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Churches have three types of cdendaring needs resource caendaring (rooms and equi pment), publication calendaring (printed flyers), and
persona / team calendaring. Surprisngly, each of these needsis so different that they require separate programsl

What’sthe Difference?

Many churchestry to make one or two
programsfill dl threeneeds. No one
program meetsal three needs well, nor
does any even meet two of the nesds well!

Resource calendaring isfor scheduling
rooms (or groups of rooms) and equi pment.
Thissoftware neadsto ensuretherearen’t
any conflicts and enforce whatever event
approval process a church has established.
It also tracksroom setups, blockstimefor
setup and teardown, and may include a
billing module for use when outside groups
rent your facilities. Some of themore
sophigticated programs written for thisneed
include the ability to:
e  Search for room “type’ availability
and make recommendations, and
o |dentify eventsasinternd-only (like
staff meetings) or public; those that
are public then autométicaly feed
website calendars.

About twenty church management
software systems offer thisasamodule

option.

Publication calendaring isreally done best
in graphicsprograms These arethe
calendarsthat are usually department-
specific, likeayouth or childrens ministry
calendar, and are printed in full-month
formats Thosewho use them often liketo
add graphicsinto the boxeslikea
Chrigmastree on Chrismas Day, atent on
asumme camp day, and soon. Some of
the most common programs used to do
these well are desktop publishersand
graphics programslike Quark or Publisher.

Personal / team calendaring tracks
gppointments and commitmentson a
person’scaendar. These arethe programs
most used when calendaring on a computer,
but they never meet the other two needs
wdl. Themog prevaent of these programs
is Microsoft Outlook.

Focus on Personal / Team Calendaring
Putting one's cdendar on the computer isa
great way to 1) make it more portable, 2)
increase team collaboration, and 3) ensure
it'snever logt or destroyed (becauseit gets
backed up with therest of the computer’s
data).

e Portability. Computerized cdendars
can be on acomputer, avalable viathe
Internet in aweb browser, and on your
PDA or smartphoneadl at once!
Depending on the software you use
and how it's configured, all of these
can be accomplished by entering the
information only once!’ And making a
changein any one of these
automatically synchronizeswith the
otherd

Thishasthe potential of making your
calendar very easy to have with you at
al times... expecidly if youusea
PDA or smartphone. Andthereare
even more advantagesto using this
technology, like having your address
book— or contact lig— on that same
deviceat dl timed Some church
management sysems can send the
church database to your address book
so that it can synchronize with your
PDA or smartphone. Imaginehaving
your church database with you
anytimeyou'd likeit!

e Collaboration. If you usethenetwork
version of Outlook, caled Exchange,
or anumber of other programs, you
can give others access to your cdendar
aswdl. Thisaidsinthe process of
setting up meetings and letting other
team members know your availability.
Teamsthat take advantage of this
option find their timeismore
efficiently focused.

e Backup. Theimportance of backing
up system data cannot be overdated.
Making sureyou have agood backup
srategy aso means your calendar will
never belogt or destroyed— even if
you drop your smartphonein alake!
(Oneof our dientsactudly had this
happen! He saidhewassoglad he'd
given up hishandwritten calendar
because it would have been
destroyed.)

| find there are other advantagesto using
thiskind of sysemtoo. | useit totrack
those things | need to do throughout the
year. When | think of something | need to
do (likefallow up with someone at church
about aprayer request), | add it asatask to
my calendar and scheduleit for theday I'd
liketodoit. Inaddition to keeping things
from faling through the cracks it freesme
from trying to remember those future things
| need to get done, which meansless dress.

A tip | learned early on wasto create atask
that ligs each calendar item | want to
schedulefor the next year, and scheduling
mysdf to add them to next year’ s cdendar
inthe Fdl of thisyear. | induderegularly
scheduled appointments and reminders
(like gaff meetings, birthdays, my
anniversary, etc), and tasks.

Computer cdendarshdp us, and usng the
right software to meet each need enhances
our ability to accomplish minigtry and to do
so more efficiently.



