Planning Center: Groups for
Small Group Leaders

Keeping a list of all members

Communication



Instructions In this guide:

1. Adding a PDF to Church Center group
2. Adding your group schedule
3. Sending an Event Reminder Email



Adding a PDF/file to Church

Center Group

1. Login to planning centre: https://
home.planningcenteronline.com/

2. Select Groups from dropdown menu under Home

3. Select your group from the list

4. Select Resources from the left menu

Members &

Events TYPE RESOURCE NAME DESCRI

Resources Alpha Videos

&

Setti ™
B Youth Schedule Feb-May 2023


https://home.planningcenteronline.com/
https://home.planningcenteronline.com/

4. Select Add a Group Resource

[4 View on Church Center Notes

Add a group resource

The files will appear in the Resources

section of the church centre app and i
members in the group will be notified. Resources

Alpha Videos

Youth Schedule Feb-May 2023
Ep13

Ep12

Epi1

Ep10

Ep9

Ep8



your group schedule

1. Select Settings and then write Members Group Settings
generally when you meet in Meeting
Schedule. o =)
) Resources Name
If you want this gen(_i‘ra| Hans & Marion's Small Group
meeting schedule displayed, Settings
check the box below. ‘II""‘, ) Group type
Small Groups
REPORTS
Meeting schedule
Overview

Monday Nights
Attendance @
| splay meeting schedule publicly

2. Select Events and then select

[ subscribe to the calendar ~

Create a New Event. plooes
Events
(<] February 2023 March 2023 ©
Resources SUN MON TUE WED THU FRI SAT SUN MON TUE WED THU FRI SAT
1 2 3 4 1 2 3 4
Settings
5 6 7 8 9 10 n 5 6 7 8 9 10 n
ORT 12 13 14 15 16 7 18 12 13 14 15 16 17 18
Overview 19 2'0 2 22 23 24 25 19 7.0 21 22 23 24 25
3. Enter event title ) )
Event Details Event Reminders

4. Enter start and end times of ONE

event, not all. —_ Send reminder emails

5. If you would like the event to repeat !

on the same time each week, select ) . o . {g?
art date: tart time: nd time: n ate:

geﬁ?/?at;wvgﬁﬁjkll}i/kger!’?;vmbers to Aoz ooem ib * (490pm Aoz

receive an automatic reminder email —

each week, select Send Reminder

Emails i (I|5h,

Nd



Where do events appear:

« If you display your meeting
schedule publicly, it will appear like Ladies Devotions
this in your group info which can
be found here: https://
sunridge.churchcenter.com/groups

+ This event info will appear in a staff

calendar
About Ladies D ti
. If members use the Church Center out madies bevetions
. . . . BASIC GROUP INFO a4
app, it will appear in their group
A weekly meeting of ladies of all ages (and their little ones, we don't mind
events l\?'c noise). We chat over :;A'(-c[h' a bit, sing, re [ pture lun(lr'rvv SunRidge Lobb

journal about what stood out to us, share what we've written, a

for one another. If t quite comfortable sharing

o

with us :)

Upcoming events

D t s this Friday
Ds tions this Friday
Devot this Friday

Subscribe to calendar:

« If members would like to have the
events automatically add into their
personal calendars (iCal, Google
Calendar, etc.) there is the option
to subscribe to the calendar and
events will automatically be added
and updated


https://sunridge.churchcenter.com/groups
https://sunridge.churchcenter.com/groups

Sending An Event

Reminder Email

1. Navigate to your group in the list of
groups. Click on it.

Prayer Group 0

Ridge Youth {1:7 31 O et

RIDGE Youth Leaders 6 © «yer

2. Click Events in the left menu Members 31

Events

"l\ ',' o April 2023
Resources SUN MON TUE WED THU FRI SAT
1
4/19/2023

3. OPTION #1: Scroll down to the 7:00 pm - 9:00 pm Alpha Tk sendance e
event you’d like to remind your group
about and click Send Now. This will 4/26/2023 Serving Night Has not started yet Send now

. 7:00 pm - 9:00 pm
send an automatically generated {b
reminder to the members of your 5/3/2023

oo PP Alpha Has not started yet Send now
group. ; P Y



4. OPTION #2: If you’d like to add a
personal note, click into the event.

5. Once inside the event, click Send
event reminder on the right. This will
bring up a pop-up window where you
can type a personal note and add
links.

4/19/2023

Alpha Take attendance

Serving Night E Has not started yet

Has not started yet

4/26/2023

5/3/2023

Events Games & Groups at Hudson Field

APR Wednesday

26 7:00pm - 9:00pm

[ Event notes

We're gonna meet at the Portable and walk up to Hudson Field together! We'll play some
games, gather in groups for a bit, then walk down and get sluuuuuushies together!!!!

Location

Sent 6 days ago
Send now

Send now

Event Reminders

Attendance n:

Event has not starte



