
Step One: Invite your members.

 1. Click on the “Worship Design” box 

 2. Click on “members”

 3. Click the orange “invite members” button in the top right    
       portion of the white box

 4. Type in the future member’s email address, and then click   
       “add email”

 5. Click “send invites”

 6. Click “done”

Step Two: Upload Your Songs

 1. Click on the “Worship Design” box 

 2. Click on “Songs”

 3. Click the orange “add a song” button in the top right portion of   
         the white box titled “My Songs”

 4. Fill in any desired fields (please avoid the use of any apostrophes)

 5. To attach an audio file with the song, click the “choose file”   
         button under the “streaming audio upload” towards the bottom   
        of the box

 6. To attach a chord chart, click the click the “choose file”       
         button under the “chord chart upload” at the bottom of the box

 7. Click “done”

Step Three: Create An Event

 1. Click on the “Worship Design” box 

 2. Click on “Calendar”

 3. Find the date you wish to schedule an event on, and click on the  
      number in the upper right portion of that day

 4. Enter a title and start and stop time for the event

 5. Add members to the group by clicking the “plus” sign by each   
        member’s name

 6. Once the member has been added to the event, you can select their  
     specific part or instrument by clicking in the box under their desired   
     instrument or voice (only after they have been added to the event)

 7. Click on the “Schedule” tab at the top of the “create an event” box

 8. Add songs to the event by clicking the “add a song” button at the top  
     right portion of the box

 9. Click “done”
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