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Logging in to Your Planning Center Group

You will receive an email from Hope Church titled "You are now a Leader of (Group Name)”

Hi Ciera!

Step 1: o -

and take attendance for your group.

Open email and click the blue button to go to the group. i

+ Your email address is: cagee@hopechurch.net
+ Log in using your usual Planning Center password.

easlly access tin the future.

Helpful Links

Step 2:
You will be brought to the Planning Center Login page.

Let's get you logged in

Your Email or Phone

If you already have a Planning Center Login go ahead and login and it’ll take you

Password

to the group.
L Click H e e
To create a new login, click “Need a password?” and enter your EMAIL. ick Here >

Ste 3: Hi there! Let’s get you a new password.
. . . O Here's a reset code for Robin.wheatley.0810@gmail.com. Enter itGr this pagto reset
You will receive a “password reset” email from Planning Center. your password. e
2. Click Here
Open email (see below), copy code and click “on this page”. 1. Copy this code
— 562774

If you didn’t request to change your password, you can simply delete this email. Easy.

Thanks for using Planning Center!

Step 4:

You will brought back to the Planning Center Login where you enter your code (copied in Step 3) “press

continue” and then create your password.

Your Group is ready!

Once you create a password, you will be logged into you group.
You can also access your group by opening the email “You’ve Been Added tot a Group” and click “View Group”.

Make sure to “save/bookmark” your Planning Center login link for easy access: https://accounts.planningcenteronline.com/login/new
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Adding Members & Accepting Membership Requests

Adding Members:

Type a person’s name into the Add a new member field and select their name when it appears. If they
don’t yet exist in the database, select Create a new member to add them to your database.

Parenting 101 ==

Schedule: Every Sunday at 9:30am

After the person accepts the

reguest to join the group, they will

be added to the group as a

Members Add a new member Q
member.
Reports
All Members v
Calendar
FIRST a LAST ROLE PHONE EMAIL

Accepting or Rejecting Membership Requests Step 1:

Membership requests will be visible on the administrative side of each Groups page and on the notifications page.

© groups Groups  Tags  People

Notifications

Alerts @
T;n ma‘n“{ members in Karate
¢ Tosee the message from the person who wants to join, select DR EREES)
1 1 12/14/2017
View Message, and the message will expand below the request. . e e

showard@pcobz 4, 7894561230

12/14/2017
@ o:rosre > warsgeenvcnment [ cornnie. [

S dhoward@pcobz %, 7894561230

3/13/2018
Q Sarah Redfern (Inactive) - Memorizing Scripture [ haa. |

sarah-redfern14@gmail com

Step 2:

To approve or deny a member request to join, click either the Don’t add or Add button next to the person’s name.

Parenting 101 ==

Schedule: Every Sunday at 9:30am

Group Membership Requests

Members 5
6/15/2018
Events " s 2
dd.
S jlittle@pcobz &, 416-332-3391 by
Resources [ emm—
Settings Message from Jessica Little:

My husband and | would love to be part of this class for this session!
REPORTS



Step 3:

Whether you add or remove a person, you can choose to send them an email.

Make sure that the correct action is showing in the dropdown.
Enter a subject, so the person will know why you're emailing.

Welcome the person to the group or explain why they cannot join at
this time. Use this email to give them any initial necessary

information.

Membership Request Response

Action Reply

Add to Group as a Member ~ Send an email to Jessica

Select Send Message to send the email to the per-
son.

To

Jessica Little
From

William Gutierrez <pastorwill@pco.bz>

Subject

Welcome to the Group!

Body

This is a great way to send the
first email to your new member
as required on the Life Group

Leader Qualifications &
Commitment form!

If, for any reason, you don't want the per-
son to receive an email, uncheck

the Reply box, and then click the button to
add the person or reject the request.

Don't Add to Group

B I

o Hey Jessica!

We're excited you want to be part of our Parenting group! We will meet for lunch on
Sunday after church at Chick-fil-a on Bear St.--we'll let our kids play while we get to
know new members of the group.

See you there!

Cancel Send Message & Add to Group as a Member

Membership Request Response

Send an email to Jessica

Cancel Don't Add to Group



Taking Member and Visitor Attendance

A group’s Events tab shows the attendance status for each event. Events are listed in chronological
order and show the date, name attendance, if it’s already been taken!

Step 1: Open Attendance Roster

Option 1:
Select “Report Attendance” to be taken directly to the

attendance roster.

o BR— s
€ Group leaders receive an attendance email approximately 10 N
minutes before the start of an event. You can also click the link e
in this email to get to the Attendance Report. v — . /
Option 2:
Select the event and Click “Record Attendance” in the event Sl =
page to access the attendance roster. - Fiday - Fiday i

27 6:00pm - 9:00pm

Attendance has not yet been
submitted for this event
Gutierrez House Show Map

[Record e |

Attendance last requested on
4/27/2018 at 5:50pm.

Step 2: Take “MEMBER” attendance

Events > Meetup > Attendance Report

In the Attendance Report, put a check next to members

AR Meetup

who were present, and search for others who attended 2 | Locton Guterer Houe
and want to be added as a member.

A fyou are aleader and you are not seeing the New Member or ® g
New Visitor search bar to add a new member or visitor, reach ® - . ; x
out to your administrator. This is a feature that can be turned o - ) §
on/off by your admin. °

£ u Herli mber x
e o 2

New Member:

name, email, or phone number Q



Step 3: Record any “VISITORS” that attended the event

@ Previous visitors to the group show at the bottom of the roster.
A visitor will be listed in the Visitor list until you use the
buttons to promote or remove them, which can only be done on 0 - i s b &
the attendance roster for the most recent event.

FIRST NAME LAST NAME ~ ROLE

8} Jamie Siebens visitor e A X o
Check the box next to any visitors that attended the event.
name, email, or phone number Q

Promote the visitor to a member.

8 7 Members

Remove the visitor from the attendance report. 1Visitor

Search for a new visitor.
Select Submit Attendance Report to record the attendance to the event.

Once attendance is added to the event, check out the reports to track any changes.

Step 4: How to modify your attendance report

e To modify attendance for an event, go

- . Members Events > Johnson Meetup
to the event page, and click “modify =3
E ts
report”. | & Thursday Event Reminders
Resources 6 8:00am - 10:00am Event has already happened
¢ Make any needed adjustments in the R —— ATTENDANGEREPORT /
. . Asron Stewar Moy Report
Attendance Report, click “Submit = parensievart
7Members
Attendance Report” to submit the @ ronicne
Cha nge- . Ashley Johnson
[ Public Group Page . Tyrone Johnson
. Jessica Little
Q Judy Mieyr
Q Hamilton Porter
a Jason Terhorst

Never delete a member from your group.
The church office will handle removing people as needed.



Create, Edit, or Delete an Event

People in groups like to get together, which requires knowing when and were to go! The calendar helps
you keep all of that organized, so your members will be able to attend all the events you create.

Step 1: Create an Event

From a Groups events tab, click “Create new event”

€ Ifyou are an Admin, you can also create the event from the
Groups main page. If you do this, you will need tofill in details
about the event before you go to the New Event page.

Step 2: Enter Event details

2 P Group Page-

Moms Group
Schedule: Every Monday at 9am

° November 2018 December 2018 )
o rue_weo Ty e weo ruu_rmi s

Start week on Monday

Moms Group
Schedule: Every Monday at 9am

Choose a location from the dropdown and use Edit location to add a

specific address, or, if you don't know the address, drop a pinatyour "

ssssss

location.

View a preview of the map that members or non-members willsee
on the groups page (depending on the Group Settings).

Enter the description for the event shown on the groups page.

Set automated reminders for the event.

Select Create event when you're finished, and your event will be added to
the calendar!

Step 3: Edit the Event

Events > New Event
Event Details Event Reminders

,,,,,,,,,

Q scenicerenis @D

3 days before

Let's Meet for Coffee!

11/16/2018 700pm 900pm
This is a multi-day event
Never
Peet’s Coffee
© 2641 Gateway Rd Suite 103, Carisbad, CA 92009
© Gatiocann | [Geeimcaion ]

Oescrption:
B[r[s[e
o -

Let'sget together forcoffee and fellowship!

Tomlol= =

Select the event name from the list to make changes.

117162018

MMMMMM event to make changes.
November 2018
Events \
i Events » Let's meet for coffee! [ catcven |
2
: =
Settng v e nov | Friday Event Reminders
= vl e 1 | 7000m-%:000m (o)
== o = - — Lets mee for cofe and e e
o il &
Catebad Camps
123 Yarrow Dr, C. CA 9201 coclind
Start week on Monday  suscioe o clenr e
B omne
,,,,,,,,,,
m\ VVVVVVVVVVV wsve Bt

11972018

@ From this event page, you can send event reminder emails.

View more details like a map of the location or select Edit

Edit any information then scroll to the
bottom and Save.

€ Ifyour event repeats, choose to save only this event or all
future events as well.



Step 4: Cancel or Delete the Event

If you have an event that is no longer taking place, there are two ways to update your calendar.

Delete an Event: This is permanent and removes all traces of the event form the calendar. If attendance was taken and Visitors
were listed, that information will be permanently erased as well.

Cancel an Event: Unless your event as created by mistake, this is usally the best option for events that aren’t taking place. When
you use this option, the event remains on the calendar (both online and in subscriptions) but sis labeled as “Canceled” so that
members are aware.

Here’s how these options work. On the group calendar, select the event.

Cancel the Event

1) Scroll to the bottom of the event

B I |5 & T |E|E
a n d C h 00 Se IlCance/ Even t” Come hang with some college students who are in #thestruggle. Midterms, crazy profs, and trying to

afford rent are just some of the light topics we discuss.

Delete v Cancel Event m

2) You will be given the option to e

notify group members the event has

Notify group members?

been canceled.

It's Valentine's Day, so no small group! Celebrate with someone you love--even if it's
us. ;)

Check the box and type in the reason
to send to group members.

Don't Cancel Event

3) Choose “Cancel Event” to il il 2 il Bl

finalize the change.

The event will remain on the group calendar;

however, it will not have a line through it, and oATE ATTENDANCE
the attendance column shows Canceled. 2708 Has notstated yet
I B Staoh-Groap Canceled ]

If you change your mind, you can go back to

2/14/2018 Galentines Dinner Has not started yet

the event and un-cancel!

2/21/2018 Small Group Has not started yet



Delete the Event

1) Scroll to the bottom of the event
and select “Delete”

If your event repeats, choose to delete only

this event or all future events as well.

@ Deleting an event is a permanent action.

Desi

B| I |§5|& Twlol=|=

Come hang with some college students who are in #thestruggle. Midterms, crazy profs, and trying to
afford rent are just some of the light topics we discuss.

Delete v Cancel Event m

Delete this event

Delete this event and all

occurrences after it
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Contacting Group Members

Contact group members by sending an email

Step 1: Select Group Members

To email ALL members of the group go to the Members tab on your group, To email SELECTED group of members, put a check by the names
and then click “Email all members”. of the people you want to email, and then click the email icon
with the number of members that you selected.

Moms Group

Moms Group
Schedule: Every Monday at 9am

Schedule: Every Monday at 9am

Al Membe 2 ittt member Resources s FIRST-  LAST-  ROLE-  MEMBERACTIONS  PHONE i

Resources FIRST®  LAST-  ROLE-  MEMBERACTIONS  PHONE EMAIL setings [ Chen  Member | Adox v | (7605551212  kchenamobr
o @ 55 B e [ =] bessus e - @ o ok [BE ) e sy
Overview
a ) Member | Adom - | (6015SS: wa o@pea)
REPORTS . Elzabeth  Dawson  Leader Action: v | (5551234567 elizabethdawson223@gmailca a ’ o GoNGRITIE (e AR
Attendance
g @ oo vews tae A - [—
Lo a6 . Tanee  Momboe | s o CANSSEA217  damaingnenhe
@ PssccromPaee -

Compose Email

Complete the subject and message in the email form, and then

click “Send”.

cipient:
Ashley Johnson, Katie Chen, Barbara Newbold, Elizabeth Dawson, Aubrey Wentz,
and DJ Tanner

From ©
Elizabeth Dawson <elizabethdawson223@gmail.com>

Subject
@ If youwant to simply remind your members of an event coming elris o | e —
up, send them a reminder email from the event page!
© groups
Moms Group
Schedule: Every Monday at 9am
Cler s 1o

cancel
Members Events > Let's meet for coffee! [ catcven | =3

Events
Vv | Friday \ Event Reminders

Resources 23 7:00pm - 900pm (=) 1o

Settings ATTENDANCE
Carlsbad Campus.
6123 Yarrow Dr, Carisbad, CA 92011

Event has not started yet.

Overview Attendance will be available 10 minutes before
the event starts.
Attendanc:
€2 Public Group Page.
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Adding a Resource

Resources are files that are available for group members to access. The types of files that you can add
include PDFs, Microsoft Word docs, text files, small image and video files, and URLs.

Step 1: Go to the Resources tab and select Add a group resource

Choose the File Upload or URL Link tab.
Browse your computer for a file or enter a URL that you want to link to.

This field will be displayed on Resources pages. The actual file name or URL will
not be visible.

Enter what the resource is for or when to use it.

Allow only Leaders or all Members to access the Resource.

00 000

Select Save to upload the file or add the link to yvour Resources page.

All resources will be listed with labels showing who can access them.

New Resource

° File Upload URL Link

Link

https://www.desiringgod.org/articles/five-tips-for-bible-memory

oName

Bible Memory Tips

Description

o Here are some great tips for memorizing scripture!

o\/lslblllty

Members

Cancel

€ Resources are listed in alphabetical order based on their name.

€ Any Shared resources will already be listed in the Resources tab with the
Shared label attached.
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