion, and
offerings. | don't need to add a description if the item doesn't need it.

By default, a new database will have the following item types defined:

e (Unspecified)

e Announcements
e Communion

e Custom Message

e Item

e Media

e Offering

e PowerPoint
e Reading

e Sermon

e Skit/Play

e Song

The "(Unspecified)" item type is designed to allow any type of information to be added
to the order of service.

The "Song" item type is included in the list in the database, but is not visible on the
drop down list. This is because songs are added to the list in a different way.

If an item type doesn't exist you can create new ones by going to the "Admin 2>
Meeting Item Types..." menu and adding the new type.

For instance, to create an item type called "Welcome", open the "Meeting Item Types"
administration dialog:
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2 Meeting ltem Type.. - ©

Description &« Default timing

(Unspecified)
Announcements

M X o

Communion

Custom Mess. ..
Item

Media

Offering
FowerPoint

Reading

Sermon
skit/Play
Song

oK Cancel

Click on the !Ei button and enter the description of the new item.

3¢ Meeting ltem Type.. - ©

Description Default timing ™

{Unspecified)
Announce. ..

M X o

Communion
Custom M..,
Item

Media
Offering
PowerPoint

Reading

Sermon
SkitfPlay
Song

¥ y

(8] 4 Cancel

Press enter to save the item, and press OK to update the database.

Now when you click the drop down item list you will see:
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Welcome W

(Unspedfied)
Announcements
Cormmunion
Custom Message
Item

Media

Offering
PowerPoint
Reading

Serman

SHEIEE

The meeting items list now looks like this:

Sermon: Bob Smith
Communion:
Welcome:
Announcements:
Reading: Ps 96

To move items around in the list, select an item you want to move, then click on the

4 and ¥ buttons in the toolbar beside the list to move it up of down until the order
is correct.

If an item was added accidently, or you change your mind and don't want it in the
service any more, select the item and click on the 7 button to remove it.

If you want to clear the list and start again, click on the =% button.

The list now looks like this:

Reading: Ps 96

Sermon: Bob Smith
Communion:
Offering:
Announcements:

If the description for an item was entered incorrectly and needs to be adjusted,
double-click on the item:

Welcome:

Reading: Ps 96
o
i

Offering:
Announcements:

Enter a new description and press enter.
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Welcome:
Reading: Ps 96
Cornmurnicn:
Offering:
Announcements:

Click on the IH button to save these changes.

Adding songs to a meeting

Now we have the basic meeting items in our order of service, it's time to add some
songs. Switch to the Song section to display the list of songs.

Select a song from the list

i Church Music Organiser - 0O

Eile View Qverheads CCLI Admin Help

Meeting Items

@il 8 oD W X B v |G
O Jesus, I have promised ~ | Details Lyrics Type l:l
g little towin of Bethlehem Title ‘To God be the glory ‘ OHD Ordering lc2c3c I=ERE [
sacred head now wounded Sermon: Bob Smith .
O the deep, deep love of Jesus Timit 00:00:00 "
O Word of God incarnate [ Autori corrrigh " I—‘ Communian:
O worship the King Music Wiliam H, Doane (1832-1916) Lyrics @ Edit O view :‘elmme: . X
Once in royal David's dity . 1| [To God be the glory! nouncements: =
P b i Viords Frances van Alstyne {1820-1315) (Fanny J. ToGode hegha: o ~ || Resding: Ps 96 =4
Power in the blood bamizE 50 loved he the world a*
Praise Him, praise Him @ ht Public D that he gave us his Son. )
Praise, my soul, the King of Heaven opyrg ‘ ublic Demain | Who yielded hl:thﬁ v
i | e 1 e e e %
Since Jesus came into my heart Source that all may go in.
Standing on the promises Song & Overhead # o w
orus
Takeny Ife Praise the Lord, praise the Lord! @ -
Thechusis one foudston sl @ R e e
i | =
o - e[ e o | P e e ecting ream
There is 2 green hil wo | @ ||ocmtherte
TRE De e ey through Jesus the Son
] Notes And give him the glory =]
Luet ook, great things he has done!
What a friend we have in Jesus
what Child is this O perfect redemption =
when I survey the purchase of blood,
When the rollis called up yonder ;:7 every be\\éfverd N
e e ol et o s el
While shepherds watched v e vilest offender -
o iy bt
Dates used (1) Themes Edit ?;;ﬂ:;"z;ﬁ;gksus A
Sun 23/112014 Easter
Jesus - Atonement/Death Great things he has taught us
Mission great things he has done.
Praise - Godhead And great our rejoicing
Praise - Jesus Christ through Jesus the Son.
Salvation/Redemption But purer and higher
My Church (CCLT# 999999) | c:\templemo.db | NIV = 29 November 2014 | .

Notice that the meeting item list is still visible on the right.

To add this song to the list, click on the E button in the toolbar, or press Ctrl+A.
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The meeting list will now look like this:
Meeting Items
Type W |

Description

H X I F

Sermon: Bob Smith
Cornmuricn:
Welcome:
Announcements:
Reading: Ps 96

Song: To God be the glory

¢ »

Songs are added to the bottom of the list. Continue the process of selecting songs, and
adding them to the meeting.

Meeting Items
Type W |
Description | =]

Sermon: Bob Smith H
Communion:

Welcome: ?(
Announcements: =
Reading: Ps 96 B

Song: To God be the glory

Song: O the deep, deep love of Jesus *

Song: Guide me, O Thou great Jehovah F

Song: I sing the almighty power of God

song: Immortal, invisible ‘{tl

b
E o

Once all the desired songs are added, we can move them around the list with the
arrow buttons “# and % . We could have moved each song as it was added, but
sometimes it's beneficial to find and add all the songs in one go, and then organise
them into the service order at the end.
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Meeting Items

30/11/2014 Sunday Morning (God of Wonders) &

Type

Description

L

Welcome:

Reading: Ps 96
Sermon; Bill Hader

Cormmunion:
Offering:

Announcements:

Song: I sing the almighty power of God
Song: To God be the glory
Song: Immortal, invisible

Song: O the deep, deep love of Jesus
Song: When I survey

Song: Guide me, QO Thou great Jehovah

B o ¢ XD ®

At this point, the order of service is complete. We have all the songs and other items

added and in our desired order.

Adding contacts to a meeting

Next we have to put the music team together. Switch to the Contact list, and add the

"Preferred role" to the list so we can quickly see who can do what.

il ) e X - ov (S

Mackay, Kyle (Bass Guitar)
Peterson, Marilyn (Backup vocals)
Phillips, Tom (Backup vocals)
Pringle, Andrew (Acoustic Guitar)
Richards, Jacob (Sound desk)
Richards, Steve (Drums)

Rogers, Nick (Piano)

Seaforth, Brad (Drums)

Smith, Jeremy (Electric Guitar)
Thomas, Harley (Backup vocals)
Turrel, Alexis (Backup vocals)
Wilson, Peter {Song leader)

I
Eile View Qverheads CCLI Admin Help
Contacts
Al ok
-
am (Electr ta First Name
i Michaak el Surname
Calins, Adam (Piano)
Collins, Graeme (Bass Guitar) Address
Daoncourt, Andrew (Sound desk)
Goodfellow, Charles (Saxaphone)
Greg, Scott (Sound desk)
Harris, Mathan {Sound desk)
Harris, Robyn {Song leader) Phone
Jones, Cameron (Acoustic Guitar) -

Role

MNotes

Ji songs

] Meetings

5| Contacts

4 Resources

22records

Sam
Bright
8Beech Rd

East Blaxland

sambright@mail.com.au

Electric Guitar

Church Music Organiser

Mabile

Active

Meeting Items

Type v
Description

_—

[l | 30/11/2014 Sunday Morning (God of Wonders) &

Welcome:

Song: I sing the almighty power of God
Song: To God be the glory

Song: Immortal, invisible

Reading: Ps 96

Sermon; Bill Hader

Song: O the deep, deep love of Jesus
Song: When T survey

Communion:

Offering:

Activity

Song: Guide me, O Thou great Jehovah
‘l Armouncements

‘

E o es | AXDE

Meeting Team

30/11/2014 Sunday Morning (God of Wonders)

X

B ¢ v

My Church (CCLL# 399999) | ci\templamo.db | NIV = 29 November 2014 | .:

The process of adding team members is identical to adding songs. Select a contact and

click the @ button on the toolbar, or press Ctrl+A on the keyboard.

First up, we'll add Peter Wilson as a song leader, Cameron Jones as Acoustic Guitar,
Graeme Collins as Bass, and Andrew Doncourt on the sound desk. We also need a

piano player and a backup singer. For this meeting, | won't be using our normal
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pianists, as Michael Carrington can also play piano. In this case | can override his

preferred role and add him as the pianist.

First | have to select him in the list.

Richards, Jacob (Sound desk)
Richards, Steve (Drums)
Raogers, Nick (Piana)

Seaforth, Brad (Drums)

Smith, Jeremy (Electric Guitar)
Thomas, Harley (Backup vocals)
Turrel, Alexis {Backup vocals)
Wilson, Peter (Song leader)

)3 songs

] Meetings
5 Contacts
1 Resources

5 Church Music Organiser
Ele View Qverheads CCLI Admin Help
Contacts
Ao B% @ DExE@r hn s TlEem b,
Bright, Sam (Electric Guitar) First Hame  Michael
Carringtan, Michael (Violin)
Colins, Adam (Pianc) s |Gk
Colins, Grasme (8ass Guitar) Address 5 Henry St
Doncourt, Andrew (Sound desk)
Goodfellow, Charles (Saxaphone)
Greg, Scott (Sound desk) Cambridge Park NSW 2747
Harris, Nathan (Sound desk)
Harris, Robyn (Song leader) Phone Mobile
Jones, Cameran {Acoustic Guitar) ; - - -
Mackay, Kyle (Bass Guitar) Email micharlcarrington @mail. com.au
Peterson, Marilyn (Backup vocals)
Philios, Tom (Backup vocals) Role ol v| W Adive
Pringle, Andrew {Acoustic Guitar) Notes Activity [30/11/2014 Piano

-

Meeting Items
Type v
Desaription

Welcome:

Song: I sing the almighty power of God
Song: To God be the glory

Song: Immortal, invisible

Reading: Ps 36

Serman: Bill Hader

Saong: O the deep, deep love of Jesus
Sang: When I survey

Communion:

Offering:
Song: Guide me, O Thou great Jehovah
Announcements:

f

Eower XD E

Meeting Team

30/11/2014 Sunday Morning (God of Wonders)

Song leader Wilson, Peter
Acoustic Guitar  Jones, Cameron
Bass Guitar Collins, Graeme

X m

Sound desk Doncourt, Andrew

“«»

o

22 records

‘ My Church {CCLI# 999999) | c:\tempcmo.db | NIV ~ 29 November 2014 | .:

You'll notice that his preferred role is violin. In the toolbar you can see that "Violin"
has been preselected in the dropdown list. To add Michael as the pianist, click on the
dropdown icon to display the full list of role types, and select "Piano" in the list.

OHXB-v BB -9

™ =

First Name | Michael
Surname Carrington
Address 5 Henry 5t

Cambridge Park MSW 2747
Phone Mobile
Email micharlcarrington@mail.com.au
Role Violin " Active

You can see that changing the role in this location doesn't change Michael's preferred

role. | can now add Michael to the team as the pianist by clicking on the @ button on

the toolbar, or pressing Ctrl+A on the keyboard.
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Meeting Team
30/11/2014 Sunday Morning (God of Wonders)
Song leader Wilson, Peter H
Acoustic Guitar  Jones, Cameron |
Bass Guitar Collins, Grasme ?(
Sound desk Doncourt, Andrew =
Fiano Carrington, Michael B
e
24

| also need to add Robyn Harris to do some backup vocals, so | do the same thing. |

select her from the list, | choose "Backup vocals" in the toolbar, and add her to the list
in the new role.

Meeting Team
30/11/2014 Sunday Morning (God of Wonders)
Song leader Wilsan, Peter H
Acoustic Guitar  Jones, Cameron |
Bass Guitar Collins, Graeme .t
Sound desk Doncourt, Andrew =
Fiano Carrington, Michael B
Backup vocals Harris, Robyn o
L

My team is ready. Click on the 'g button to save the team changes.

Note: The H button in the meeting items list and the meet team list do the same job
- saves all changes to the meeting. It is the same as going to the meeting page and
saving the meeting from there.

Sending the meeting to the team

Now that the order of service is done, and all the team members are selected, | can
email the details of this meeting to all the team members.

Switch over to the meeting list. Our meeting should still be selected.
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i Church Music Organiser = =

Fle View Overheads CCLI Admin  Help

Meeting Items
| Tvee v
Desdaiption |

30/11/2014  Sunday Morning (God of Won|
Meeting date 30/11/2014  [El-
Welcome:

Description God of Wanders Song: I sing the almighty power of God

Theme God's Holiness and Majesty Song: To God be the glary
Song: Immortal, invisible
Bible reference Gen 1; Ps 96 | & || eading: Ps 95

General Information Sermon: Bill Hader
I Song: O the deep, deep love of Jesus

Well be thinking about how awesome God is in who is, and what he doss. Song: When I survey
Communion:
Offering:
Song: Guide me, O Thou great Jehovah
Announcements:

Eopes  ixmm

14

Meeting Team
30/11/2014 Sunday Morning (God of Wonders)

Song leader Wilson, Peter
Acoustic Guitar  Jones, Cameron
Bass Gitar Collins, Graeme
Sound desk Doncourt, Andrew
Piano Carrington, Michael
Backup vocals Harris, Robyn

M

ol

1records | My Church (CCLI# 999999) | c:\templcmo.db | NIV ~ 29 Nowember 2014 | .:

To send the meeting details to all team members, click on the @ button in the
toolbar, or press F8 on the keyboard.

Email Details = B

To: Wilson, Peter peterwilson@mail.com.au =
To: Jones, Cameron cameronjones@mail. com.au N
To: Collins, Gragme graemecollins @mail.com.au =K
To: Doncourt, Andrew andrewdoncour t@mail. com. au

To: Carrington, Michael micharlcarrington@mail.com.au

To: Harriz, Robyn robynharris@mail.com.au

Additional Email address -
Email Content

Subject |Servir.:e outline: 30/11/2014 Sunday Morning, God of Waonders |
(@) Select meeting |30,|'11,|P2ﬂ14 : Sunday Morning, God of Wonders v |
() select song

Body | Attachments

My Church ~

30/11/2014 Sunday Morning : God of Wonders

Theme: God's Haliness and Majesty

Bible Reference: Gen 1; Ps 98

Team Members:
Wilson, Peter (Song leader)
Jones, Cameron (Acoustic Guitar)
Collins, Graeme (Bass Guitar)
Doncourt, Andrew (Sound desk)
Carrington, Michael (Fiana)
Harris, Robyn {Backup vocals)

Order of Service:
Welcome:
Song: I sing the almighty power of God (Key: G Beat: 4/4)
Song: To God be the glory (Key: G Beat: 3/4)
Song: Immortal, invisible (Key: A Beat: 3/4) v

[0 ][ |

i M
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At the top of the dialog are all the team members for this meeting. Just below this is a
grey bar entitled "Additional Email address". If | expand this section | can add other
email addresses to the list.

Below this is the email content, where the subject, body and attachments are added.

By default, the subject line has been preset to be "Service outline: 30/11/2014 Sunday
Morning, God of Wonders". The body of the email has preset to include all the details
of the meeting (description, theme, Bible references). Next we can see all the team
members and their roles in the service, followed by the order of service. The general
information entered for the meeting is at the end. We can scroll the body text area to
see this.

Email attachments

That may be sufficient for your team if they all keep their own copy of the music. But if
you want the team members to have as much information as you can, we can attach
some files to the email.

Body | Attachments

il ')(_
<

ZIP all files in email Add

On the "Attachments" tab, you will see a dropdown list on the right. At the moment,
this list will have the following items in it:

e Add attachment...

e Add any meeting file attachments from selected meeting
e Add any song file attachments from selected meeting

e Add a document of songs from selected meeting

e Add export XML of selected meeting

To use these items, select an item from the list and click on the "Add" button just
below the list.

Add attachment...
This option allows you at add any file attachment to the email. When you click "Add" a
file selection dialog will appear where the desired file can be selected.
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Add any meeting file attachments from selected meeting
This option will add any file attachments that have been added to the meeting record.
Clicking Add will look for any attachments and add them to the email.

Add any song file attachments from selected meeting
This option will look at each song that is part of the meeting, and look for any file
attachments on the songs. If any are found, they will be added to the attachment list.

Add a document of songs from selected meeting
This option allows a song document to be created and attached to the email.

Once selected, the following options will be displayed:

Document propertes

Style (¥
Format (@ PDF () RTF
[ | Page break between songs
[ ] create individual flles

The "Style" dropdown indicated what sort of document you want to add. The options
are:

e Overhead document: This style creates a document of all the song lyrics using
large fonts that would have historically been used to create overhead
transparencies for projection using an old-style projector. What these are
useful for now are for song leaders or backup vocalists. Because of the large
font sizes they are easy to read.

e Songbook document: This style creates a document of all the song lyrics using
regular sized fonts. If you need to put lyrics into handouts, or include them in a
bulletin for the service, this is the style to use.

e Chord sheet document: This style creates a document of all the song chord
sheets (for those songs where chords have been added). This style is mainly
useful for guitarists or any other musician who prefers to read the chords to

play.
You can then choose the format of the document.

o PDF creates a standard PDF document, viewable using any PDF reader (ie
Adobe Reader, Foxit Reader, etc).
e RTF creates a Microsoft Word compatible document.

The main difference between the two is that a PDF document is generally a fixed
format document. Unless you have a PDF editor you will not be able to make changes
to the document. An RTF document is editable in any word processor that can read
RTF format.

The final options are:
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Page break between songs: This option will include a page break between each of the
songs in the document. This option is ignored for chord sheet documents, where it is
always on.

Create individual files: Rather than include all the songs in one document, you can
select this option and each song will be in a file on its own. This is mostly of benefit
with chord sheet documents, particularly if your musicians use a tablet device for
viewing the documents, as it is easier to switch between songs if each songisin a
document by itself, rather than having to search for a song through multiple pages of a
large document. Also, there are utilities you can install on tablets to help organise PDF
music for musicians (in the Apple "App Store" see "NextPage Sheet Music reader",
"TheGigEasy", or any number of document or PDF managers)

Select the style, format and layout options, then click "Add" to add the document. You
can add multiple styles of document just by selecting some new style and clicking add
again. For instance, you might want to send an overhead document for the song leader
and backup vocalists, with each song on a new page, but all the songs in one
document, but also add all the chord sheets as individual files.

Add export XML of selected meeting

If you use CMO in your service for displaying the song overheads, you can include an
XML export of the meeting in the email, which can then be imported on your church
computer. Then the sound desk operator doesn't need to add the songs manually to
the overhead list. Also, because the export XML file contains all the song information,
you can ensure that the song displayed to the congregation is the one you looked at
when preparing the service. The lyrics and verse order will match.

Email Content

Subject Service outline: 30/11/2014 Sunday Marning, God of Wonders
(®) Select meeting | 30/11/2014 : Sunday Morning, God of Wonders v
() Select song

Body | Attachments

Overhead document (RTF) for meeting 30/11/201 ‘1( Add export XML of selected meeting ]
Chord charts (PDF) for song I sing the almighty pc

Chord charts (PDF) for song To God be the glary =4 ZIP &l files in email
Chord charts (PDF) for song When I survey

Chord charts (PDF) for song Guide me, O Thou gre
Expart XML for meeting 30/11/2014 : Sunday Mar

In this example, I've added an overhead document as a single RTF document, as well as
chord sheets as individual PDF files, and finally I've included the meeting export XML.

Because some of these files can be quite large, and email providers can be fickle about
how much data you can receive in a single email, you can optionally ZIP the
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attachments when adding them to the email by checking the "ZIP all files in email".
Some users may prefer to receive all the files as individual attachments, particularly if
they receive the email direct to their tablet. Unzipping files can be problematic on
tablet devices, so check with your team as to what they would prefer to receive.

With all our files attached, there is nothing left to so except send the email. Click on
the "Send" button to start the process.

You will see this message:

Send Email “

e Do you want to send this email now?

Click "Yes" to send.

If your SMTP settings are correct, hopefully you should soon see this message:

Messages sent “
o Messages sent successfully,

0K

Because we have essentially created a copy of lyrics and music by sending this email,
the following dialog will now appear:
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Update CCLI Information

4% The zong book document has been generated and included in the meeting
email,

As copies of songs have been made, you should also allow the following CCLI
infarmation to be updated.

Click on the boxes to adjust which CCLI values will be updated. Press CTRL-U
to uncheck all values {no updates to be made).

Title & Digital  Print Music ~

L]

Guide me, O Thou great Jehovah

I sing the almighty power of God ||

Immortal, invisible L] L]

0 the deep, deep love of Jesus O] O]

To God be the glory L]

R —— Wil 1 L# &
oK

This dialog is part of the CCLI reporting system in CMO. Copies of lyrics and music
should be recorded against your CCLI usage statistics. Whenever your print or email
song lyrics or music this dialog will be displayed to enable you to confirm the type of
updates taking place.

In almost all cases you should just click OK and allow CMO to increment the various
counters. One assumption that CMO makes is that any song attachment is related to
music - it might be a full score of the song, or perhaps just a lead sheet. But the
assumption is that it counts towards your music photocopy license. If, however, you
know that a particular song has an attachment that is not music related, you could
uncheck the "Music" box next to the song in question. That will prevent the music
counter from being incremented.

CCLI integration will be covered in more detail in chapter 16.

Summary

This chapter has covered the process of creating your first meeting, added order of
service items, adding songs, and organising your order of service. We have added team
members in both their preferred role and in other roles, and we have transmitted the
meeting plan, along with all the necessary music, to the team.
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