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Introduction

Churches have been using computers to manage their music for a long time.
Computers can make it easy to manage your list of songs, to maintain a group of
contacts of your music team members, to record how often songs are used in a
service, and to display those songs to the congregation. All of these functions
computers have been doing for a long time.

There are lots of programs out there to do these jobs. Some programs are specialised
and focus on doing one job really well. Others try to cover all the bases and provide a
broad range of functions. There are a lot of options to choose from, and quite likely no
one program will do everything you want it to do.

Church Music Organiser is designed to do what is says on the box - to organise your
church music. It contains a song database, a contact register, an order of service
planner, an asset register and a rostering system. The idea is to provide tools to music
directors or music leaders to store songs, both the lyrics and the sheet music, to plan
their services and communicate with team members. This broad focus means there
are lots of ways you might want to use the program. You may only want the service
planner and rostering system. You might want to use it as a repository for your sheet
music. You might want to use it to display songs in a service. The program can do all
this, but it may not be clear how to do all these things. The program comes with built
in help, and there are some training videos online that can help, but those tools can
only take you so far. I'd love to be able to sit with every user and walk them through
the program, but given the program is being used across the globe, that might be a
little hard!

That's where this document comes in. The purpose of this manual is to take you
systematically through the workings of Church Music Organiser, in more detail than
can be handled in the help file or in a short video. My hope is that, by the end of the
document, you will have all the tools you need to get the most out of the system.

My other goal with this document is that you will have a resource that can be called on
when something unexpected happens, or as a training guide for new users.

This document is laid out procedurally, that is, it is designed as a walk-through for a
typical user, covering each topic as it comes up in the flow of usage.

Because I'm firm believer in "A picture tells a thousand words", this document is going
to be heavy on the screenshots, and as light as possible on the text. It will do a lot of
step-by-step processes to make everything as clear as possible for the most
inexperienced computer user.

Regardless of your previous computer experience, or your existing knowledge of
Church Music Organiser, | hope you find something useful in these pages.
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Chapter 1: Installation and setup

Installing the program for the first time

Step 1 in any program installation is to download the install package from the website.
In this case, the address for downloading is:

http://www.churchmusicorganiser.com/downloads.html

_—

| Church Music Organiser - Dow... % “\"'

(‘ @ ww

churchmusicorganiser.com/downloads. html @ || Q Microsoft PowerPoint Viewer > | 77y B ¥ @ # -~ | =

Church Music

Helping churches organise their music

Home Features Screenshots FAQ Training Contact Contribute!

Downloads Update history

File D Download link

Church Music Organiser 3.1.9.2715

Installation file for Church Music Organiser: For Wi_ndows XP/Vista/7/8.

extract the EXE file and run it to install the program.

Last updsted: 08/12/2014

Microsoft .NET Framework

right will take you to the download site at Microsoft's website.

Windows 8 you shouldn't need to download this at all.

You may only need to download this if you are using Windows XP, Vista or 7. If you have

One of the pre-requisites of the program is Microsoft .NET 4.0 or later. The download link to the

Microsoft NET 4.0

If you already hgve a version of NET install_ed (versi_on 4_,0 or gre_ater) then you won't need to ‘LV_;%LD%;%
download anything except the Church Music Organiser installation package. Microsoft NET

Framework website

Version 3.1.9 08/12/2014
Version 3.1.8 26/11/2014
1.7 13/11/2014

6 07/11/2014

The ZIP file contains a standard Wind file. After downloading, you will need to cmo.zip 21/10/2014
Size: 8.0mb

15/09/2014
10/08/2014
2 04/08/2014
1_09/07/2014
Version 3.1.0 06/07/2014
Version 3.0.0 30/06/2014

Depending on which browser you use these steps can vary slightly.

Click on the "cmo.zip" link and save the file to your local computer.

Once the file is downloaded, right-click on the file to display the content menu:

4L ¢ Nick » Downloads »

£, Local Disk (C)
—a Data (D)

Create shortcut
Delete

Rename
"h Network

Properties

Organize « 7 Open ~ Share with = Burn Mew folder
-
T MName Date modified Type Size
Bl Desktop |_i cmo.zio 1/10/2014 2:37 PM  Compressed (zipp... 7,961 KB
& Downloads des| Open PM  Configuration sett... 1KB
= Recent Places Open in new window
W CMO Extract All...
i @ Scan with Microsoft Security Essentials...
il Libraries .
Open with...
@ Documents
& Music Share with »
[&5] Pictures L TedPad
B8 videos Restore previous versions
Send to »
i@ Homegroup
Cut
Lol Computer Copy
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Click on the "Extract All..." option.
[ S

——
L\;") I_iIJ Extract Compressed (Zipped) Folders

Select a Destination and Extract Files

Files will be extracted to this folder:

ChUsers\Nick\Downloads\cmo Browse...

Show extracted files when complete

[ Extract I[ Cancel

Select the location where you want to extract the file to and click "Extract".

[E=EEN
()| L » Nick » Downloads » cmo -] 4]

Organize = Include in library = Share with = Burn Mew folder B= ~ [0 @

'1;\? Favorites Name . Date modified Type Size
B Desktop (Te CIO.ExXe 2171072014 2:40 PM  Application §,000 KB
& Downloads
i—-‘ﬂ_ Recent Places
1 CMO

7l Libraries
@ Documents

J’ Music

[E5] Pictures

m Videos

) Homegroup
L Computer
£, Local Disk (C)

—a Data (D:)

e_ MNetwork
] 1 item

Double-click on the "cmo.exe" file to start the setup process.

Note: You will need to be logged in as an Administrator to install the program.
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You will now see this dialog:

[ =

" User Account Control @

| g3 Do you want to allow the following program from an
~%/" unknown publisher to make changes to this computer?

F'ru:ugrarrl namee: CmMo.exe

Publisher: Unknown
File arigin: Downloaded from the Internet
| Show details Yes | [ Mo

Change when these notifications appear

Click on "Yes" to begin the installation process.

{51 Church Music Organiser Setup E = @

Welcome to the Church Music
Organiser Setup Wizard

+

This wizard will guide you through the installation of Church
Music Organiser.

Itis recommended that you dose all other applications
before starting Setup. This will make it possible to update
relevant system files without having to reboot your
computer.

Click Mext to continue,

{ | Cancel

This is the installer welcome screen. Click on "Next" to continue.

10
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=

\.7 Church Music Organiser Setup o B [
License Agreement —
Please review the license terms before installing Church Music Qrganiser., (4}

Press Page Down to see the rest of the agreement.

»

opyright © 2010-2014 Nick Rogers

This saftware is provided 'as-is', without any express or implied warranty. In no event
will the author be held liable for any damages arising from the use of this software.

Permission is granted to anyone to use this software for any purpose, subject to the E
following restrictions:

1. The origin of this software must not be misrepresented; you must not daim that you
wrote the original software,
2. This notice may not be removed or altered fram any distribution. -

If you accept the terms of the agreement, did: I Agree to continue. You must accept the
agreement to install Church Music Organiser.

= Back ][ I Agree ] [ Cancel

This is a simple (very simple) licence agreement. If you agree, click on "l Agree".

=

|27 Church Music Organiser Setup E = @
Choose Uszers —
Choose for which users you want to install Church Music Organiser. (4}

Select whether you want to install Church Music Organiser for yourself only or for all users of
this computer, Click Mext to continue.

(@) Install for anyone using this computer

(71 Install just for me

< Back ][ Mext = ] [ Cancel

In almost all cases the first option here should be selected. Click "Next" to continue.

11
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{27 Church Music Organiser Setup = B [[w5]
Choose Install Location =
Choose the folder in which to install Church Music Organiser. 9

Setup will install Church Music Organiser in the following folder. To install in a different folder,
dick Browse and select another folder. Click Install to start the installation.

Destination Folder

C:\Program Files\Church Music Organiser Browse, .,

Space reguired: 19.8MB
Space available: 20.5GE

Mullsaft Inskall Swskem w2, 46

= Back “ Install ] [ Cancel

You can specify the installation folder here. Click "Install" to start the installation
process.

[

(Tﬁ' Church Music Organiser Setup E'l 3 |-‘

Installing iy
Please wait while Church Music Qrganiser is being installed, G’

Extract: Interop, WMPLib.dll... 100%:

Output folder: C:\Program FilesYChurch Music Organiser

Checked presence of .NET Framwork 4.0 - found!

Extract: Church Music Qrganiser.exe,.. 100%

Extract: CMOHelp.exe... 100%

Create folder: C:\ProgramData\MicrosoftiWindows'\Start MenuPrograms\Church Mu...
Create shortcut: C:\ProgramDataMicrosoft\Windows\start Menu\Programs\Church ...
Create shortcut: C:\Users\Public\Desktop\Church Music Organiser. Ink

Extract: Ionic.Zip.dll... 100%:

Extract: AxInterop. WMPLib.dll... 100%:

Extract: Interop. WMPLIb.dIl... 100%

Mullsaft Inskall Swskem w2, 46

« Back Mext = Cancel

12
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When all the files have been installed, you will see this:

{27 Church Music Organiser Setup

computer,

Click Finish to close this wizard,

¥|Run Church Music Qrganiser:

Completing the Church Music
Organiser Setup Wizard

Church Music Organiser has been installed on your

=] = || &=

Click "Finish" to close the installer and start Church Music Organiser.

Church Music Organiser installation folders

On 64bit Windows 7 and 8, CMO creates the following folders:

C:\Program Files (x86)\Church Music Organiser

Main program
installation folder.

C:\Program Files (x86)\Church Music Organiser\Dic

Contains spelling
dictionaries.

C:\Program Files (x86)\Church Music Organiser\Graphics

Contains the CMO icon.

C:\Program Files (x86)\Church Music Organiser\Help

Contains all the help
HTML files.

C:\Program Files (x86)\Church Music Organiser\Help\images

Contains all the help
file images.

C:\ProgramData\Church Music Organiser

Contains the INI file,
plus any Bible files, log
files and exception
files.

C:\ProgramData\Church Music Organiser\images

Contains images used
for overheads.

When installed on 32bit Windows 7 and 8, the folders are the same except the "(x86)"

is removed.

13
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Starting the program for the first time

The first time you run the program you will see this dialog:

Church Music Organiser: Database File

1 ) running the program for the first time, or the database file has been

Mo database file could be found. This could be because you are
renamed or moved.

Click on the Find button to identify the file manually.

Click on the Create button to create a new, blank database.

Click on the Restore button to restore data from a CMO Backup file.
Click on the Cancel button to end the program.

[ end | [cmmte | [(Restore | [ concel |

If you have previously used CMO (or you might have used it on another computer),

and have a database file already, click on "Find." You will be asked to specify the
location of the database file.

If you
select

are recovering a database from a backup, click on "Restore", where you can
the backup file to restore from.

For our purposes, though, we'll be starting with a blank database, so click on "Create".

™y

vHE- Homegroup

1M Computer

&, Local Disk ()
8% CD Drive (D3 Virt

1 | 1]

o< Create Database File ==
GQ | . % My Docu... » Church Music Organiser - |$-} | | Search Church Music Organiser 0 |
Organize - Mew folder 1 - .@.
i Marne . Date modified Type
= Libraries
3 Documents Mo items match your search,
J’- Music I
=] Pictures
B2 Videos -

File name: m

Save as type: [DE Files (*.db)

Hide Folders Save ] [ Cancel

]

You will be asked to specify the name and location of the database file. The default

location is "My Documents\Church Music Organiser", and the default name is "cmo".

Click "Save" to create the database.
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P

Current process

Creating database structure. ..
Adding role types...

This window will show the creation progress.
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Once the database file is created, a final question will be asked.

Install sample songs £Z

.

f 1 Would you like to install the sample list of songs? (& connection to the
' Internet will be required)

= ) m

The sample list of songs is available on the Church Music Organiser downloads page.
This dialog will automatically download the list and install them into your database.
Click "Yes" to download the sample songs list.

When finished, you will see this message.

P )

Import songs @

:I File imported successfully!

oK

Click "OK", and we're done!

Summary

In this chapter we've looked at how to install the program, and what happens when
you run the program for the first time.
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Chapter 2: Getting started

Overview of the system

Before we get into details, let's have a look at what's on the screen and all the

components we'll be using throughout this guide

The main screen is made up of a number of components.

Church Music Organiser

All hail the power

All that thrills my soul is Jesus
All things bright and beautiful
All to Jesus I surrender
Amazing grace
And can it be
— e FomTeains of dory
Away in a manger

Be thou my vision

Elessed assurance

Ereak Thou the bread of life
Breathe on me, breath of God
Christ the Lord is risen today

Author/Copyright
Music W. H. Monk (1823-89)
Words M. F. Lyte (1793-1847)
Arranger

Copyright | Public Domain

Source/Reference [Notes

e 0-Ma

Lyrics
OHD Ordering
| Timing 00:00:00
Lyrics ® Edit () View
Abide with me,
fast falls the eventide
The darkness despens,

Lord, with me abide.
When other helpers fail,
I and comforts flee

Help of the helpless,
O abide with me.

Ineed thy presence
every passing hour

Whaiﬁut thy grace
[<1u] e tempter's power?

Haly, Haly, Haly
How good s the God we adare
How great thou art

Tannot tel

Thknow whom I have believed
Ising the almighty pewer of God
Istand amazed

I'm nat ashamed ta own my Lard
Immortal, invisidle

In the sweet by and by

It came upon the midnight clear
Itis & thing most wonderful

Crown Him with many crowns Overhead £

Father of peace

God rest you merry gentlemen Bible Ref &
" e PRI

Hark! the herald-angels sing Key Eb Tempo Beat |4/4

He leadeth me

Here, O my Lord URL =3

Dates used Themes Edit

God - Presence
God - Protection/Guidance
Heaven

I\E Meetings

| < contacts

Who like thyself my guide
and stay can be?

Through doud and sunshine,
O abide with me.

I fear no foe with thee

at hand to bless;

Tlls have no weight,

and tears no bitterness.
Where is death's sting?
Where grave, thy victory?
I triumph still,

if thou abide with me.

Hold thou thy cross
before my dosing eyes

Shine through the gloom

and paint me to the skies.
Heaven's morning breaks,
and earth's vain shadows flee,
In life, in death, O Lord,
Abide with me!

Meeting Ttems

Type
Description

Meeting Team

My Church (CCLI# 999999) | citemplmo.db | NIV + 29 November 2014 | .:

1. The menu bar

This is where you can access the various menu items. Throughout this document

menu items will be referenced using "Menu - Command" notation. For example,

"File & Exit" means to click on the File menu, and then click on the Exit command.

2. The lists of items

There are four main data areas: Songs, Meetings, Contacts and Resources. Each

area is accessed by clicking on the section bar at the bottom of the list. When a

section is selected, that list will be displayed.

Tip: You can quickly switch between the sections by using the short-cut keys:
Ctrl+1 will switch to the Song list
Ctrl+2 will switch to the Meeting list
Ctrl+3 will switch to the Contact list
Ctrl+4 will switch to the Resource list

3. The data entry areas

This part of the screen will change based on which section is currently selected in
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the list of items, showing data fields for songs, meetings, contacts or resources.

The section on the far right displays the meeting order of service and team
members for the currently selected meeting, regardless of which section is being
displayed.

4. The status bar

The status bar displays a number of details about the system and section.

The following details are displayed:

e The number of records in the current list.

e The current church name and CCLI number as entered on the options dialog.

e The file name of the current database.

e [f any Bible texts have been imported, the default Bible is displayed here. If
multiple Bible versions have been imported, you can select the one you want
to use as the default by clicking on the item and selecting another Bible file.

e The current system date.

e |f the database has been setup for synchronisation, an icon will be displayed
here to indicate this status.

Now that the program is installed, we need to set up our songs and our team
members.

Loading your song list

Church Music Organiser needs to have songs loaded into it before much of the system
becomes usable. There are a number of ways to get your songs into the system, and
the best way in your world will depend on where your songs are currently stored.

Downloading from CCLI
" Note: To access the CCLI web site to download songs, you will need an Internet
o connection, as well as a user ID and password for the CCLI SongSelect service.

To download a song from CCLI, in the menu bar go to "CCLI = Download songs from
CCLI SongSelect" menu.

18
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P CCLI Song Download - 0

Search criteria

Search words
Submit

Search results Fiz

Song details

Title Lyrics @ Edit O view
Author
Copyright
CCu = Key

View SongSelect® web page

[] Bookmark song after downloading

[[] add song to group after downloading

OHD Order |

Enter a search term in the "Search words" box, and click "Submit". After a moment or
two you will be prompted to enter your user name and password.

cCliLogin IEX|

User name

| — |

Password
| e |

K Cancel

Enter your details, then click OK to continue and perform the search. Once it is finished
the "Search results" section will be updated with the results of the search.

Search results 1-10 of 1231 results =

Details CCLI # Title Authors Catalogue L Lead Chord 5
Display ‘4768 151 Amazing Grace (My Chains Are Gone) |Chns Tomlin, John Newton, Louie Giglio ‘smsteps Music, Vamos Publishing, wo... |

Amazing Grace Edwin Othello Excell, John Newton, 1...

=
<< g

a |
BN

Public Domain

<
<

Amazing Grace John Newton Public Domain u u u
TR S689877 Grace Like Rain Chris Collins, Edwin Othello Excell, Jo... |Ardent/Koala Music ] ] ] [+
Displa 1223050 Grace Flows Down David E. Bell, Louie Giglio, Rod Padgett | sixsteps Music, worshiptogether.com ... | [+] [+ [+ I
Displa 3111376 Amazing Grace John Newton, Nathan Felingham Thankyou Music [+ [+ [+ O
Displa: 4737522 Amazing John Newton, John P, Rees, Mark Ro... |Dayspring Music, LLC ] ] ] 1
Displa: 4639400 Amazing Grace John Newton, Liz Wagley Public Domain, Wagley, Liz ] O O 1
Displa 5253885 Amazing Grace Glen Campbell, John Mewton, John P.... |Bubster Music, Glen Campbell Music, I... ] | | 1
Displa 3683214 Amazing Grace Ollie Sebastian Planetshakers Ministries Int. Inc, ] ] ] O

Click on "Display" beside a record and the details of the song will be displayed in the
"Song details" section.
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Title Amazing Grace Lyrics ® Edit () view
Author John Mewton Amazing grace how sweet the sound -

That saved a wretch like me

Copyright Public Domain I once was lost but now am found

CCLI # 2762836 Key Was blind but now I see
View SongSelect® web page Twas grace that taught my heart to fear
[] Bookmark song after downloading EEE\-%;?DIS: ;;Ea;i; l;:g appear
[[] add song to group after downloading The hour I first believed
Through many dangers toils and snares w
CHD Order

Click on the "Download song" link to download the song into your database. You can
then search for another song and repeat the selection and download steps.

The ways in which CMO integrates with CCLI will be covered in more detail in Chapter
16.

Importing from other sources

Church Music Organiser can import songs from several different sources, and the
procedure for each one can be a little different based on how the information is
stored. The import functions are location in the "File = Import" menu.

Church Music Organiser Export files
Menu option: "File = Import = From Church Music Organiser file..."

Church Music Organiser has its own import and export functions. If you have
previously used CMO you may have a song export file. CMO export files are XML files
which can contain multiple songs. When you select this option you will see an "Open
File" dialog which allows you to select a single XML file.

OpenlP files
Menu option: "File = Import = From OpenLP file (.sqlite)..."

OpenlLP (http://openlp.org) files are SQLite database files which can contain multiple
songs. When you select this option you will see an "Open File" dialog which allows you
to select a single db file. The initial folder displayed will be the default location for

OpenlLP song database files (if it exists on your computer).

Openlyrics files
Menu option: "File = Import = From OpenLyrics files (.xml)..."

OpenlLyrics (http://openlyrics.info) files are XML files which normally contain a single
song. When you select this option you will see a "Select Folder" dialog which allows

you to select the folder where the OpenLyrics files are stored.

OpenSong files
Menu option: "File = Import = From OpenSong files..."

OpenSong (http://www.opensong.org) files are text files (usually with no extension)

which contain a single song. When you select this option you will see a "Select Folder"
dialog which allows you to select the folder where the OpenSong files are stored. The
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initial folder displayed will be the default location for OpenLP song files (it if exists on
your computer).

Presenter files
Menu option: "File = Import = From Presenter files (.txt)..."

Presenter (http://www.discoverysystems.com.au) files are text files which contain a

single song. When you select this option you will see a "Select Folder" dialog which
allows you to select the folder where the Presenter files are stored.

Importing
Once you have selected the source location for the type of import you are performing,
CMO will read all the song information it can and display a screen similar to this:

%+ Import songs x|

Select items to import Ttems: 249 Selected: 249

A new commandment (€ 1957, renewed 1985 Nazarene Publishing House) A~
Abide with me (Public Domain)

Above the woices (@ 1987, 1989 Selah Publishing Co., Inc./Hope Publishing Company)
Agnus Dei (© 1990 Milene Music )

All hail King Jesus (© 1981 Dayspring Music, Inc.)

All the Earth (% 2001 Parachute Music) 4
All to Jesus I surrender (Public Domain)

Amazing grace {Public Domain)

Ancient of days (© 1992 Integrity's Hosanna! Music)

And can it be (Public Domain)

Angels from the realms of glory {(Public Domain)

As the deer (© 1984 Maranatha! Music)

Ascribe greatness {© 1979 Integrity's Hosanna! Music)

At the Cross (© 1996 Plainsong Music)

At the name of Jesus (Music © 1989 New Spring Publishing)

Away in @ manger (Public Domain)

Be exalted O God (© 1977 Scripture in Song)

Be still and know {Public Domain)

Be thou my vision (Public Domain)

Be unto your name (© 1998 Integrity's Hosanna Music)

[ Beautiful Saviour (€ 1998 Kinasway's Thankvou Music.) 7

[ ] Bookmark all imported items

[] add group to all imported items

This dialog allows you to select which songs you'd like to import. The songs with a tick
in the checkbox will be imported.

In the toolbar on the right-hand side, there are a few commands:
Click B to select all the records in the list.
Click O to unselect all the records in the list.

Click b to import the selected songs.

Loading your team members

To make use of the communication aspects of the system, you'll want to have your
team members entered into the system as contacts. There are two main ways you can
enter contacts: manually, or by importing them from a CSV (commas separated values)
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file. We'll look at manual data entry in a later chapter, so for this example we will
assume we've got a CSV file from somewhere (maybe from an Microsoft Excel
spreadsheet or a Microsoft Outlook export). Here's our sample data (viewed in Excel)

@\ﬁ Wo-co- )= contact list.csv - Microsoft Excel - oIEN

= Home Insert Page Layout Formulas Data Review View Add-Ins Team @ - 7 X

Al ~ & I | Given names ¥
A B C D E F G H Y

1 |Given names ISurname Address Line1 Address LiSuburb State Postcode Email

2 Peter ‘Wilson peterwilson@mail.com.au

3 |Jeremy Smith Jeremysmith@mail.com.au

4 Cameron Jones cameronjones@mail.com.au

5 Alexis Turrel alexisturrel@mail.com.au

6 |Michael Carrington 5 Henry St Cambridge Park NSW 2747 micharlcarrington@mail.com.au

7 Andrew Doncourt andrewdoncourt@mail.com.au

8 Tom Phillips tomphillips@mail.com.au

9 Nick Rogers nick.rogers@churchmusicorganiser.com

10 Harley Thomas harleythomas@mail.com.au

11 Scott Greg 57 0ak St St Marys NSW 2760 scottgreg@mail.com.au =
12 Sam Bright & Beech Rd East Blaxland  NSW 2774 sambright@mail.com.au

13 Kyle Mackay kylemackay@mail.com.au

14 Brad Seaforth 200 Short St Warrimoo NSW 2774 bradseaforth@mail.com.au

15 Adam Collins 5 Primary St Winmalee NSW 2777 adamcollins@mail.com.au

16 Andrew Pringle 47 Servant Cres South Penrith  NSW 2750 andrewpringle@mail.com.au

17 Graeme Collins 55 Secondary St Wwarrimoo NSW 2774 graemecollins@mail.com.au

18 |Marilyn Peterson  10Long St Blaxland NSW 2774 marilynpeterson@mail.com.au

19 Jacob Richards 11 Hiltop St Blaxland NSW 2774 jacobrichards@mail.com.au

20 Steve Richards 29 Smith St Warrimoo NSW 2774 steverichards@mail.com.au

21 Nathan Harris 7 Rosalin St Emu Heights NSW 2750 nathanharris@mail.com.au

22 Charles Goodfellow 10 Power 5t Blaxland NSW 2774 charlesgoodfellow@mail.com.au

23 Robyn Harris 77 Tertiary St Emu Heights NSW 2750 robynharris@mail.com.au

24
4« » 1| contact list ¥ me

Ready

To import these contacts into the system, in the menu select "File 2 Import = From
CSV file (.csv)..."

izl QOpen Import File “

@ * 1 0 v ThisPC » Documents » Importing v & Search Importing o

~ O @
';.'_-"1 Recent places  » MName Date modified Type Size
. CMO

. SMBC

) V52010ImagelLibr

Organize * Mew folder

|i§§] contact list.csv 29/10/2014 447 PM  Microsoft Office E... g

1M This PC
m Desktop
| Documents
4 Downloads
o Music
=| Pictures
H Videos
., Windows8_05 (C

“j Metwork v < >

File name: | contact list.csv w| | CSV Files (*.csv) w

Ca n ce'

You will be asked to select the CSV file to import. Select the file and click on "Open".

You will then see this dialog.




Church Music Organiser User Guide

Import Data from C5V
Import type | W |
Separator Multiline separator
[] First line has column headings
Sample data 10 rows Get more data
Column 2 Column 3 Column 4 Column 5
Given names Surnarne Address Line 1 Address Line 2 Suburb Sta
Peter Wilson
Jeremy Smith
Cameron Jones
Alexis Turrel ”
£ >
D de v
Data column Destination &
W
Column 2 v
Column 3 W
Column 4 W
Column & W
Column & W
Column 7 v
Column & W
Colime O L¥] Y
| oK | | Cancel |

Here we can define all the rules required for reading this CSV file.

The top section of the screen has various settings that define the way to read the CSV
file.

The middle section shows sample data as read from the file. Initially 10 rows will be
displayed, but more data can be displayed by clicking on the "Get more data" link.

The bottom section defines the translation between the columns in the file, and the
destination fields in Church Music Organiser.

We start in the top section by setting the "Import Type" to "Contacts". Not much
changes on first glance, but it will be important when it comes to selecting destination
fields.

Next, because the first row in our data file has column headings, we check the "First
line has column headings" flag.
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Normally CSV files have their fields separated with a comma. If a different field is being
used you can change the "Separator" drop down to another character. In our example,
the default comma is the correct setting.

The screen now looks like this:

Import Data from CSV
Importtype | Contacts v
Separator Multiline separator
First line has column headings
Sample data 10 rows Get more data
Given names Surnarne Address Line 1 Address Line 2 Suburb St ™
Wilson
Jeremy Smith
Cameron Jones
Alexis Turrel
Michael Carrington 5 Henry St Cambridge Park MSh
£ >
0 de 0
Data column Destination A
v
Surname W
Address Line 1 W
Address Line 2 L
Suburb v
State W
Postoode v
Email W
- W
Lo gl

We can now point the source columns to destination fields. For "Given names", we
want that to go to the "Firstname" field, so we select that in the destination column
next to "Given names":
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O ae O
Destination ~

Firstiame™

Data column

Surname

Address Line 1

Address Line 2
Suburb
State

Postoode

Ll y«

Email

K

The "*" beside the "FirstName" indicates this is a required field. It must be defined for
the import to be valid.

We can then continue to specify the other columns, until it looks like this:

Column definitions

Data column Destination

Given names Firsthame™ W
Surname Surname® v
Address Line 1 Address Line 1 v
Address Line 2 Address Line 2 v
Suburb Suburb v
State State W
Postcode Postcode v

Ernail v

| L ¥

We've now configured all the source columns to destination fields, and all the required
fields have been supplied. We can now click "OK" to continue.
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4 Import Contacts “

arrington, Michael (micharlcarrington@mail.com.au) 5 Henry St Cambridae Park NSW 2747
Collinz, Adam (adamcolins @mail.com.au) 5 Primary 5t Winmalee NSW 2777
Caollins, Graeme {graemecolins @mail.com.au) 55 Secondary 5t Warrimoo NSW 2774
Doncourt, Andrew (andrewdoncourt@mail. com. au)
Goodfellow, Charles (charlesgoodfellow@mail.com.au) 10 Power 5t Blaxdand MSW 2774 4
Greg, Scott (scottgreg@mail.com.au) 57 Oak 5t 5t Marys NSW 2750
Harris, Mathan (nathanharris@mail.com.au) 7 Rosalin 5t Emu Heights NSW 2750
Harris, Robyn {robynharris@mail.com.au) 77 Tertiary 5t Emu Heights MSW 2750
Jones, Cameron (cameronjones@mail.com.au)
Mackay, Kyle {(kylemackay @mail.com.au)
Peterson, Marilyn {marilynpeterson@mail.com.au) 10 Long 5t Blaxland NSW 2774
Phillips, Tom (tomphilips @mail, com.au)
Pringle, Andrew {andrewpringle @mail.com.au) 47 Servant Cres South Penrith NSW 2750
Richards, Jacob (jacobrichards@mail.com.au) 11 Hiltop St Blaxland MSW 2774
Richards, Steve (steverichards@mail.com.au) 29 Smith S5t Warrimoo MNSW 2774
Rogers, Mick {nick.rogers@churchmusicorganiser.com)
Seaforth, Brad (bradseaforth@mail. com.au) 200 Short St Warrimoao MSW 2774
Smith, Jeremy (jeremysmith@mail. com.au)
Thomas, Harley (harleythomas @mail . com.au)
[+] Turrel, Alexis (alexisturrel @mail, com.au) 4

[ Bookmark all imported items

ail.com.au) 8 Beech Rd East Blaxland NSW 2774 =
O

KR/ [R][&][&]][&][&][&]

[] Add group to all imported items ]

Here we can select which items we want to import.

Click B to select all the records in the list.
click O to unselect all the records in the list.

Click P to import the selected contacts.

Import contacts “

o File imported successfully!

oK

Once all your team members are entered, you should go through the list and select the
preferred role for each person. (If your import data contained this information, you
can skip this step.

Setting the preferred role for each team member makes creating a team for a meeting
a lot easier. Even if a particular contact can perform different roles (for instance,
playing piano and song leading), enter their preferred role. It can always be overridden
when adding them to a meeting.

Go to the Contacts section and select the first contact in the list.
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Church Music Organiser

Fle Wiew Qverheads CCLI

Admin  Help

Richards, Jacob (Sound desk)
Richards, Steve (Drums)

Rogers, Nick (Piano)

B

Contacts
g sl B gl D X B v B (B3 B Bectric Guitar -y Ym | P
Bright, Sam (Electric Guitar) First Nlame |Sam
Carrington, Michael {Violin) Sul Bright
Collins, Adam (Fiano) rrame ng
Collins, Graeme (Bass Guitar) Address & Beech Rd
Doncourt, Andrew (Sound desk)
Goodfellow, Charles (Saxaphone)
Greg, Scott (Sound desk) East Blaxland| | |NSW ||2'n4
Harris, Nathan (Sound desk)
Harris, Robyn (Song leader) Fhone I:I Mobile I:I
Jones, Cameron {Acoustic Guitar) . 8 :
Mackay, Kyle (Bass Guitar) Email sambright@mail. com. au |
Peterson, Marilyn (Backup vocals) X N l .
Rol | Acti
Phillips, Tom (Backup vocals) ol |EIECiIIc ELEY ~ | =
Pringle, Andrew (Acoustic Guitar) Notes Activity

In the "Role" field, select the person's preferred role and click on the 'H button (or

press Ctrl+S) to save the changes.

If the role type doesn't exist, you can add additional role types via the "Admin 2>

Contact Role Types..." menu.

3¢ Contact Role Types.. — ©

Role type

Acoustic Guitar

Backup vocals

Bass Guitar

Clarinet

Drums

Electric Guitar

Flute

Choe

Organ

Other

Piano

Song leader

Synthesizer

Trombone

Trumpet

Tuba

LﬁqE:i

Cancel

To add a new role type, click on the !:i button and type in the new role.
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s Contact Role Types.. — ©

Role type

Clarinet

Drums

Electric Guitar

Flute

Choe

Organ

Other

Piano

Song leader

Synthesizer

Trombone

Trumpet

Tuba

Violin

F
|k

Cancel

Press enter to add the entry, and click "OK" to update the database.

The role will be immediately available for use.

A Church Music Qrganiser
File  View OQverheads CCLI  Admin  Help
Contacts Contact 4
il 9 B - X - ¥ G259 | [B saxaphone 8- | A
Bright, Sam (Electric Guitar) First Mame |Charles
Carringtan, Michael (Violin)
Collins, Adam (Piana) LLITIE Goodfellow
Collins, Graeme (Bass Guitar) Address 10 Power St
Doncourt, Andrew (Sound desk)
Goodfellow, Charles {;
Greg, Scott (Sound desk) Blaxland |[Nsw ||2774
Harris, Nathan {Sound desk)
Harris, Robyn (Song leader) Phane l:l Mobile l:l
Jones, Cameron (Acoustic Guitar) i -
Mackay, Kyle (Bass Guitar) Email |d’13rlesgoodfellcw@mall.com.au
Peterson, Marilyn (Backup vocals) 5
Raol | Acti
Phillips, Tom {Backup vocals) o Saxapl'?onel i Ve
Pringle, Andrew {Acoustic Guitar) Motes Acoustic Guitar
Richards, Jacob (Sound desk) Backup vocals
Richards, Steve (Drums) tB:lass Glélmr
Rogers, Nick {Fiano) D:.lrrl::
Seaforth, Brad (Drums) Electric Guitar
Smith, Jeremy (Electric Guitar) Flute
Thomas, Harley (Backup vocals) Oboe
Turrel, Alexis (Backup vocals) Organ
Wilson, Peter (Song leader) Other
Piano
| Saxaphore |
Song leader
Sound desk
Synthesizer
Trombone
Trumpet
Tuba
Vol
T U
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General options

There are a couple of general options which should be set. Go to the menu "File >
Options..."

B Options “

Church Name |I"«'11,-I Church |

Contact list display style

(®) Surname, Firstname {2g Smith, John)

() Firstname Surname {eg John Smith)

Miscellaneous Settings

] IUse Enhanced Meetings by default when creating new
meetings

oK Cancel

The first item to change is your church name. This is included in meeting emails and
prints.

Here you can also set how you want contacts to be listed - either by "Surname,
Firstname" (which is the default), or by "Firstname Surname".

Another setting is whether you want enhanced meetings turned on by default for all
new meetings. We'll get to enhanced meetings in chapter 5, so leave this setting for
the moment.

Clicking on the "CCLI" tab reveals some more settings.
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B Options “

CCLT Information

CCLI Mumber 999999 Photocopy Licence

© Format IUsed by permission. CCLI Licence <#>

Indude CCLI song number

Mumber Format | CCLI Song Mumber <#:=

Default CCLI Values

Digital Print Record Trans Music  Click “Apply™

to set all Apply
0 0 0 0 0 records.

oK Cancel

Here you can set your CCLI preferences. Enter the CCLI number for your church in the
space provided. If you have a photocopy licence you can click on the "Photocopy
Licence" checkbox. This will make the "Music" reporting counter visible throughout
the program.

The copyright format defines how your CCLI number is displayed when printing or
projecting songs. The default format should be sufficient for most cases. If you want to
change it, remember to include "<#>" which defines where in the text the CCLI number
will be placed.

If you want to include the CCLI song number in any printed song sheets or chord
sheets, tick the "Include CCLI song number" here. The "Number format" field allows
you to define the format of the CCLI song number in the output. Again, remember to
include "<#>" to define where in the text the CCLI song number will be placed.

The "Default CCLI Values" define the starting number for each of the CCLI reporting
statistics for any new songs added to the database. You can also force these numbers
on all songs by clicking the "Apply" button.

Click OK where you have updated the CCLI details.

SMTP settings

In order to automatically send emails to team members, some settings need to be
provided. Whenever | write software, my goal is to make the system as easy to use as
possible, and hide any unnecessary details from the user. In this case, though, | can't
hide the details. Email communication relies on a number of settings that are specific
to your situation.
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You can get to the SMTP (simple mail transport protocol) settings on any of the email
dialogs. One that will always be available is in the "Help = Send Feedback" menu. In
the top right corner of the dialog is a link labelled "SMTP Settings". Click on this link to
display the settings window.

SMTP Settings B
Server | | eqg. mail.server.com
Port Default port 25
Email eg. bob@server.com
Password
Use 551

Max recipients |0

oK Cancel

The settings you enter will depend on the email service provider you use, and each
provider usually has a help page that describe the settings to use to set up outgoing
emails.

If you are using a Gmail account the settings will probably be:

Server: smtp.gmail.com

Port: 587

Email: your_email_address@gmail.com
Password: Your Gmail password

Use SSL: Yes

If you are using a Hotmail account the settings will probably be:

Server: smtp.live.com
Port: 587
Email: your_email_address@hotmail.com
Password: Your Hotmail password
Use SSL: Yes
Summary

At this point, the system should be fully set up. Your song list and contacts should be
entered, CCLI connectivity should be established, your CCLI number and church name
should be entered, and email settings should be configured. It's now time to start
making the system work.
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Chapter 3: Making the system yours

Main window layout

With the system set up and all your songs and contacts entered, it would be good to
spend a little bit of time making the layout of the main window more suitable to your

world.

First, let's look at the layout of the main window.

Be thou my vision

Blessed assurance

Break Thou the bread of life
Breathe on me, breath of God
Christ the Lord is risen today
Crown Him with many crowns
Father of peace

God rest you merry gentlemen
Guide me, O Thou great Jehovah
Hark! the herald-angels sing

He leadeth me

Here, O my Lord

Holy, Holy, Holy

How good i the God we adore
How great thou art

I cannot tell

T know whom I have believed

I sing the almighty power of God
1 stand amazed

I'm not ashamed to own my Lord
Immertal, invisible

In the sweet by and by

Church Music Organiser

File View Overheads CCLI Admin  Help
Songs I
il B N X @ v (G @ e T
~ | Details
All hail the power
Al that thrils my soulis Jesus Title  |Abide with me
A0 ogs rihtnd e
All to Jesus I surrender
Amazing grace Music W, H, Mank (1823-89)
And can it be Words  |H. F. Lyte (1733-1847)
Angels from the realms of glory
Away in a manger Arranger

Copyright |Public Domain

| source/Reference/Notes -

Source
Song # Overhead #
Bible Ref

Beat |4/4

Themes

- ©-80-

Lyrics

OHD Ordering
Timing

Lyrics

Abide with me,

fast falls the eventide
The darkness despens,
Lord, with me abide.
‘When other helpers fail,
and comforts flee

Help of the helpless,

O abide with me.

Ineed thy presence
every passing hour
What but thy grace

can foil the tempter's power?
wiho like thyself my quide

and stay can be?

Through doud and sunshine,

© abide with me.

1 fear no foe with thee
at hand to bless;
Tlls have no weight,

and tears no bitternegy!

Where is death's stiph?

Where grave, thyfictory?

1 triumph stil,
if thou abide

(®) Edit

[y &

00:00:00

) view

It came upon the midnight dear God - Presence
Itis a thing most wonderful v oo - Prosectonfhuidence
T — Heaven
11 songs
| Meetings
Abide with
51 Contacts
4 Resources
79 records \ My Church (CCLI# 939999)
\ (4 / 7

Meeting Items

Type

Description

Meeting Te

ci\templemo.db | NIV ~ 29 Movember 2014 | .:

You will notice a dark grey bar in various parts of the screen. When you move your

mouse over these bars, your mouse pointer will change to b for vertical bars and ¥

for horizontal bars. If you click and hold down the left mouse button you can drag the

bar in the direction of the arrows to resize the different sections. You might like a wide

list for the songs, but the meeting items and team you might want smaller. You might

want to reduce the amount of space taken up by the lyrics, and give more to the song

details. Whatever your preferences, these settings will be kept between sessions. The

next time you load the program the columns will be just how you left them.

32



Church Music Organiser User Guide

Another change you might want to make is to hide some of the extra sections in the
song details page. In most of the section headers you will see this symbol:

o —
DEXE- v (G20 Ea T

Details Lyrics
Title Abide with me OHD Orde
Author/Copyright - iming
Music W, H. Monk (1323-89) Lyrics
Words H. F. Lyte (1793-1847) Abide wil
PO fast falls

This means you can click on the header to collapse it, hiding all of the details
underneath. Click on the header again and the section will be expanded.

Another change you might want to make is to hide the meeting details section on the
right side of the window. You can do this by clicking on this symbol in the Song title

bar:
Church Music Organiser _ o
w
& 7 ©-% 0-1a
Lyrics Type
OHD Crdering Description =
' |

This will collapse the meeting items and meeting team sections from view on the Song,
Contact and Resource windows. It will always be visible on the Meeting window. Click
on the symbol again, and the meeting items and team sections will be visible
everywhere again.

Additional list information

Each list, songs, meetings, contacts and resources, has some default piece of
information shown in the list.

For songs, this is the song title. For meetings, it's the meeting date and meeting type.
For contacts it's the persons surname and first name. For resources, it's the
description.

It can be useful, however, to show some additional information in the list. Each list has
the ability to display an additional piece of information in the list.

In the toolbar above the list, click on this button ﬁ, and a list of options will be
displayed.

Here are the options available for each list
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Songs Meetings Contacts Resources

Source Description Phone Resource Type

Song number Theme Mobile Purchase Date
Overhead Number  Bible Reference  Email Last Maintenance Date
Authors Preferred Role Next Maintenance Date
Beat

Key

Bible Reference

CCLI Number

Click on one of these items will display that additional piece of information in the list,
in brackets ie ( ). Below is an example of the song list, also showing the key signature.

Songs
48 21 9 & Y -
All hail the power (G) ~

All that thrills my soul is Jesus (Bb)
All things bright and beautiful (G)

All to Jesus I surrender (D)

Amazing grace (G)

And can it be (G)

Angels from the realms of glory (G)
Away in a manger (F)

Be thou my vision (E)

Blessed assurance (D)

Break Thou the bread of life (Eb)
Breathe on me, breath of God (F)
Christ the Laord is risen today (C)
Crown Him with many crowns ()
Father of peace

God rest you merry gentlemen
Guide me, O Thou great Jehowah (G)
Hark! the herald-angels sing (F)

He leadeth me

Here, O my Lord (F)

Huoly, Haly, Haly (D)

How good is the God we adore (G)
How great thou art (C)

I cannot tell ()

I know whom I have believed ()

I sing the almighty power of God (G)
I stand amazed (Ab)

I'm not ashamed to own my Lard (D)
Immaortal, invisible () W

Summary

In this chapter we've looked at how to adjust the look of the main program window,
and how to add additional information to each of the section lists.
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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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Chapter 5: Advanced meeting topics

In the previous chapter we looked at how to create a basic meeting, add items to the

order of service, add team members and send the meeting out to the team. In this

chapter we're going to look at some of the more advanced things we can do with

meetings.

Adding team members in groups

We've seen how to add individual team members to a meeting. If your music team is

large enough to have teams, the process of adding team members can be streamlined

even further.

In this example, we will assume we have four music teams; two teams for Sunday

morning services, and two teams for Sunday evening services. Some team members

will be in two groups. Below is the makeup of each team:

Role Sunday Sunday Sunday Sunday
Morning 1 Morning 2 Evening 1 Evening 2

Electric Sam Bright Sam Bright Jeremy Smith

Guitar

Saxaphone Charles Charles
Goodfellow Goodfellow

Bass Guitar  Graeme Collins  Kyle Mackay Graeme Collins  Kyle Mackay

Drums Brad Seaforth Steve Richards  Steve Richards  Brad Seaforth

Backup Marilyn Tom Phillips Harley Thomas  Alexis Turrel

Vocals Peterson

Acoustic Andrew Pringle  CameronlJones CameronJones Andrew

Guitar Pringle

Piano Adam Collins Nick Rogers Adam Collins Nick Rogers

Sound desk  Jacob Richards  Andrew Nathan Harris Scott Greg
Doncourt

Song leader  Peter Wilson Robyn Harris Robyn Harris Peter Wilson

Notice that some team members are in multiple teams. When using groups, the
preferred role of the contact will be the role they have in the team.

To set this up we first need to create some groups.

On the contact toolbar, click on the g icon, and select "Add new group..."

il:j (™ Bra9 Q* ¥ B Gl Y | [® Badkup vocals

First Name

Add new group...

Surname

-
Turrel
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Add grouping title n

Group title

Apply group to:
[ ] Songs
[ ] Meetings
Contacts

|:| Resources

(0] 4 Cancel

This dialog allows us to add a new contact group. Enter the title of the group and click
OK.

Add grouping title n

Group title

|5unrt:|a3-I Marning 1| |

Apply group to:
[ ] Songs
|:| Meetings
Contacts

[ ] Resources

oK Cancel

You should now see this.

EQXT? ﬁﬁﬂ@'? EEadmp

First Name Add new group...
SLIETIE Sunday Morning 1
Address [

By default, when you add a group from the toolbar, it will be automatically added to
the currently selected contact. If that's what you want, just leave it. But, if this contact
isn't in this group, simply uncheck the group to remove them.
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Contact

N X[ v 523 - | [B Bady
First Name Add new group...

—lusois Sunday Marning 1 |

Addres= |

When we've finished adding groups, the list will look like this:

Contact
N X[ v G5 B s
First Name Add new group...
S Sunday Evening 1 |
Address Sunday Evening 2 |
Sunday Marning 1 |
Sunday Marning 2 |
Phnne | I Mnhil=

Now we can go through the process of adding team members to the different groups
by selecting each contact, and checking the groups they are in.

Starting with Sam Bright, he is in Sunday Morning 1 and Sunday Evening 1.

Contacts B

HE S P RN
Bright, Sam (Electric Guitar) First Hame Add new group...
Carrington, Michael (Violin) 5 [
Collins, Adam (Piano) urname Sunday Evening 1 !
Collins, Graeme (Bass Guitar) Address .

Sunday E 2
Doncourt, Andrew (Sound desk) Hnaay tvening .
Goodfellow, Charles (Saxaphone) Sunday Morning 1 |

Greg, Scott (Sound desk)
Harris, Mathan (Sound desk)

Harric Drborm (ama lasdaey Phnans 1 7 Mnhila

Sunday Marning 2

We continue to add all the team members to their respective groups.

Once complete we can check we have everyone in the correct teams by selecting the
group in the contact list:

Contacts

Al W i
# 49 8% -] D
Bright, Sam (El all
Carrington, Mig
Collins, Adam | il N
Collins, Graeme . dr
Doncourt, And Sunday Evening 1
Goodfellow, Ch Sunday Evening 2
Greg, Scott (S )
Harris, Nathan Sunday Morning 1
Harris, Robyn Sunday Maorning 2 =
Jones, Camerac .
Mackay, Kyle (Bass Guitar) :
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If we select Sunday Morning 1 we see this:

Contacts
& 2l 9 |- R e

Bright, Sam (Electric Guitar)
Collins, Adam {Piano)

Collins, Graeme (Bass Guitar)
Peterson, Marilyn (Backup vocals)
Pringle, Andrew (Acoustic Guitar)
Richards, Jacob (Sound desk)
seaforth, Brad (Drums)

Wilson, Peter (Song leader)

Sunday Morning 2 looks like this:

Comtacts |
4 2l 9 |- R =

Doncourt, Andrew (Sound desk)
Goodfelow, Charles (Saxaphone)
Harris, Robyn (Song leader)
Jones, Cameron {Acoustic Guitar)
Mackay, Kyle (Bass Guitar)
Phillips, Tom (Backup vocals)
Richards, Steve (Drums)

Rogers, Mick (Pianao)

Sunday Evening 1 looks like this:

Contacts
# 2l 9 B 5

Bright, Sam (Electric Guitar)
Collins, Adam (Piano)

Collins, Graeme (Bass Guitar)
Harris, Mathan (Sound desk)
Harris, Fobyn (Song leader)
Jones, Cameraon (Acoustic Guitar)
Richards, Steve (Drums)
Thomas, Harley (Backup vocals)

And Sunday Evening 2 looks like this:

Contacts

2zl 9 8- -

Goodfelow, Charles (Saxaphone)
Greg, Scott (Sound desk)
Mackay, Kyle (Bass Guitar)
Pringle, Andrew {(Acoustic Guitar)
Rogers, Mick (Fiano)

Seaforth, Brad (Drums)

Smith, Jeremy (Electric Guitar)
Turrel, Alexis (Badkup vocals)
Wilson, Peter (Song leader)

55



Church Music Organiser User Guide

Now, when we want to add a team to the meeting, we click on the “m icon in the
contact toolbar.

DX S~ v 53051 |3 BecticGutar - 8- a4
First Name  Sam hJSunday Evening 1
Surname Bright Sunday Evening 2
Address & Beech Rd Sunday Morning 1
Sunday Morning 2

Fmek Al dee d [T aTTa

Then we click on the team we want to add.

Meeting Team

Electric Guitar Bright, Sam H
Piano Collins, Adam iy
Bass Guitar Collins, Graeme ~
Backup vocals Peterson, Marilyn =
Acoustic Guitar  Pringle, Andrew .
Sound desk Richards, Jacob )
Drums Seaforth, Brad *
Song leader Wilson, Peter F

All our team members are added in one go.

Creating meeting templates

The process of adding order of service items to a meeting can also be streamlined.
Quite often, a normal Sunday service will have a standard set of elements. For
instance, there might always be a Welcome section, some announcements, a sermon,
communion, and an offering. Rather than add those elements manually every time we
create a Sunday morning meeting, we can create a meeting template.

First, we need to create a new meeting of the type we want to create a template for.
So, if you want to create a template for a Sunday morning meeting, create a new
Sunday morning meeting.

X B WL K

Type of meeting | Sunday Morning W

Meeting date 07/12/2014 [E~

Description

Theme

Bible reference &
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Save the meeting (even if we won't be using the actual meeting) so we can add order
of service items.

Then, add all the order of service items you want to appear in the template, and order
them how you want them.

Meeting Items
Type (Unspecified) W |
Description ||

IXE®

Welcome:
Announcements:
Sermon:
Cornrmunion:
Offering:

Closing Prayer

AT

@

Finally, click on the ﬁ icon and select "Save as template"

Save as template

Clear template

You will see a dialog saying the template was saved.

Template saved ﬂ

o Meeting template saved.

OK

Now that the Sunday Morning template is saved, any time we create a Sunday
morning meeting, the template will be applied.

Here, I've created a new meeting for December 14, and clicked on the save button.
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Meeting Ttems
DEX B- v B3 @ L e R R 14/12/2014 Sunday Morning -
i T v
Type of meeting | Sunday Morning w ¥pe
D ipti
Meeting date 14122014 @ escription El
- Welcome: =]
Description Announcements: 1
Theme Sermon: =
Communion: =
Bible reference & || offering: =
General Information Closing Prayer 2
+

Notice that all the template items have appeared, in the order we specified in the
template.

Using enhanced meeting features

For a lot of meetings, all you need is the order of service. For some meetings, though,
you need to be able to calculate the time each segment takes, to ensure your service
doesn't go overtime. For these meetings, CMO provides an "enhanced" mode.

To turn the enhanced mode on, click on the it symbol located in the meeting items
toolbar.

Meeting Items
Type W
Description

Time Item/Motes

Welcome:

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

Song: Immortal, invisible

Reading: Ps 96

Sermon: Bill Hader

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

Comrmunion:

Offering:
Song: Guide me, O Thou great Jehmra?‘( ﬁ
Announcements:

M XL E

¢

ET

After turning it on, an additional column, "Time", becomes visible. Now we can add a
time amount for each item in the order of service.

When you select an item in the list, two dropdown buttons will be visible.
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Meeting Items
30/11/2014 Sunday Morning (God of Wonders) &

Type W

Description [=]

N\—~#ong: I sing the almighty power of
Song: To God be the glory ==
Song: Immortal, invisible

et e P Ae

Clicking on the "Time" dropdown will display a time selection control.

Meeting Items

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

Type L
Description [=
TtemMotes (=]

Song: I sing the almighty power of God ?’(
Song: To God be the glory =
Song: Immaortal, invisible

The time selector allows you to select the hours, minutes and seconds that this item
will take. Click on the up arrows to increase the values, and click on the down arrows
to decrease the values.

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

Type W

Description

000300 * Rl =R hd
|E|E|E| 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 I survey

Cormrmunion:

Offering:

Song: Guide me, O Thou great Jehovah
Announcements:

e ¢ » [ AXDE

P —

l UU:US:UU' E i

Here, we've entered a value of 3 minutes for the "Welcome" item. Notice that a total
time figure is visible at the bottom of the list.

Tip: Holding down the "Shift" key and clicking on the up or down arrows will increment
that value by 10 instead of 1.
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Using this method we can add time values for all the elements.

Meeting Items

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

Type v

Description =
Time TtemnMotes H
00:03:00 Welcome: i
00:03:30  Song: I sing the almighty power of God ?ﬁ
00:03:00  Song: To God be the glory =%
00:04:00  Song: Immortal, invisible

00:02:30  Reading: Ps 96 &*
00:25:00  Sermon: Bill Hader

00:04:00  Song: O the deep, deep love of Jesus s 4
00:04:00  Song: When I survey

00:15:00  Communion: ‘ﬁ‘_'ﬂ
00:10:00  Offering:

00:04:00  Song: Guide me, O Thou great Jehovah @
00:03:00 hd Announcements: hd
01:21:00 E i

We've now added time values to all the elements, coming up with a total time of 1
hour and 21 minutes.

We can also add some additional text to each item, things like planner notes, or special
instructions. Clicking on the other dropdown button brings up a text box.

Meeting Items

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

Type W
Description =]
Time ItemnMotes H
00:03:00  Welcome: i
00:03:30  Song: I sing the almighty power of God ?ﬁ
00:03:00  Song: To God be the glory =%
000400 : inuisible

Reading: Ps &~
00:25:00 Tn be read by Karen Wilson
UU . 04: UU T R e T T T R P LT W A T '{}
00:04:00  Song: When I survey
00:15:00  Communion: ‘{'ﬂ
00:10:00  Offering:
00:04:00  Song: Guide me, O Thou great Jehovah T:?
00:03:00  Announcements:
01:21:00 E i

In this example, we're adding some additional text to the reading item, indicating who
will be doing the reading.
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Click on the dropdown button again, or anywhere else, and the text will be added.

Meeting Items
30/11/2014 Sunday Morning (God of Wonders)
Type v |
Description | [=
Time ItemMotes =]
00:0%k00  Welcome:
00:03:30  Song: I sing the almighty power of God x
00:03:00  Song: To God be the glory =
00:04:00  Song: Immortal, invisible

: Reading: Ps 96 &
00:25:00  Sermaon: Bill Hader L4
00:04:00  Song: O the deep, deep love of Jesus
00:04:00  Song: When I survey ?%:I
00:15:00  Communion:
00:10:00  Offering: IEI
00:04:00  Song: Guide me, O Thou great Jehowvah
00:03:00  Announcements:
01:21:00 E i

Preset item times

It's fairly simple to enter times for each of the items in an order of service, but we can
also preset these values to make this job even easier.

Go to the "Admin = Meeting Item Types..." menu to display the Meeting Item Types
Administration window.

2 Meeting ltem Type.. — ©F

Descripion  «  Default timing

(Unspecified)
Announcements

M X g

Communion

Custom Mess.,.
Item

Media

Offering
PowerPaint

Reading

Sermon
skit/Play
Song

Welcome

| oK H Cancel ‘
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On this dialog we can enter the default time for each of the different item types we
use. Click twice in the "Default timing" column to display the time selector, and enter a
time value for each of items.

22 Meeting ltem Type.. - O
Description & Default timing !ﬂi
(Unspecified) ?(
Announcements |[00:03:00 =
Communion 00:15:00 B
Custom Mess,.,

Item
Media
Offering 00:10:00
PowerPoint
Reading 00:03:00
Sermon 00:30:00
Skit/Play
Saong 00:04:00
P |Welcome
*
| oK || Cancel |

Notice that we have also put in a default time for songs. This will be the default time
allocated to a song that doesn't have a specific timing value entered.

Lyrics

OHD Ordering |
Timing 00:00:00

Lyrics ® Edit () view

Abide with me, ~

fast falls the eventide

The darkness deenens.

Now that we have default timing, the next time we add those items to a meeting, the
default times will be applied.
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Meeting Items
07/12/2014 Sunday Morning -
Type b
Description =
Time ItemnMotes H
00:03:00 g Welcome: - |
00:03:00  Announcements: X
00:03:00  Reading: =%
00:30:00  Sermon:
00:15:00 Communion: Y
00:10:00  Offering:

¥
01:06:00 E i

Note: If you created a meeting template before you added the default time values,
& meetings created from that template will not contain the time values. To include the

time values in the template, recreate the template after the default time values have

been set. Also, if the default time for an item is changed, and that item is part of a

template, the template will need to be recreated with the new timing value set.

Summary

In this chapter we've looked at using groups to streamline adding team members to a
meeting, using meeting templates to streamline the order of service process, and
using enhanced meetings.
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Chapter 6: Rosters

One job of music ministry leaders is to roster your music team so that everyone can
know ahead of time when it's their turn for song leading or piano playing. CMO
endeavours to make this job as easy as possible, by providing a simple way of creating
the roster, as well as integrating the roster with meeting preparation.

Creating a roster

The first step in using rosters is to create one. Go to the "View = Rosters = Roster
maintenance..." menu.

(O X &4 %o 5@ sovhson

Add Dates Roster Luia
Add single date Date Meeting Type

Meeting date [29/11/2014 [E~
-

Add multiple dates

——
To e
S
S

Add Team Members

=
#tlo B %

Bright, Sam (Electric Guitar)
Carrington, Michael (Violin)
Caliins, Adam (Piano)

Caliins, Graeme (Bass Guitar)
Doncourt, Andrew (Sound desk)
Goodfellow, Charles (Saxaphone)
Greg, Scott (Sound desk)

Harris, Nathan {Sound desk)
Harris, Robyn {Song leader)
Jones, Cameron {Acoustic Guitar)
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)

On the roster maintenance window, click on the h button in the toolbar to create a
new roster.

You will be asked for the name of this roster. Enter a name and click "OK".
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2] Rosters

Current Roster J0 E X & B (G2 53 @ showhstonc
Add Dates Roster Data
Add single date Date Meeting Type

Meeting type

—
B

After entering a roster name, it will be automatically selected in the "Current roster"
list. You can have as many rosters as you like, each with a different function. For
instance, you might like to keep your Sunday morning roster separate to your Sunday
evening roster. In our example we will just use a single roster.

Adding meetings to a roster

After creating a roster, the next step is to add some meeting dates to it. There are two
ways to do this:

Add single date

Add single date

Meeting date | 7/12/2014 @v| [

Meeting type |Sunda},r Marning |

To just add a single meeting, select a date in the "Meeting date" field, select the type

of meeting you would like to add, and click on the E button to add the meeting to
the roster.

-] Rosters
Current Roster #  Main Roster - ih H * * f Ba @ & % Show histaric

Add Dates Roster Data
Add single date Date Meeting Type

Meeting date | 7/12/2014 B~ 7/12/2014 Sunday Morning
Meeting type |Sunday Morning v

Add multiple dates

Add multiple dates

Fromdate  [14/12/2014 [~ | |[3]

To date 29f03/2015 (@~ |

Indude | Sundays W |

Meeting type |Sur1da},r Marning V|

To add multiple dates at one go, select the starting date in the "From date" field, and
select the ending date in the "To date" field. Then, specify what days to include. The
options are:
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e [All days] - All days (Sunday through Saturday) will be included.

e Sundays - Only Sundays between the two dates will be included.

e Mondays - Only Mondays between the two dates will be included.

e Tuesdays - Only Tuesdays between the two dates will be included.

e Wednesdays - Only Wednesdays between the two dates will be included.
e Thursdays - Only Thursdays between the two dates will be included.

e Fridays - Only Fridays between the two dates will be included.

e Saturdays - Only Saturdays between the two dates will be included.

Finally, select the meeting type to use for added meetings. Click on the IE' button to
add all the meetings.

-2 Rosters

Current Roster ® Main Roster A EH X $ 4 |53 2| 53 & | show historic

Roster Data

Add Dates

Add single date

Date 4 Meeting Type

Meeting date | 7/12/2014 [~ 7/12/2014  Sunday Morning

Sunday Morning

s .

ng type | Sunday Morning 21113 Sunday Morning

Add multiple dates 2 Sunday Morning
01/20 Sunda .

From date 14122014 DO 4f01/2015 unday Morning

11012015  Sunday Morning
To date 29/03/2015 @~ 18/01/2015 | Sunday Marning

Indude Sundays [¥] 25/01/2015  Sunday Morning

) 1/02{2015 Sunday Morning
— iz —

8f02{2015 Sunday Morning

Add Team Members f Sunday Morning

= - %- | 22f02/2 Sunday Morning
A »’ f03/20 Sunday Morning
#il9 8% g o5/201s  sundey v
= | [ .
Bright, Sam (Blectric Guitar) n 8f03/2015 Sunday Morning
"
Carringtan, Michael (Violin) 15032015  Sunday Morning
Eﬂ”::i' gf::mfg:;}s ) 22/03/2015  Sunday Marning
T iy Lo 3 i
Doncourt, Andrew {Sound desk) 29/03f2015  Sunday Morning
Goodfellow, Charles (Saxaphone)
Frmm Crntt Caimd daal

We have now added dates from December 7 to March 29.

Adding team members to a roster

Once meetings are in the roster, we can add team members to it. Select a date in the
meeting grid by clicking on it.
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Roster Data

Ti12j2014 Sunday Marning

The meeting on December 7 is selected. Now, select a contact from the contact list
that you want to add.

[#] Biano ~ h* |

%l “) | T Iﬁ @' [
Bright, Sam (Electric Guitar) S
Carrington, Michael (Violin)

Collins, Adam (Piana)

Collins, Graeme (Bass Guitar)
Doncourt, Andrew (Sound desk)
Goodfellow, Charles (Saxaphone)
Greg, Scott (Sound desk)

Harris, Mathan (Sound desk)
Harris, Robyn (Song leader)
Jones, Cameron {Acoustic Guitar)
Mackay, Kyle (Bass Guitar)
Peterson, Marilyn (Backup vocals)
Phillips, Tom (Backup vocals)
Pringle, Andrew (Acoustic Guitar)
Richards, Jacob (Sound desk)
Richards, Steve (Drums)

Rogers, Mick (Fiano) W

Click on the IE' button in the "Add Team Members" section to add the team member
in their default role.
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Roster Data
Date
Ti12j2014 Sunday Morning  Collins, Adam
14/12/2014  Sunday Morning
21122014  Sunday Morning
28{12f2014  Sunday Morning
4/01/2015  Sunday Morning
11012015 | Sunday Morning

& Meeting Type Piano

Adding a team member in a non-preferred role is simply a matter of overriding the
role in the dropdown list before adding them.

Add Team Mamheare

Goodfelow, Charles (Saxaphone) ..a.
Greg, Scott (Sound desk)

Harris, Mathan (Sound desk)

Harris, Robyn (Song leader)

Jones, Cameron (Acoustic Guitar)

Mackay, Kyle (Bass Guitar)

Peterson, Marilyn (Backup vocals)

Fhillips, Tom (Backup vocals)

Pringle, Andrew (Acoustic Guitar)
Richards, Jacob (Sound desk)
Richards, Steve (Drums)

In this example, | selected Andrew Pringle, whose default role is "Acoustic Guitar", but
| have selected "Song leader" from the override list. When | add him, he will be added
in this new role.

Roster Data

Date &  Meeting Type Fiano Song leader
7122014
14/12/2014  Sunday Marning
217122014  Sunday Morning
28122014 | Sunday Morning

Sunday Morning  Collins, Adam Pringle, Andrew

You can add team members to multiple meetings by holding down the "Ctrl" key and
selecting multiple meetings from the list.
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Roster Data
Meeting Type Fiano Song leader
Collins, Adam Pringle, Andrew

21/12/2014  Sunday Morning

4012015 Sunday Marning

2015  Sunday Maorning

Sunday Marning

Sunday Marning

Here I've selected meetings on December 21, January 4, January 18, February 8, and
March 1. Now when | add Robyn Harris as a Song leader, she will be added to all these
meetings.

Roster Data
Meeting Type Fiano Song leader
Collins, Adam Pringle, Andrew

21/12{2014  Sunday Morning Harris, Robyn

4/01/2015  Sunday Marning Harris, Robyn

Sunday Marning Harris, Robyn

Sunday Marning Harris, Robyn

Sunday Marning Harris, Robyn

Using this method the roster can be quickly populated.
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& Rosters = |:|
- E X B A |G @ 33 & | Show historic

Add Dates Roster Data
Add single date

N—

Current Roster # Main Roster

Acoustic Bass Badup

Date  + MectngType  Piane Songleader  Drums Sounddesk  Grir e ol

7/12/2014  |Sunday Morning  Colins, Adam |Pringle, Andrew | Seaforth, Brad

Greg, Scott Jones, Cameron  Colins, Graeme | Thomas, Harley

Meeting type | Sunday Morning 14/12/2014 |Sunday Morning  Rogers, Nick |Pringle, Andrew | Seaforth, Brad | Richards, Jacob | Jones, Cameron | Colins, Graeme | Turrel, Alexis
Add multiple dates 21/12/2014  Sunday Morning  Collins, Adam |Harris, Robyn Richards, Steve |Harris, Nathan | Pringle, Andrew  Madkay, Kyle | Peterson, Marilyn

Collins, Adam |Rogers, Mick Richards, Steve | Greg, Scott Jones, Cameron | Collins, Graeme | Phillips, Tom
Rogers, Mick |Harris, Robyn | Seaforth, Brad | Richards, Jacob |Pringle, Andrew | Mackay, Kyle | Thomas, Harley
Collins, Adam |Seaforth, Brad | Richards, Steve |Harris, Nathan  Pringle, Andrew | Mackay, Kyle | Turrel, Alexis
. s . Rogers, Mick |Harris, Robyn | Seaforth, Brad | Greg, Scott Jones, Cameron | Collins, Graeme | Peterson, Marilyn
Collins, Adam |Pringle, Andrew | Richards, Steve |Richards, Jacob | Jones, Cameron | Collins, Graeme | Phillips, Tom
Meeting type |Sunday Morning v Rogers, Nick |Jones, Cameron |Richards, Steve |Harris, Nathan | Pringle, Andrew | Mackay, Kyle | Thomas, Harley

Sunday Morning | Rogers, Nick |Harris, Robyn | Seaforth, Brad | Greg, Scott Jones, Cameron | Collins, Graeme | Turrel, Alexis

Fromdate  14/12/2014 [A~

To date [9/032015 @~ ]

= Backup vocals . %I' Sunday Morning Collins, Adam |Rogers, Nick Seaforth, Brad |Richards, Jacob | Pringle, Andrew  Mackay, Kyle | Peterson, Marilyn
A = ¥ Sunday Morning  Collins, Adam | Jones, Cameron |Richards, Steve |Harris, Nathan Mackay, Kyle | Phillips, Tom

3l 9 |8 = Sunday Morming | Rogers, Mick |Harris, Robyn | Richards, Steve | Grea, Scott Pringle, Andrew | Colins, Graeme | Thomas, Harley

gr“:gd'f:'g";t' é’;i’r"zs df:;;aph“"e) " Sunday Morming | Rogers, Nick | Pringle, Andrew | Seaforth, Brad  Richards, Jacob | Jones, Cameron | Colins, Graeme | Turrel, Alexis.

Harris, Nathan (Sound desk) Sunday Morming | Colins, Adam |Seaforth, Brad  |Richards, Steve | Harris, Nathan | Jones, Cameron | Mackay, Kyle | Peterson, Marilyn

Harris, Robyn (Song leader) Rogers, Nick Seaforth, Brad | Greg, Scott Pringle, Andrew

Jones, Cameron (Acoustic Guitar)

Mackay, Kyle (Bass Guitar) Colins, Adam |Rogers, Nick | Richards, Steve |Richards, Jacob |Pringle, Andrew | Mackay, Kyle | Thomas, Harley

Pete Marilyn (Backup vocals)
‘om (Backup vocals]

Jones, Cameron

Collins, Graeme | Phillips, Tom

Pringle, Andrew (Acoustic Guitar)
Richards, Jacob (Sound desk)
Richards, Steve (Drums)
Rogers, Nick (Piana)

Sazfrrth Brad MMnme)

You can add multiple people to roles if required. For instance, if you need multiple
people on backup vocals, or the sound desk, simply add the extra people as required.

Roster Data

. . Acoustic Bass Backup
Date & Meeting Type Fiano Song leader Drums Sound desk Cuitar Cuitar

Thomas, Harley
Phillips, Tom
14f12/2014 Sunday Morning  Rogers, Nick |Pringle, Andrew | Seaforth, Brad | Richards, Jacob |Jones, Cameron | Collins, Graeme [ TUrTel, Mlexis
|21,f12m1‘l Sunday Morning |Collins, Adam |Harris, Robyn |R.id'13rds, Steve |Harri5, Mathan |Pring|e, Andrew |Mad<ay, Kyle |Pehersor|, Marilyn

7/12/2014  Sunday Morning  Collins, Adam  Pringle, Andrew  Seaforth, Brad  Greg, Scott Jones, Cameron  Collins, Graem«

In this example, I've added Harley Thomas and Tom Phillips to the Backup Vocals role.

Click on the E button to save the roster.

Sending the roster to participants
Once all the roster information is stored, the roster can be emailed to all the

participants. Click on the Iéa button to open the Roster Email dialog.
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Roster Email - Main Roster ﬂ
Fromdate  [EEJ11/2014 [E~- To date 29/03/2015  [E-

Attach full roster to email

Subject  |Roster Information

Hi, =firstname =,

Your roster for the period until <enddate = is:
<roster

Let me know if there are any problems.

Placeholders:

Use "<firstname > to indude the first name of the contact being emailed.
Use "<enddate =" to indude the last date of the roster period being sent.
Use "<startdate =" to indude the first date of the roster period being sent.
Use "<roster =" to indude the roster information for the contact.

Send Cancel

The roster email dialog allows you to customise the message that is sent to each
participant.

In the "Roster settings" section, enter the date range you want to include in the email.
By default this will be from the earliest start date in the roster that is in the future, to
the last date in the roster. You might, however, only want to send out one month's
roster at a time, so you can select a different end date.

By default, the email body will include roster information related to each member.
That is, each member will receive a summary of their roles and the dates they are
rostered on for. However, if you would like to send everyone a CSV file that contains
all the roster information, and can be opened in a program like Microsoft Excel, check
the "Attach full roster to email".

In the "Email text" section you can define the content of the email. Each team member
will receive a personalised email, and the text defined here works like a mail merge.
There are some placeholders you can use to define the position of first names, the
start or end dates of the roster information being sent, and the position of
personalised roster information.

The default text will include some of these placeholders. You can move them around
as you see fit. Once you are happy with the email text, click on the "Send" button to
send the emails.
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Send Email

0 Do you want to send this email now?

You will be asked to confirm that you want to send the email now. Click "Yes" to start

the emai

ling process.

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

Messages sent “

o Messages sent successfully.

oK

Creating meetings using a roster

Now that we have a roster defined, we can use it to populate the team members for

new meetings.

First we have to enable the roster. From the main CMO window, select "View >
Rosters". The new roster we just created, "Main Roster", should be visible in the

menu.
e Church Music
File | View | Owerheads CCLI  Admin  Help
f)  Reset View Fa i
Songs :
# 23 search... Ciri+F = - v (B2 @ (.
Abide w 3%  Advanced Search... Cirl+Shift+F
Al hail 4 ,
&l that| £ Saort. .. F2
All thing
Al to 16 Bookmarks 3 OF /L OpYTe
Amazin( Rosters » Roster maintenance
g I8 | 2
Angels |~ Custom Messages.., Main Roster
Away in g manger r"

Click on "Main Roster" to enable this roster for any new meetings.
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5 Church Music
File | View | Owverheads CCLI  Admin  Help
Songs Reset View Fa i
# 213 search... Ctrl+F A k- v (B2 @ (&
Abide w éf}, Advanced Search... Cirl+5hift+F
All hail 4 ,
Al that| £ Sort... F2
All thing
Al to I Bookmarks 3 O/ L OpYyTie
Amazin( Rosters » Roster maintenance
A.I"Id car | » | ﬂ
Angel; - Custom Messages... v | Main Roster
Away in @ manger

Now, when we create a meeting that matches an item in the roster, the team
members will be pulled in automatically.

Meeting Ttems
‘Jlf_‘l =9 Qv v By @ I‘!L = EXR~ANR 07/12/2014 Sunday Morning -
- T W
Type of meeting | Sunday Morning W ype
D ipti
Meeting date 07/12/2014 [~ i 5l
L Welcome: =]
Description Announcements: 1
Theme Reading: ?(
) — ||| Serman: —
Bible reference & ||| commurion: =5
- Offering:
General Information Closing prayer a*
-
Meeting Team
07/12/2014 Sunday Morning
Fiano Collins, Adam H
Song leader Pringle, Andrew |
Drums Seaforth, Brad P
Sound desk Greg, Scott =
Acoustic Guitar  Jones, Cameron I
Bass Guitar Collins, Graeme
Backup vocals Thomas, Harley -
Backup vocals Phillips, Tom ¥

Here I've created a new meeting on December 7. When | saved the meeting, all the
contacts from the roster were pulled in to populate the team list.

There might be times when you don't want to use the roster when creating a meeting.
In that instance, you would uncheck the rosters you want to disable in the "View 2
Rosters" menu, then create the meeting. You can re-enable the roster once the
meeting is completed.

Using groups in rosters

It's possible to use contact groups in rosters.
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Current Roster ®  Sunday evening < h = ‘ f |Q3 -3 ||§ é | Shaow historic
Add Dates Roster Data
Add single date

v o a5
LR

Add multiple dates

Fromdate  |29/11/2014 [+
To date 25032015 [~

Indude Sundays v

Add Team Members

@ - Ry
AL A

Bright, Sam (Electric Guitar)
Carrington, Michael (Vialin)

Collins, Adam {Piano)

Collins, Graeme (Bass Guitar)
Doncourt, Andrew (Sound desk)

Goodfellow, Charles (Saxaphone)
Greg, Scott (Sound desk)

Uarrie hiathan (Camd docld

Here, I've created a new roster called "Sunday evening", and added a series of
meetings, from December 7 to March 29. To add groups to these meetings, first select
one or more meetings.

Roster Data
& Meeting Type
Sunday Evening
Sunday Evening
Sunday Evening
Sunday Evening
Sunday Evening
Sunday Evening

Sunday Evening

Sunday Evening

Sunday Evening

Next, click on the B icon in the "Add team members" toolbar.




| Church Music Organiser User Guide

= =

444l 9 B-%

Bright, Sam (Electric Guitar) Sunday Evening 2
Carrington, Michael (Violin)
Collins, Adam (Piano)

Collins, Graeme (Bass Guitar) Sunday Marning 2
Finmrnort Andrcos (oomAd Aol

Sunday Evening 1

Sunday Marning 1

Click on a group to add it to the meetings.
Roster Data

Sunday Evening 1

4 |Sunday Evening  Sunday Evening 1

Sunday Evening  Sunday Evening 1

Sunday Evening  Sunday Evening 1

Sunday Evening  Sunday Evening 1

Sunday Evening  Sunday Evening 1

Sunday Evening | Sunday Evening 1

Sunday Evening

T}

M

=N
[

Sunday Evening Sunday Evening 1

Adding the "Sunday Evening 2" group to the empty slots gives us a roster that looks
like this:

Roster Data
Date 4. Meeting Type

014 Sunday Evening

Sunday Evening 1
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Summary

Now when we create a Sunday evening meeting, all the current members of the group

will be automatically

added to the team.

5 Church Music Organiser = = “
Eile  ¥iew Overheads CCLI Admin Help
S— R - e
h - [ BAR" .8 B Nl e R TR |07/12/2014 SundayEvening ]
07/12/2014 Sunday Morning Type of meeting | Sunday Evening v Type e
07/12{2014 Sunday Evening - Description =
30/11/2014  Sunday Morning (God of Wonders) Meeting date ovj122014 [0
Description =]
Theme
Bible reference )
I General Information I
Meeting Team
07/12/2014 Sunday Evening
Electric Guitar  Bright, Sam =]
Piana Colins, Adam
Bass Guitar Collins, Grasme ?<
Sound desk Harris, Nathan =
Song leader Harris, Robyn B
Acoustic Guitar  Jones, Cameron
J! songs Drums Richards, Steve *
= 5 Backup vocals Thomas, Harley ¥+
E Meetings
5 Contacts %
4 Resources
3records

My Church (CCLI# 9999599) | c:\templemo.db | MIV + 29 Movember 2014 | .:

If the group changes before we create the next meeting, the new team list will be used
instead. The new meeting will always pick up the current members of the group, which
might be quite different to members in the group when the roster was created.

In this chapter we've looked at how to create rosters, how to add team members to
the roster, emailing the roster to team members, and how the information from the
roster flows into new meetings. We've also looked at the role of groups in rosters.
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Chapter 7: Searching, sorting, bookmarking and grouping.

Searching

@

CMO has two types of facilities to aid with searching for records. The first type of
search is called a basic search

Basic searching

In each section list there is a % icon in the toolbar. Clicking on this button will reveal
the search bar.

Tip: Pressing Ctrl+F will also display the search bar.

Songs

#3 9 |B- % -
| |2 = 3
Abide with me -
All hail the power

You can enter a search phrase and press enter or click on the button to perform
the search.

The -ﬁl button allows you to select on which fields to perform the search. Each
section has its own list of options:

Songs Meetings Contacts Resources
All All All All

Title Description First name Description
Author Words Theme Surname Serial Number
Author Music Bible Reference Address line 1 Notes
Arranger Other information  Address line 2

Source Suburb

Copyright State

Lyrics Phone

Themes Mobile

Bible Reference Email

CCLI Number Notes

Notes

The "All" item should be initially selected. This means the search will be performed on
all the fields available in that section.

By selecting one of the items in the list will restrict the search to only that field. For
instance, to just search for songs based on Bible Reference, select "Bible Reference" in
the list, then enter a Bible reference in the search field, like "Acts 2", and press enter.
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Acts 2 ol )

Breathe on me, breath of God
Low in the grave he lay

Advanced searching
Occasionally it might be necessary to perform a more complex search. To open the

advanced search window, click on the E}'&' button, or press Ctrl+Shift+F.

a3 Song Search H

Word search | |

Title | |

Music
Words

Arranger

Copyright | |

Source

Song # COverhead #

BbleRef | |

o [ Jrew | we|

MNotes | |
Usage Last used months ago
Used in last months
Themes Assurance ~
Call to worship
Celebration
Children/Family Waorship
Christmas
Church - Nature
Church - Unity N
(@) AND Search
) OR Search | Clear | | Search | | Cancel |

For songs, this is the advanced search dialog. This allows you to fine tune your search.
You can add multiple different search terms. For instance, you might like to do search
lyrics for the word "love" and also search for a Bible reference in John:
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33 Song Search H

Word search |I0ve l |

Title | |

Music
Waords

Arranger

Copyright | |

Source

Song # | Overhead #

Bible Ref [|John] |

o [ ew s

Motes | |
Usage Last used months ago
Used in last months
Themes Assurance A
Call to worship
Celebration
Children /Family Worship
Christmas
Church - Nature
Church - Unity N
(®) AND Search
() OR Search | = | | Z | | e |

This search returns 1 record in our sample database.

0 sacred head now wounded

This was an "AND" search. That is, the search was looking for any instances of lyrics
with "love", as well as a Bible reference from John.

We could also do an "OR" search. To do this click on the "OR search" radio button on
the advanced search page. This will look for any songs with "love" in the lyrics, or any
songs with "John" in the Bible reference.

In this case, 43 records were found.
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All hail the power ~
All that thrills my soul is Jesus

All to Jesus I surrender

Amazing grace

And can it be

Away in a manger

Blessed assurance

Break Thou the bread of life

Breathe on me, breath of God

Crown Him with many crowns

Father of peace W

43 records

The advanced search dialog also provides the ability to search for blank or non-blank
values.

For example, say you wanted to find all the songs that contain a Bible reference. To
achieve this you would open the advanced search dialog, put the cursor in the Bible
reference field and press Ctrl+N (N for Non-Blank).

# Song Search H

Criteria

Ward search | |

Title | |

Music

Words

Arranger

Copyright | |

Source

Song # Qverhead #

Bible Ref |<NB> |

|
Key Tempo l:l Beat l:l

Motes | |
Usage Last used months ago
Used in last months
Themes Assurance 'S
Call to worship
Celebration
Children/Family Worship
Christmas
Church - Nature
Church - Unity N
(@) AND Search
() OR Search | = | | = | | S |

Notice that the field has been changed to "<NB>" (Not Blank).




Church Music Organiser User Guide

This search results in 44 records.

To search for all songs that don't have a Bible reference, you would press Ctrl+B (B for
Blank).

33 Song Search H
Word search
Title

Music

Words
Arranger

Copyright

Source
Song # Overhead #

Bbleref | <B> |

Key Tempo Beat
CCLI #
Motes
Usage Last used menths ago
Used in last months
Themes Assurance ~
Call to worship
Celebration
Children/Family Worship
Christmas
Church - Nature
Church - Unity N

(®) AND Search | - |
O OR Search 2 e

This results in 35 records.

To reset the field so you can enter a Bible reference, either click on the "Clear" button,
or press Ctrl+R (R for Reset) in the Bible reference field.

The advanced search dialog allows you to combine different search criteria. So, you
can search for all records that have a source, but don't have a Bible reference, and
have been used in the last 3 months:
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) Song Search H

Ward search | |

Title | |

Music

Waords

Arranger

Copyright | |

Source I <MNB=

Song # Owerhead #

Bible Ref [|<B> | |

o | e

Motes | |
Usage Last used months ago
Used in last [ 3 I months
Themes Assurance S
Call to worship
Celebration
Children,Family Worship
Christmas
Church - Nature
Church - Unity v
(®) AND Search
() OR Search | e | | L=t | | &= |

There is also the ability to change the type of search performed. For instance, you
might want to search for all records where the song number is greater than 100. For
this example we would need to have entered a song number into the records.

To do this type of search, right click on the "Song #" field to bring up the context
menu, and select the "Search type" option.

| T =% A = |
Song ¥
|_ Undo J
Bible Ref |: :|
Cut
=] |: Copy :I
ccll B -
Notes |: Delete ]
Usage Lg Select All
Search type J Equals (=)
Themes Assurance Does not equal (1=)
Call to worship
Celebration | Greater than ()
Children/Family Warship =
Christmas Greater than or equal to (>=)
Church - Nature Less than (<)
Church - Unity N
Less than or equal to {<=)
AMD Search
% éF‘. Search | Clear | | Search | | Cance Blank (B}
Mot blank (ME)
|
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There can be a variety of options here, depending on the type of field. The "Song #"
field is numeric, so we have "Greater than" and "Less than" options. For this search we
want "Greater than", so we select that item, and enter 100 into the field.

Source

Song #

Bible Ref

When the default search type has been changed for a field, the background colour of
the field will change to light blue.

The ability to change the search type is available for most of the fields where a text
box is used for data entry, across all the advanced search dialogs.

Resetting the list
After performing a search, to clear the results and return to the full list, click on the

) button, or press F2.

Sorting

A
You can sort lists in a number of ways. To displays the sort options, click on the £ ‘|'
button in the toolbar above the list (or press F2 on the keyboard). Regardless of which
section is active, a dialog similar to the following will be displayed.

2l Sort Criteria

Sort by Song title W ‘E
then by v| 4]
then by =
[ ] Make default
(0] 4 Cancel

Here you can specify up to 3 sort criteria for the list.

For the song list, the default sort criteria is by Song title.
For the contact list, the default sort criteria is by Surname.
For the resource list, the default sort criteria is by Description.

You can override the default sort by selecting your preferred sort criteria from the
drop downs, and then checking the "Make default" checkbox, and clicking OK. Then,

whenever the program is loaded, or the "Reset search/sort criteria" button <) is
pressed, your sort criteria will be used.
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Bookmarking

Sometimes it's handy to mark items you want to example in more detail later. For

instance, when performing searches, you might want to make a note of one or two of

the search results, then perform another search, note a few more of the results, and
then look at all the items you noted at the end. In CMO, this is called "bookmarking".

Adding bookmarks

To bookmark an item, select the item in the list and click on the ¥ button in the
toolbar, or press Ctrl+M on the keyboard.

DX E-[r] 5 Ea v

Details

Title Al hail the

power

O 0- 1 &

Lyrics

OHD Ordering

Once marked, the item will be highlighted in the list.

Angels from the realme of glory
Away in 2 manger

Be thou my vision

Blessed assurance

Break Thou the bread of life
Breathe on me, breath of God
Christ the Lord is risen today
Crown Him with many crowns
Father of peace

God rest you merry gentlemen
Guide me, O Thou great Jehovah
Hark! the herald-angels sing

He leadzth me

Here, O my Lord

Holy, Holy, Holy

How good is the God we adore
How great thou art

I cannot tel

Lknow whom I have believed
Lsing the almighty power of God
I stand amazed

J'-‘Songs

Arranger

Copyright |Public Domain

|| source/Reference/totes: -

Source

Song # Overhead #

Bible Ref | John 9:25 &
Key G Tempo Beat |3/4

URL -3
Notes

2
=}
4

I'm not ashamed to own my Lord “l
'm not ashamed to own my Lor Usage/Themes =

Dates used

m
2

Themes

] Meetings

God - Grace
God - Frotection/Guidance

/%] Contacts

Salvation/Redemption

4 Resources

79 records

A Church Music Organiser

File View Overheads CCLI  Admin  Help
Songs
2l 9B % e DX - v G & T “wle-ei-Ma
‘Abide with me ~ | Details Lyrics
All hal the power
Al that thrills my soul s Jesus Title |Amazing grace T

T O ST T Author/Copyright Py | Timing 00:00:00
Al to Jesus I surrender = =
Music Tragitional Lyrics @ Edit ) view
And can it be Words  |John Newton (1725-1807) Amazing arace, how sweet the sound

That saved a wretch lke me
T once was lost, but now am found,
Was blind, butniow I see.

Twias grace that taught

My heart to fear,

And grace my fears relieved.

How precious did that grace appear
The hour I first believed.

Through many dangers, toils and snares
I have alreacy come.

Tis grace that brought me safe thus far
and grace wil lead me home.

Vhen we've been there

Ten thausand years

Bright shining as the sun,

Vie've na less daye to sing God's praise
Than when we've first begun

| My Church (CCLL# 999999) | c:\templcmo.db | NIV = 30 November 2014 | .;

Meeting Ttems:

Type
Description =
Meeting Team

You can quickly display all your bookmarked items by click on the & button in the

section list toolbar.
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5 records

A Church Music Organiser = =
fle View Overheads CCLI Admin Help
Songs N\ Meeting ltems
%ﬂaq ) B 70 WO -
All hail the power S Lyrics Type
B'?alhe on me; breath of Gad Title |O Jesus, I have promised ‘ OHD Crdering = C]
Tsing the almighty power of God
Man of sorrows | T Py | Timing 00:00:00 A
O Jesus, T have promised N
Music 1. W. Elliott (1833-1915) Lyrics ® Edit () View
Words 1, E. Bode (1816-74) O Jesus, I have promised A X
to serve you to the end
Arranger O be forever near me, N
my Master and my friend.
Copyright |Publc Comain | | [T shal mot fear the batte .
if you are by my side
I ‘Source/Reference/Notes Nor wander fiom the pathway -
Source if you will be my guide. 1
s || Overhead £ [ || /g etme feel you near me
. the world is ever near.
R | ‘ G 1 see the sights that dazzle
and tempting sounds I hear. L
= o I = Vot et e |
WAL around me and within; -
O Jesus, draw me nearer Meeting Team
Notes and sl s Tom. —
0 Jesus, you have promised, =]
to all who follow you
Thatwhere you are in heaven,
there shall your servant be. <
And Jesus, T have promised 3
to serve you to the end;
Usage/Themes PO | O give me grace to follow &
o — Themes Edit my Master and my friend. v
Closing ~ | || 0let me see your footprints v
Commitment/Consecration and in them plant my own, =
Desire for God My hope to follow duly,
Faith and Hope is in your strength alone;
God - Protection/Guidance O guide me, call me, draw me,
Perseverence uphold me to the end; ¥

| My Church (cCLT# 939359) | ci\templcmo.db | NIV ~ 30 Navember 2014 | .:

Adding bookmarked items to a meeting
Once you have bookmarked items, you can quickly add them to the current meeting

by clicking on the i button in the song toolbar.

pzl Church Music Organiser = =
Fle View Overheads CCLI Admn  Help
ﬁ Meeting Ttems
# 49 e 07/12/2014 Sunday Morning N
L =
Breathe on me, breath of God Desaipton | | [&
e e Title |o Jesus, T have promised \ OHD Ordering
Man of sorrows [ Author/Copyright Timing 00:00:00 d
O Jesus, I have promised —_—
Music 1. W, Elliott (1833-1215) Lyrics ® Edit ) View x
Words |, E. Bode (1816-74) O Jesus, I have promised ~ =
to serve you to the end
Arranger O be forever near me, rY
my Master and my friend.
Copyright |Public Bomain Tohel nat feor e batte ] h the e
if you are by my side reathe on me, breath of Go
| [source/Reference hotes Nor wander from the pathway Song: I sing the almighty power of God
Source if you will be my guide. Song: Man of sarrows
Song: O Jesus, I have promised
Song # Overhead = Oletme feel you near me
the world i ever near.
BbleRel | | @ || 1t the sghis tat cazde
and tempting sounds T hear. 1
Ky Terpo| | est Vo re e reat e L
RL around me and within;
O Jesus, draw me nearer Team
Notes and shield my sol from sin. 07/12/2014 Sunday Morning
0 Jesus, you have promised, i Collins, Adam =]
to all who follow you Song leader Pringle, Andrew
That where you are in heaven, Drums Seaforth, Erad X
there shall your servant be. Sound desk Greg, Scott =
And Jesus, T have promised Acoustic Guitar  Jones, Cameron B
to serve you to the end; Bass Guitar Colling, Graeme
Usage/Themes P| | © give me grace to folow Backup vocals  Thomas, Harley -
- Backupvocals  Philips, Tom
Songs Dates used Themes Eat || ™ Master and my friend cu I hil L 4
Closing ~ | || Olet me see your footprints
Commitment/Consecration and in them plant my own. @
Desire for God My hope to follow duly,
Faith and Hope is in your strength alone;
God - Protection/Guidance O guide me, call me, draw me,
Perseverence uphold me to the end; v
5 records | My Church (cCLT# 999999) | c:\temp\amo.db | NIV = 30 November 2014 | ¢

Bookmarking songs or contacts from a meeting
You might want to bookmark all the songs from a previous meeting. To do this, select

the meeting from the meeting list, then click on the i button in the meeting items

toolbar.
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File Wiew Overheads CCLI  Admin  Help
Meeti Meeting Items
@B % = LAl I - v |Ca M- ‘ 30/11/2014 Sunday Morning (God... &
0F[12/201% Sunday Voming T we [
07/12/2014 Sunday Evening Mesting date so0/11;18 O Description =
T T ot oF oo Welcome:
30/11/2014 _Sunday Morning (God of Wonders) | | Description sod of Wanders Sonr T 2 the alnighty power of God (=]
Theme God's Holiness and Majesty Song: To God be the glory x
Song: Immortal, invisible =
Bible reference Gen 1; Ps 96 ‘ @ || Reading: ps % =
General Information Sermon: Bl Hader
I Song: O the deep, deep love of Jesus | B
We'll be thinking about how awesome God is in who is, and what he does. Song: When I survey o~
Communion:
Offering: T
Song: Guide me, O Thou great Jehov:
Announcements: N
Meeting Team
30/11/2014 Sunday Morning (God...
Song leader Wilson, Peter H
Acoustic Guitar  Jones, Cameron
Bass Guitar Colins, Graeme x
Sound desk Doncourt, Andrew =
Piano Carrington, Michael |
Backup vocals Harris, Robyn ~
I (
82 N—r
Srecords My Church (CCLL# 999999) | c:\templemo.db | NIV = 30 November 2014 | 2 .

You can also bookmark all the contacts from a meeting by clicking on the button in
the meeting team toolbar (see above).

Using bookmarks in the system

Bookmarked are used in a number of other places in the system. For instance, if you
want to remove all the bookmarked songs from the database, you would go to the
"Admin = Maintenance functions = Clear songs..." menu, and select "Clear
bookmarked items only."

| Clear songs H

() Clear all songs

() Clear current listing only

(®) Clear bookmarked items only
() Clear items in group

(5] 4 Cancel
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Grouping

Many parts of the system display a song list where items can be selected and added to
a working list. For instance, when creating song documents (from the "File = Create
song document..." menu), the same toolbar options are available.

1] Create Song Document = =
[t corangn s[5 oo = @ BE - %3 1 o - -
d sl k-G - -

Al hail the power N\ =
Breathe on me, breath of God

1 sing the almighty power of God Mo songs selected

Man of sorrows.
0 Jesus, I have promised

i I

Clicking on the button will show all the bookmarked items. You can then add all the

bookmarked items to the selected list by clicking on the dropdown part of the E
button in the toolbar and selecting "Add all items to selected list".

]
iﬂlrmtsmgisthg Meetings
&4l 9 B[R - e

All hail the power Eﬂi Add item to selected list
Breathe on me, breath of { ] ]
1 sing the almighty power q 'ﬁ. Add all items to selected list
Man of sorrows

0 Jesus, I have promised

Style Owerhead

Bookmarked can be useful, but they are limited. There is no distinction between
bookmarked items, and no meaning given to bookmarked items. They are just marked.
If two people were to use the system and one person was to book mark a few items,
the second person wouldn't know why those items were bookmarked and what is
important about them.

The alternative to bookmarking items is grouping. Grouping allows a description to be
given to the items. We've covering grouping contacts in chapter 5, where we created
different teams. We can do the same things with songs, resources and meetings.

Let's look at a specific scenario. Let say we have two lists of songs. One list is used by
the youth ministry for youth events. Another list is used for a conference.
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Creating groups
To create our groups, let go to the "Admin = Song grouping titles..." menu.

Here we can add all the song groups we need. Click on the + button to create a new
group.

Title
Youth ministry|

Enter "Youth ministry" and press enter. Then click on the + button again to add the
second group.

Title
Youth ministry

Conference
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Enter "Conference" and press enter. Click OK to save these groups.

Now, on the song toolbar, we should have two groups available.

X - v G2 n | N T e

Add new group...

Conference

Youth ministry

We can now add songs to these groups by clicking on the group title in the dropdown
list. Some songs will be in both groups.

Here's the "Conference" list.

songs
2l 9 |- P~

All to Jesus I surrender
Amazing grace

And can it be

Be thou my vision

Blessed assurance

Christ the Lord is risen today
Guide me, O Thou great Jehovah
Haoly, Holy, Holy

How great thou art

Immaortal, invisible

Man of sorrows

0 the deep, deep love of Jesus
O worship the King

Search me, O Gad

The old rugged cross

To God be the glory

And here's the "Youth ministry" list.

Songs
d 21 9 | & G -

All that thrills my soul is Jesus
All things bright and beautiful
Amazing grace

And can it be

Be thou my vision

Crown Him with many crowns
How great thou art

I sing the almighty power of God
It iz well with my soul

Just a doser walk with thee
Like a river glorious

Man of sorrows

My hope is built

Power in the blood

The old rugged cross

When I survey
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Notice that a few songs, like "Amazing grace", "Be Thou my vision" and "The old
rugged cross" are in both lists. A single song can be in any or all groups. This means
that you don't have to have multiple copied of songs in your database that are used
for different purposes.

Note: There still might be reasons to have multiple copies of songs in your database.
You can have several copies of "Amazing Grace" if you want to. But by using grouping,
many of the normal reasons for having multiple copies are removed.

Using groups in the system

Once you have groups established, using them is similar to using bookmarks. For
instance, on the "File = Create Song Document.." dialog, we can select the
Conference group, and create a song book document which will be handed out to
attendees.

83l 9 [B-% B - -
Abide with me All ~
All hail the pow

All that thrills m L=

All things brigh

Al to Jesus I =1 Conference

Amazing grace Youth ministry

And can it be

Angels from the realms of glory

In the toolbar, click on the group dropdown, and select "Conference".

1]
iﬂ:rmtsmgistilg Meetings Style Overhead
4a 2l 9 |- YR (= - =

Abide with me Eﬂi Add item to selected list
All to Jesus I surrender ) )
Amazing grace ﬁ. Add all items to selected list
And can it be

Be thou my vision
Blessed assurance
Christ the Lord is risen today
Guide me, O Thou great Jehovah
Haly, Holy, Holy

How great thou art

Immaortal, invisible

Man of sorrows

0 the deep, deep love of Jesus
O worship the King

Search me, O God

The old rugged cross

To God be the glory
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Summary

You can then add all the items from the group to the selected list by clicking on the

dropdown part of the E button in the toolbar and selecting "Add all items to

selected list".

Create Song Document

]

W
immmmm
@il BB

-

Abide with me

All to Jesus I surrender
Amazing grace

And can it be

Be thou my vision

Elessed assurance

Christ the Lord is risen today
Guide me, O Thou great Jehovah
Haly, Haly, Haly

How great thou art

Immortal, invisible

Man of sorrows.

O the deep, deep love of Jesus
© warship the King

Search me, O God

The old rugged cross

To God be the glory

Style | =

»E0E- 80 1 - - e
Abide with me

All to Jesus I surrender
Amazing grace

And can it be

Be thou my vision

Blessed assurance

Christ the Lord is risen today
Guide me, O Thou great Jehovah
Haly, Holy, Holy

How great thou art

Immortal, invisible

Man of sorrows

O the deep, deep love of Jesus
O worship the King

Search me, O God

The old rugged cross

To God be the glory

€« % | W N

e

In this chapter we've looked at basic and advanced searching, and how to sort lists.
We've also looked at how to bookmark and group items, and what things can be done

with these facilities.
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Chapter 8: Song lyrics

Many of the functions in CMO depend on how the lyrics are entered. There aren't
many rules for lyric entry, but it's worth looking at this topic before going on to other
topics. How you enter lyrics, and more importantly, how you mark special verses like
choruses, will impact the functionality of overheads in particular.

Verses

CMO attempts to make verse entry as easy as possible. Type in some words, and leave
a blank line following it, and CMO will see that as a verse.

Abide with me, ~
fast falls the eventide
Verse 1 \ The darkness deepens,
Lord, with me ahide.
When other helpers fail,
and comforts flee
Help of the helpless,

Blank line —_— 0 abide with me.

I need thy presence
every passing hour
Verse 2 What but thy grace
I can foil the tempter's power?
Whao like thyself my guide
and stay can be?
Through doud and sunshine,

Blank line 0 abide with me.
I fear no foe with thee
Verse 3 » athand to bless;

Ills hawe no weiaht.
Any time a blank line is found, a new verse is created.

At any time you can see how CMO will interpret the verses by clicking on the "View"
radio button.

Lyrics
OHD Ordering
Timing 00:00:00
Lyrics O Edit
e
1| Abide with me, rs

fast falls the eventide
The darkness deepens,
Lord, with me abide.
When other helpers fail,
and comforts flee

Help of the helpless,

O abide with me,

2 | Ineed thy presence

every passing hour

What but thy grace

can foil the tempter's power?
Wha like thyself my guide
and stay can be?

Through doud and sunshine,
O abide with me,

3 | I fear no foe with thee
at hand to bless;
== Tlls have no weight,
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@

Choruses

Tip: If you need a blank line in a verse, put a "." (full stop) on a line by itself. CMO will

interpret this as part of the verse, and remove the "." when it renders, leaving a blank
line.

A feature of most songs is a chorus. A chorus is usually a repeated between each
verse.

To mark a verse as a chorus, simply put the word "Chorus" immediately before the
verse.

Who can cheer the heart like Jesus
By His presence all divine?

True and tender, pure and predous
O how blest to call Him mine!

l Chorus
thrills my soul is Jesus

He is more than life to me
And the fairest of ten thousand
In my blessed Lord I see

Love of Christ so freely given
Grace of God beyond degree

Merrv hinher than the heawen

When the view mode is enable for this song we see this:

1 Who can cheer the heart like Jesus
By His presence all divine?
True and tender, pure and precous
O how blest to call Him mine!

& AF that theille my soul i= Jesus
He = mare than fife fo me
And the fairest of ten thousand
Inmy biessed Lord T see

2 Love of Christ so freely given
Grace of God beyond degree

Bmr s kicabeor Homm Hem bm—amem

Notice that the third section is now called verse 2. CMO keeps track of the number of
verses and choruses found.

Other lyric sections

CMO understands the following section headings:

e Chorus
e Pre-Chorus (can be entered as "Pre" or "PreChorus")
e Bridge
e Ending

Put any of these markers in front of a verse and CMO will identify that verse
appropriately.
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Multiple choruses

Quite a few songs have multiple choruses or bridges. However, you don't need to give

these additional sections a number yourself. CMO will automatically number choruses

as it examines the verse structure.

Edit mode View mode
0 holy night, the stars are brightly shining; 1 © hely night, the stars are brightly ..a.
It iz the night of the dear Saviour's birth. shining;

Long lay the world in sin and error pining,
Till he appeared and the soul felt its worth.
A thrill of hope, the weary soul rejoices,
For yonder breaks a new and glorious morn,

Chorus
all on your knees, Oh, hear the angel voices!

O night divine, O night when Christ was born!
0 night, O holy night, O night divine!

Led by the light of faith serenely beaming,
With glowing hearts by his cradle we stand,
so led by light of a star so sweetly gleaming,
Here came the wise men from orient land.
The King of Kings lay thus in lowly manger,
In all our trials born to be our friend

Chorus
Re knows our need, He guardeth us from

danaer,
Behold your King, before him lowly bend,
Behold your King, before Him lowly bend.

Truly He taught us to love one another,

His law is love and His gospel is peace.
Chains he shall break, for the slave is our
brother.

And in his name all oppression shall cease.
Sweet hymns of joy in grateful chorus raise
We,

With all our hearts we praise His holy name.

It is the night of the dear Saviour's hirth,
Long lay the world in sin and error pining,
Till he appeared and the soul felt its
worth,

A thrill of hope, the weary soul rejoices,
For yonder breaks a new and glorious
marn.

Fall an your knees, Of, hear the anos/
voces!
O night divine, O might when Christ was
harn!
O night, O holy aight, O night divine!

2 Led by the light of faith serenely beaming,
With glowing hearts by his cradle we
stand,
so led by light of a star so sweetly
gleaming,

Here came the wise men from orient land.
The King of Kings lay thus in lowly
manger,

In all our trials born to be our friend

He knows our need, He guardel us from
danger,
Behold ypour King, befare Aim lowly bend,
Behold your King, before Him lowdy bend,

3  Truly He taught us to love one anather,
His law is love and His gospel is peace. W

T e | N o I P

In this example on the left we can see that two sections have been given the "Chorus"

marker. When we switch to view mode on the right we can see the two choruses have
been numbered, 1 and 2. This methodology will apply to any section, like bridges, pre-

choruses and endings.

Verse ordering

With the verse correctly marked up, a verse order should be applied. If you aren't

planning to use the overhead projection facilities of CMO this is less important, but it
can still be valuable to know the order in which verses and choruses should be sung.

If you are planning to use the overhead projection facilities, having a verse order can

make life a lot easier for your sound desk team.

Entering a verse order is simply a matter of entering each of the components into OHD

order field in the order you want them to appear, separated by a space or a comma.
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Summary

Lyrics

OHD Qrdering lc2c3c4chc
Timing 00:00:00

Lyrics ® Edit () View
Who can cheer the heart like Jesus

By His presence all divine?

So, for a song that has 4 verses, you would simply enter "v1 v2 v3 v4". You could
simplify this further and just enter "1 2 3 4".

For a song that has 5 verses and a chorus between each verse, you would enter "1 ¢ 2
c3cd4c5c".

To repeat a chorus you would enter it twice. For example, "1c2cc".

For a song with multiple choruses, you could enter "v1 c1v2 c2 v3 c3".

Note: upper or lower case does not matter. CMO will correctly understand both.
For a song with a bridge, enter "B". For example, "1bc2bc".

For a song with a pre-chorus, enter "P". For example, "1 pc2pc".

For a song with an ending, enter "E". For example, "1c2c3ce".

In this chapter we've looked at how to best enter lyrics and mark different sections as
choruses or bridges. We also looked at verse ordering, the importance of it and how to
enter them.
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Chapter 9: Song chords

CMO comes with the ability to create chord sheets for songs. In this chapter we'll look
at how to create chord sheets and how to use them.

Creating song chords

The first step in creating a chord sheet is to select a song and click on the button in
the toolbar, or press F11.

Church Music Organiser

-

| My Church (CCLI# 933995) | c:\templemo.db | NIV ~ 30 November 2014 | |

view Qverheads CCUL  Admn  Help
| Meeting Items
Nl X @B v (da o Ee- ¥ G e- & (- |
Details Lyrics =
Allhail the o ) Desaription ]
All that thrills my soul is Jesus Title  Abide with me | oHD ordering
Al things bright and beautiful Author/Copyright Py | Timing 00:00:00 A
All to Jesus T surrender e———
Amazing grace Music W. H. Monk (1523-83) Lyrics ® Edt O View
And canit be Words M. F. Lyte (1793-1847) Abide with me, ~ =-
Angels from the realms of glory fast falls the eventide
Away ina manger Aranger The darkness deepens, N
Be thou my vision - | Lord, with me abide.
Blessed assurance Copright Picooman || then other helaers fa,
Break Thou the bread of life [ source/Reference; and comforts flee
Breathe on me, breath of God Help of the helpless, 2
Christ the Lord is risen today Source | ||| 0 abice with me. '
Crown Him with many crowns
Cromnim ut many sng# || ovehead # || | |1 necd thy presence
Gad rest you merry gentiemen BbleRef | | @ || vy pocera o
Guide me, O Thou great Jehovah )
v ) can fuil the tempter's power? 3
Hark! the herald-angels sing Key Tempo | | geat Who like thyself my guide b -
He leadeth me - ‘ and stay can be? :
Here, O my Lord Through doud and sunshine, Meeting Team
o i, ol Noss o sbe e I
How good is the God we adore
How great thou art I fear no foe with thee =
I cannot tell athand to bless;
T know whom I have believed T have no weight,
T sing the almighty power of God and tears o bitterness. 5
1sand amezed e e gesi s ‘
" Where grave, thy victory?
T'm not ashamed to own my Lord v —_—e— " .Ifh;‘umpr:}s:”' . N
Dates used Themes Edt | |1 70U ECE e v
God - Presence Hold thou thy cross =
God - Protection/Guidance before my dosing eyes |
Heaven Shine through the gloom
and point me to the skies.
Heaven's marning breaks,
and earth's vain shadons flee. v

Tip: When a song has chord sheet already, the icon in the toolbar looks like this: W

]

Song Chord Sheet

2~ |

Source | Display

Ebide with me,

fast falls the eventide
The darkness deepens,
Lord, with me abide.
When other helpers fail,

and comforts flee
Help of the helpless,
C abide with me.

I need thy presence

every passing hour

What but thy grace

can foil the tempter's power?
Who like thyself my guide
and stay can be?

Through cloud and sunshine,

C abide with me.

I fear no foe with thee
at hand to bless;

Ill=s have no weight,

and tears no bitterness.
Where is death's sting?
Where grave, thy victory?
I triumph still,

if thou abide with me.

Hold thou thy cross
before my closing eyes

Transpose
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When creating a chord sheet for a song that doesn't have chords, the lyrics of the song
are copied into the "Source" data entry area.

There are two ways you can enter chords. The first way is to simply write the chords
into the text area above the words where you want the chords.

[ Song Chord Sheet ?

Source | Display

[Eb Gm/Bb Bb7 Cm ~
bide with me,

[Eb/G b Bb Cm7 Bb7/D Eb7

fast falls the e ven tide

The darkness deepens,

Lord, with me abide.

When other helpers fail,

and comforts flee

Help of the helpless,

O abide with me.

I need thy presence

every passing hour

What but thy grace

can foil the tempter's power?
Who like thyself my guide
and stay can be?

Through cloud and sunshine,

0 abide with me.

I fear no foe with thee
at hand to bless;

Ill=s have no weight,

and tears no bitterness.
Where is death's sting?
Where grave, thy victory?
I triumph still,

if thou abide with me.

Transpose |0 = CK Cancel

In this example, the first 2 lines of verse 1 have been given chords. Chord lines have
been added above each of the verse lines, and the chords have been lined up with the
words. Where a chord is longer than the syllable it applies to, space has been added to
the word itself to keep the chords in the correct place.

This method, while it will work, is not easy. It requires a lot of fiddling with text
position. Also, CMO is unable to transpose the chords when they are entered using
this method.

The better method of entering chords is to insert the chords into the verse line itself,
using curly braces (ie. { and } ) to mark the chords. Using this method we get this:
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] Song Chord Sheet ?

Source | Display

{Eb}A{Gm/Bb}bide {Bb7}with {Cm}me,
{Eb/G}fast {Ab}falls {Bblthe {Cm7}e{Bb7/D}ven{Eb}tide
[he darkness deepens,

Lord, with me abide.

When other helpers fail,

and comforts flee

Help of the helpless,

¢ abide with me.

I need thy presence

every passing hour

What but thy grace

can foil the tempter's power?
Who like thyself my guide
and stay can be?

Through cloud and sunshine,
0 abide with me.

I fear no foe with thee
at hand to bless;

Ills hawve no weight,

and tears no bitterness.
Where is death's sting?
Where grave, thy victory?
I triumph still,

if thou abide with me.

Hold thou thy cross
before my closing eyes

Transpose |0 L oK Cancel

Here, the chords are in the verse line itself. CMO can now render the chords,
expanded words as required by the width of the chords. Also, CMO can now transpose
the chords.

Fast chord entry

Entering chords can be streamlines using keyboard shortcuts. Complex chord
structures can be quickly entered with only a few keypresses.

In the top right of the chord entry page is a "?" symbol. Clicking on this button will
display a window that describes the available shortcuts.
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Chords Keyboard Quick Help n

Remember: Hold Cirl down while pressing all the
other keys, and release at the end.

Key combo Result

Ctri+A  {A}
ctrl+&  {B}
crl+c {C}
ctl+D {0}
cul+€ £}
ctrl+F  {F}
crl+G  {G}
Ctrl+Shift+aA {A%}
Ctl+shift+C  {C#}
ctl+shift+4D {D#}
Ctrl+shift+F  {F#}
Chl+5hift+G  {G#}
Cri+alt+A  {ab}
Crl+Alt+8  {Bb}
Ctrl+Alt+D Db}
Ctrl+Alt+€  {Eb}
Ctrl+alt+G  {Gb}
Ctrl+A+6  {Ag}
Ctrl+a+7 {AT}
Ctrl+A+M  {Am}
Chl+A+M+7  {AmT}
Chl+A+4  {Asus4}
Ctrl+A+2  {AsusZ}
Ctrl+A+5 {Aadds}
Ctrl+Alt+84M+7+2 {BbM7add2}

Base chords

Key combo Result

Cirl+A+M4C  {AmjC}
Cirl+G+D  {G/0}
Crl+D+Alt+F  {D/F £}
Ctrl+Alt+B+shift+F  {Bb/F#}
Cirl+A+7+445hift+F  {A7sus4/F#}

Main chords
To enter chords, press and hold the Ctrl key for the entire sequence, releasing it at the
end. The Alt and Shift keys are only pressed for single letter that follows.

A natural chord is entered with Ctrl plus the letter. For example, to enter "{B}" you
would hold Ctrl and press B, then release Ctrl.

A sharp chord is entered with Ctrl plus Shift plus the letter. For example, to enter
"{A#}" you would hold Ctrl, press Shift+A then release Ctrl.

A flat chord is entered with Ctrl plus Alt plus the letter. For example, to enter "{Eb}"
you would hold Ctrl, press Alt+E, then release Ctrl.

To add a 7th to the chord you add 7 to the sequence. For example, to enter "{Bb7}"
you would hold Ctrl, press Alt+B, then 7, then release Ctrl.

A minor chord is entered by adding M to the sequence. For example, to enter "{Cm}"
you would hold Ctrl, press C, then M, then release Ctrl.

To add a suspended 4th to the chord, you add 4 to the sequence. For example, to
enter "{Dsus4}" you would hold Ctrl, press D, then 4, then release Ctrl.

You can combine all these to create complex chords. For example, to enter
"{Abm7sus4}" you would hold Ctrl, press Alt+A, then M, then 7, then 4, then release
Ctrl.
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Labels

Base chords
You can also add base chords using this method. To enter a base chord, keep holding
Ctrl and, after entering the main chord, add another chord entry.

For example, to enter "{G/D}" (a G chord with a D base), hold Ctrl, press G, then D,
then release Ctrl.

To enter "{D/F#} (a D chord with an F# base), hold Ctrl, press D, then press Shift+F,
then release Ctrl.

Labels can be added to chord sheets by using square brackets (ie. [ ] ). Labels can be
things like "Verse 1", or "Chorus".

Labels are out-dented to the left of the chord sheet itself.

For example:
[ Song Chord Sheet ?
Source | Display
[EF8)<Ep) 24Gm/Bblbide {EbT}with {Cmime, ~

{Eb/G}fast {Ab}falls {Bblthe {CmT7}e{Bb7/Dlven{Ebltide
{Eb/D}The {&b/Cldark{Eb/Bblness {Zbldeep{Eblens,
{Fm7}Lord, {Bb/D}with {Eblme {F7/C}a{Bblbide.

{Eb}When {Gm/Bbloth{Bb7ler {Cmihelp{Eb/Glers {Ab2}fail,
{Eb}and {C+}com{C7}forts {Fmiflee

{Bb/Ab}Help {Eb/G}of {BbT7/Flthe {Ebl}help{BbT7}le=s=,
{Cm}0 {Fm/Abl}a{Eb/Bblbide {EbT7}with {Ebl}me.

[V2]{Eb}I {Gm/Bblneed {BbTithy {Cmlpre{Eb/Glsence
{Ableve{Bblry {Cm7}pass{Bb7/D}ing {Eblhour

{Eb/D}What {Ab/Clbut {Eb/Bblthy {Ablgrace

{Eblcan {Fm7}foil {Bb/Dlthe {Ebltemp{F7/Clter's {Bblpower?
{Eb}Who {Gm/Bb}like {Bb7}thy{Cm}self {Eb/Glmy {AbZ}guide
{Ab}and {C+}stay {CTilcan {Fmibe?

{Bb/Ab}Through {Eb/G}cloud {Bb7/Fland {Eb}sun{Bb7}shine,
{Cm}C {Fm/Ab}a{Eb/Bblbide {BbT7}with {Eblme.

[V3]{Eb}I {Gm/Bb}fear {BbT7}no {Cm}foe {Eb/G}with {Ablthee
{Bblat {Cm7}hand {Bb7/D}to {Eblbless;

{Eb/D}I1lls {Ab/Clhawve {Eb/Bblno {&bl}weight,

{Eb}land {Fm7}tears {Bb/D}no {Eb}bit{F7/Clter{Bblness.
{Eb}Where {Gm/Bblis {Bb7}death's {Cm}sting?

{Eb/G}Where {Rb2l}grave, {Rblthy {C+}vic{CT7lto{Fmlry?
{Bb/Bb}T {Eb/G}tri{Bb7/Flumph {Eb}still, {Bb7}if
{Cm}Thou {Fm/Eb}a{Eb/Bblbide {BbT}with {Eb}me.

[V4] {Eb}Hold {Gm/Bbl}thou {Bb7}thy {Cm}cross
{Eb/G}be{BAb}fore {Bblmy {Cm7}clos{Bb7/D}ing {Ebleyes

Transpose |0 = oK Cancel

Here I've added a label to each of the verses. When this is rendered it looks like this:
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] Song Chord Sheet ?

Source | Display

4/4 Key: Eb -

Eb Gm/Bb Bb7 Cm

bide with me,
Eb/G Bb Bb Cm7 Bb7/D Eb
fast falls the e ven tide
Eb/D BAb/C Eb/Bb Lb Eb
The dark ness deepens,
Fm7 Bb/D Eb F7/C Bb
Lord, with me a bide.
Eb Gm/Eb Bb7 Cm Eb/G BbZ
When oth er helpers fail,
Ab C+ C7 Fm
and comforts flee
Bb/Ab Eb/G Bb7/F Eb Bb7
Help of the helpless,
Cm Fm/Ab Eb/Bb Bb7 Eb
0 a bide with me.

Eb Gm/Bb Bb7 Cm Eb/G

W2 I need thy presence
Ab Bb Cm7 Bb7/D Eb
every passing hour
Eb/D Ab/C Eb/Bb BAb
What but thy grace
Eb Fm7 Bb/D Eb F7/C Bb
can foil the tempter's power?
Eb Gm/Bb Bb7 Cm Eb/G Ab2
Who like thy self my guide

Transpose |0 L oK Cancel

Notice that the chord sheet has been moved to the right, and the labels now stand out
on the left.

Chord lines with no text

You don't need to have verse text to enter chord. For instance, if you want to include
an intro chord sequence, you can do something like this:

] Song Chord Sheet ?

Source | Digplay

[Intro] {Cm Fm/Ab Eb/Bb Bb7 Eb} -

[V1]1{Eb}RA{Gm/Bblbide {Bb7}with {Cmlme,

{Eb/G}fast {Abl}falls {Bblthe {CmT}e{Bb7/D}ven{Ebltide
{Eb/D}The {Ab/Cldark{Eb/Bblness {Abl}deep{Eblens,
{Fm7}Lord, {Bb/Diwith {Eblme {FT7/Clai{Bblbide.

{Eb}When {Gm/Bb}oth{Bb7}er {Cm}help{Eb/G}ers {Ab2}fail,
{Ab}and {C+}com{CT7}forcts {Fm}flee

{Bb/Bb}Help {Eb/G}of {Bb7/F}the {Eb}help{Bb7}les=s,
{Cm}0 {Fm/Rbl}a{Eb/Bblbide {Bb7}with {Eb}me.

[V2]1{Eb}I {Gm/Bblneed {Bb7}thy {Cmlpre{Eb/G}sence
{Ab}eve{Bblry {CmT}pass{Bb7/D}ing {Eb}hour

{Eb/D}What {&b/Clbut {Eb/Bblthy {&blgrace

{Ebl}can {Fm7}foil {Bb/Dithe {Ebltemp{F7/Citer's {Bblpower?
{Eb}Who {Gm/Bb}like {Bb7}thyv{Cm}self {Eb/Glmy {Ab2}guide
{Ab}and {C+}stay {CTlcan {Fm}be?

{Bb/Ab}Through {Eb/G}cloud {Bb7/Fland {Eb}sun{Eb7}shine,
{Cm}0 {Fm/Rbl}a{Eb/Bblbide {Bb7}with {Eb}me.

[V3]1{Eb}I {Gm/Bbl}fear {Bb7}no {Cm}foe {Eb/G}with {Ab}thee
{Bblat {Cm7}hand {Bb7/D}to {Eblbless:

{Eb/D}Ills {Ab/Clhave {Eb/Bb}no {Ab}weight,

{Eb}and {Fm7}tears {Bb/D}no {Eb}bit{F7/C}ter{Eb}ness.
{Eb}Where {Gm/Bblis {Bb7}death's {Cm}sting?

{Eb/G}Where {Lb2}grave, {Ablthy {C+}vic{CT7}to{Fm}ry?
{Bb/Rb}I {Eb/G}tri{Bb7/Flumph {Ebl}still, {BbT7}if
{Cm}Thou {Fm/&b}a{Eb/Bb}bide {BbT}with {Eb}me.

Transpose 0 |% oK. Cancel

Notice the "Intro" line has a series of chords within the curly braces, but no verse text.
When this is rendered it looks like this:
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] Song Chord Sheet * IEM|

Source

4/4 FKey: Eb FS

Intro Cm Fm/Ab Eb/Bb Bb7 Eb

Eb Gm/Bb Bb7 Cm

V1 A bide with me,
Eb/G Bb Bb Cm7 Bb7/D Eb
fast falls the e ven tide
Eb/D Ab/C Eb/Bb Ab Eb
The dark ness deepens,
Fm7 Bb/D Eb F1/C Bb
Lord, with me a bide.
Eb Gm/Bb Bb7 Cm Eb/G Ab2
When oth er helpers fail,
b C+ C7 Fm
and comforts flee
Bb/BEb Eb/G Bb7/F Eb Eb7
Help of the helpless,
Cm Fm/Ab Eb/Bb Bb7 Eb
o a bide with me.

Eb Gm/Bb Bb7 Cm Eb/G
w2 I need thy presence
b Bb Cm7 Bb7/D Eb
every passing hour
Eb/D Ab/C Eb/Bb Ab
What but thy grace
Eb Fm7 Bb/D Eb F7/C Bb

Transpose 0 = oK Cancel

Transposing

To transpose our chord sheet to something other than Eb, we change the "Transpose"
value. To move this chord sheet to G, we change the value to 4. The result will look like
this:

[ Song Chord Sheet ?

Source | Display

4/4 Fey: G ~

Intro Em Am/C G/D D7 G

G Bm/D D7 Em

Vi A bide with me,
G/B C D En7 D7/F% G
fast falls the e ven tide
G/F$# C/E G/D C G
The darkness deepens,
Am7 D/F# G AT/E D
Lord, with me a bide.
G Bm/D D7 Em G/B C2
When oth er helpers fail,
i E+ E7 Bm
and comforts flee
D/C G/B D7/A G D7
Help of the helpless,
Em Em/C G/D D7 G
o a bide with me.

G Bm/D D7 Em G/B
v2 I need thy presence
C D Em7 D7/F% G
every passing hour
G/F# C/E G/D C
What but thy grace
G 2m7 D/F# G AT/E D

Transpose B |2 CK Cancel

Transposing and the key signature

When chord sheets are transposed, the key signature for the song will be transposed
with the chord sheet. For this reason it is important to make sure that the key
signature for the song is the correct key for the un-transposed chords. That is, if you
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entered the chords in the key of Eb, Eb should be the key signature entered for the
song.

DEHXE- v (Gam e T -LO-20-MAE

Details Lyrics

Title Abide with me OHD Ordering
Ly @cit O ven

Source Abide with me, ~

fast falls the eventide

Song # Overhead # The darkness deepens,
Bl Ref @ | hen other noers e,
Key Tempo Beat |4/4 b of the helpcss,
URL ) O abide with me.

Notes I need thy presence

every passing hour

What but thy grace

can foil the tempter's power?
Who like thyself my guide

and stay can be?
B e T

In the above example, we have transposed the chord sheet to "G", but the key
signature of the song is still "Eb". This is correct - the chords were entered in the key of
"Eb", even though the final transposed version of the chord sheet is "G".

Creating chord sheet documents

Once we have songs with chords, we can create chord sheet documents. There are
two ways to create a chord sheet document.

Single song
To create a chord sheet for a single song, select the song from the list, then, on the

song toolbar, click on the dropdown icon beside the %= icon, then select "Print chord
sheet", or press F10.

NEHXE- v G20 w7 Lo 0-lH4E

Details Print lyrics F&
Title Abide with me Print chord sheet  F10
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mEZEHH- IR 3

Abide with me

= Lyt (TR TBAT]

Af% Eayr G

|

BrEty

RETETE"E
L]

1]
ks

You can then chose how you want to save this document. Click on the dropdown icon

beside the E button to select the output type.

'E Save as POF..,
Save as RTF (Microsoft Word)...

Create individual files

Click "Save as PDF..." to save the chord sheet as a PDF document.

Click "Save as RTF (Microsoft Word)..." to save the chord sheet as an RTF document
which can be opened by most word processors.
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The main difference between the two formats is that a PDF document is usually a
read-only format (unless you have a PDF editor installed). The RTF format can be
opened in a word processor like Microsoft Word and changes made to the output.

Multiple songs
To create a chord sheet document that contains multiple songs, go to the "File 2>
Create Song Document..." menu.

] Create Song Document = =

Frees———— S EXEICREEE = ® 3O W-8- 8 1 /==

z[3

A

it
WX

All that thrills my soul is Jesus Nosongs selected
All things bright and beautiful

All to Jesus I surrender

Amazing grace

And can itbe

Angels from the realms of glory
Away in a manger

Be thou my vision

Blessed assurance

Break Thou the bread of life
Breathe on me, breath of God
Christ the Lord is risen today
Crown Him with many crowns
Father of peace

God rest you merry gentlemen
Guide me, O Thou great Jehovah
Hark! the herald-angels sing

He leadeth me

Here, O my Lord

Holy, Haly, Holy

How good is the God we adore
How great thou art

I cannot tell

T know whom I have believed
1sing the almighty power of God
I stand amazed

I'm not ashamed to own my Lord
Immortal, invisible

In the sweet by and by

It came upon the midnight dear
Ttis & thing most wonderful

Itis well with my soul

Jesus hath done all things well
Jesus loves me

‘v

N
o

B¢

Change the "Style" to "Chord sheet document". Then add all the songs you want to be

in the document by selecting the song in the list, and clicking on the E button, or
press Ctrl+A.

W0 Create Song Document L\ - B “
B ctomgin Wi | e et omen <= @ BE - 3 )1 - - [
A e - . . Abide with me x
4 sl 9 e = Amaning grace o
Like a river glorious ~ Holy, Haly, Holy =X
Love divine, all loves exceling . Like a river glorious
Low in the grave he lay Song list updated . Man of sorrows >
Man of sarrows. Refresh documet to view O the deep, deep love of Jesus
My hope is built The old rugged cross ¥
0 come, ll ye faithful When T survey
O for a thousand tongues to sing Gl
O happy day
O holy right \Cl
0 Jesus, I have promised

O little town of Bethlehem

O sacred head now wounded
O the deep, deep love of Jesus
O Word of God incarmate

O worship the King

Once in royal David's dity
Onward Christian soldiers
Paower in the blood

Praise Him, praise Him

Praise, my soul, the King of Heaven
Search me, O God

Silent night

Since Jesus came into my heart
Standing on the promises

Take my life

The church's one foundation
The Lord's my shepherd

The old rugged cross

There is a green hill

Thine be the glory

To God be the glory

Trust and obey

What a friend we have in Jesus
Wwhat Child is this

\When I survey
When the rollis called up yonder v

Once songs are in the selected list, click on the lﬂ button to refresh the output.
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Summary

W Create Song Document = =
imrmtsmgm’m Meetings Style Chordshestdocument ~ 4= |om (2 H - | ®~- 3 1 /o « = ESEE
8] . B . Abide with me x

B9 B %6 & pokde vt me "
Like a river glorious ~ Haly, Holy, Holy =
Love divine, all loves exceling B B Like a river glorious

Low in the grave he lay Abide with me Man of sorrows Py
Man of sorrows e O the deep, deep love of Jesus

My hope is built The old rugged cross 4
O come, all ye faithful When I survey

O for a thousand tongues to sing 8l
O happy day

O holy night Yf_l

O Jesus, T have promised
Olittle town of Bethlehem

0 sacred head now wounded
O the deep, deep love of Jesus
O Word of God incarnate

O worship the King

Once in royal David's dity
Onward Christian soldiers
Power in the blood

Praise Him, praise Him

Praise, my soul, the King of Heaven
Search me, O God

Silent night

Since Jesus came into my heart
Standing on the promises

Take my life

The church's one foundation
The Lord's my shepherd

The old rugged cross

There is a green hill

Thine be the glory

To God be the glory

Trust and obey

What a friend we have in Jesus
What Child is this

When I survey
Wihen the rollis called up vonder v

You can order the songs in the document by using the “# and ¥ buttons in the select

A
list toolbar. To order the list alphabetically, click on the £ ‘l' button.

Once again, you can choose how to save the document by clicking on the dropdown

icon beside the g button to select the output type.

Create Song Document

Style Chord sheetdocument - = |om 2 B i 'l - A 1 9 &= =
'@ Save as PDF...
Save as RTF (Microsoft Word]. ..

Abide with me

L F. L [ TTa2- 184T]

Create individual files

If you want to create individual files, rather than a single document, click on the
"Create individual files". This will save each chord sheet into its own file, using the
naming convention "Song Title_Chordsheet.pdf".

In this chapter we've looked at how to enter chords, both manually and using
keyboard shortcuts, and how to transpose the chord sheet to another key. We've also
looked at how to generate chord sheet documents.
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Chapter 10: Overhead displays - Configuration

Projecting song lyrics for congregations can be complicated. Aside from the technical
aspects of setting up a projector, there are lots of things that can go wrong. Are the
right lyrics being displayed? What order will the lyrics be displayed in? What if the
song leader wants to go back to verse 1 again? Controlling the overhead display can be
a stressful task for the sound desk people.

CMO attempts to help with overhead projections by making the process as painless as
possible.

Setting up the OHD options

CMO has a lot of options for controlling the look and feel of the overhead display. Go
to the "Overheads = Overhead Display Options..." menu, or press Ctrl+F12.

The OHD options dialog has three main areas of configuration: Colour and font
settings, background settings, and text alighment settings.

Colour and font settings

3 Overhead Display Options
—

Default | Arial v | :

Sample song lyrics line 1
Title | (default) Y | ] Display Sample song lyrics line 2
Author il [defﬂult} hd Display Sample song Iyrics line 3
Lyrics il (default) hd Sample song lyrics line 4

m - -
Chorus al (default) hd Sample song lyrics line 5
Bridge ant (default) hd
Pre-Chorus ant (default) A
Ending it (default) A
Copyright | |EB (default) v
Bible Reference - ant (default) hd
3 m
Bible Passage i (default) hd @ Song Lyrics ) Bble
Custom Title - ant (default) v (") Sona Chorus () Custom Message
Custom Subtitle it (default) v () Song Bridge
Custom M it
ustom Message un (default) h (_) Song Pre-Chorus
Maximum font size 50 () Song Ending
Minimum font size 40 v
Display Bottom of each slide v
[] Indude CCLI song number
[] Incude song title and author info
Reset oK Cancel

The colour and font settings are the first thing displayed on the dialog. Here we can set
the colour and fonts for all the various types of overheads: songs, Bible references,
and custom messages.
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For the purposes of this chapter, however, we will only be looking at the settings for
songs.

There are eight different parts of a song overhead:

e Title =il =

e Author
e Lyrics area

Sample song lyrics line 1
Sample song lyrics line 2
Sample song lyrics line 3
Sample song lyrics line 4

o Bridge Sample song lyrics line 5
o Pre-chorus

o Lyrics
o Chorus

o Ending
e Copyright

Each of these parts can have its own font and colour settings.

Colour selection

1]
To change the colour of the lyrics, click on the 85 button beside "Lyrics".

B

Color

{un]

asic colors:

m
|
|
|
u

EEEEEN
Th 1

N[ HN
HE NN
EE NN
EEEN
EEEN
EEE

HEENETT

Custom colors:
[ rr
I I I N

Define Custom Colors >

Garcs

1]

—
—

On the colour selection dialog, select the colour you want to use for lyrics and click OK.
If you want a more detailed colour selection, click on the "Define Custom Colors"
button.
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Color
Basic colors:
_ AmEns AmE § B |
HMrFEFEEN
ENEEEEEN
ENEEEEEN
Al EEEEEN
HEEENENT N[
Custom colors:
- rr e [160]
Frrrrrrr smn oo (255
Define Custom Colors = ColorISohd Lum: (240 Blue: | 255
QK Cancel Add to Custom Colors

Here you can fine tune the colour you want to use.

Note: Care should be taken when choosing colours for overheads. While CMO will
allow any colours to be selected, your congregation may not like to read lime green
text on a bright pink background. The job of the overhead is to display the lyrics.
Anything that distracts the congregation from the song they are singing means they
will find it hard to engage with the song.

Font selection

You can also change the font settings for each part. At the top of the dialog is a setting
called "Default". This is the default font used whenever a font has not been explicitly
set. If you want to change all fonts to a new one, change the default font.

3 Overhead D

Colour/Font Settings | Backgrounds | Text Alignment/Other Settings

Colours and fonts

Default | Asial ‘ -
- Font | Arial

Title

Authar [+] Shadow [] ttalic
[ ] outline

Lyrics

Here, the default font has been set to "Arial". Click on the drop down button to display
the font options.

You can select a new font from the combo box. You can also add some effects to the
font:

Shadow: Adds a drop shadow effect to the text ~ EEl«ICR=Telals MiT g == 13700
Italic: Makes the text italic Sample song lyrics line 1
Outline: Draws an outline around the text Sample song lyrics line 1

You can also change the font settings on individual items.
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i3 Overhead Display Opt

Colour/Font Settings | Backgrounds | Text Alignment/Other Settings

Default | Arial - |
Title ans | (default) - | Display
Author Use all defaults Display
| wrire .

When an item is using the default font and style settings, the word "(default)" will
appear in the font selection box. Clicking on the dropdown button shows a single
checkbox, saying "Use all defaults". This means that, for this part, the font name and
style will come from the default settings.

For some parts, though, while they use the default font name, they have individual
styles. For instance, the chorus part shows this:
- Overhead Display Opti

Colour/Font Settings | Backgrounds | Text Alignment/Other Settings

Default | Arial - |

Tite B (default) v | [ Display
Author ant (default) i Display
Lyrics ant (default) hd

Chorus |t (default) hd

Bridge L ] Use all defaults

Pre-Chorus | Font | (default) o

Ending Shadow Italic

Copyright - [ ] outiine

R T T P S =1

Here, the "Use all defaults" has been turned off so the chorus can have a shadow and
italic style. But the font name is still set to default. This means that you can have one
setting to change the font name, and it will flow through to all the different parts.

You can, however, set each part with their own font if you prefer. Once again, be
careful with font selection. Only choose fonts that are easy to read. Fonts with lots of
embellishments or are normally italicised (for instance, script-like fonts such as

Edwardian %4@; or Mistral) are probably inappropriate for projecting lyrics.

Also, good typographic rules state that there should only be 1 or 2 different fonts in a
display. Having lots of different fonts creates a distraction. Try to limit the number of
different fonts to 2 - for example, use one font for title, author and copyright
information, and one font for all lyric components.
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Font sizes

CMO will scale text up or down in order to fit lyrics on the screen. But if no limits were
placed on this scaling, you could end up have a verse displayed at 40 points, and a
short chorus or bridge displaying at 100 points. That sort of variation is a distraction
for congregations.

So, you can set the maximum and minimum font size that CMO will scale up or down
to. Even though you can set a minimum font size, CMO can still go below that if there
is no other way to get the lyrics on the display.

Copyright display

There are a number of options for displaying copyright information. By default,
copyright information will be displayed on each slide of a song. But you can also turn
the copyright display off completely, or only include it on the last slide.

You also have the option of including the CCLI song number in the copyright
information, and also the song title and author info.

Display Bottom of last slide | w

Include CCLI song number
Incude song tile and author info

Maximum font size 30 (¥

Minimum font size 5 (¥

When the "Bottom of last slide option" is selected, you can additionally set the
maximum and minimum font sizes for the copyright display to control how large this
component can get

Sample

Sample song lyrics line 1
Sample song lyrics line 2
Sample song lyrics line 3
Sample song lyrics line 4

Sample song lyrics line 5
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Title and author

If you don't want the Title and Author information to be displayed on each slide, you

can turn them off using the "Display" checkboxes.

Sample

Sample song lyrics line 1
Sample song lyrics line 2
Sample song lyrics line 3
Sample song lyrics line 4
Sample song lyrics line 5

Backgrounds

The second tab on the dialog is for backgrounds.

3 Cverhead Display Options
Colour/Font Settings Text Alignment/Other Settings
m Background . ant No image

Use default Gradient o selected
L ?oardglgar;? ;g;::h nes Gradient direction

[™] [m0] (o] [

Use default
background settings

Use default
background settings

Custom Message

Use default
background settings

Profile

Sample song lyrics line 1
Sample song lyrics line 2
Sample song lyrics line 3
Sample song lyrics line 4
Sample song lyrics line 5

() Bible

(® Song Lyrics
(") Song Chorus () Custom Message
() Song Bridge

() Song Pre-Charus

() Song Ending

Reset o4 Cancel

Here we can define the background style to use when projecting lyrics.

The top segment of this tab is "Default". This is the background that will apply to all
the sections where the "Use default background settings" checkbox is ticked.
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Q)

There are four parts to each background setting.

Background colour: This is the base colour of the background. If the background and
gradient colours are set to the same colour, the result looks like this:

Sample

Sample song lyrics line 1
Sample song lyrics line 2
Sample song lyrics line 3
Sample song lyrics line 4
Sample song lyrics line 5

Gradient colour: Applying a gradient to the background can add a visually pleasing
effect to the display. For instance, setting the gradient colour to blue creates this style:

Sample
Sample song lyrics line 1
Sample song lyrics line 2
Sample song lyrics line 3
Sample song lyrics line 4
Sample song lyrics line 5

Tip: If you want to swap the background and gradient colours, double-click on one of
the colour samples.

Backaground o

Gradient aad

Gradient direction: The gradient can be set in one of four ways:

L Diagonal Fwd

Sample
Sample song lyrics line 1
Sample song lyrics lin
Sample song lyrics j

™| vertical E | Horizontal ﬂDiagonaI Bwd

Sample Sample
Sample song]lyrics line 1 Sample song lyrics line 1
Sample songllyrics line 2 Sample song lyrics line 2
Sample songllyrics line 3 Sample song lyrics line 3
Sample songllyrics line 4 Sample song lyrics line 4
Sample sondllyrics line &

Sample song lyrics line 5 I
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Background Image: If you want to use an image as the background, you will first need
to add some images into CMO. Back on the main window, go to the "Overheads -
Copy Background Images to Images folder..." menu. This will open a file selection
dialog where images can be selected.

e} Select files to copy Ex
(9 v 41 4 » ThisPC » Pictures » Windows7Wallpapers v ¢ Search Windows7Wallpapers @
Organize v New folder = v ﬂjj @‘
] Recentplaces A A
. CMO
, SMBC
. VS2010ImageLibr 3 ‘L w
8 This PC 14.jpg AU-olwpl.jpg AU-olwp2.jpg AU-olwp3.jpg AU- olwp4)pg
m Desktop
‘| Documents .
= ' =
@ Downloads ", Rt ~cxdagn
W Music %f 3
| Pictures AU-olwp5.jpg AU-olwpb.jpg AU-wpl.jpg AU-wp2.jpg AU-wp3.jpg
H Videos
&, Windows8_0S (C
File name: v |lmage Files (*,jpg;* jpeg;*.bmp; v

Hold the Ctrl key down to select multiple images. Once you have images in the CMO
images folder, you can apply them to backgrounds.

Right-click on the box that says "No image selected". A context menu will appear.

F Overhead Display Options

Eiad:.grc:unds Text Alignment/Other Settings m

Backoround i e
Use default Gradient " kﬂ Select Image. ..
[] background settings
for black pages Gradient direction /< Clear Image

LI AL |

Click on the "Select Image..." to open an image selection dialog.
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Available images B
Double dlick to select an image

Double-click on the image you want to use to select the image.

= Overhead Display Options ﬂ
| Colour/Font Settings Text Alignment/Other Settings _
Default  [JP——
Use default Gradient Sample song lyrics line 1
U ‘f’:rdglg;g:‘gg;::“"gs Sample song lyrics line 2

Sample song lyrics line 3
Sample song lyrics line 4

Sample song lyrics line 5
e | b AR

Use default
background settings

Bible

Note: When background images are being used, CMO will automatically make all fonts
outline. This is to ensure visibility - text without an outline can easily be lost in a
background image.

Songs with background images
The settings above controls what happens at a global level with backgrounds. If
nothing else is in place, then these defaults will be used.

You can set different backgrounds for songs, Bible references and custom messages,
leave the songs using the default and define a special background for Bible references.

Also, background images can be set for individual songs. In that case, the backgrounds
defined for the song will take precedence over the global settings.

To define the backgrounds for an individual song, first select the song from the song

o
list, then click on the kﬂ button in the song toolbar.
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SR RIEE ©- & 0 - M)

Lyrics
Title Abide with me OHD Ordering
The following dialog will be displayed.
sl Set song backgrounds = =

Abide with me, ~
fast falls the eventide
The darkness deepens,
Lord, with me abide.
When other helpers fail,
and comforts flee
Help of the helpless,
O abide with me.

I need thy presence
every passing hour
What but thy grace
can foil the tempter's power?
Who like thyself my guide
and stay can be?
Through cloud and sunshine,
O abide with me.

oK Cancel

Each verse is rendered using the current background and gradient colours. When you
right click on a verse a context menu will appear.
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sl Set song backgrounds = =

Abide with me,
fast falls the eventide
The darkness deepens,
Lord, with me abide.

Set background image...

Clear background image
Set background as default for this song

Clear all background images on this song

| need thy presence
every passing hour
What but thy grace
can foil the tempter's power?
Who like thyself my guide
and stay can be?
Through cloud and sunshine,
O abide with me.

QK Cancel

Click on "Set background image..." to bring up the image selection dialog to choose an
image for that verse.

If you want to make that image the default for all verses in the song, right-click on the
verse again and select "Set background as default for this song".

You can set individual images for each verse.

Once background images for a song are set, they will take precedence over any other
default settings.

Text alignment

The final group of settings for overheads is text alignment. These settings control
where on the screen each of the parts will be aligned to.
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E Overhead Display Options H
Colour JFont Settings | Backgrounds | Text Alignment/Other Settings | _
e

: Sample song lyrics line 1

Ttelhuer =)= Reference == Sample song lyrics line 2
Display tte ne Display it line Sample song lyrics line 3
= = == ample song lyrics ::gg

Lyrics = == Passage = == _
=== =&

Display footer line

Copyright = | = TR * ’ 1
Sample display

(®) Song Lyrics () Bible
Title == () Song Chorus () Custom Message
Display title ine () Song Bridge
=R=RE () 5ong Pre-Chorus
Message = = () song Ending
==

Other options

Simplified keyboard navigation Media playback using

Stretch images to display VLC Media Player v
Indude Bible reading overheads

Show verse numbers in Bible readings

Reset oK Cancel

The title and author parts are aligned together, and can be either left, centre or right
aligned. They always appear at the top of the page when they are visible.

When the title or author parts are visible, you can include a line just underneath them
as a separator. If you don't want this line, uncheck the "Display title line".
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Profiles

The lyrics parts (verses, choruses, etc) can be aligned in one of nine positions.

Sample song lyrics line 1
Sample song lyrics line 2
Sample song lyrics line 3
Sample song lyrics line 4

Sample song lyrics line 5

Centre left

Sample song lyrics line 1
Sample song lyrics line 2
Sample song lyrics line 3
Sample song lyrics line 4
Sample song lyrics line 5

Bottom left

Sample song lyrics line 1
Sample song lyrics line 2
Sample song lyrics line 3
Sample song lyrics line 4
Sample song lyrics line 5

Top centre
Sample

Sample song lyrics line 1
Sample song lyrics line 2
Sample song lyrics line 3
Sample song lyrics line 4
Sample song lyrics line &

Centre

Sample song lyrics line 1
Sample song lyrics line 2
Sample song lyrics line 3
Sample song lyrics line 4
Sample song lyrics line 5

Bottom centre

Sample song lyrics line 1
Sample song lyrics line 2
Sample song lyrics line 3
Sample song lyrics line 4
Sample song lyrics line 5

Top right

Centre right

Bottom right

Sample song lyrics line 1
Sample song lyrics line 2
Sample song lyrics line 3
Sample song lyrics line 4
Sample song lyrics line 5

Sample song lyrics line 1
Sample song lyrics line 2
Sample song lyrics line 3
Sample song lyrics line 4
Sample song lyrics line 5

Sample song lyrics line 1
Sample song lyrics line 2
Sample song lyrics line 3
Sample song lyrics line 4
Sample song lyrics line 5,

The copyright display, when it is displayed, can be either left, centre or right aligned.

When the copyright is displayed on each verse, you can include a line just above the
copyright lines. If you don't want this line, uncheck the "Display footer line". This
option is not available when there is no copyright being displayed, or when the
copyright is only on the last slide.

There are a lot of settings you can apply for overheads, and there are a lot of reasons
why you might want to change them regularly. For instance, if your church runs any
special events, you might want to have a standard background image on all the songs
and notices. If you run a children's program you might want to use different font to
the one you use on Sunday morning. Messing around with overhead settings would
quickly become frustrating when the sound desk people need to reset everything back
for Sunday morning. In this situation, CMO provides overhead profiles that allow you
to quickly switch between different sets of configuration.
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& Overhead Display Options

| Colour fFont Settings | Backgrounds | Text Alignment/Other Settings

Text alignment options
e
11 11

By default the profile section is collapsed. Click on the arrow button to expand it.

| (¥ | Load Delete
Create new profile
Mame || |
Create
Copy from |{currer1t settings} W |

In our example setup, we're going to need three different profiles. One profile for
Sunday mornings and evenings, another profile for a youth event, and another profile
for a conference.

To create these profiles we first enter a name into the text box. If there are any
existing profiles we want to use as a starting point, we could select the profile in the
"Copy from" dropdown list. Alternatively, we will leave the "Copy from" as "current
settings" and just use whatever is currently set on the overhead options dialog. We
then click "Create" to create our profile.

Create new profile

MName |5unday ser‘ui::es|
Create
Copy from |{::urrer1t settings} W

As soon as we create the profile, it will become the currently selected profile. We can
see this here:

Profile (Current: Sunday services) -

| W | Load Delete
Mame | |

Create
Copy from |{currer1t settings} hd |

We can now set up our Sunday services profile by making any changes to the overhead
style.
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Sample song lyrics line 1
Sample song lyrics line 2
Sample song lyrics line 3
Sample song lyrics line 4

Sample song lyrics line 5

The default font is set to "Arial". The title and author are centred. Lyrics are top
centred. Copyright is displaying on each slide, and includes the CCLI number. Copyright
is left aligned. Background is set to a vertical gradient from black to blue.

Now we can create a new profile, called "Youth event".
Sample

Sample song lyrics line 1

Sample song lyrics line 2

Sample song lyrice line 3
Sample song lyrice line 4

Sample song lyrics line 5

The default font has been set to "Comic Sans MS". The title and author are not
displayed. The lyrics are centred. Copyright is displaying on the last slide only, includes
song title, author and CCLI number, and are right aligned. Background is a horizontal
gradient from green to black.

Finally we can create another new profile called "Conference".
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Sample

Sample song lyrics linea
Sample song lyrics line 2
Sample sang lyrics line 3

lyricsline 4

The default font has been changed to "Corbel", and a drop shadow effect has been
applied to all text elements. Title and author are not displayed. Lyrics are top left
aligned. Copyright is only displayed on the last slide, with the song title and author,
right aligned. A default background image has been applied.

To switch between each of these profiles is simply a matter of selecting the profile
from the list and clicking on load.

Profile (Current: Conference) -

Sunday services v Load Delete
Create new profile
Name
Create
Copy from | {current settings} v

Sample
Sample song lyrics linea
Sample song lyrics line 2
Sample song lyrics line 3
Samplesonglyricsline 4

In the example above, the current profile is "Conference". I've selected the "Sunday
services" profile from the list, and after clicking "Load" the new profile is loaded.
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Profile (Current: Sunday services) -
Sunday services L Load Delete
Create new profile
Mame
Create
Copy from | fourrent settings} W

Sample song lyrics line 1
Sample song lyrics line 2
Sample song lyrics line 3
Sample song lyrics line 4

Sample song lyrics line 5

Summary

In this chapter we've looked at a lot of the options for formatting the display of
overheads, include font and colour options, background options and alignment
options. We also looked at how to use overhead profiles.
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Chapter 11: Overhead displays - Running the presentation

In the previous chapter we looked at all the formatting options for displaying
overheads. In this chapter we'll be looking at how to actually run the presentation.

Projector setup

Before running any presentations, you need to ensure CMO is setup to understand
where to project lyrics. CMO can use any monitor that is configured on your system.

= Screen Resolution = B
T !J < Display » Screen Resolution v O Search Control Panel P
Change the appearance of your displays
Detect
Identify
Display: 2. Acer V193HO v
Resolution: 1366 = 768 (Recommended) W
Orientation: Landscape “
Multiple displays: | Extend these displays v
[] Make this my main display Advanced settings
Project to a second screen (or press the Windows logo key S + P)
Make text and other items larger or smaller
What display settings should | choose?
oK Cancel Apply
0 items 1M Computer

In the example above, taken from a Windows 8 machine, the computer has detected
two monitors. In most cases you would want to use the "Extend these displays"
option. This means that the desktop will be spread over the two monitors. The other
option is to "Duplicate these displays", which means the desktop stays the same size
but both monitors get the same image.

CMO can work in both types of display settings, but it's easier to use the extended
display.

With the two monitors configured in Windows, we can now open the Overhead
display window by going to the "Overheads = Overhead display sequence..." menu, or
by pressing F12.
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L Overhead Display = =

Displaying...

[Songs  Meetings Display (1600x300) Tormr i v e € » »m A =
v

Available songs | Custom messages Selected items

@4l B-% | OB - o Display (1366x768) Front of house

Abide with me A
All hail the power

All that thrills my soul is Jesus
All things bright and beautiful
All to Jesus [ surrender
Amazing grace

And can it be

Angels from the realms of glory
Away in a manger

Be thou my wvision

Blessed assurance

Brezk Thou the bread of life
Breathe on me, breath of God
Christ the Lord is risen today
Crown Him with many crowns
Father of peace

God rest you merry gentlemen
Guide me, O Thou great Jehovah
Hark! the herald-angels sing

He leadeth me

Here, O my Lord

Haly, Holy, Holy

How good is the God we adore
How great thou art

I cannot tell

1 know whom I have believed

I sing the almighty power of God

Sequence
Lyrics

Preview Global default image

» B9

=
Start (zec) End (sec) 3]
Bible Reference -

=l

We'll come back to this window in more detail later, but for now, all we want to look

at is the "Monitor output" tab. In this tab is a list of all the monitors currently detected
by Windows.

Display (1600x5900) Control window W
Display (1366x758) Front of house W

Beside each monitor is a dropdown list that defines what CMO will be displaying on
each monitor. The options are:

e Control window: This is where the overhead display window will be
positioned. By default this will be the main system monitor.

e Front of house: This is where lyrics will be projected.

o Foldback display: If you have a monitor set up that only the song leader can
see, you can use this option. It displays some additional information along with
the song lyrics.

e None: If you don't want to use a particular monitor, change to this option. No
information will be sent to that screen.

For our purposes, the current settings are correct. We can just close the overhead
display window for now.

Different types of services

Every church is different, and even in one church some services are different to others.
In some services there might be a defined set of songs that will be sung, in a set order,
and this order will be known well ahead of time. For other services, the list of songs
might only be chosen a few minutes before the service begins, or it might change
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radically midstream. Other services may allow the congregation to request a particular
song, meaning the sound desk team will have no idea what songs will be sung or
when.

CMO can handled all of these scenarios: the pre-planned services, the last-minute
service, and the unplanned service. Let's start with the hardest one first - the
unplanned service

Unplanned services

In an unplanned service, the congregation requests different songs to be sung at
different times in the service. In this scenario, the job of the sound desk operator is to
find the right song as quickly as possible and get the lyrics on the screen. The quicker
the lyrics are up, the sooner the music team can play the intro and start the song.

For this type of service you would start on the song list. As soon as you know the title
of the song you need to scroll the list to it. There are a couple of ways to do this.

The first way is to just use the scrollbar, the page up and down keys, or the up and
down arrow keys, to scroll through the list of songs. This may be fine if you have a
shortened list of songs (for instance, if you have a subset of songs marked with a
group), but if you have a long list this might not be the fastest method of finding the
song.

The second way is to just start typing. For instance, if the congregation requests "The
old rugged cross", start typing "the" while the song list has the focus (that is, you've
clicked on an item in the song list). As soon as you type the letter "t" the list will scroll
to the first song that starts with "T".

songs
44zl 9 8- Y g
Once in royal David's cty ~

Onward Christian soldiers

Power in the blood

Praise Him, praise Him

Praise, my soul, the King of Heaven

Search me, O God

Silent night

Since Jesus came into my heart

Standing on the promises

v

Typing the next letter, "h" scrolls to the first song that started with "TH".
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“
44 2l 9 B Y -

Onward Christian soldiers ~
Power in the blood

Praise Him, praise Him

Praise, my soul, the King of Heaven

Search me, O God

Silent night

Since Jesus came into my heart

Standing on the promises

Take my life

The churdch's one foundation W

Typing the next three letters, "e", space, and "o" (thus, "the old rugged cross") and the
list will move to the first song that starts with "THE O".

a5l B % e

Praise Him, praise Him Fs
Praise, my soul, the King of Heaven

Search me, O God

Silent night

Since Jesus came into my heart

Standing on the promises

Take my life

The church's one foundation

The Lord's my shepherd

The old rugged cross ]

In four key presses we've found the right song.

The third method is to use the search bar.

A
File  View Overheads CCLI Admin Help
song |
gl 9 |- % - E XL
{[he o | |d§b 2] | Details
The old rugged cross all
Title
Author Words
Author Music
Arranger
Source
Copyright

Lyrics

e

Bible Reference

CCLI Mumber
Motes

Here, I've changed the search type to only search song titles. Then | entered "The old",
pressed enter, and one song appears in the list.
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Whatever method you use to find the song, once it is selected, you just need to press

the ™ putton in the song toolbar, or press F5, and the song will be displayed as an
overhead.

DH X B v & - & © & i-Ma

Details Lyrics

Title The old rugged cross OHD Ordering lc2c3c4c

Music Lyrics ® Edit () View

Viords George Bennard (1873-1958) On a hill far away ~

stood an old rugged cross,

The emblem of suffering and shame;
And I love that old cross

where the dearest and best

Arranger

Copyright | Public Domain

The song is then displayed on any displays that are set to "Front of house" or
"Foldback display".

On a hill far away

stood an old rugged cross,

The emblem of suffering and shame;
Andl Iove that oId Gl0SS

The overhead display window will also appear.

Pre-planned services

In this type of service, the list of songs, and the order of those songs, is worked out
ahead of time. In this scenario the ideal way to create the service is by using a
meeting.

We've covered the process of creating a meeting in chapter 4. If the computer you
created the meeting on is not the computer that will display the lyrics, you need to get
the meeting into the other computer. There are a couple of ways to do this, but for
now we'll chose the easiest method - using an export file.

You might have sent the meeting export file as part of the email communication about
your service. In that case, you would simply save the XML file from the email on the
church computer. If the church computer doesn't have an internet connect that might
not work. Instead, you might need to take the export with you on a CD or USB stick.

To create a meeting export file, go to the meetings section, then go to the "File >
Export Meetings..." menu, or just press Ctrl+X.
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Selected

Sunday Evening

Sunday Morning (God of Wonders)

We then select the meeting we want to export and click on the IE' button in the
toolbar.

Selected

54 ¥ |_ m ||§| . 30/11/2014 Sunday Morning, God of Wonders

07/12/2014  Sunday Morning
07/12/2014 Sunday Evening

30112014 Sunday Morning (Go

Then we click on the E button to create the export file.
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& Export File El

@ * T = * ThisPC » Removable Disk (D:) v & Search Removwable Disk (D:) 2

Organize + Mew folder

I | g Downloads A Mame Date modified
& Music
3

£] Pictures Mo items match your search.

Type Size

> @ Videos
b i, Windows8_0S (C

| amy Removable Disk |

[> “! MNetwork

v

File name: | exportfilexml

Save as type: | XML Files (*xml)

# Hide Folders | Save | | Cancel |

Here I've inserted a USB stick into the computer and selected it. The default name for
an export file is "exporfile.xml". We can change the name if we want, but for this
exercise I'll leave the name as is. Clicking on "Save" will create the export file.

Export meetings “

o File exported successfully!

oK

| can now take my USB stick to my church computer. To import into CMO, | go to the
"File 2 Import = From Church Music Organiser file...", or press Ctrl+l.

e Open Church Music Organiser Import File “

@ * T e + ThisPC » Removable Disk (D:) v & Search Rermovable Disk (D) 2

Organize « Mew folder = > [ @
~ MName Date modified Type Size
1M This PC

i Desktop

|2 exportileml 1/12/20141220PM XML Document 22 k8|

| Documents

& Downloads

o Music

=| Pictures

H Videos
i, Windowss_05 (C

= Removable Disk )

- S e

File name: | exportfilexml v | XML Files (*axmi) v|

| Open | | Cancel |

| select the export file | created and click "Open".
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@ Import Meetings EX
Select items to import
d
b
[ Bookmark all imported items
[ add group to all imported items W

The import selection dialog will appear, which lists all the records found in the file.
There is only one meeting in the file, and it's already selected (it has a tick next to it),

so all I need to do is click the * button to import the meeting.

When importing meetings, you will see this dialog appear.

Import Meetings

9. When importing meetings, you have three options if duplicate songs
or contacts are found in the meeting file:

Click on the Cverwrite button to overwrite all songs and contacts in
the database with the entries in the import file.

Click on the Match button to assume that any match for songs or
contacts is correct.

Click on the Prompt button to review each song or contact match prior
to saving.

You can choose how you want to import data when CMO detects a duplicate record.

e Overwrite: This will take the songs from the import file and overwrite any
existing record in the database. You would do this if you've made changes to
the song (for instance, adding a verse, correcting the spelling, changing the
order, etc). This is the safest option if you want to guarantee the song
displayed to the congregation is the one you were looking at when preparing
the service.

e Match: With this option, if CMO detects a duplicate record, it will assume the
one in the database is the correct one. It won't change any details of the song
stored in the database. This is the option to use if you've invested the time in
the church computer's database of songs and are confident all the songs it has
are correct.
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When it does, you have the option of keeping both songs, keeping the

database version, or keeping the import file version. This is the option to use if
you're not sure how up-to-date the church database is, and you want to check

things as you go.

Whichever option y

ou take, you should soon see this message:

o File imp

Import meetings

orted successfully!

OK

With the meeting now loaded into the computer we can open it in the overhead

display window. There are two ways to do this.

Prompt: With this option, CMO will prompt you each time it finds a duplicate.

The first way, and the quickest way, is to select the meeting in the meeting list, and

press the &/ hutton on the meeting toolbar, or just press F5.

7
Fle View Overheads CCLI  Admin
Meetings

#®hBa

=

Church Music Organiser

Help

07/12/2014 Sunday Morning
07/12/2014  Sunday Evening

Type of meeting
Meeting date

Sunday Mornrg v

0y Hr

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

Desaription God of Wonders

Theme God's Holiness and Majesty
Gen 1; Ps 95 &

General Information

We'l be thinking about how awesome God is in who is, and what he does.

Bible reference

Ji songs

] Meetings

41 Contacts

4 Resources

-

Meeting Ttems

30/11/2014 Sunday Morning (God o... &

Type
Description

v

Wielcome:

Reading: Ps 86

Meeting Team

30/11/2014 Sunday Morning (God o...

Song leader
‘Acoustic Guitar
Bass Guitar
Sound desk.
Piano

Backup vocals

3records

~
Sang: I sing the aimighty power of Goc
Sang: To Gad be the glary
Sang: Immartal, invisibie

Sermon: Bill Hader
Song: O the deep, deep love of Jesus
Song: When I survey v

wikon, Peter
Jones, Cameron
Colins, Graeme
Doncourt, Andrew
Carrington, Michael
Harris, Robyn

My Church (CCLT# 999999) | c:\tempcmo.db | NIV = 1 December 2014 | .;

dXE®

WX E

5

The overhead display window is opened, all the songs from the meeting are loaded
into the "Selected" list, and the presentation is started immediately.

The other method of loading the songs from the meeting is to go to the "Overheads -

Overhead display se

guence..." menu, or press F12.
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L Overhead Display = =
Available songs_| custom messages | Selected items | Manitor output | Displaying...

(black page) ~ “Wa4r e A - -
Song: I sing the almighty power of God
[=l - (black page) =
N Song: To God be the glory
14/12/2014  Sunday Morming (Mew life in Christ) (black page)
Song: Immortal, invisible o
07/12/2014  Sunday Morning {black page) >
T 7 £ Custom Message: My first message
30/11/2014  Sunday Morning (God of Wonders) I (black page) .3
Reading: Ps 95
(black page)
Song: O the deep, deep love of Jesus
(black page)
Song: When I survey v
Black page between items ﬁa Segueno&
Pass keystrokes to overhead |_3 e

PowerPoint/Media Preview Global default image

| | &
Start (sec) I:l End (sec) I:l =
-

Bible Reference

Click on "Meetings" to switch over to the list of available meetings. Then click on the

meeting in the list you want to use. Finally, click on the E button, or press Ctrl+A, to
add all the songs from the meeting to the selected list.

Once the songs are loaded, press the &/ button in the selected items toolbar, or press
F5, to start the presentation.

Last-minute services

In this final type of service, the list of songs will be handed to the sound desk team a
short time before the service starts, and there might be late additions or removals
before (or during) the service. In this scenario, it's probably best to start by opening
the overhead display window by going to the "Overheads - Overhead display
sequence..." menu, or by pressing F12.

L Overhead Display = =
Avalable sorgs | Custom messages | Sefsci=d it=ms | Monitor output

e s
4zl |B-% 0B - - =
Abide with me A
Al hail the power -
All that thrills my soul is Jesus >
All things bright and beautiful

All to Jesus [ surrender
Amazing grace EJ
And can it be

Angels from the realms of glory
Away in a manger

Be thou my vision

Blessed assurance

Displaying...

“HarhpE A = -

::::::T:z E::lliiﬂ:p:)d Black screen between songs @
Christ the Lord is risen today Pass keystrokes to overhead
Crown Him with many crowns
Father of peace

God rest you merry gentlemen
Guide me, O Thou great Jehovah
Hark! the herald-angels sing

He leadeth me

Here, O my Lord

Haly, Holy, Holy

How good is the God we adore
How great thou art

I cannot tell

T know whom I have believed
1sing the almighty power of God

| |
Start (sec) l:l End {sec) |:|

Bible Reference —

Seguence
Lyrics

Preview Global default image

» RS

EB &
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To add songs to the selected list, select the song in "Available songs" list and click on

the uil button in the toolbar, or press Ctrl+A, to add the song to the list.

Overhead Display = =

Available songs | Custom messages Selected items | Monitor output

Mestings (black page) MO H»EA -
All to Jesus 1 surrender o
4 3l - Wi, = - o (black page) =4
Be thou my vision

0 for a thousand tongues to sy - (black page) 2
0 happy day Trust and obey

0 holy night (black page) -
0 Jesus, 1 have promised 0 sacred head now wounded

0 litte town of Bethlehem lack page -
0 sacred head now wounded (black page) =
0 the deep, deep love of Jesus

0 Word of God incarnate

O worship the King

Once in royal David's city

Onward Christian soldiers

Power in the blood Teinsmer b rneras U’F Sequence
Praise Him, praise Him = = Lyrics
Praise, my soul, the King of Heaven Pass keystrokes to overhead E]
Search me, O God

Silent night

Since Jesus came into my heart

Standing on the promises O sacred head, now wounded,

Take my life With grief and shame weighed down.

The churchs ane foundation Now scornfully surrounded

The Lord's my shepherd With th h I

The old rugged cross iththorns thy only crown.

There is a green hil W

=
Start (sec) End {sec) =]
Bible Reference —
=] .

What thou, my Lord, hast suffered,

In this example I've added four songs. | can move the songs around in the order by

selecting a song and clicking on the “# and ¥ buttons. | can remove them by clicking
on the ~ button.

Using the overhead display control window

No matter which method you use to start the overheads, once started the overhead
display window will control the display. Below is a breakdown of the important
components of the overhead display window when a presentation is running.

The currently = Overhesd Display E—

selected song A htrami A =

> All to Jesus I surrender <
#i9IB-R OB- &~ || ©lack page)
A snapshot of the 0 e, al e athd B trumy vion

A ||| tlack page)
O for a thousand tongues to sing Trust and obey
(black.

display being i g

'O sacred head now wounded
© Jesus, I have promised

O little toy f Bethlehe {lack page) =
shown to the
O the deep, deep love of Jesus
H O Word of God incarnate
congregation vy bt
Once in royal David's dity = D
. Onward Christian soldiers & 1jcz2c3ic4csc
Black screen befwesn, >
s the blood
The order the lyrics o bbb D210 steee i g [
. . Praise, my soul, the King of Heaven 1 Allto Jesus I surrender “
will be shown in seire, 0 oo seinit e | [Tl
Silent: it
. 5::; ;Esus came into my heart All to Jesus | surrender s In his presence daily live
All the lyrics of the Stondngon o promses et R ——-
Take my life e . ‘4
. The church's one foundation + wiil ever love and trust him Mmmgﬂe&dsam
song with the W T BT
4 -— e ”hn‘lss Al to Jesus I surrender
e s a geent e e
verse curre ntIy Thine be the dory Viordy peasures al forsaken

To God be the glory Take me, Jesus, take me now
Trust and obey

display highlighted PowerPant/MHedia o : T
. v - Let me feel the Holy Spirit
N b (o] I d " “Truly know that you are mine
Start (sec) =

- Isurrender all Isorrender all P Qbisknens
il - , 1 give myself to thee
A preview of each L AT ST— HEs s

Isurrenderall Let your blessing fall on me

5 Al Jesus T surrender hd

of the verses and
how they will be
displayed

Let's break this down into its components

//,
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Selected items list

Selected items | Monitor output
(black page)

= All to Jesus I surrender < Za
(black page) =7
Be thou my vision
(black page) p
Trust and obey *
(black page) ¥
0 sacred head now wounded
(black page) L
=
Black screen between songs (]
Pass keystrokes to overhead 3__]

The selected items list controls what will be displayed as overheads, and in what order.
The item marked with ">" and "<" and highlighted in black is the item that is currently
being displayed. While an item is being displayed it can't be moved from the list, but
all other items around it can be moved or removed.

The "Black page between items" option adds the "(black page)" items between all the
items in the list. This makes it easy to go to a black screen at the end of a song.

The "Pass keystrokes to overhead" controls what happens when the operator presses
certain keys. If the operator is doing additional work, adding, moving or deleting items
from the list, they might want to use the keyboard. In that case, the "Pass keystrokes
to overhead" option should be turned off. That will prevent keystrokes that change
slides (eg arrow keys, or page up and down keys) from inadvertently changing the
slide. In that case, the overhead display toolbar can be used to change slides, rather
than the keyboard.

If the operator is not doing any sequencing work, and wants to use the keyboard (or a
remote clicker), this option should be turned on.

The lJ button on the selected items toolbar will open the overhead options dialog,
allowing for fast access to the look and feel options.

Another option on the selected items toolbar is the i@ button, which will convert the
current list of songs into a Microsoft PowerPoint presentation. You do not need to
have PowerPoint installed to use this function. There are a few reasons why you might
prefer to use Microsoft PowerPoint for displaying overheads: the computer in your
church may not have CMO installed, or you want to make use of the multitude of
creative transitions that PowerPoint provides.
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Preview

Preview Global default i

Be thou my vision, O Lord of my heart A
Naught be all else to me, save that thou art

Thou my best thought by day or by night,

Waking or sleeping thy presence my light.

Be thou my wisdom, thou my true Word
| ever with thee thou with me, Lord
Thou my great Father, | thy true child
Thou in me dwelling, and | with thee one.

The preview section is a sample of currently selected item in the selected list. This may
or may not be the item that is being displayed.

The preview will show all the verses in the song, along with whatever backgrounds will
be applied - either the default background, or a specific background that has been
given to the song.

The background of the item can be changed here by right clicking on one of the verse
previews.

~ Allto him I freely
I will ever love ar
In his presence d

Preview Global default image

Be thou my vision, O Lord of my heart

Set background image. .. t
x Clear background image

IUse default background
M
Set backaround as default for this song Il
I
Set background as default for all songs rk

Clear all background images on this song =r
=% Clear all background images on all items (induding default images) h:
Clear global default badkground image =

This menu combines almost all of the background image functions available for an
individual song and the background image functions available from the overhead
options dialog.
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Snapshot
| Displaying..
W) MHn

All to Jesus | surrender

All to him | freely give

| will ever love and trust him
In his presence daj

The snapshot display is a copy of what is currently being displayed on the main, font-
of-house monitor.

Lyrics order
Sequence c2c3c4c5c

We looked at verse ordering in chapter 8. When a song has a verse order it is displayed
here, and a box will indicate where in the verse order the current display is up to.

Tip: You can jump to any point in the sequence by double-clicking on the verse marker
in the sequence.

Lyrics
Lyrics

1 Be thou my vision, 0 Lord of my heart
Naught be all else to me, save that
thou art
Thou my best thought by day or by
night,
Waking or sleeping thy presence my
light.

2 Be thou my wisdom, thou my true Word
I ever with thee thou with me, Lord
Thou my great Father, I thy true child
Thou in me dwelling, and I with thee one,

3 Riches I heed not, nor man's empty praise
Thou mine inheritance, now and always.
Thou and thou only, firstin my heart,

High King of heaven, my treasure thou art.

4 High King of heaven, after victory won,
May I reach heaven's joys,
O bright heaven's Sun!
Heart of my own heart, whatever befall,
Still be my vision, O ruler of all.

The lyrics section displays all the lyrics of the song, along with the verse type. The
verse currently being shown as a slide will be highlighted in bold.
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A

Note: You can double-click on the lyrics to jump to a specific verse. However, by doing
this you will stop CMO from using the verse sequence (if one is defined). From that
point the operator will need to control the order of verses, manually switching from
verse to chorus as required. See below for more information on navigating the slides.

Slide navigation

Once a presentation is started, it is up to the operator to move from slide to slide. If all
the songs have been given a verse order, this can be as simple as pressing page down
for each slide until the end of the service is reached. In an ideal world this is all that
the operator would need to do, but quite often things will change and require
operator intervention.

For instance, the song leader may signal to go back to verse one of a song, or to repeat
a bridge/chorus combination. An entire song might get skipped, or the first song might
get repeated at the end. The operator needs to be able to respond quickly to these
requests and be on the alert for changes.

Using the mouse
CMO provides access to all the verses, chorus and other verse parts using the mouse.

Firstly, to jump to a new song, double-click on the song in the selected item list. That
will switch the display to the song and load the first verse of the song.

To go forwards and backwards through the song, you can use the display toolbar.

Be thou my vision, O Lord of my heart
Naught be all else to me, save that thou art
Thou my best thought by day or by night,
Waking or sleeping thy presence my light.

Go back to the previous slide (same as pressing Page Up)

Go to the next slide (same as pressing Page Down)

Go back to the previous song (same as pressing Ctrl+Up Arrow)

Go to the next song (same as pressing Ctrl+Down Arrow)

Stop the song display (same as pressing Ctrl+X)

Ends whatever song is being displayed and shows a black page.

Ends whatever song is being displayed and shows a black page using the
default background settings.

Llmylva
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You can also jump to a particular part of a song sequence by double-clicking on the
appropriate spot on the sequence list.

Sequence czc3c4c5c

Or you can display a particular verse or chorus by double-clicking on it in the lyrics
section.

Lyrics

1 / Be thou my vision, O Lord of my heart
Maught be all else to me, save that
thou art

Thou my best thought by day or by
night,

Waking or sleeping thy presence my
light.

2| Be thou my wisdom, thou my true Word
I ever with thee thou with me, Lord
Thou my great Father, I thy true child
Thou in me dwelling, and I with thee one.

3| Riches I heed not, nor man's empty praise
Thou mine inheritance, now and always.
Thou and thou anly, firstin my heart,

High King of heaven, my treasure thou art.

4| High King of heaven, after victory won,
May I reach heaven's joys,

O bright heaven's Sun!
Heart of my own heart, whatever befall,
Still be my vision, O ruler of all.
W
Using the keyboard

CMO has a lot of keyboard shortcuts for navigating the slides.

Keypress Description

Page Up Displays the previous slide in the order for the verses in the
song.

Page Down Displays the next slide in the order for the verses in the
song.

Arrow Down/Right  Same as Page Down - next slide.

Arrow Up/Left Same as Page Up - previous slide.

Enter Same as Page Down - next slide.

Space Same as Page Down - next slide.

1/2/3/4/etc Moves the display to verse 1/2/3/4/etc. If more than 10

verses are present, hold the shift key down and press
1/2/3/4 etc to select verses 11/12/13/14 etc.

C Moves the display to the first Chorus (if present and marked
with "Chorus" in the lyrics - see the Lyrics tab for more
information).

Shift+C Moves the display to the second Chorus (if present and
marked with "Chorus" in the lyrics).
Ctrl+C Moves the display to the third Chorus (if present and

marked with "Chorus" in the lyrics).

139



Church Music Organiser User Guide

Keypress Description

Alt+C Moves the display to the fourth Chorus (if present and
marked with "Chorus" in the lyrics).

B Moves the display to the first Bridge (if present and marked
with "Bridge" in the lyrics - see the Lyrics tab for more
information).

Shift+B Moves the display to the second Bridge (if present and
marked with "Bridge" in the lyrics).

Ctrl+B Moves the display to the third Bridge (if present and marked
with "Bridge" in the lyrics).

Alt+B Moves the display to the fourth Bridge (if present and
marked with "Bridge" in the lyrics).

P Moves the display to the first Pre-Chorus (if present and
marked with "Pre-Chorus" in the lyrics - see the Lyrics tab for
more information).

Shift+P Moves the display to the second Pre-Chorus (if present and
marked with "Pre-Chorus" in the lyrics).

Ctrl+P Moves the display to the third Pre-Chorus (if present and
marked with "Pre-Chorus" in the lyrics).

Alt+P Moves the display to the fourth Pre-Chorus (if present and
marked with "Pre-Chorus" in the lyrics).

E Moves the display to the first Ending (if present and marked
with "Ending" in the lyrics - see the Lyrics tab for more
information).

Shift+E Moves the display to the second Ending (if present and
marked with "Ending" in the lyrics).

Ctrl+E Moves the display to the third Ending (if present and marked
with "Ending" in the lyrics).

Alt+E Moves the display to the fourth Ending (if present and
marked with "Ending" in the lyrics).

ESC Closes the window or, if being accessed from the Overhead
sequences page, displays either a black page or the next
song in the sequence. If the simplified keyboard navigation
option is enabled, this keypress is not required.

Ctrl+X Aborts the display sequence and returns to the selection

Ctrl+Up arrow
Ctrl+Down arrow

Alt+1/2/3/4/etc

dialog.

Jumps directly to the previous song. Any black page option is
ignored.

Jumps directly to the next song. Any black page option is
ignored.

Jumps directly to the specified song in the list. Any black
page option is ignored. For instance, pressing Alt+3 would
jump to the third song in the list. If a number pressed is
greater than the number of songs in the list, nothing will
happen.

Tip: If your sound desk team prefers to use keyboard navigation, or you don't want to
add an lyrics order to your songs, the above list may be useful printed as a "cheat-
sheet" that can be pinned to the sound desk. See Appendix 1 for a print-friendly

version.
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Going out of the verse order

When a song has a verse order, and the operator explicitly selects a particular verse,
chorus or other section (for instance, by pressing "C" or "1" on the keyboard, or by
double-clicking a verse in the lyric section), this tells CMO that the verse order is no
longer going to be used and the operator now needs to manually select each slide
from that point on.

For instance, if the normal verse order for a songis "vl cv2 cv3 cv4 ¢", and after the
first chorus the song leader signals that they want to skip v2, the operator should press
"3" on the keyboard to go straight to that verse. However, CMO now doesn't know
what the next verse should be, according to the verse order. And so the verse order is
hidden, leaving the control completely in the hands of the operator.

Once this happens, the "next" and "back" functions will go to the next slide in the
song. That is, if the song is stored in the database in the form "v1 c v2 v3 v4", then that
becomes the implicit verse order. If verse 2 is being displayed, then the next slide will
be verse 3.

To bring back the verse order for a song, the song would need to be restarted. This can
be done by double-clicking on the song in the selected item list.

Updates while a presentation is running

There can be times when you need to update lyrics in the middle of a presentation. For
instance, you might see a spelling mistake that needs to be fixed, or a verse that is
missing.

To update lyrics, switch back to the main CMO window. You can do this while a
presentation is running if there is no danger of missing a slide. Then, select the song
that needs to be updated, make any changes to the lyrics as required, and click on the

Lﬂ button, or press Ctrl+S, to save the changes. The changes will then automatically
be reflected on the overhead display window.

Single user/single screen operation

There is a scenario we haven't covered yet - the situation where the operator is the
song leader, and the computer running the overheads only has one monitor, or the
dual screen monitor is set to duplicate displays.

CMO will still work in this situation. What happens when you start a presentation is
that the slides will be displayed on the screen as you would expect. Then, the user can
use the keyboard, or hopefully, a remote page turner or clicker, to page through the
slides. The mouse can be also used as a clicker, where a left-click will go forward one
slide, and a right-click will go back one slide. The overhead control window is still
running in the background, but it will be invisible to the congregation.

In this way, CMO can be run by a single person from the front of the congregation.
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Interrupt messages

There might be a need at times to bring up an alert message for the congregation. For
instance, if someone has left their car lights on, or if a parent needs to go to the creche
area to help with their children. CMO provides interrupt messages for this task.

Interrupt messages are accessed by clicking the £ button in the display toolbar.

Clicking the button will display this dialog.

Interrupt Message

This is a test message

Text This is a test message

Display time  |00:00:15 Sample song lyrics line 2

o [:] i Sample song lyrics line 3
= Samplesonglyricsline 4

Font | (default) v | Sampl _.,m iy

Size 40 v

Background ant No image

Gradient FH selected

Gradient direction

(™) (][] [

Position Top v

Alignment =l ‘_?J = Stop Display Apply Cancel

From here all the aspects of the interrupt message can be controlled.

First, the text of the message can be defined. You can enter as much text as you like.
Long lines will be wrapped.

Next, the amount of time the message will be displayed can be set. In the example
above the time has been set for 15 seconds. Clicking in the time value will bring up a
time selector where the value can be changed.

Then we get to the format of the message. First, we can set the colour of the text
itself, followed by the font settings, and the size of the font.

Then we can control the background of the message. You can either use a single
background colour, by setting both the background and gradient to the same colour,
or you can use a gradient by setting them to different colours. You can also control the

direction of the gradient.
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Alternatively, you can select a image file to use as the background. But note, the
image will be stretched to fit, so it's best to choose images that are a lot wider than
they are tall. That is:

Use an image like this: Rather than one like this:

The final two items control the position and alignment of the message. The position
can be either at the top of bottom of the window, and the alignment can be left,
centre or right.

Once you have the layout the way you want it, you can click on "Display" to initiate the
interrupt message. A scrollbar will indicate how long until the message disappears. If
you want to stop the message before the timer runs out, click on "Stop". If you just
want to save all the settings without displaying a message, click on "Apply".

Playing video files

Video files can be played back in the sequence using either Windows Media Player
that comes with Windows, or, if it's installed, with the VLC media player. The option to
switch between these players is on the Overhead Options dialog.

Video files can be added to the overhead in two ways. First, you can add it to a
meeting using the "Media" item type.

Meeting Items

14/12 /2014 Sunday Morning (Mew life in Christ) o

Type Media W
Description =

Selecting the "Media" type will bring up a selection dialog.

) Select Media File “

Select file || | .

Start point (sec) End point (sec) oK Cancel
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Click on the "..." button to select a media file, then click OK. Finally, click on the E
button to add the media file to the meeting.

Alternatively, you can add the file directly to the overhead list through the
"PowerPoint/Media" section on the Overhead Display window.

PowerPoint/Media

&
Start {zec) End (sec) =

=
Click on the L— button to select a media file, and then click on the H button to add
it to the list. You can optionally add a start and end point, if you only want a segment
of the video to play.

When a video file is playing, some additional controls will appear below the shapshot

view.

TR
f 100 F—————t——t—t—t—J}
00:05 @ttt ettt}

Pauses the video

Starts the video after pausing.

Go back to the start of the video.

¥ E=E V=

Go to the end of the video. This is the same as pressing the P button in
the display toolbar.

Ik Turns off the "stretch-to-fit" mode.

ra Turns on the "stretch-to-fit" mode, to make the video fill the whole
screen.

Snapshot | Turns on or off the preview when videos are running. The snapshot

on/off updates every second and can drain system resources, so in some
circumstances it might be useful to turn it off.

,,E| Mute/Unmute the audio.

There is also a volume slider for adjusting the volume, and a media position slider for
jumping to a particular point in the video quickly.

Displaying PowerPoint files

You can also add PowerPoint slides to the selection list. In order for PowerPoint slides
to be displayed, the PowerPoint application must be installed, either the full version or
the free PowerPoint Viewer available from the Microsoft website.

As with media files, PowerPoint files can be added to a meeting or directly to the
overhead list. To add a PowerPoint file to a meeting, select the "PowerPoint" item
type from the list.
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&

Summary

Meeting Items

14/12/2014 Sunday Morning (New life in Christ) -

Type PowerPaint W
Description [=]

Selecting the "PowerPoint" type will bring up a selection dialog.

(B Select PowerPoint File “
Select file || |
84 Cancel
Click on the "..." button to select a PowerPoint file, then click OK. Finally, click on the

1% button to add the PowerPoint file to the meeting.

Alternatively, you can add the file directly to the overhead list through the
"PowerPoint/Media" section on the Overhead Display window.

PowerPoint/Media

=]
Start {zec) End (sec) =

Click on the Lj button to select a media file, and then click on the E button to add
it to the list.

Note: When CMO launches a PowerPoint slide deck, it transfers focus to the
PowerPoint application. This is so PowerPoint can receive notifications about when to
go to the next slide, or back to the previous slide. Care must be taken that the focus
does not move away from the slides, particularly if the slides are being controlled
using a clicker from the front of the congregation. If the operator needs to do
something in another program, including CMO, then they need to give the focus back
to the PowerPoint application when they have finished their task.

This has been a long chapter, but there has been a lot to cover. We looked at how to
run a presentation of song lyrics for a congregation, starting with setting up projectors
as multiple displays. We looked at the different types of services and how the songs
are selected for each type. We looked at the overhead display window and the
different elements on that form. We went through all the different types of
navigation, using the mouse and keyboard, how to do live updates, how to run a
presentation in a single user/single screen configuration, and how to use interrupt
messages.
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Chapter 12: Custom messages

Not everything you want to display on an overhead is really a song. Maybe it's as
simple as a "Welcome to our church" message. Sometimes it's announcements or
notices that need to cycle through and then repeat. Sometimes it might be a creed
(like the Apostles' Creed).

While there is no reason you can't create a song record and put all the information
into "verses", CMO has a system designed just for these purposes. They are called
custom messages.

To access the custom message setup facility, go to the "View - Custom Messages..."

menu.
L) Custom Messages u
[T — preven
nEX$-4 5
eneral settings | Fontjbackground settings | Indude
Name

Title
Subtitle

Content

Initially, a new installation of CMO will not have any custom message. To create a new
message, click on the button, or press Ctrl+N.

Content

General settings | Font/background settings | Indude

Title
Subtitle

Content
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The first thing to enter is a name. Every custom message must be given a unique
name, as the name will be used to identify each message in the list.

You can then decide how this message will look. There are three components to the
text

Title line
Sub title line
Content

Content

If you don't want to include a title or subtitle, you can leave them blank. But you do
need to include something in the content field, or no message can be rendered.

As with songs, if you want multiple pages in your message, simple put a blank line
between sections of text.

DHX & -4

General settings | Font/background settings | Indude

LCLINy first message]

Title Title line

Subtite |Subtitle line Content on page 1

Content | Content on page 1 Some more content

IS

More content on page 2

Some content on page 2
More content on page 2

Countdown timer

If you want a countdown timer to appear on one of the pages, include the text
"{countdown:X}" where "X" is a number of minutes. So, for example, to include a 3
minute countdown, add "{countdown:3}" to the text.
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OHX$-%
General settings | Font/background settings | Indude

Name My first message

Title Title line
Subtitle Subtitle line Gontent on page 1

Some more content
Content | Content on page 1 3-00
Some more content
{oountdown: 3}

Some content on page 2
More content on page 2

Some content on page 2
More contenton page 2

Blank lines

As with songs, if you want to include a blank line in a section of text, puta"." (full
stop) on a line by itself.

NHX$-4 &

General settings | Font/background settings | Indude

Name My first message

Title Title fine Content on page 1
Subtitle Subtitle line

Content | Content on page 1 Some more content
| 3:00
Some more content
{countdown; 3}

Some content on page 2
More content on page 2

Some content on page 2
More contenton page 2

Font and background settings

There are two ways to set the font and background for a custom message. If you want
all your custom messages to have the same look and feel, go to the "Overheads 2>
Overhead display options..." dialog, and adjust all the settings for "Custom Messages":
font and colour settings, background settings and alignment settings. These settings
will then apply to all custom messages by default.

If, however, you want to apply individual styles to each custom message, you can go to
the "Font/Background" tab on the custom messages dialog.
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NEHX$-4 2

Here you can override all the default colour and font settings for this custom message.

By unchecking the "Use default background settings", you can apply different
background colours and gradients to your custom message.

To apply background images to the message, right click on one of the samples in the
"Preview" section to bring up a context menu. From there, background images can be

General settings | Font/background settings | Indude

[] Animate

[ ] Auto-advance

[ ] Loop slides
Title B (default)
Subtitle it (default)
Content ans (default)

[ ] Use default background settings

Background it
Gradient s

Gradient direction

|

selected.

Set background image. ..
Clear background image
IUse default background

Set background as default for this message
Set background as default for all messages

Clear all background images on this message
Clear default badkground image for messages
Clear global default background image

You also have some additional options:

e Animate: This option will scroll the content of the message up and down the
page. This can be useful for any messages that are likely to be displayed for a
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Auto-Include

considerable length of time (like a "Welcome to our Church" message) in order
to minimise screen burn-in.

Auto-advance: If there are multiple slides in the message, this option will wait
a defined number of seconds and then automatically go to the next slide.
When you check this option you will see a new field that allows you to enter
the number of seconds.

Loop slides: If there are multiple slides in the message, and you have the
"Auto-advance" option turned on, you can also choose to loop the slides in the
message. So, after advancing through each of the slides in the set, it to go back
to the first one and start again. The operator will need to manually move on
the next the component slide deck.

Some custom messages you create you will want to include in all your services. For

instance, you might want to include a welcome message every time a service starts, or

maybe an ending message like "Join us for morning tea".

There are a number of ways you can get your message into the overhead list.

You could manually add these items to the overhead list, by going to the "Custom
messages" tab, selecting your message and adding it to the list.

L

Available songg Selected items | Monitor output
| [ Glack page) x
> All that thrills my soul is Jesus <
(black page) =4
Custom Message: My first message
(black page) - By His presence all divine?
| True and tender, pure and precious
Rl Otiowblestitocallbim
L
= i
re———— Black screen between songs ia ‘ Seq.uence C 256 8633615 €
NEX Pass keystrokes to overhead B Y=
1 Who can cheer the heart like Jesus A
Name My first message Global default image By His presence all divine?
True and tender, pure and precious
Title Title line Who can cheer the heart like Jesus A 0 how blest to call Him mine!
Subtite  |Subtitle line By His presence all divine? C Al that thrills my soul is Jesus
i He is more than iife to me
Content | Content on page 1 True and tender, purfa and.pr?aous et
. Q how, bles_t_.ta call Him mine! Inmy blessed Lord I see

Overhead Display

Some more content

{countdown:3} 2 Love of Christ so freely given

Grace of God beyond degree
Mercy higher than the heaven

Some content on page 2 Deeper than the deepest sea

More content on page 2

3 What a wonderful redemption!
Never can a mortal know
How my sin, tho' red like crimson
Can be whiter than the snow

All that thrills my soul is Jesus
He is more than life to me

Ev'ry need His hand supplying
Ev'ry good in Him I see

On His strength divine relying
Heis allin all to me

Options

And the fairest of ten thousand

This would work, but you would need to remember to do it.

Alternatively, if you prepare your meetings in advance, you could add the custom
message to the order of service.
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Meeting Items

30/11/2014 Sunday Morning (God 0... -

Type Custom Message W
Description | My first message v| [#

But again, you need to remember to do this.

The third method of adding a custom message to the overhead list is to apply an
inclusion rule to the message.

On the custom messages dialog, click on the "Include" tab to set up the inclusion rule.

DEHX$-4 5
General settings | Font/backaround settings | Include

Indude message automatically

Rule At start W

of meeting type | Sunday Morning ¥

There are four types of inclusion rule:

At start: This will include the message at the start of the order of service.
At end: This will include the message at the end of the order of service.
Before...: This will include the message before a certain item.

P wNPe

After...: This will include the message after a certain item.

We also need to set the type of meeting this will apply to. This can be a specific
meeting, like "Sunday Morning", or it can be set to "{any}", which means the custom
message will be added to all meeting types.

Inclusion rule examples

With a system like this it is better to look at a few examples to better understand how
it works.

Example 1: At start
If we set our message to be included at the start, whenever we load a meeting order
of service into the overhead list, this message will be added to the start.
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L

Overhead Display

Available songs | Custom messages |

# 9 D YR [# -~

Selected items | Monitor output|

=

.
FEE=r
Custom Message: My first message ]

07/12/2014 Sunday Mornmg™
0712/2014 Sunday Evening

30/11/2014

Sunday Morning (God of Wonders)

In this example, all I've done is click the "Add meeting" button, and the custom

oacr page;

Song: I sing the almighty power of God
(black page)

Song: To God be the glory
(black page)

Song: Immaortal, invisible
(black page)

Reading: Ps 96
{black page)

Song: O the deep, deep love of Jesus
{black page)

Song: When I survey

Black screen between songs
Pass keystrokes to overhead

T

FIEES

&l

BT
|

message was added to the start of the order of service.

Example 2: At end

If we set our message to be included at the end, this time the custom message appears

at the end of the list.

=

QOverhead Display

Available songs | Custom messages |

07/12/2014
07/12/2014

Sunday Marning
Sunday Evening

30/11/2014

Sunday Morning (God of Wonders)

Example 3: Before

When we use a "before" rule, we need to define some additional parameters.

Selected items | Moniter output |

Song: To God be the glary
{black page)

Song: Immartal, invisible
(black page)

Reading: Ps 96
(black page)

Song: O the deep, deep love of Jesus
(black page)

Song: When I survey
(black page)

Song: Guide me, O Thou great Jehovah
fhlack nans)

Custom Message: My first message I
TBlaek page)

H X

o e

Bladk screen between songs
Pass keystrokes to overhead

al

So
Ll

DEHXE -4

| General settings | Fontjbackground settings | Include

Indude message automatically

Rule

the |:| OCCUMTENCE

ofitem type |

vl

in meeting type |5ur'|t:|a3-I Morning

vl
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The before rule reads like this: "Include this message before the nth occurrence of the
item type X". We need to specify these values.

In our case, we want this custom message to appear just before the sermon, so we
would enter "1st" for the occurrence, and "Sermon" for the item type.

NEXE-4
General settings | Font/background settings | Incude
Indude message automatically
Rule Before... W
the |1st w | ocourrence
ofitem type | Sermon W

in meeting type | Sunday Marning W

Now when we add a meeting to the overhead list we see this:

Selected items | Monitor output

{black page) .
Song: I sing the almighty power of God

(black page) =
Song: To God be the glory

(black page) &
Song: Immortal, invisible

(black page) P
Reading: Ps 96
|_(hlack page) [ ™

[ Custom Message: My first message ] =

10IaCK page )
Song: O the deep, deep love of Jesus

(black page)
Song: When I survey W

A . -
Black screen between songs @
Pass keystrokes to overhead B

Notice that, while the sermon item doesn't get added to this list, as it has no meaning
here, CMO understands where in the order of service it would have appeared, and so
it inserted the custom message in the correct spot.

Example 4: After
This is similar to the before rule, in that we need to specify which occurrence of which

item to include this message after.
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DHXE$-4 2
General settings | Font/background settings | Include

Indude message automatically
Rule After... ]
the |3rd w | ocourrence
ofitem type | Song W

in meeting type | Sunday Marning W

Here, I've set the rule to include the message after the 3rd song. In our sample
meeting, the third song is "Immortal, invisible".

Welcome:

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

Song: Immortal, invisible

Reading: Ps 96

Sermon: Bill Hader

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

Comrmunion:

Offering:

Song: Guide me, O Thou great Jehavah
Announcements:

s X E

D«

ET

When we add this meeting to the order of service, the message is added in the correct
spot.

Selected items | Monitor output

(black page) ”
Song: I sing the almighty power of God

(black page)
Song: To God be the glory

(black page)
Song: Immortal, invisible

1
%ge: My first message ]
]

Reading: Ps 96

(black page)
Song: O the deep, deep love of Jesus

(black page)
Song: When I survey W

H

“«»

L.

—1
Black screen between songs =
Pass keystrokes to overhead =]
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Importing, exporting and emailing

One purpose that custom messages can be used for is announcements. Using the
system, it is simple to add a series of slides with church-related information. For
instance, "Women's Bible Study will be meeting at 7pm on Thursday night. See Carol
for details".

However, it may not be the job of the service planner to create these messages.
Instead, someone else will create them, and then all the service planner has to do is
include them in the meeting overheads.

CMO makes it easy for another person to create these slides by having import and
export functions, and an email function, on the custom messages dialog.

General settings | Font/background settings | Indude

Hame My first message

Title Title line
Subtitle Subtitle line

Once you have created as saved your custom message, click on the ‘& button to

export it.
AEX &4 &
General setti Export current message |:
Name Export all messages L

You can choose to either export the currently selected message, or all the messages in
the list.

You will then be asked to give a name to the export file, and where you want to save it.

] Export File “

@ = T v ThisPC » Windows2 05(C:) » TEMP + CMO Exports w | & Search CMO Exports ped

Organize ~ New folder = - (7]

| Documents A Name Date modified Type Size
& Downloads
b Music No items match your search.
=| Pictures
H Videos
£, WindowsB_05 (C

?j Metwork
v
File name: v
Save as type: | XML Files (*xml) W
“ Hide Folders Cancel
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Once you click on "Save", the file will be created.

Export custom messages ﬂ

o File exported successfully!

oK

Then, you can take the export file to another computer and click on the import button.

= I I8 BT

General settings | Font/backaround settings | Indude|

Title
Subtitle

Select the file to import, and click "Open".

L2 Open Church Music Organiser Import File “

O] = 4t L ThisPC » Windows8_0S(C) » TEMP » CMO Exports

v | & Search CMO Exports P

Organize v New folder =- 0 @
?-_—_' Recent places  ~
; CMO
- SMBC |<III—»j exportfilexml 3/12/2014 1:04 PM XML Document 2KB
&

Name Date modified Type Size

1 W52010ImagelLibr

18 This PC
i Desktop
| Documents
& Downloads
o Music
= Pictures
H Videos

£, Windows8_0S (C

?'- MNetwork v

File name: | exportilexml v‘ [ XML Files (~ami) v|

| Open | | Cancel |

The Import selector dialog will be displayed. If there are more than one custom
message in the export file you can select which ones you want to import.
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14 Import Custom Messages Ed

Select items to import Ttems: 1 Selected: 1
My first message

Click on the ¥ button to import the data.

Import custom messages “

o File imported successfully!

oK

You can streamline this process even further by using the email button @ on the
toolbar.

DHEX & 4(

General settings | Font/background settings | Indude |

MName |r'~"I3-I first message |

Title Title line
Subtitle Subtitle line

This will open the email dialog and automatically add an export file of the currently
selected custom message.
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EY Email Details - E

Recipients

@ To D Cc D Beo
Contact w |
Email | Add

Email Content

Subject | |

(@) Select meeting | v|
) Select song

msmmﬁessage_expo.rt.ml x | %) |

= ZIP all files in email

[0 1o |

You can then add recipients to send the file to, add a subject and some message text,
and then click "Send" to send the file.

The recipient can then import the custom messages into their copy of CMO.

Summary

In this chapter we've looked at how to create custom messages, and format them for
display. We've looked at how to use inclusion rules to automatically add them to a
meeting presentation. We also covered the process of importing and exporting, and
how to email custom messages to other CMO users.
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Chapter 13: Bible integration

CMO can store Bible references for songs and meetings, but there is a lot more to
CMO abilities when it comes to Bible integration. In this chapter we've going to look at
these functions in details.

Searching for Bible passages

Even in you don't install any Bible text files, CMO still provides Bible reference search
facilities. You can get to access these functions from either the basic or advanced
search function.

songs Song |
Al 9 8- % -1 0

| | B8 §,| 23 Details
Abide with me All

All hail the power

All that thrills my soul is Jesus Title

All things bright and beautiful

All to Jesus I surrender Author Words

Amazing grace Author Music
And can it be

Angels from the realms of glory Arranger
Away in a manger Source

Be thou my vision !
Blessed assurance Copyright

Break Thou the bread of life
Breathe on me, breath of God
Christ the Lord is risen today
Crown Him with many crowns
Father of peace

Lyrics
Themes

Bible Reference

God rest you merry gentlemen CCLI Mumber
Guide me, O Thou great Jehovah

Hark! the herald-angels sing Motes

Ha lazdath ma =

To limit the basic search to just Bible references, click on the search field dropdown
button, and select "Bible Reference". Now when you type a reference into the search
field, it will only do a Bible reference search.

The range of Bible search options is extensive.

o By book: "Luke" searches for any song that has a Luke reference in it.

e By chapter: "Luke 2" searches for any song that has a Luke 2 reference in it.

e By chapter range: "Luke 2-20" searches for any song that has a reference from
Luke 2 to Luke 20 in it.

e Bysingle verse: "Luke 2:9" searches for any song that has a Luke 2:9 reference
in it.
Note: this can mean the reference is "Luke 2:8-10".

e By verse range: "Luke 2:1-10" searches for any song that has a Luke 2:1-10
reference in it.
Note: This can mean the reference is Luke 2:5-6 or Luke 2:9-12.

e By multiple verses: "Luke 2:9, 11" searches for any song that has a Luke 2:9 or
Luke 2:11 reference in it.
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CMO understands verse and chapter ranges, as well as individual verses and multiple

verses.

You can combine multiple references as well. For instance, "Luke 2:1-10; Acts 2" will
search for and reference to Luke 2:1-10 or Acts 2.

Adding Bible references

The song and meeting detail pages each have a field for Bible reference. You can type
in any reference you want in this box. But if you right click on this field a context menu
will appear, and one of the options in the menu is "Choose Bible Reference..."

Source fReference [Motes P | | Er

Source
Song #
Bible Ref
Key

LIRL

Motes

E [ Choose Bible Reference. .. ]

i

Overhead # o
|

Ez 37:9-10p— =it

L

Unda

Cut
Copy
Paste

Delete

Select All

Selecting this option will display the "Select Bible Reference" dialog box.

Without Bible files installed, the dialog will look like this:

Select Bible Reference

Choose References

Showing | All

|| OT only || NT anly |

Book

Chapter

Verses

Genesis
Exodus
Leviticus
Mumbers
Deuteronomy
Joshua
Judges
Ruth

1 5amuel

2 Samuel
1Kings
2Kings

1 Chronicles
2 Chronides

| Add || Clear |

Current references

|Ez 37:9-10; Acts 2:1-4

| oK || Cancel |
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This dialog is designed to help you enter Bible passages. You select a book, chapter
and verses, and click Add to add the reference.

Select Bible Reference H

Choose References

Shaowing OT only MT only

Book Chapter Verses

Genesis IV _E BRI =t

mtitsioiniz T4 28 |2 19 pa

Leviticus 3 15 27 |3 15 Enl

Mumbers 4 16 28 ¢4 | IENE
Deuteronomy 5 17 29 |5 I8

Joshua 6 18 30 & 18 30

Judges 718 31 ¢[F = 1

Ruth 3 20 32 4|8

1 Samuel 9 21 33 9

2 Samuel 10 22 34 |10 22

1Kings 11 23 35 «|11 23

2 Kings 12 24 38 |12 24

1 Chronicles

2 Chronicles v < >

Gen 1:14-16,20 Add Clear
Ez 37:9-10; Acts 2:1-4

oK Cancel

In this example, the reference "Gen 1:14-16,20" has been selected in the book,
chapter and verses lists. To quickly view New Testament books, click on the "NT only"
button at the top. To view Old Testament books, click on the "OT only".

Clicking "Add" adds the Bible reference to the "Current references" field and resets the
display so additional Bible references can be selected.

Importing a Bible file

While the searching and selecting of Bible references is useful, CMO can also display
Bible texts if suitable Bible files have been imported into the system.

There are two ways to import a Bible text file: using standard text files, or by using an
XML format. We will examine both methods below.

Bible text file
A text file of the Bible can look like this:
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E| KIV.txt - Notepad = = “
Eile Edit Format View Help

%% Ge 1:1 ~
In the beginning God created the heaven and the earth.

%% Ge 1:2

And the earth was without form, and void; and darkness [was] upon the face of the deep. And the Spirit of €
%% Ge 1:3

And God said, Let there be light: and there was light.

$% Ge 1:4

And God saw the light, that [it was] good: and God divided the light from the darkness.

$% Ge 1:5

And God called the light Day, and the darkness he called Night. And the evening and the morning were the fi
$% Ge 1:6

And God said, Let there be a firmament in the midst of the waters, and let it divide the waters from the wz
$% Ge 1:7

And God made the firmament, and divided the waters which [were] under the firmament from the waters which [
$% Ge 1:8

And God called the firmament Heaven. And the evening and the morning were the second day.

$% Ge 1:9

And God said, Let the waters under the heaven be gathered together unto one place, and let the dry [land] &

£ >

In this example, each verse is made up of two parts: one line that identifies the verse
(eg "SS Ge 1:1"), and one line that has the actual verse text.

Another type of text file can look like this:

E| KJV.bet - Notepad = B
File Edit Format View Help

Ge 1:1 In the beginning God created the heaven and the earth. ~
Ge 1:2 And the earth was without form, and void; and darkness [was] upon the face of the deep. And the Spir
Ge 1:3 And God said, Let there be light: and there was light.

Ge 1:4 And God saw the light, that [it was] good: and God divided the light from the darkness.

Ge 1:5 And God called the light Day, and the darkness he called Night. And the evening and the morning were
Ge 1:6 And God said, Let there be a firmament in the midst of the waters, and let it divide the waters fron
Ge 1:7 And God made the firmament, and divided the waters which [were] under the firmament from the waters
Ge 1:8 And God called the firmament Heaven. And the evening and the morning were the second day.

Ge 1:9 And God said, Let the waters under the heaven be gathered together unto one place, and let the dry [
Ge 1:18 And God called the dry [land] Earth; and the gathering together of the waters called he Seas: and C
Ge 1:11 And God said, Let the earth bring forth grass, the herb yielding seed, [and] the fruit tree yieldin
Ge 1:12 And the earth brought forth grass, [and] herb yielding seed after his kind, and the tree yielding f
Ge 1:13 And the evening and the morning were the third day.

Ge 1:14 And God said, Let there be lights in the firmament of the heaven to divide the day from the night;
Ge 1:15 And let them be for lights in the firmament of the heaven to give light upon the earth: and it was
Ge 1:16 And God made two great lights; the greater light to rule the day, and the lesser light to rule the
Ge 1:17 And God set them in the firmament of the heaven to give light upon the earth,

Ge 1:18 And to rule over the day and over the night, and to divide the light from the darkness: and God saw
< »

In this example, the verse reference and verse text are all on the one line.

One last type of text file can look like this:

£ KJV.txt - Notepad = =
File Edit Format View Help

Fe 1:1 ~
In the beginning God created the heaven and the earth.

Ge 1:2

And the earth was without form, and void; and darkness [was] upon the face of the deep.

And the Spirit of God moved upon the face of the waters.

Ge 1:3

And God said, Let there be light: and there was light.

Ge 1:4

And God saw the light, that [it was] good: and God divided the light from the darkness.

Ge 1:5

And God called the light Day, and the darkness he called Night.

And the evening and the morning were the first day.

Ge 1:6

And God said, Let there be a firmament in the midst of the waters, and let it divide the waters from the ws
Ge 1:7

And God made the firmament, and divided the waters which [were] under the firmament from the waters which [
Ge 1:8

And God called the firmament Heaven.

And the evening and the morning were the second day. ©

< >
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In this example, the verse reference is on one line, but the verse text is split over
multiple lines.

In all these cases, CMO can import the file. To import a Bible text file, go to the "Admin
- Import Bible Text = From text file..." menu.

£ Create Bible from text file “

You can add Bibles into the system from here. You need to have the text of the Bible in a standard text file, with verses
marked at the beginning of a line. See the help file for more information about the format of the Bible text files the system
can interpret.

You can create part-Bibles if you don't have the complete Bible textin a file. If you anly have a section, you can create a
Bible file from that. You can then import selections of the Bible as you require them, rather than the whole Bible.

Settings
Bible text file location
Destination (@) Mew Bible file Existing Bible file
Bible description

Bible abbreviation

Verse marker

Italic markers

Process Cancel

We then need to tell CMO how to read this file. First, we select the text file by clicking
on the "..." button next to the "Bible text file location".

Bible text file location |C:‘|,temp‘v.KJ'l.-'.b(‘d |

Then we select whether this is a new or existing Bible file. As we don't have any
installed, the only choice here is "New Bible file".

Next, we enter a description and an abbreviation for this Bible file.

Bible description King James Yersion

Bible abbreviation K2V

If the text file has some sort of marker to indicate the start of the verse, we enter it
here. Our file uses "$$", so we put that in the verse marker field.

Verse marker sz

The final option is to cater for instances where the text file has some sort of
translation marker in it, usually to indicate that a word has been supplied that is not in
the original source language. In our text file, square brackets are being used for this, so
we enter them here.

Italic markers EI
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We can now import the Bible text. Click on "Process" to begin. The following message
will be displayed.

Full Bible Text

Will this text file have the full text of the Bible in it?
If 5o, a report will be given at the end of any verses that were missing.

CMO can import all or part Bible files. For instance, if you have a text file that only
contains a few verses, a few chapters or even a few books, you can import that. If you
have the whole Bible, you can import that too. However, if you import a full Bible,
CMO will do a check at the end looking for any missing verses. Missing verses could
occur for a number of reasons: for instance, if CMO doesn't understand an
abbreviation your text file uses whole books might be missing. The report at the end
can give you comfort that all the text was imported.

In our case, this is a full Bible text file, so we click on "Yes".

If everything goes smoothly we should soon see this message.

Completed “

o The process to create a Bible file was successful,

oK

Bible XML file

You can access some Bible XML files from OpenSong, a song projection application.
The link to the downloads section is
http://www.opensong.org/pages/downloads.html. The Bible downloads are in a ZIP
file, so after you download the file you will need to unzip the file.
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el NIV = B
Home Share View ~ @
= ¥ cut k x Eﬁ l [ ew item = Q [3] Open = FH select an
[it=] Copy path \ A —’aEasy access T QEdit 0 Select none
Copy Paste _ Move Copy Delete Rename Mew Properties a8
[2] Paste shortcut to- to~ - folder - ¢y History UE Invert selection
Clipboard Organize New Open Select
T L » ThisPC » Windows8 OS(C) » TEMP » CMO » NIV v G Search NIV o
ju Desktop ~ [ Mame . Date modified Type Size
'| Documents
- |u NIV 3M12/2014 5:06 PM  File 4193 KB
& Downloads
W Music
= Pictures
B Videos
5, Windows8_0S ()
e'! Network
W
Titem  1item selected 4.08 MB
Type: File, Size: 409 MB, Date modified: 3/12/2014 5:06 PM 4,09 MB - Computer

Here, I've downloaded the NIV file from the OpenSong site, and extracted the

contents.

To import this file, go to the "Admin = Import Bible Text 2 From OpenSong Bible

format (XML)..." menu.

A Select OpenSong Bible File
@ = 1 L » ThisPC » Windows8_05(C:) » TEMP » CMO » NIV AN ] Search NIV el
Organize Mew folder =~ [ @
10 V52010ImageLibr ~ MName . Date modified Type Size
NIV 3/12/2014 5:06 PM File 4193 KB
1% This PC = |
I Desktop
| Documents
& Downloads
W Music
=/ Pictures
B Videos
i, Windowss_05 (C
I S v
File name: | NIV v |AlFiles () v|
| Open | | Cancel |

You need to select the Bible file we just extracted, and click "Open".

& Import OpenSong Bible File

Selected impart file: C:{TEMPACMOYNIVIMIV

Destination (®) New Bible file () Existing Bible file

Bible description |

Bible abbreviation I:l

|Prnoe55 || Cancel ‘
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Next, we define how to import this file, either to a new Bible file, or over the top of an
existing one. In our case we want a new Bible file, and we enter the description and

abbreviation of the Bible.

Bible description

Bible abbreviation

Mew International Version

Finally, we click "Process" to import the file.

Completed

o The process to create a Bible file was successful,

QK

We now have two Bibles ready for use.

Choosing your default Bible

Once you have Bibles installed, a new item will appear in the status bar at the bottom

of the main screen.

A Church Music Organiser = =
Fle View Overheads CCLI Admin  Help

Songs Meeting Items

#il9 6 R =N B e A R Y

Abide with me ~ | Details Lyrics Type

Allhail the power Title Breathe on me, breath of God OHD Ordering rERL [C]
All that thrils my soul is Jesus

All things bright and beautiful Author/Copyright Py | Timing 00:00:00 A
All to Jesus 1 surrender )

Amazing grace Music Robert Jackson (1840-1914) Lyrics (@ Edit () View

And can it be Words  |Edwin Hatch (1835-88) Breathe on me, breath of God,

Angels from the realms of glory fill me with life anew,

Away in a manger Arranger that I may love what thou dost love,

Be thou my vision @ ht [public and do what thou wouldst do.

Blessed assurance opyng! uBic Doman

Break Thou the bread of life | [ Source/Reference/Hotes Py | | Breathe on me, Breath of God,

Breathe on me, breath of God untilmy heartis pure:

Christ the Lord is risen today Source until with thee T have one wil

Crown Him with many crowns Song # Overhead # to do and to endure.

Father of peace

God rest you merry gentiemen Bible Ref  |Ez 37:9-10; Acts 2:1-4 & Eﬁela:"e::uﬁ‘fﬁ‘?ﬂ" of God,

Guide: me, O Thou great Jehovah il ths earthly part of me )
Hark! the herald-angels sing Key F Tempo Best |3/4 dlows with thy fire divine. i -
He leadeth me -

Here, O my Lord % Breathe on me, Breath of God, Meeting Team

Holy, Holy, Holy o s shal Inever die,

How good is the God we adore but live with thee the perfect life

How great thou art of thine eternity. =]
I cannot tel

1 know whom I have believed

1 sing the almighty power of God

Istand amazed carx =

I'm not ashamed to own my Lord v

i Usage/Themes -

oo Dates used Themes Edit
& Commitment/Consecration
Meetings Holy Spirit - Presence
Sanctification

5| Contacts

4 Resources

79 records | My Church (coLT# 999999) | c:\temp\cmo. b | KIv + Specember 2014 | .

This dropdown will contain a list of all the Bible files you currently have installed. You
can choose one of them to be the default Bible version to use for displaying passages.
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Displaying Bible passages

Now that we have Bible files installed, on the song and meeting detail pages, a new
button is available beside the Bible reference field.

Bible Ref  |Eze 37:9-10; Acts 2:1-4 o

Clicking on the < button will open a dialog that contains all the text from the
references.

Bible Reference n

Eze 37:% Then said he unto me, Prophesy unto the wind, prophesy, son of man, and
say to the wind, Thus saith the Lord GOD; Come from the four winds, O breath, and
breathe upon these slain, that they may live.

Eze 37:10 So I prophesied as he commanded me, and the breath came into them, and
they lived, and stood up upon their feet, an exceeding great army.

Act 2:1 And when the day of Pentecost was fully come, they were all with one accord
in one place.

Act 2:2 And suddenly there came a sound from heaven as of a rushing mighty wind,
and it filed all the house where they were sitting.

Act 2:3 And there appeared unto them doven tongues like as of fire, and it sat upon
each of them.

Act 2:4 And they were all filled with the Holy Ghost, and began to speak with other
tongues, as the Spirit gave them utterance.

King James Version (KJV) ] Clgse

On this dialog each of the verse is displayed with the book, chapter and verse
preceding each text. The default Bible version is in a dropdown list, and you can
change the version the text is displayed in simply by selecting another version.

Bible Reference n

Eze 37:9 Then he said to me, Prophesy to the breath; prophesy, son of man, and say
to it, This iz what the Sovereign LORD says: Come from the four winds, O breath, and
breathe into these slain, that they may live,"™

Eze 37:10 So I prophesied as he commanded me, and breath entered them; they
came to life and stood up on their feet-a vast army.

Act 2:1 When the day of Pentecost came, they were all together in one place.

Act 2:2 Suddenly a sound like the blowing of a violent wind came from heaven and
filled the whole house where they were sitting.

Act 2:3 They saw what seemed to be tongues of fire that separated and came to rest
on each of them.

Act 2:4 All of them were filled with the Haly Spirit and began to speak in other tongues
as the Spirit enabled them.

MNew International Yersion (MIV) ] Cloze

With Bible files installed, the "Select Bible Reference" dialog changes as well.
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Select Bible Reference ﬂ
Choose References Selected Passage
Gen 1:14 And God said, "Let there be lights in the
Showing | All || OT only || MT only | expanse of the sky to separate the day from the night,
and let them serve as signs to mark seasons and days
Book Chapter Verses and years,
l— . Gen 1:15 and let them be lights in the expanse of the sky
(] 1‘3 ig h é ig to give light on the earth.” And it was so.
Leviticus 2 15 o7 ‘. z o Gen 1:16 God made two great lights-the greater light to
Numbers 3 15 3 i 2 govern the day and the lesser light to govern the night.
Deuteronom 5 17 2 {5 17 2 He also made the stars.
Josh Y 6 1@ 3 4B 18 0 Gen 1:20 And God said, "Let the water teem with living
23nUa creatures, and let birds fly above the earth across the
Judges 7 19 31 47 19 3 expanse of the sky,”
Ruth 5 20 32 43 pa ¥
1 Samuel 9 21 33 499 21
2 samuel 0o 22 34 41 22
1Kings 1 23 35 411 23
2 Kings 12 24 38 412 24
1 Chronides
2 Chronices V< >
Gen 1:14-15,20 | Add | | Clear |
|Eze 37:9-10; Acts 2:1-4 | : :
|New International Version (NIV) W |
| oK | | Cancel |

As verses are selected, the verse text is displayed on the right. Again, you can choose
which version you want the text to appear in.

Bible passage overheads

With Bible files installed, we can now add "Reading" item types to an overhead and
have the text display as slides.

There are a couple of settings we need to check first.
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F Qverhead Display Options n

Lyrics

]
|I|

Colour Font Settings | Backgrounds|| Text Alignment/Other Settings
Text alignment options

Reference ==

Display title line

I_E]
=
=
Copyright = =]
Titie ==

Display title line
=

I_?]
Message =
=

=

T

Simplified keyboard navigation
Stretch images to displa
Indude Bible reading overheads

[ show verse numbers in Bible readings

Media playback using
WLC Media Flayer

Profile (Current: Conference) -

d the warkd thet e gava his cna and erly Son, that
him shall nat perish but hove steml life.

() Song Lyrics (@) Bible

() Song Chorus () Custom Message

(_J Song Pre-Chorus

(_J) Song Ending

Reset oK Cancel

Go to the "Overheads - Overhead display options..." menu, or press Ctrl+F12, then

open the "Text Alignment/Other Settings" tab.

Aside from the standard font, background and alighnment options available for Bible
passages, at the bottom of the page are two other options:

Include Bible reading overheads: Turning this option on will mean that any "Reading"

item in an order of service will be transferred to the selected item list whenever the

meeting is loaded on the Overhead Display window.

L ¥

=

Available songs | Custom messages

Songs | Mectings |
#9 E % oB- -

Selected items | Monitor output

Overhead Display

(black page) s
Song: I sing the almighty power of God
(black page) =

07/12/2014  Sunday Morning
07/12/2014 Sunday Evening

Song: To God be the glory
(black page)
Song: Immortal, invisible

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

{black page)
Custom Message: My first message

| ¥
m Reading: Ps 98 -

Song: O the deep, deep love of Jesus

{black page)
Song: When I survey v
=
Black screen between songs ]
Pass keystrokes to overhead F_:']
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Show verse numbers in Bible readings: This option controls how the Bible text is
displayed, either with the verse number at the beginning of the verse, or without.

Here's an example of verses without the verse number:

In the beginning God created the heavens and the earth.

Now the earth was formless and empty, darkness was over the surface of the deep, and
the Spirit of God was hovering over the waters.

And God said, "Let there be light," and there was light.

God saw that the light was good, and he separated the light from the darkness.

God called the light "day," and the darkness he called "night." And there was evening,

and there was morning-the first day.

Here's an example of verses with the verse number:

1ln

2 Now the earth was formless and empty, darkness was over the surface of the deep, and
the Spirit of God was hovering over the waters.

3 And God said, "Let there be light," and there was light.

“ God saw that the light was good, and he separated the light from the darkness.

5 God called the light "day," and the darkness he called "night." And there was evening,
and there was morning-the first day.

It's up to you as to which option you prefer.

Adding Bible passages on the Overhead display window
You don't have to use a meeting to add a Bible passage to an overhead list. You can
add Bible passages directly using the "Bible Reference" section.

Bible Reference

| as 1.5 | E
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Enter a verse, or use the Select Bible Reference tool, and click on the @ button to
add a reference to the overheads.

Special considerations with Bible passages

Care should be taken when displaying Bible passages that the references are not too
long. CMO will ensure all the text fits on the display, but if a lot of text needs to be
displayed, this will mean reducing the size of the text and potentially making it
unreadable to the congregation.

When you need to display a large block of text, consider breaking it up into smaller
chunks. For instance, Gen 1:1-31 as one block of text looks like this:

New | ationa n (NIV.

In the beginning God created the heavens and the earth.

Now the earth was formless and empty, darkness was over the surface of the deep, and the Spirit of God was hovering over the waters.
And God said, "Let there be light," and there was light.

God saw that the light was good, and he separated the light from the darkness.

God called the light "day," and the darkness he called "night.” And there was evening, and there was momning-the first day.

And God said, "Let there be an expanse between the waters to separate water from water.”

So God made the expanse and separated the water under the expanse from the water above it. And it was so.

God called the expanse “sky.” And there was evening, and there was morning-the second day.

And God said, "Let the water under the sky be gathered to one place, and let dry ground appear.” And it was so.

God called the dry ground “land,” and the gathered waters he called “seas.” And God saw that it was good

Then God said, “Let the land produce vegetation: seed-bearing plants and trees on the land that bear fruit with seed in it, according to their various kinds.” And it was so.

The land produced vegetation: plants bearing seed according to their kinds and trees bearing fruit with seed in it according to their kinds. And God saw that it was good.

And there was evening, and there was morning-the third day.

And God said, "Let there be lights in the expanse of the sky to separate the day from the night, and let them serve as signs to mark seasons and days and years,

and let them be fights in the expanse of the sky to give light on the earth.” And it was so

God made two great lights-the greater light to govern the day and the lesser light to govern the night. He also made the stars.

God set them in the expanse of the sky to give light on the earth,

to govern the day and the night, and to separate light from darkness. And God saw that it was good.

And there was evening, and there was morning-the fourth day.

And God said, "Let the water teem with living creatures, and let birds fly above the earth across the expanse of the sky."

So God created the great creatures of the sea and every living and moving thing with which the water teems, according to their kinds, and every winged bird according to its kind. And God saw that it
was good.

God blessed them and said, "Be fruitful and increase in number and fill the water in the seas, and let the birds increase on the earth.”

And there was evening, and there was morning-the fifth day.

And God said, “Let the land produce living creatures according to their kinds: livestock, creatures that move along the ground, and wild animals, each according to its kind." And it was so.

God made the wild animals according to their kinds, the livestock according to their kinds, and all the creatures that move along the ground according to their kinds. And God saw that it was good.
Then God said, "Let us make man in our image, in our likeness, and let them rule over the fish of the sea and the birds of the air, over the livestock, over all the earth, and over all the creatures that
move along the ground.”

50 God created man in his own image, in the image of God he created him; male and female he created them.

God blessed them and said to them, "Be fruitful and increase in number; fill the earth and subdue it. Rule over the fish of the sea and the birds of the air and over every living creature that moves on the
ground "

Then God said, *I give you every seed-bearing plant on the face of the whole earth and every tree that has fruit with seed in it. They will be yours for food.

And to afl the beasts of the earth and afl the birds of the air and all the creatures that move on the ground-everything that has the breath of life in it-| give every green plant for food,” And it was so.
God saw all that he had made, and it was very good. And there was evening, and there was morning-the sixth day.

However, if you make the reference read "Gen 1:1-10; 1:11-20; 1:21-25; 1:26-31 " then
CMO will create 4 slides instead of 1. It will look more like this:

1|n the beginning God created the heavens and the earth.

2 Now the earth was formless and empty, darkness was over the surface of the deep, and
the Spirit of God was hovering over the waters.

3 And God said, "Let there be light," and there was light.

“God saw that the light was good, and he separated the light from the darkness.

5 God called the light "day," and the darkness he called "night." And there was evening,
and there was morning-the first day.

¢ And God said, "Let there be an expanse between the waters to separate water from

water."

7So God made the expanse and separated the water under the expanse from the water
above it. And it was so.

& God called the expanse "sky." And there was evening, and there was morning-the
second day.

%/And God said, "Letthe water.under the sky be gathered to one place, and/letdry
ground appear.®And it was so.

10God called ithe'dry ground tland;" and the\gathered waters he called Mseas." AndGod
saw thatitwas good!
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11Then God said, "Let the land produce vegetation: seed-bearing plants and trees on the
land that bear fruit with seed in it, according to their various kinds." And it was so.
12The land produced vegetation: plants bearing seed according to their kinds and trees
bearing fruit with seed in it according to their kinds. And God saw that it was good.

13 And there was evening, and there was morning-the third day.

1% And God said, "Let there be lights in the expanse of the sky to separate the day from
the night, and let them serve as signs to mark seasons and days and years,

15 and let them be lights in the expanse of the sky to give light on the earth." And it was
so.

16 God made two great lights-the greater light to govern the day and the lesser light to
govern the night. He also made the stars.

17 God set them in the expanse of the sky to give light on the earth,

18 to govern the day and the night, and to separate light from darkness. And God saw
that it was good.

19And there was evening, and there was morning-the fourth day.

20And God|sard) “Lletthe water teem with living creatures, and et birds flyabove the
earthiacross the expanseofthe sky!

21 S0 God created the great creatures of the sea and every living and moving thing with
which the water teems, according to their kinds, and every winged bird according to its
kind. And God saw that it was good.

22 God blessed them and said, "Be fruitful and increase in number and fill the water in the
seas, and let the birds increase on the earth."

2 And there was evening, and there was morning-the fifth day.

2¢ And God said, "Let the land produce living creatures according to their kinds: livestock,
creatures that move along the ground, and wild animals, each according to its kind." And
it was so.

25 God made the wild animals according to their kinds, the livestock according to their
kinds, and all the creatures that move along the ground according to their kinds. And
God saw that it was good.

New Intern.

26 Then God said, "Let us make man in our image, in our likeness, and let them rule over
the fish of the sea and the birds of the air, over the livestock, over all the earth, and over
all the creatures that move along the ground."

27 So God created man in his own image, in the image of God he created him; male and
female he created them.

28 God blessed them and said to them, "Be fruitful and increase in number; fill the earth
and subdue it. Rule over the fish of the sea and the birds of the air and over every living
creature that moves on the ground."

29 Then God said, "l give you every seed-bearing plant on the face of the whole earth and
every tree that has fruit with seed in it. They will be yours for food.

30 And to all the beasts of the earth and all the birds of the air and all the creatures that
move on the ground-everything that has the breath of life in it-I give every green plant
for food." And it was so.

31God saw all that he had made, and it was very good. And there was evening, and there
was morning-the sixthday.

ion (NIV
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Even these might be too small for to view. But by separating the Bible reference into

sections with a ";" character you can make the slides more readable.

Summary

7

In this chapter we covered the Bible integration features of CMO, including how to
search for songs based on a Bible reference and using the Bible selection dialog. We
also covered how to import Bible text and XML files from various sources to allow for

Bible passages to be displayed in overheads.
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Chapter 14: System maintenance

In this chapter we'll be looking at a few of the maintenance functions of CMO and how

best to use them.

Backup and restore

It is always important to have backups of critical data. The problem we all face is how
to collect all that critical data, and how to be sure we've found it all.

CMO stored most of its data in a database file, which you create when you first start
the system. But there are other components that are not stored in that database file,
which can still be considered critical. Things like Bible files, images, and system
settings.

To automate the process of collecting all this data, CMO comes with a backup and
restore function. You can find these functions under the "File = Data" menu.

Backup
To backup CMO into a ZIP file, go to the "File = Data = Backup..." menu.

ed Backup Church Music QOrganiser “

This function will backup all user-created data components of Church
Music Organiser.

Select the items to incude in this backup

L Settings
Bible data files
--Images

oK Cancel

From this dialog you can specific what components of CMO you want to include in the
backup. For instance, you might not want to include all the images, or you might want
to leave out the Bible files. By default all options are turned on, and we will assume
this is what we want to do now. Click "OK" to continue.
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= Create Backup File “

© ~ 4 L » ThisPC » WindowsB_0S(C) » TEMP » CMO v| ¢ | | SearchcmoO P

Organize « MNew folder S

i Desktop L Mame Date modified Type Size
| Documents

& Downloads Mo items match your search.

o Music

=| Pictures

H Videos

£, Windows8_05 (C

?! Metwork
v
File name: | my backup v
Save as type:  Backup Files (*.bak) v
'« Hide Folders | Save | | Cancel |

You will be asked for a backup file name. Select the folder where you want to put the
backup file, enter a file name, and click "Save".

ed Backup Church Music Organiser “

This function will backup all user-created data components of Church
Music Organiser.

Processing...

Adding image CN-olwp3.jpg... S
Adding image CM-olwp4.jpg...

Adding image CN-olwp5.jpg...

Adding image CN-olwp6.jpg...

Adding image Desert.jpg...

Adding image Dock.jpa...

Adding image es-wp&.jpa. ..

Adding image Faorest.jpg...

Adding image Lighthouse.jpg...

Adding image Qcean Leaf.jpa. ..

Adding image sunset.jpg...

Adding image Thumbs.db...

Saving backup file...

Complete A

oK Cancel

CMO will then create a ZIP file and put all the selected items into it. When it's finished
you will receive this message.

Success “

o Backup completed successfully.

OK
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Restore

To restore your data from a backup, go to the "File = Data = Restore..." menu.

I

Select Backup File

T

Organize « Mew folder

1 V52010lmagelLibr # Mame

b ThisPC » Windows8 05(C) » TEMP » CMO

Date modified

v & Search CMO 2

=~ I @

Type Size

| mybackup.bak

4/12/2014 9:46 AM

BAK File 61,652 KB|

1M This PC
i Desktop
| Documents
& Downloads
o Music
=| Pictures
H Videos
i, Windowss_05 (C

[ S e

File name: | mybackup.bak

v |Backup Files (*.bak) v|

| Open Cancel |

Select the backup file you want to restore from, and click "Open".

Restare Church Music Organiser

Music Organiser.

This function will restore all user-created data components of Church

Select the items to indude from this backup

I 1Main DB (cmo.db)
.---|:|Seth'ngs
"DBib|E data files
--Dlmages

‘ oK || Cancel ‘

You can then choose what components from the backup you would like to restore. In
this example, I've chosen to just restore the main database file.

Click "OK" to begin the process.

176



Church Music Organiser User Guide

Overwrite “

0 The database cmo.db already exists, Do you want to overwrite this file?

Yes Mo Cancel

Because I'm overwriting the current DB file CMO asks if this is really what | want to do.
In this case it is correct, so | can click on "Yes", and the database is restored.

Success “
o Files restored successfully,

oK

Database cleanup

CMO provides a number of tools to help clean up your database and keep it
functioning well.

Compacting

Over time, as records are added and deleted, space is taken up in the database,
making it much larger than it needs to be. So it's good practice to periodically (say,
once a month) run the compaction process.

You can access this function by going to the "Admin = Maintenance Functions =2
Compact database..." menu.

Confirm “

This function will compact the database, reducing the amount of space
it takes up and improving performance. The process may take some
time to complete, Are you sure you want to continue?

Yes Mo

If you're sure you want to do this, click on "Yes".

When it's finished, you will receive a message similar to the following:

177



Church Music Organiser User Guide

Compaction successful ﬂ

Size before; 1308.672 k
Size after: 1082.368 k

o The database was successfully compacted.

OK

This gives you an idea on how much space was recovered in the database.

Clearing data
There are times when you just need to clear out some old data. For instance, you
might have some songs in your song list that you don't ever play anymore.

CMO provides a facility to clear records from each of the data areas from the "Admin
- Maintenance Functions" menu. For our purposes we'll look at the "Clear songs"
option.

| ] Clear songs H

() Clear all songs

() Clear current listing only
() Clear bookmarked items only

() Clear items in group

oK Cancel

When the menu item is selected, a dialog similar to this is shown. Here we can choose
the records we want to clear.

e Clear all songs: This will clear all the songs from the database.

e Clear current listing only: This will only clear the songs that are currently being
displayed as the result of a search.

e Clear bookmarked items only: This will only clear songs that have been
bookmarked.

e Clear items in group: This option will only clear items that are in a particular
group. You will need to select the group from a list.

Whenever a song is cleared, the performance history of the song is cleared as well,
along with any file attachments.

Each section has the same options available.
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Summary

In this chapter we've looked at the backup and restore functions of CMO, as well as
the process of compacting the database and clearing data.
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Chapter 15: Synchronisation

Introduction

Unless you are in a very small church, and only have one computer on which
everything is stored, it is highly likely that you will need to run CMO on multiple
computers.

e You have a computer (or multiple computers) where you do the service
planning, and another computer at church that operates the overheads.

e You have a team of people who each plan services and update song
information.

In both situations you want to keep your data up to date in all locations. If you make a
change to the verse order on a song, you want that change to be visible on all your
other computers.

There are a couple of ways you can do this. First, there is the manual method. Using
this method you would keep track of all the changes you've made, and then create an
export file that contains the changes. You would take that export file to the other
computers and import it.

If you aren't making many changes that might be workable, but in most cases just
keeping track of the changes would be difficult.

If you know that one computer is the "source of truth", that is, all the changes
originate from that computer, and all other computers are clones of this one, you
could take a backup of the database and restore it on the destination. That is much
easier to work with, but there is still the possibility that a change might happen on the
secondary computer which is not reflected on the main one, and a restore operation
will wipe that change completely.

A far more flexible solution would be to package up all the changes on each computer,
and then merge them into each database. In that way, changes from all computers can
be moved around seamlessly. In CMO, this is called "Synchronisation".

Cloud storage

Synchronisation makes use of cloud storage to transmit changes. Services like
DropBox, Box.com, or OneDrive provide a means to store computer files on the cloud,
and then replicate them to other devices. For instance, you might have DropBox
installed on two computers. Any file you put into your DropBox folder on one
computer will be copied to the cloud and then replicated on the second computer
shortly afterwards.

You can also share folders with other users. For instance, you could create a folder in
DropBox to store all your family photos, and then share that folder with members of
your family so they can see them as well.
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It is this functionality that CMO can use to synchronise databases across multiple

P

- Cloud Storage -
i \5
. /

computers. It works like this:

/
L Sync |
Files |

T

Computerl Computer 2 Computer 3 Computer 4
CMO CMO CMO CMO
——— ——— ——— ———

CMO keeps track of all changes that are made on each computer. When the
synchronisation process runs, those changes are written out to a sync file in your local
cloud storage folder. At that point your cloud storage provide takes over and copies
the files to the cloud.

Then, all uses who are sharing that folder will receive the new files. When they
synchronise, all the files are read and the changes applied to the database. Any
changes on that computer are also written to a sync file which is copied to the cloud
and then across to all computers.

So let's look at how to set this up.

Configuring your cloud storage

The first step in this process is to create a folder on your cloud storage provide and, if
there are other people who need to keep CMO updated, share it with others. For the
purposes of demonstration | will be using DropBox.
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2l [ = |
Home Share Wi
D & cut
M-| Copy path
Copy Paste

[2] Paste shortcut
Clipboard
®© -
50 Favorites
B Desktop
& Downloads
%# Dropbox
%l Recent places
L cmo
L SMBC
1) VS2010lmagelibrary

T 42 » NickRog

1M This PC
1 Desktop
| Documents
& Downloads
W Music

G items

6 items (Disk free space: 737 GB)

Dropbox = =
ew ~ @
ﬁ' Eﬁ | U [ Mew item ~ Q g Open HH select all
Ca b o h —‘a Easy access = Edit 25 Select none
Move Copy Delete Rename New Properties il
to to - folder - B History DE,' Invert selection
QOrganize New Open Select
ers + Dropbox v & Search Dropbox 2
[ MName Date medified Type Size
>3 15/06/2014 5:13 PM  File folder
>3 12/06/2014 3:04 PM  File folder
| & Photos 25/05/2014 5:00 PM  File folder
@ Public 25/03/2014 5:00 PM  File folder
>3 26/05/2014 T:50 PM  File folder
@ Getting Started.pdf 24/04/2012 957 AM  Adobe Acrobat D... 241 KB
w
240KB 1% Computer

Here is my main DropBox folder. DropBox creates some folders automatically (Public
and Photos in particular). Now | want to create a new one. So | add a folder and give it

a hame.
SN A= Dropbox = ‘:'
Home Share View ~ 0
% cut “ x q U [ Mew item ~ S Open = BH setectan
! ! !
[ Copy path " h aEasyaccess' Edit 56 Select none
Co Paste _ Move Co Delete Rename New Properties
B [2] Paste shortcut to- topvy - folder p- |4 History EE Invert selection
Clipboard Organize Mew Open Select
@ = 42 » MickRogers » Dropbox » v & Search Dropbox o
¥ Favorites ~ [ Mame - Date modified Type Size
B Desktop 4/12/2014 251 PM File folder
& Downloads o 15/06/2014 5:13PM  File folder
%% Dropbox o 12/06/2014 3:04 PM  File folder
" Recent places & Photos 25/05/2014 3:00 PM  File folder
L CMO wa Public 25/05/2014 5:00 PM  File folder
1 SMBC o 26/05/2014 T:50 PM  File folder
1. VS2010imagelibrary @ Getting Started.pdf 24/04/2012 9:57 AM  Adobe Acrobat D... 241KB
@ Homegroup
18 This PC
im Desktop v
Titems 1 item selected
A secure home for all your photos, documents, and videos., Date created: 4/12/2014 11:03 AM = Computer

Once the folder is created | want to share it with other users. When I right click on the
folder I get this context menu:
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Open

Open in new window

Add to VLC media player's Playlist

Play with VLC media player

7-Zip *

£ Share Dropbox link
View on Dropbox.com

Share this folder...

[Share with ] v

Scan for Viruses...

Include in library *
Pin to Start

Pin to Start menu (Classic Shell)

Send to 2
Cut
Copy

Create shortcut
Delete

Rename

Properties

This then opens a window in my browser.

-

%2 CMO Sync - Dropbox

( € ) & Dropbox, Inc (US) | hitps://www.dropbox.com/home/CMO Sync p\ e AR e =

Share 'CMO Sync' with others

Allow editors to manage membership of this folder

can edit v

Share folder ‘ Cancel ‘

Here | can add the email addresses of all the people | want to share this folder with.
The important option here is the "can edit". By default this is set on, but you should
make sure that it is on, otherwise the users you invite will not be able to save their
own sync files to the folder.

Enter some email addresses, add a message and click on "Share folder".
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Each recipient will receive an email similar to the following:

From Nick via Drophox <no-reply@dropbox.coms 4 Reply = Forward [ Archive @ Junk @ Delete

Subject Nick Rogers wants to share "CMO Sync” with you 11:15 AM

To Me <nickrogers@churchmusicorganiser.coms Other Actions ~
Nick ( ) invited you to a Dropbox shared folder called "CMO Sync” and left you this message:

"Here's the DropBox folder we will be using for syncing CMO."

View "CHO Sync"
https://www.dropbox.com/1/@85nwZdCSMIT13PCNkPFadi/invite?text=1

Clicking on the link will then add the shared folder to their local DropBox folder.

Now that the folder is ready, we can setup CMO use synchronise to it.

Setting up synchronisation

To setup synchronisation, go to the "File & Synchronisation.." menu. The setup wizard
will be displayed.

s Synchronisation Setup Wizard “
Welcome to the Synchronisation Setup Wizard! . I‘ ;
* Welcome This wizard will walk you through the steps involved in setting up your database for synchronisation via
Information a replicated folder,
Set Sync Falder Click Mext to continue,
Create Baseline DB
Email details
Finalise

Previous MNext Finish

Click "Next" to continue.
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e Synchronisation Setup Wizard

Synchronisation Information

El|
-
<

" Welcome What is this?
¥ Information Synchronisation is @ way to allow a single database to be kept up to date on mutiiple computers,
Set Sync Folder allowing for changes to take place on any copy of the database, and for those changes to be
Creats Bassline DB distributed to all other copies automatically.
Email details Why should T do this?
Finalise If you have a team of people who need to use Church Music Organiser, and you want to keep
everyone's database up-to-date as easily as possible, then synchronisation is for you.
What do I need?

In order for this to work, a folder must be set up where sync files can be stored. This folder needs to
be accessible by everyone who will use the sync DB. A shared network folder, or via a file hosting
service like "DropBox™ or "SkyDrive”, is ideal.

This folder needs to be set up before you start. If you haven't set it up yet, it would be better to do
that first, then come back and continue with this setup wizard.

What is going to happen?

By starting this wizard, you are establishing your current database as the initial source of truth for
everyone else who will use this database.

That means, if other people already have Church Music Organiser installed and are using it, they wil
need a new database file (called the Baseline DE), which will be created shortly.

Click Next to continue.

Previous Finish Cancel

This page is just information about the process. Click next to continue.

e Synchronisation Setup Wizard

B
Setup the Synchronisation Folder i
\ o

& Welcome The Synchronisation folder is the folder that you will use to store changes to the database. This folder

" Tnformation needs to be readable by everyone who will use the database. If you want other users to provide
updates, they will need to be able to write to this folder as well,

’lb Set Sync Folder

Create Baseline DB Because each computer is setup differently, each user of the sync DB will be asked to set this folder
Email details when they first open the sync database.

Finalise Select folder

MNormally, the synchronisation folder should only be synced with when you are online, This is designed
to prevent complicated synchronisation issues, However, if the folder you are using is on a LAN that
doesn't have Internet access (that is, you are not using & doud-based service like DropBox™ or
"SkyDrive”), you need to be able to sync while offline. In this case, chedk the box below.

[] Allow offline synchronisation

Previous Finish Cancel

On this page we need to specify the DropBox folder where files will be synchronised
to. Click on the button to open a folder selection dialog and navigate to the DropBox
folder.
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Browse For Folder H

Select folder where sync files will be saved

4| o Libraries ol
B @ Documents
4 gﬂ DropBox
4 4> Dropbox (C)
o dropboxcache
]

o]
[ Photos

s Public

i
[+ .-.h ¥, [Tt

Make Mew Folder Cancel

Click OK to select the folder.

The other option on this page of the wizard is to allow offline synchronisation. If you
are using cloud-based storage this should always be off. The only time you should turn
this on is if you will be using the synchronisation process on a local network where the
computers don't have access to the internet.

Click "Next" to continue.
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Gal Synchronisation Setup Wizard
Baseline DB ' ’
" Welcome A Baseline DB is a copy of your database that must be copied by each of the users who want to
" Information contribute to the database. It will be saved in the sync folder specifed in the previous step of the
, wizard.
" SetSync Folder
,!} Create Baseline DB Each user will need to copy this file to their local computer, Do not use the Baseline database from the
synchronisation folder directly!
Email details
Finalise Baseline DB filename | cmo_baseline.db

You also have the option of preventing all other users from performing any updates. They can make
changes to their DB, but those changes won't be synchronised with your DB. The only changes that
will be distributed will be the changes you make to your database.

Allow updates to the database

Previous Finish Cancel

The next step in the process is to define the baseline database. The Baseline DB is the
database file everyone will need to start with in order to sync changes with each other.
It is, essentially, a copy of the master database at the time.

The setup wizard will create the Baseline DB in the sync folder specified in the previous
step.

In order to use the Baseline DB, each user will need to copy the file from the sync
folder on their computer to another location. Do not attempt to use the Baseline DB
from the sync folder! Data may be lost if you attempt to do this.

The other setting on this page is "Allow updates to the database". If you want only
want changes from your master computer to be sent out, and you don't want any
changes from other computers coming back, then tick this box. Users still make
changes on their computer but you won't see them on your computer.

Normally, though, you would allow updates from all computers.

Click "Next" to continue.
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1]

Synchronisation Setup Wizard

Send email to contacts yi
¥ Welcome Send instructions to contacts via email

+" Information The email will indude instructions on what they need to do next in order to use the synchronised

" Set Sync Folder database. It will be sent to &ll active contacts with an email address.

" Create Baseline DB

$ Email details Subject Mew synchronisation system for Church Music Organiser

Finalise
Email text  (Mote: use "<filename =" as a placeholder for the Baseline DB)

We are implementing a synchronised database on Church Music Organiser to make it easier to ~
distribute changes to everyone. If you want to be part of this you need to follow a couple of
steps:

1. Download and install the latest version of Church Music Organiser. You can get it from

http: [fwww . churchmusicorganiser. com/downloads.

2. You should have received an email inviting you to join our shared folder on DropBox. Follow
the steps in that email to connect to DropBox and establish a connection to the shared folder.

3. Copy the Baseline database file from the shared folder to your local computer. This file is called
<filename . You can rename the file on your local computer if you want.

4, Open the database in Church Music Organiser by going to the 'File' menu and selecting 'Open
Database". When you open this file, you will be asked to select the shared folder. Select the
Dropbox folder you have set.

And that's it! You will need to sync your database regularly, probably every day, to keep it up to
date. To do this, go to the 'File' menu, select 'Synchronisation’ and then dick 'Sync DB’ (or press W

MNext Finish Cancel

CMO can automatically send an email to all the contacts in your database who have an
email address with instructions on how to get up and running. If you turn this on, a
default subject line and email body has been provided, but you can make any changes
you want to personalise it. The emailing process will take place during the finalise step.

Click "Next" to continue.

2 Synchronisation Setup Wizard

Confirmation and Finalisation yi
" \elcome We're now ready to finish the setup!
& Information

«" SetSync Folder

" Create Baseline DB # Backup current database
" Email details & Update DB with synchronisation tables and fields

& Create a Baseline DB and copy it to the "C:\Wsersnickr\Dropbox\CMO Sync”™ folder.
# Finalise # Send email to all active contacts with email addresses

Summary of actions:

Click 'Finish' to complete this Wizard.

Mext Finish Cancel
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The final page of the wizard summarises all the things that will happen when the

"Finish" button is pressed. If you want to make any changes you can click on the

"Previous" button to go back to a page and adjust any setting you require. If

everything is correct, click "Finish".

3
e

Synchronisation Setup Wizard

Confirmation and Finalisation

| < |
»
<«

" Welcome

+ Information

+ Set Sync Folder
«" Create Baseline DB
" Email details

* Finalise

Progress:

Backing up original database

Upgrading database

Updating record in Version table
Updating records in Songs table
Updating records in Meetings table
Updating records in Contacts table
Updating records in Resources table
Updating records in Rosters table
Updating records in ItemTypes table
Updating records in MeetingTypes table

Previous Mext

Finish Cancel

Your database will then be updated and when completed the following message will

be displayed.

Success

o The synchronisation setup wizard has completed successfully!

OK

If we look in the DropBox folder we created, we can see the baseline database.
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112 MB

18 Computer

B x = CMO Sync - olEN
Home Share View ~ 0
= lﬁ 1,_@ x l [ New item ~ 2 ¥, open - HH select all
= (3] Capy path 5 . < £ Easy access * 2 Edit Select none
Copy Paste _ Move Copy Delete Rename MNew Properties
[2] Paste shortcut to= to- - falder - €0 History nnlnvertselectmn
Clipboard Organize Mew Open Select
@ ~* T & » MickRogers » Dropbox » CMO Sync v G Search CMO Sync o
~ - . .
s% Favorites [ Mame Date modified Type Size
Bl Desktop |§:ﬁg cmo_baseline.db 471272014 2:51 PM DB File 1,147 KB
& Downleads
%3 Dropbox
=l Recent places
L CMO
. SMBC
. V52010IlmageLibrary
0@ Homegroup
1 This PC
m Desktop v
Titemn  7itern selected 1.12MB =l
Type: DB File, Size: 1,12 MB, Date modified: 4/12/2014 2:51 PM

Synchronisation process

At this point, synchronisation is active. You can know when a database is set up for

synchronisation by looking in the bottom right of the main screen.

| My Church (CCLI# 999953) | c:\temp\amo.db | NIV ~ 4December201ﬂ 2z .
\

S

This icon indicates that this database is set for synchronisation.

Any changes you make now will be flagged for syncing in the background. So let's

make a few changes and see how the process works.

First, let's change a few songs by adding a verse order to them.

DHXE- v |20 eV (ES %O S0-HE
Details

Lyrics
Title Abide with me OHD Ordering | 1234 |
Music W. H. Monk {1823-89) Lyrics ® Edit () view
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©—
NHXE-v 2R He- V(B % O0-20-HA

Details Lyrics

Title Amazing arace OHD Ordering | 1234 |
Author (Copyright P | Timing 00:00:00

Music Traditional Lyrics ® Edit () View

NHXEB- v (20 Ee- v ES %90-%0-HE

Details Lyrics
Title Haly, Haly, Haly OHD Ordering | 1234 |
Music John B. Dykes (15323-78) Lyrics ® Edit () view

Let's also create a new meeting:

Meeting Items
"If_‘l H ?( Qv ¥ |Ba @& I‘.:.J = ._1—] ‘? @. 14/12/2014 Sunday Morning (New l... &
- T L
Type of meeting | Sunday Morning v e
D ipti
Meeting date 14122014 [E~ S
Time Item/Motes
00:03:00  Welcome:
Theme 00:03:00  Announcements:

Bible reference Gal 2:20 o gggggg g:ran?::nng-:

General Information I 00:15:00  Communion:

00:10:00  Offering:
00:02:00  Closing prayer

Description Mew life in Christ

e ¢ » [ HxD®

01:06:00 E L

Meeting Team

I 14/12/2014 Sunday Morning (New I...

Piano Rogers, Mick
Song leader Pringle, Andrew
Drums Seaforth, Brad
Sound desk Richards, Jacob
Acoustic Guitar ~ Jones, Cameron
Bass Guitar Collins, Graeme
Backup vocals Turrel, Alexis

# XD

| € »

And finally, let's add a new contact:
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Contact » »
’_’] (=l n’ = vy Song leader -
First Mame |Eob

Surname Smith
Address 15 Primary 5t
Sydney MSW 2000
Phone Mobile
Email bob.smith@email.com
Role Song leader Pw Active

Now, to update all these changes, go to the "File = Synchronisation = Sync DB"
menu, or press Ctrl+Shift+S, to start the sync process.

- Synchronisation Process

Current process

..Mew file ‘chrysanthemum.jpg' found. Copying... ~
..Mew file 'City at Dusk.jpg' found. Copying...

..Mew file "diff.jpg’ found. Copying...

..Mew file "CN-olwp1.jpg’ found. Copying. ..

..Mew file "CH-olwp2.jpg’ found. Copying. ..

..Mew file "CN-alwp3.jpg’ found. Copying. ..

..Mew file "CN-olwp4.jpg’ found. Copying. ..

..Mew file "CM-olwp5.jpg’ found. Copying. ..

..Mew file "CN-alwpt.jpg’ found. Copying. ..

..Mew file 'Desert.jpg’ found. Copying...

«.Mew file 'Dodk.jpg’ found. Copying. ..

..Mew file 'es-wp6.jpg’ found. Copying...

..Mew file 'Forest.jpg’ found. Copying...

..Mew file 'Lighthouse.jpg' found. Copying. ..

..Mew file 'Ocean Leaf.jpg’ found. Copying...

..Mew file 'sunset.jpg’ found. Copying...

Complete! b

Cancel

The sync process will create a sync file in the DropBox folder, as well as copying any
image files currently stored in CMO. When complete you will see this message.

Success “

o Synchronisation completed successfully

OK

If we look in the sync folder now we see this.
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bl [ W= CMO Sync
Home Share View
ﬂ X cut h x IEE .U [ New item = Q o open ~ B selectall
[ Copy path ] Easy access [AEdit BE Select none
Copy Faste E| Paste shortcut V\;I:v'e Ctzp'y DELE& Rename r’:ﬁ;’:, Pvupfrt\es '@;H\Stmy EE\HVEF{ selection
Clipboard Organize New Open Select
© + 1t & » NickRogers » Dropbox » CMO Sync
¢ Favorites 2 {4 cmo_baseline.db [/ AU-wp6ijpg [=br-wpsjpg
B Desitop [ AU-ohwpl jog 52| Beautiful Sunrisejpg [ |br-wpbipg
8 Downloads AU-olwp2jog =] beautifulstream,jpg [ butterfly.jpg
%3 Dropbox [=AU-olwp3jog B P = butterfly-desktop-badl
] Recent places (=] AU-olwp4jpg (=] BR-olwpTjpg (=] canejpg
. cMo [&=AU-olwp3jpg [=|BR-clwp2 jpg [ CA-olwpTjpg
J: SMBC [ AU-olwpb jpg [=|BR-clwp3.jpg [ CA-olwp2 jpg
1 V52010lmageLibrary =] Aurora at Nightjpg [&=[BR-olwp4.jpg [=|CA-olwp3.jpg
[ Autumn leaves.jpg [5/BR-ohwp3.jpg (2| CA-ohupdjog
#& Homegroup (&= AU-wpljpg [=|BR-olwp&.jpg [ CA-ohwp5.jpg
=/ AU-wp2jpg [&=|br-wpljpg (&= CA-elwpejpg
18 This PC =/ AU-wp3jpg [=|br-wp2jpg = CA-wpljpg
I Desktop [l AU-wpdjpg [&=]br-wp3.jpg [ ca-wplajpg
/| Documents . (=] AU-wpS.jpg (&=l br-wpd.jpg (=] CA-wp2jpg
§7items 1 item selected 16.9KB
Type: XML Documnent, Size: 16.9 KB, Date modified: 4/12/2014 3:16 PM

v

[&=CA-wp3jpg

[ ca-wp3zjpg
(&= CA-wpdjpg

[ ca-wpdajpg
(&= CA-wp3ipg

[ ca-wp3ajpg
[&=/ CA-wpbipg

[ ca-wpbajpg

[ chrysanthemum.jpg
[ City at Dusk jpg
(& «liffjpg
[=/CN-olwp 1 jpg
[/ CN-olwp2pg
[=/CN-olwp3jpg

(4] Search CMO Sync

[=] CN-olwp4.jpg
{2/ CN-olwp3jpg
[Z/CN-olwpb jpg
[ Desertjpg
[&=Deckjrg

[ es-wpbipg

[ Forest,jpg

[ Lighthousejpg
[ Ocean Leafjpg
[ sunsetjpg

[¥] ) Sync-NICKR-BK04N1624xml

169 KB 1% Computer

First, there is the baseline DB we saw before. Next, there are a series of image files
from the CMO image folder. And finally, there is a single XML file. That XML file

contains all the changes we just made on the database.

Let's go to another computer now, take a copy of the baseline DB, and open it up.

Sync folder not set

LE. the sync folder.

~  Thesynchronisation folder is not set for this database, Click OK to set

OK

The first time you open the baseline DB you will be asked to set the sync folder. Click

on OK to open the Sync Setting dialog.

= Synchronisation Options

This folder will be used to read and write synchronisation files.

| ]

Cancel

Click on the folder button to open a folder selection dialog where the DropBox folder

can be set.
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Browse For Folder

Select folder where sync files will be saved

& /M This PC
4 Libraries
I @ Documents
4 @ CropBox
4 3% Drophbox (C)
]

o
[ oo Photos

s Public

-]
[+ .-.h ¥, [Tt

| Make Mew Folder | | QK | | Cancel

Once this is set, the database is ready for use.

First, let's have a look at the data.
3 - "ﬁ @-.

07/12/2014 Sunday Morning
07122014 Sunday Evening

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

We currently don't have the meeting for December 14.
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Contacts
gzl 9 8- G &~

Bright, Sam (Electric Guitar)
Carrington, Michael (Vialin)
Collins, Adam (Fianao)

Collins, Graeme (Bass Guitar)
Doncourt, Andrew (Sound desk)
Goodfelow, Charles (Saxaphane)
Greqg, Scott (Sound desk)

Harris, Mathan (Sound desk)
Harris, Robyn (Song leader)
Jones, Cameron (Acoustic Guitar)
Mackay, Kyle (Bass Guitar)
Peterson, Marilyn (Backup vocals)
Phillips, Tam (Backup vocals)
Pringle, Andrew (Acoustic Guitar)
Richards, Jacob (Sound desk)
Richards, Steve (Drums)

Rogers, Mick (Piano)

Seaforth, Brad (Drums)

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

And we don't have a contact record for Bob Smith.

Let's make some change to the records that were changed in the other database. In
this case, let's add some timing values.

NE X B v G0 N7 ©-% 0-M &

Details Lyrics

Title Abide with me OHD Ordering || |
Music W. H. Monk (1823-89) Lyrics (® Edit () View

O HX B v G0 ST ©-& -

Details Lyrics

Title Amazing grace OHD Ordering |1 2341 |
Music Traditional Lyrics @ Edit () view

We've also added an verse order here that's different to the one in the other
database.

Once we save these records we can go to the "File = Synchronisation = Sync DB"
menu, or press Ctrl+Shift+S, to sync the DB.

The sync process will now read the sync file on the DropBox folder and attempt to
apply the changes. However, it detects that we've made changes to the same records.
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Handling conflicts

Changed record conflict

& song has been changed locally and in the sync files.

Local Data

1
False False
God - Grace God - Grace
God - ProtectionGuidance God - Protection/Guidance
Salvation/Redemption Salvation/Redemption
Conference Conference
Youth ministry Youth ministry

Amazing grace, how sweet the sound Amazing grace, how sweet the sound
That saved a wretch like me That saved a wretch like me

I once was lost, but now am found, 1 once was lost, but now am found,
Was blind, but now I see. Was blind, but now I see.

‘Twas grace that taught ‘Twas grace that taught

My heart to fear, My heart to fear,

And grace my fears relieved. And grace my fears relieved.

How precious did that grace appear How predous did that grace appear
The hour I first believed. The hour 1 first believed.

Through many dangers, toils and snares Through many dangers, toils and snare
I have already come. 1 have already come.

Tis grace that brought me safe thus far Tis grace that brought me safe

And arace wil lead me home. And arace will lead me home.

| Keep sync record, discard local changes |

| Keep local record, overwrite sync changes |

| Select fields to keep, and merge data |

| | Abort synchronisation process | |

On this screen we can see both records side by side. There are a couple of options.

The first two buttons are self-explanatory: either keep the sync record or the local
record. The third option, however, needs some further commentary.

All the fields that are the same in both records are shared in grey in the details section.
The fields that are different are highlighted in white. You can click on the data you
want to keep from each side. For instance, if you want to keep the timing value from
the local record, and accept the verse order from the sync record, click on those two
items.
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Changed record conflict

& song has been changed locally and in the sync files.

Field Local Data

False
God - Grace
jon/Guidance ionGuidance
demption i emption
Conference
Youth ministry Duth ministry

12341 1234

00:03:30 00:00:00

ace, how sweet the sound Amazi ce, how sweet the sound
a wretch like me That a wretch like me
I once was lost, but now am found, 1 once was lost, but now am found,
Was blind, but now I see. Was blind, but now I see,

‘Twas grace that taught ‘Twas grace ﬂ'mt taught
y ) My heart to

And grace my fears re And g

How precious di atg appear How

The hour I first . The hour I first believed.

Through many dangers, toils and snar Through many dangers, toils and snar

I have al me. 1 have already come.

Tis ara 1at brought me safe thus far Tisq that brought me safe thus far
And grace will lead me home., And grace will lead me home.

When we've been ﬂ'n-rE When we've been therr:
Ten thousand year Ten thousand vear

| Keep sync record, discard local changes ‘

‘ Keep local record, overwrite sync changes |

‘ ekt iRl e ey ‘

‘ | Abort synchronisation process | ‘

You would keep doing this for all the differences, until each one has a selection. Once
completed, you can click on the "Select fields to keep, and merge data" button.

After doing this process for all the conflicts, eventually this message will appear.

o Synchronisation completed successfully
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We can see the new meeting is now present.

14/12/2014  Sunday Morning (Mew life in Christ)

07122014 Sunday Marning
07/12/2014 Sunday Evening

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

And the new contact.

Contacts
B4l B % &

Bright, Sam (Electric Guitar)
Carrington, Michael (violin)
Collins, Adam (Fianao)

Collins, Graeme (Bass Guitar)
Doncourt, Andrew (Sound desk)
Goodfelow, Charles (Saxaphaone)
Greqg, Scott (Sound desk)

Harris, Mathan (Sound desk)
Harris, Robyn {Song leader)
Jones, Cameron (Acoustic Guitar)
Mackay, Kyle (Bass Guitar)
Peterson, Marilyn (Backup vocals)
Phillips, Tom {Badkup vocals)
Pringle, Andrew (Acoustic Guitar)
Richards, Jacob (Sound desk)
Richards, Steve (Drums)

Rogers, Mick (Fiana)

Seaforth, Brad (Drums)

smith, Jeremy (Electric Guitar)
Thomas, Harley (Backup vocals)
Turrel, Alexis (Backup vocals)
Wilsan, Peter (Song leader)

If we look at the sync folder now, we will see a new sync file has been created.

Bl W=! CMO Sync
Home Share View
y B Xt x @ [ New item ~ I} of open +  FH selectan
5] Copy path h ‘LS £ Easy access v [2Edit 19 Select none
Copy Paste _ Move Copy Delete Rename  New Properties —
[E] Paste shortcut | tov 1o & e - lHistery 5% invert selection
Clipboard Organize New Open Select
© - 1 B » NickRogers » Dropbox » CMO Sync
¢ Favorites 2 [, cmo_baseline.db =] AU-wpb.jpg [/ br-wpjpg
B Desktop [=/AU-olwpljpg [ Beautiful Sunrise jpg &=/ br-wpbijpg
18 Downloads [/ AU-olwp2.jpg = beautifulstream.jpg 5= butterflyjpg
%3 Dropbox [&= AU-olwp3.jpg = ipg &b ly-desktop-bacl iy
"l Recent places (=] AU-olwp4 jpg (=/BR-olwp1jpg [l canejpg
I cmo [&= AU-olwp3.jpg [=]BR-olwp2,jpg [=|CA-owpljpg
1. SMBC = AU-olwpb jpg [=/BR-olwp3 jpg [&=] CA-olwp2ipg
1. Vs2010imagelibrary =/ Aurora at Night jpg [=|BR-olwp4.jpg [/ CA-clwp3jpg
[ Autumn leaves jpg [=]BR-0lwpS.jpg [/ CA-olwpdpg
& Homegroup [& AU-wp.jpg [&=|BR-0lwp6jpg [&=] CA-olwpSipg
[/ AU-wp2pg (= br-wplipg 5| CA-ohwpBijpg
18 This PC (&= AU-wp3ipg (&= brwp2ipg [&=|CA-wpljpg
[ Desktop [&= AU-wpdipg (= br-wp3jpg [&=|ca-wplaipg
1] Documents . =/ AU-wpS.ipg (&=br-wpdipg [&=ICA-wp2ipg
88items 1 item selected 745 KB
Type: XML Document, Size: 7.45 KE, Date modified: 4/12/2014 3:41 PM

(=] CA-wp3jpg
(=] ca-wp3a.jpg
[=|CA-wp4jpg
(=] ca-wpda.jpg
[&=|CA-wp3jpg
[=]ca-wp5a.jpg
(=] CA-wpB.jpg
(= ca-wpbajpg

[ chrysanthemum,jpg
5=/ City at Duskjpg
[&=]cliffjpg

[/ CN-olwp1jpg
5=/ CN-olwp2,jpg
[/ CN-olwp3.jpg

v

¢ Search CMO Syne

(=] CN-olwpd.jpg
E/CN-olwp3pg
[=/CN-olwpbipg
[ Desert.jpg
[&=Deckjpg

[ es-wpb.jpg

[ Forestjpg

& Lighthousejpg
[ Ocean Leaf.jpg
[ sunsetjpg
L1Sync-NICKR-BKO4N 1624 xml

[¥] 5 Sync-NICKR-BKD4N4128.xml

7.45KB 8 Computer

If we switch back to our other computer and sync, the change we just made, to merge
the verse order and timing values, will appear in the original database.
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Success “

o Synchronisation completed successfully

oK

NEHXAE-v 20 eV (YS9 e-20-ME
Details Lyrics
Title Abide with me OHD Ordering 1234

Author/Copyright P | Timing l 00:04:00 l
Music W. H. Monk (1323-89) Lyrics ® Edit () view

Summary

In this chapter we've look at how to synchronise your CMO database across a number

of computer in order to keep them all up to date, and the process of handling conflicts,
where two people have updated the same record.
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Chapter 16: CCLI integration

Introduction

Church music, unless it is more than 70 years old or so and is now in the public
domain, is generally not free, and even songs older than that can still have copyright in
some cases. Every song that is covered by a copyright license needs special attention.
Theoretically, for a church to use a copyrighted song, to either print lyrics in a bulletin,
or to copy music for the musicians, that church would need to contact the copyright
holder and request permission to do these things. Given how complicated some
copyrights are, this job is way, way too hard for people whose time is already limited.

Christian Copyright Licensing International (CCLI) was established to provide churches,
organisations and individuals with simple, affordable solutions to complex copyright
issues. Through CCLI a church can pay a very reasonable annual fee, based on the size
of the church, and easily report on what songs they have used. CCLI takes the
headache out of copyright issues.

But even with this service, keeping track of copies of song lyrics and music can be
extremely hard, especially in larger churches where more than one person needs to
access music. Maybe your Sunday morning team prints a copy of a new song, but the
Sunday evening team can't find it, so they print another copy. You might put a copy
register beside the photocopier, but the music team is in a rush to get ready for the
service and so they forget to fill it in.

CMO and CCLI

In chapter 3 we looked at how to download songs from the CCLI SongSelect service.
But the integration of CMO with CCLI is much deeper than that. CMO tries to help keep
track of CCLI reporting in a number of ways.

Copyright information

The first thing CMO does is store the copyright information for each song. This
information can then be appended to lyrics and chord sheets, along with your church's
CCLI number.

DE X v (5 K - 7

Details

Title Psalm 130
Music Mick Rogers
Words

Arranger

Copyright |© 2001 Nick Rogers
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You can press Ctrl+Q in the copyright field to add the © symbol.

W Create Song Document = =
=] @

Put your hope in the Lord,
your hope in the Lord,
For his unfailing love,

his unfailing love,

For he loves to forgive us,
Longs for us to hope

In the Lord.

© 2001 Nick Rogers
Used by permission. CCLI Licence 999999

CCLI song numbers
Every song that CCLI co-ordinates the licensing for has a reference number. CMO can
store this number and will use it for reporting statistics back to CCLI.

Ref 4172651

Copies Digital ~ Print Record Translt Music

- s - s -
- - - - -

It is vital for accurate reporting that the correct CCLI number is entered here. CMO has
a tool for finding these numbers, but sometimes it's not clear what the number should
be, as there are multiple versions of the song, by any number of different copyright
holders.

Finding CCLI song numbers
To access this tool, go to the "CCLI = Update CCLI reference numbers..." menu.
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Song list

) %l ) |. '& ‘E - Eg' Author Words: Author Music First Line Current CCLI #

Abide with me b Additem to selected list

Al that il my soulis Jes W Add alitems to selected st

Al things bright and beauﬂ‘ Add all songs without CCLT number
Allto Jesus T surrender

Amazing grace Add all songs with CCLT number
And can itbe

Angels from the realms of glary
Away in & manger

Be thou my vision

Blessed assurance

| Break Thou the bread of life
Christ the Lord is risen today
Crown Him with many crovins
Crowned with thoms upon the tree
Father of peace

God rest you merry gentiemen
Guide me, O Thou great Jehovah
Hark! the herald-angels sing

He leadeth me

Here, O my Lord

Holy, Holy, Holy

How good is the God we adore
How great thou art

Ieamnot tel

Iknow whom I have believed

TIft your name

Istand amazed
I want to be
Tllnever, never leave you v

On this screen, if you click on the dropdown button beside the IE' button, you will
see a menu that contains the following:

o Add item to selected list: This will add the currently selected song to the
checking list.

e Add all items to selected list: This will add all items in the list to the checking
list.

e Add all songs without CCLI number: This will add all songs that don't have a
CCLI number to the checking list.

e Add all song with CCLI number: This will add all songs that do have a CCLI
number to the checking list. This option can be useful if you want to check that
the CCLI numbers you have are correct.

Once you've added items to the list to be checked, make sure your Internet connection
is operational, and click on the P button in the toolbar.

Song list

Author Words Author Music t Line
All that thrills ... Thora Harris W 1 cheer the h... 0

Crowned with thorns... |H. Gratten Guin... Crowned with thorns... |0
Al that thrills my soul is Jesus 1 lift your name Nick Rogers You are my King, my... |0
Al things bright and beautiful you . Reg v Kng, my.
Al to Jesus T surrender Il never, never leav... |Unknown. Additi... |Mick Rogers Hear my promise tha... |0
Amazing grace Jesus hath done all t... | Samuel Medley (... Mow in a song of gra... |0
And can itbe Just a doser walk wi... |Traditional 1 am weak, but thou ... |0
Angels from the realms of glory

When we pray Mick and Karen ... |When we lose sight... |0

While shepherds wat... |Mahum Tate (16... |G. Kirbye While shepherds wat... [0

Ereak Thou the bread of life

Christ the Lord is risen today

CMO will then search the CCLI web site, using a service called SongSearch. You can do
this yourself by going to "http://search.ccli.com".
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P Find CCLI Reference Numbers = B
Song list L
% -%l w) , % E - Author Words Author Music First Line Current CCLL # Found CCLI # Siaa x
Abide with me Py Al that thrils my sou.... Thoro Harris Who can cheer the h... |0 0 L =
Al hail the power Crowned with thorns.... |H. Gratten Guin... |Nidk Rogers Crowned with thorns... |0 4172682 D
All that thrils my soul is Jesus 1 lift your name Nick Rogers You are my King, my... |0 5023338 Review O 3
ﬁ:&'ﬁ;‘:’f:ﬁ:gzdﬁmﬁ" Tl never, never leav... |Unknown. Addit... |Mick Rogers Hear my promise tha... |0 2797832 Review W [=]
Amazing grace Jesus hath done all t... | Samuel Mediey (... Now in a song of gra. .. |0 1092327 Review O
“"d‘f‘"ﬁ‘tb; oot Just a closer wak wi... |Traitional T am wesk, but thau ... |0 0 Review O
miin:ﬁanzerfamso gery Vihen we pray Nick and Karen ... | When we lose sight ... |0 5054589 Review O
E‘smn:jmyvimn wihile shepherds wat... | Nahum Tate (16... |G. Kirbye While shepherds wat... |0 2088730 Review ]
ek T the b ofife
Breathe on me, breath of God
Christ the Lord is risen today
e T o e v
CMO uses the song title, authors and first line to try and find a match. If there is
enough evidence to support the conclusion, CMO will display the new CCLI number in
the "Found CCLI #" column. But whether CMO can decide or not, you can click on the
"Review" link in the "Display details" column to look at all the results CMO found and
make a decision for yourself.
Pl CCLI Song Details - o

CCLI Search results

Select Authors Catalogue

All That Thrills My Soul Thoro Harris

6298849 U= s FE Thoro Harris Nazarene Publishing House
5330042 All That Thrills My Soul Tharo Harris Nazarene Publishing House
6529783 All That Thrils My Soul Jonathan Baird, Ryan Baird Sovereign Grace Worship
5634370 Great Mame Marvin V., Frey Frey, Marvin V.
293861 He Gave Himself Joe E. Parks New Spring
3122066 Everything Can Change Wayne Watson Material Music
364752 He Is So Real To Me Willam Marion Runyan Hope Publishing Company

Current song details CCL song details

Music: ~
Words: Thoro Harris - —

Arranged: All That Thrills My Soul

Copyright: ® 1931 Ren. 1959 Nazarene Publishing House
Source:

Key: Bb

Tempo:

Beat: 4/4

Bible Reference: Col 3:11 Song Number
Words: 12884

Who can cheer the heart like Jesus
By His presence all divine?

True and tender, pure and predious Authors
O how blest to call Him mine! .
Thoro Harris

Chorus

All that thrills my soul is Jesus
He is mare than life to me

And the fairest of ten thousand

Here I've display the search results for "All That Thrills my Soul", and I've click on
"Display" to display the details from the web. If that item looks correct, | can click on
the "Select" link to choose that CCLI number.

Song list

Title Author Words Author Music First Line Current CCLI # Found CCLI # Display details
All that thrills my sou... | Thoro Harris Who can cheer the h... |0

Crowned with thorns... |H. Gratten Guin... |Nick Rogers Crowned with thorns... [0 Review

1 lift your name Nick Rogers ‘fou are my King, my... [0 Review
'l never, never leav... |Unknown. Additi... |Mick Rogers Hear my promise tha... [0 Review
Jesus hath done all t... |Samuel Medley (... Mow in 3 song of gra... |0 Review
Just a doser walk wi... |Traditional 1 am weak, but thou ... |0 1] Review
When we pray Nick and Karen ... |When we lose sight... |0 5054539 Review
While shepherds wat... |Nahum Tate {16... |G. Kirbye While shepherds wat... [0 2088730 Review

Because I've manually selected the number, the "Update" column is now checked for
that item.
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| continue to review all the results until I'm happy that the numbers are correct. If,
after reviewing the results, | still can't confirm the number is correct, leave the
"Update" checkbox cleared. This will prevent any changes happening to that song.

= Find CCLI Reference Numbers - d
Current song listing Song list 8 record(s) found.
& 4l B- %@ - - | Title Author Words Author Music FirstLine Current CCLL # FoundCCLI#  Displaydetals  Update? ||
Abide with me || that thrils my sou. . | Thoro Harris Who can cheer the h... |0 12884 Review g =
All hail the power Crowned with thorns... |H. Gratten Guin... |Nick Rogers Crowned with thorns... |0 4172682 Review L

Al that thrills my soul is Jesus LIt your name Nick Rogers You are my King, my... |0 5023338 Review ]

Al things bright and beautiful - =

Al to Jesus T surrender Tl never, never leav... |Unknown. Additi... |Nick Rogers Hear my promise tha... |0 2797832 Review (] (=]
Amazing grace Jesus hath done al t... |Samuel Mediey ... Now in a song of gra... |0 1092827 Review [

And can it be Justa closer walk wi... |Traditional Lam weak, but theu .. |0 0 Review O

Angels from the realms of glory -

Away in a manger vihen we pray Nick and Karen ... | When we lose sight .. |0 5054589 Review [

Be thou my vision While shepherds wat... Nahum Tate (16... While shepherds wat... 0

Blessed assurance

Break Thou the bread of ife

Breathe on me, breath of God

Christ the Lord is risen today

Crown Him with many crowns

Cromnad with Hharne tnnn tha traa. 4

8/8: While shepherds watched Extracting song information...

Once I'm happy with the changes, | click on the H button to update the song
records.

Updating reporting statistics

CMO provides a number of ways to update reporting statistics. Firstly, on the song
details page, in the CCLI section, there are spinner controls for each of the different
statistics that allow you to increment the values. You can also just type a number in.

CCOLT -
Ref 4172651
Copies Digital  Print Record Transit Music

- - s -
b b - b

Another method is to use the © button in the song toolbar.

DX B v (G e T (B (0|8 b &
Details Lyric Lpdate Digital value [
Title Psalm 130 OHD g Update Print value
e || oiteReod vahe
Music Mick Rogers Lyrics Update Translation value
Words Cut o Update Music value
Lord, mearmrywoee;

Clicking on one of the menu items will increment that statistic by one.

Those are the manual ways to control the statistics. But there are other ways these
values can be updated automatically.

Whenever a song is printed (either as lyrics or as chords), or emailed, or when a
PowerPoint file is generated from an overhead list, a dialog similar to this will be
displayed.
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Update CCLI Information
@ The documents have been generated successfully.

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).

Songs to be updated

Title & Digital  Print Music
Psalm 130 ||

R

CMO understands when it has made a copy of a song, and this dialog shows what
statistics need to be updated. As was mentioned in chapter 4, 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 attachments are 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.

Default statistic counters

As soon as you have a song entered into CMO, that counts as a digital copy. If you have
4 installations of CMO, that's 4 copies. You can manually go and add the numbers to
the songs, but it would be better if the initial values are stored every time a song is
created. You can do this from the "File = Options..." menu.
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B Options ﬂ

CCLI Information
CCLI Mumber 999999 Photocopy Licence

{© Eormat |Used by permission, CCLI Licence <#= |

[] Indude CCLI song number

Default CCLTI Values

Digital Print Record Trans Music Clidc'ﬁ.ﬁipﬂy'
o o Jo 1o |b |frees
oK Cancel

On the CCLI tab you can set the default numbers for any new song. Additionally, if you
want to apply these default numbers to all the records in your database, click on the
"Apply" button.

Making bulk updates

There might be times when you might need to make bulk updates to your counters.
For instance, if a new musician joins your team, and needs a copy of CMO with all the
songs, you might want to increment all the digital counters by one. CMO has a bulk
update facility to do these sort of job. It's accessed by going to the "CCLI = Global CCLI
Data Updates..." menu.
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© Global CCLI Data Updates H

Processing

This form allows you to process a number of different updates to CCLI reporting statistics across the entire database.

Type of update w| Amountofchange [0 5
CCLI fields to update [] Cigital ~
[ Print
[] Record
[] Music W
Current song listing Meetings Selected
882l 9 8- % B - e
Abide with me ~ =%
All hail the power
All that thrills my soul is Jesus Yﬂ
All things bright and beautiful
All to Jesus I surrender b
Amazing grace
And can it be

Angels from the realms of glory
Away in a manger

Be thou my vision

Blessed assurance

Break Thou the bread of life
Breathe on me, breath of God
Christ the Lord is rizen today
Crown Him with many crowns
Crowned with thorns upon the tree
Father of peace

God rest you merry gentlemen
Guide me, Q Thou great Jehovah
Hark! the herald-angels sing

He leadeth me

Here, O my Lord

Haly, Holy, Holy

How good is the God we adore
How great thou art v

The top part of the screen defines the type of update to perform. The options are:

e Increase values: This will increment the CCLI counters by the amount in the
"Amount of change" field.

o Decrease values: This will decrease the CCLI counters by the amount in the
"Amount of change" field.

e Set to value: This will set the CCLI counters to the amount in the "Value to set"
field.

You can then choose which of the CCLI statistic fields you want to update by putting a
check next to the ones you need.

The bottom part of the screen allows you to select the songs you want to update. You
can use all the search facilities to find the right songs, or you can use the meeting list
and get all the songs from particular meetings.

To add items to the selected list, click on the HE' button, or press Ctrl+A. If you click
on the dropdown button next to it you can all choose to add all items in the list.

When you have the songs selected, click on the ¥ putton to update the records.

Loggings statistics with CCLI
It's important to log song statistic information with CCLI regularly. To do this in CMO,
go to the "CCLI = Update CCLI reporting statistics..." menu.
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e CCLI Usage Reporting = = Il!l_

Song list

CCLI # Title m"::?sr Author Music Digital Print Record Translation  Music

4768151 Amazing Grace (My chains ... Chriz Tomlin, John ... |2
Ilift your name Mick Rogers
Mick Rogers

Note: Sending reporting statistics to CCLI should be done by a single user or computer,
otherwise there is a chance songs could be over-reported.

CMO will display all the songs that have a non-zero value in one of the reporting
counters. If you're ready to report, that is, you have an Internet connection, and a

account at CCLI, click on the * button to begin the process of logging the statistics
with CCLI.

CMO will then log into the CCLI website. You will be asked for your user name and
password.

ccll Login IEN |
']

———'"""’7;"

User name

Password
|ttttttttt |

o ][ o |

With music photocopy licence reporting, there are three reporting types: Publication,
Website, or SongSelect. CMO will attempt to determine which type to use based on
what is stored in the "Source" field of the song.

e Ifthe "Source" field starts with "www." (that is, a reference to the website
where you retrieved the music copy eg "www.emumusic.com.au"), then the
"Website" type of copy is selected, and the website will be entered. CCLI only
lists a limited number of websites. If the website you have recorded is not
listed, "URL not listed" will be displayed in the "Status" field when attempting
to update the photocopy licence information.
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Summary

e [f the "Source" field contains "SongSelect" (which happens automatically when
you download songs via the CCLI download facility within CMO), then the
"SongSelect" type of copy is selected.

e All other types are "Publication".

If any records contain "Music" counters, and CMO determines the source is not
"SongSelect" or a website, you will be asked to select the songbook publication.

Songbook B

Select Songbook Information

Select the Songbook appropriate for this song:

Title: Amazing Grace (My chains are gone)
Source: The Source

Complete Mission Praise (2009 Music Edition), 1250 Pages, 1250 Songs, Song 1151

Complete Mission Praise (2009 Words Edition), 1250 Songs, Song 1151

So grofi ist der Herr 2, 144 Songs, Song 5

Songs Of Fellowship 4 (Music Edition) Vol 4 Mos, 1691-2200, 510 Pages, 510 Songs, Song 1702
Songs Of Fellowship Combined Words Edition (Volumes 1,2,3,4), 2200 Pages, 2200 Songs, Song 1702
Spring Harvest Praise 2008,09 (Music Edition), 120 Pages, 120 Songs, Song 7

Spring Harvest Praise 2008,09 (Waords Edition), 120 Pages, 120 Songs, Song 7

Spring Harvest Praise 2009 (Music Edition), 121 Pages, 121 Songs, Song 7

Spring Harvest Praise 2009 (Words Edition), 121 Songs, Song 7

Survivor Digital Songbook, Song 27

Survivor Digital Songbook 5, 177 Pages, 177 Songs, Song 6

Survivor Songbook 5, 177 Pages, 177 Songs, Song 6

The Best Of Songs Of Fellowship - Digital Songbaook , 675 Pages, 675 Songs, Song 26

The Essential Modern Worship Fakebook: 220 of Your Favorite Worship Songs in Singable Keys, Page 14
The Source 4 (Music Edition), 501 Pages, 501 Songs, Song 1718

WDL Songs 2, 162 Pages, 162 Songs, Song 5

Update Cancel

Click on a correct publication and click Update.

When all updates are completed, you will receive this message.

Completed H

o CCLl Copy Reporting updates completed!

OK

In this chapter we've look at how CMO integrates with CCLI with regard to copyright
issues and uploading reporting statistics.
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Appendix 1: Overhead display keyboard shortcuts

Keypress Description

Page Up Displays the previous slide in the order for the verses in the song.

Page Down Displays the next slide in the order for the verses in the song.

Arrow Down/Right Same as Page Down - next slide.

Arrow Up/Left Same as Page Up - previous slide.

Enter Same as Page Down - next slide.

Space Same as Page Down - next slide.

1/2/3/4/etc Moves the display to verse 1/2/3/4/etc. If more than 10 verses are present, hold the
shift key down and press 1/2/3/4 etc to select verses 11/12/13/14 etc.

C Moves the display to the first Chorus (if present and marked with "Chorus" in the
lyrics - see the Lyrics tab for more information).

Shift+C Moves the display to the second Chorus (if present and marked with "Chorus" in the
lyrics).

Ctrl+C Moves the display to the third Chorus (if present and marked with "Chorus" in the
lyrics).

Alt+C Moves the display to the fourth Chorus (if present and marked with "Chorus" in the
lyrics).

B Moves the display to the first Bridge (if present and marked with "Bridge" in the
lyrics - see the Lyrics tab for more information).

Shift+B Moves the display to the second Bridge (if present and marked with "Bridge" in the
lyrics).

Ctrl+B Moves the display to the third Bridge (if present and marked with "Bridge" in the
lyrics).

Alt+B Moves the display to the fourth Bridge (if present and marked with "Bridge" in the
lyrics).

P Moves the display to the first Pre-Chorus (if present and marked with "Pre-Chorus"
in the lyrics - see the Lyrics tab for more information).

Shift+P Moves the display to the second Pre-Chorus (if present and marked with "Pre-
Chorus" in the lyrics).

Ctrl+P Moves the display to the third Pre-Chorus (if present and marked with "Pre-Chorus"
in the lyrics).

Alt+P Moves the display to the fourth Pre-Chorus (if present and marked with "Pre-
Chorus" in the lyrics).

E Moves the display to the first Ending (if present and marked with "Ending" in the
lyrics - see the Lyrics tab for more information).

Shift+E Moves the display to the second Ending (if present and marked with "Ending" in the
lyrics).

Ctrl+E Moves the display to the third Ending (if present and marked with "Ending" in the
lyrics).

Alt+E Moves the display to the fourth Ending (if present and marked with "Ending" in the
lyrics).

ESC Closes the window or, if being accessed from the Overhead sequences page,
displays either a black page or the next song in the sequence. If the simplified
keyboard navigation option is enabled, this keypress is not required.

Ctrl+X Aborts the display sequence and returns to the selection dialog.

Ctrl+Up arrow
Ctrl+Down arrow
Alt+1/2/3/4/etc

Jumps directly to the previous song. Any black page option is ignored.

Jumps directly to the next song. Any black page option is ignored.

Jumps directly to the specified song in the list. Any black page option is ignored. For
instance, pressing Alt+3 would jump to the third song in the list. If a number pressed
is greater than the number of songs in the list, nothing will happen.
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