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Updating Times for Masses, Confessions and Devotions

Parishes have the ability to update their own Mass times, Confessions and other Devotions on
the archmil.org website.

This document includes step-by-step instructions for:
e Updating or adding new worship services
e How to indicate daily, weekend or special holiday and holy day Masses
e Learn the difference between one-time events and reoccurring events
e Identifying special devotions

Log into archmil.org
To edit any parish information on the site you must first log into archmil.org by clicking the
MyArchmil link on the utility toolbar. Contact communication@archmil.org if you do not have your

login information.
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Enter your Login (username) and password. Click the Login button.

Parishes  Ministries & Offices  Schools & Formation  Worship & Sacraments

About  News & Events

& ’
- \
i "'. |
: y il
. 3 A
2 =
# > My Archmil
My ArchMil
Go back to our Home Page or try our site search below.
Search... Q Logmb
Login:
Password:
Next, click Alphabetical Listing of Parishes from the menu.
# > My Archmil
My ArchMil
Go back to our Home Page or try our site search below.
Search... Q Login

Admin Pages

Find Resources Alphabetical Listing of Parishes
Search support materials from archdiocesan Select your parish fro alphabetical listing.

central offices.

Names Application for Rel. Ed. Certification of
Maintain contact information or mailing lists for School Teachers

key contacts at parishes, schools and other Use this application for Religious Education
organizations. Certification of Teachers.

Select your parish from the Alphabetical Listing.

Welcome, Mark

Logout

Manage Data
Add a Mass

Add Event
Add Job
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Adding or Editing a Mass Time

Parishes  Ministries & Offices  Schools & Formation = Worship & Sacraments  About  News & Events Wl [F" l

# > Parishes > Find a Parish > Parish Detail

St. Test

E + T N 7564 Test Lane This is called the Message field. If you leave
'j Anytown, WI 53235 it blank, nothing will appear on the screen.
= 1 Map

It should be used for any special message
Cﬂntact Us that a parish wants to post. Itis also a great
0 414-555-4444 spot to list other locations if your parish has

@ 414-555-5555 multiple worship sites.
B sttest@archmil.org

St. Test is a special virtual parish created by the webmaster. It is only used for demonstration and testing purposes.

Add Event Add Job Add Worship Service ‘

o

Adding a Worship Service (Mass, Confession, Devotion or Blessing)

To add a Mass to your parish’s page, click the Add Worship Service button to access the editing
screen.
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Adding a Mass

M ARCHDIOCESE
of MILWAUKEE

—

Find Resources Manage Data Names Return to ArchMil.org

Mass Info

Worship Service o Parish e Language e

Mass

v | | St Test- Anytown (A99) v | |-seleci- v

- select -

Confession Mass Type o
Devotion | - select - v
Blessing “Required

Description

Title

“Ragui

rad

Summary e

Scheduling

“Requi

Starts a = a @ Ends | || ‘@

Recurrence Type

red

v | o

Complete the following steps to post your Mass time:

1.

ukhwnN

L e~

Select “Mass” from the Worship Service dropdown menu
Note: Other Service options include Confession, Devotions and Blessings
Select your parish
Select a language (if applicable)
Select the Mass type (Daily Mass, Sunday Mass, Easter, etc.)
The Title will be pre-populated based on your selection from step 4. However, you can edit
the title if necessary
Enter a brief summary describing this Mass or add any unique comments (if applicable)
Enter the Start date
Enter the Start time (dates can be the same for one-time event)
Select a Recurrence Type (one-time, weekly, monthly)
Note: The Recurrence features uses the Start and End Dates in its calculation. If no end date is
entered Masses will be scheduled for two years forward. Review next section for options on
using recurring times.
(continued on next page)

Archdiocese of Milwaukee - Office for Information Systems
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Recurrence Type

Requirad

Weekly v L\\»

Every |1 week(s) * Requirsd

Maonday # Tuesday Wednesday ¥/ Thursday ¥ Friday Saturday Sunday

Required

Date Exclusions
= add

Weekly Recurrence
If you select Weekly recurrence, you must enter a number in the first field indicating which
weeks you’'re scheduling. If an event happens every week, enter a 1. If the event is every other

week, enter a 2.

Then, check the box next to the day(s) of the week when this Mass occurs.

Recurrence Type

Required

Monthly A

Onthe|1 ¥  day
* Onthe Second v Monday Tuesday Wednesday Thursday Friday '/ Saturday Sunday
of every |1 month(s) * Requirzd %

Date Exclusions
=] add

Monthly Recurrence
If you select Monthly recurrence, you have two options. You can select a specific day of the
month or you can select a specific week and day of that week.

Finally, you must enter a number in the last field indicating which months you’re scheduling. If
an event happens every month, enter a 1. If the event is every other month, enter a 2, etc.

Note: If you have a Mass or devotion that occurs every first and third Friday of the month (or
any other combination of days), you’ll need to post two separate Masses using the monthly
recurrence, once for the first Friday and one for the third Friday.

Date Exclusions

You can now exclude individual dates from the normal recurring event. Sometimes you may
not want a Mass or devotion to appear because it conflicts with a holy day or holiday. Simply
enter the date to exclude and click the "add" link. (continued on next page)

After entering the dates, times and recurrence, enter the location of your Mass.

Archdiocese of Milwaukee - Office for Information Systems
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Location of Mass

Reset to Parish Location o

Location Name
*Required

Address 1 Latitude

*“Required
Longitude

Address 2

City

*Required

State Postal Code
Wi v

“Reguired

Contact

Contact
Email e

Phone

Save Cancel

1. Click the link, “Reset to Parish Location” to automatically fill in your address information.
Note: if your parish has more than one worship site you will need to enter those addresses
separately.

2. The Mass Editor is the same form that we use for events so the Contact information really
doesn’t apply; you can skip this if you like.

3. Click the Save button to submit your data.
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Editing a Mass

You can edit any Mass that is displayed on your parish’s page. You can also use the filters on the
Find a Mass page to search for your Masses.

Add Event Add Job Add Wership Service
Mass Times Change Dates>> [l Upcoming Events Change Dates>> _

Tuesday November 20, 2018 Friday November 23, 2018 No items found
8:00 Al 4:00 PM - 7:00 PM

Daily Mass Fish Fry

St. Test St Test

756 Test Lane 3501 S Lake Dr

Anytown, W1 53235 map St. Francis, W1 53235 map

Enjoy our family style fish fry with your choice of
perch or cod, french fries or potato pancakes, plus
many other sides dishes and homemade desserts.

Thursday November 22, 2018

8:00 AM

Daily Mass

St. Test

756 Test Lane

Anytown, W1 53235 map

Click the Edit button to open the editing screen. Make any changes necessary and Save.

Deleting a Mass

There is no option for you to delete a Mass from the system but you can enter an End Date on any
Mass to stop the recurring schedule from that point forward. Otherwise, contact any of the people
listed below with the details on the Mass you wish to delete and we will take care of it for you.

Scheduling

Starts |11/19/2016 08:00 AM & |Ends 11/20/2018 | @

Recurrence Type

“Reguired

s

Weekly r
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Adding a Confession or Devotion

Adding and Editing times for Confessions and Devotions are exactly the same as working with Mass
times. The Editing screen changes slightly based on the type of Worship Service you’re editing.

Editing a Confession time:

" ARCHDIOCESE
of MILWAUKEE

—

Find Resources Manage Data Names Priest Compensation Workbook Return to ArchMil.org

Mass Info

Worship Service Parish Language

| Confession v | |3t Test- Anytown (A99) v| [-select- v
*Requirad

Editing a Devotion time:

.M ARCHDIOCESE
of MILWAUKEE
"
Find Resources Manage Data Names Priest Compensation Workbook Return to ArchMil.org
Mass Info
Worship Service Parish Language
| Devotion v | |St Test- Anytown (A99) v| |-select- v
“Required
Devotion
| - select - v |
- select -
Eucharistic Adoration k
Rosary
Description Sacred Heart
Divine Mercy Chaplet
. Perpetual Help
Title Pray Without Ceasing
| Stations of the Cross
*Requirad Holy Hour for Life
Posada
Summary Other
P

Note: Contact us if you do not see a specific type of devotion that you want to post.
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