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Welcome to myOLPH!
A myOLPH account is created when someone officially registers as a member of the parish.  An

activation email should be sent to you when your registration is complete, but please contact
the parish office if you did not receive it or are unsure of your login information.

myOLPH Login Page: https://olph.ccbchurch.com/index.php

Or, visit https://olphparish.org/ and find myOLPH under
the Quick Links dropdown menu

myOLPH Login Screen

Login using your Username and Password, or use the buttons on the right hand side of the page
to complete a form, check the parish calendar, find a ministry, or setup online giving.
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myOLPH Home Screen and Menus

myOLPH Home Page

Sidebar Menu - Your options here may vary depending on permissions granted to you as a
parishioner, ministry coordinator, staff member, or administrator.
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Home Screen Menus (continued)

Top right menu, near profile photo.  Again, your options here may vary depending on
permissions granted to you as a parishioner, ministry coordinator, staff member, or

administrator.
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Your Profile Page

Selecting your profile photo (top right corner of your screen) will bring you to your main profile
page, where you can view and edit your family contact information, access other family

members’ profiles, and more.  Adding profile photos for each family member will help our staff
identify parishioners, and also make it easier on you to differentiate your family’s serving

assignments in My Serving.

From your profile page, select Actions or Edit Profile to access these menus.
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Family Member Profiles

Select another family member’s photo to access and/or edit their profile.
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My Serving - myOLPH “Volunteer Hub”

Click My Serving in the sidebar menu to access your volunteer assignments and requests.
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Assignments & Requests Tab

The Assignments and Requests tab will show upcoming assignments and sub requests for your entire
household.  Use the checkboxes next to each person’s name (beneath the calendar) to limit whose

serving schedule you are viewing.

Assignment Indicators:
● All assignments are set to Accepted on our scheduling grid by default.
● Replacement requests will show as Pending.
● Assignments that you have declined will show as Declined; please see the special note

about declining, further in the guide.
● Assignments will show as Checked In after the event.

Browse Open Positions Tab

To accept an upcoming open position, move your mouse over the position and select Take.
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Sending Replacement (Sub) Requests to Other Volunteers

1. Select the Assignments & Requests tab and scroll down to the appropriate assignment.
2. Select the Accepted indicator (please do not select Decline).
3. Select Find Replacement in the pop-up window
4. The system will automatically include all volunteers that share your position and serving

time in the field marked Send Request To.  You do not need to edit the message.
5. Select Send Message, and the system will send out an email for you.
6. After you have sent the message, you may go back and decline the assignment if you

would like, to remove it from your list of Assignments & Requests.
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Other Options in the Assignments Menu

View Schedule allows you to see who else is
scheduled to serve at that same service.

Subscribe to Calendar allows you to export your
serving calendar to another format.

Decline - Declining an assignment will only let the
scheduling coordinator know that you are
unavailable, but will not send out a replacement
request. Please send out a replacement request
first, and then decline the position if you would like
to take that extra step.

Swap with Someone - This should be used only if
you have confirmed with another volunteer that you
would like to swap assignments with them, and they
have already agreed.

Message Scheduler - Message the scheduling
coordinator if you have a question, an upcoming
extended absence, or want to adjust your serving
times.

Re-Accepting Declined Assignments

If your plans change, or you change your mind about an assignment you have declined, you can
find it in your list of Assignments & Requests so long as the Declined check box is selected at
the top of the list.  Scroll to that assignment, select the Declined indicator, and select Accept in
the pop-up window.
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Accepting Replacement Requests from Other Volunteers

Once a replacement request has been sent out, volunteers who
are not already on the schedule at the same service time, will
receive an email letting them know of the need.  You may
respond to sub requests you receive via email by selecting
Respond and following the prompts on myOLPH. Or if you are
logged into myOLPH, move your mouse over the Pending
assignment in your Assignments & Requests list and select
Accept to take that assignment.

As a sub, you do not need to respond to every replacement
request that comes your way.  They will simply remain as
Pending on your list of Assignments & Requests. You may
choose to ignore the emails if you are unavailable, or actively
Decline the sub request to remove it from your list altogether.

Exceptions for Volunteers Under the Age of 13

Due to a default setting on myOLPH, volunteers under the age of 13 cannot receive sub requests
from older volunteers.  Volunteers under the age of 13 will not populate in the list of volunteers
who can receive a Replacement Request.  If you are an Altar Server in need of a replacement,

but the pop-up window is showing “0” volunteers who can receive your message, please simply
Decline your position and the scheduling coordinator will seek a sub for you.
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Preferences, Availability, and Blockout Dates

Icons beneath your profile photo allow you to edit your serving preferences, indicate blockout

dates (days you will be unavailable to serve), and edit your profile.

Special Note about Preferences:
Setting Preferences and Availability in myOLPH may limit the

open positions you see at certain times of the year.  For
example, if you indicate that you prefer to serve from

9:00a-10:00a on Sunday mornings for the 9:00am Mass, you
may not see open positions for special masses we have later
in the year for Christmas and Easter, because those masses
will fall outside the serving preferences you have specified.

For this reason, at this time we ask that volunteers NOT use the
Preferences or Availability tabs, but instead email that

information directly to the scheduling coordinator.

Please DO however, use the Blockout Dates tab, to let us know
if you’ll be traveling, undergoing medical procedures, or any

other conflict that may keep you from serving.
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Blockout Dates (continued)

The small arrow in the Blockout Dates window allows you specify blockout dates for each

member of your household.
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Groups

Use the search bar to find a parish group, or contact the parish office if you can’t find what you’re
looking for here.

Group home pages feature tabs with basic group info, messages, calendar, files, needs, and
leader contact information.
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Events

Select Events from the sidebar menu to view the parish calendar and search for specific events.

Select an event for more details, or to RSVP.
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My Giving

Select My Giving to set up online giving and pledges, view your giving history, or print your
annual giving statement.

myOLPH Troubleshooting and Support

Please don’t hesitate to reach out to the parish office at any time if you are experiencing
difficulty using myOLPH.  A staff member will be able to point you in the right direction, or meet

with you after a weekend Mass for a one-on-one help session.
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