
Planning Center Groups is an online application that will help you manage your members, plan
events, take attendance, and share resources.
You can manage your group in one of two placed:

1. On the Church Center App. Download Now
2. On The Admin Side of PCO Groups. Access Here

As a group leader, managing your groups can be a daunting task. However, with the Planning
Center Online Groups, you can streamline the process and create a sense of community amongst
your members. The platform allows you to organize groups, take signups, and track attendance
effortlessly.  Additionally, the platform allows you to share materials, like study questions and
curriculum, with members online or in the Church Center app. With features like Group Messaging
and Reports, you can stay connected with your members and keep track of participation.

To manage your group from Church Center, you'll need to be logged in to the Church Center web or
app.

You can add members to your group from the Members tab.
add member_arrow.png
When the group member requests to join, review the request to add them as a member.
review request_arrow.png

To create an event in Church Center web or app, log into Church Center, go to the group's Events
tab, and select the Actions button in the app or the New button on the web.
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actions_arrow.png
Select an event to edit it.

You can take attendance for a group event from Church Center web or app starting from 10
minutes before the event begins.
If attendance isn’t something you’re interested in tracking, an Administrator can disable the
reminders on the Settings tab.
take attendance_arrow.png
If you want to add visitors to the attendance list, you can do that from Groups Admin if your group
is set up to allow leaders to add members.

The first time you log in to Groups, you may or may not need to set a password, depending on if
you have previously set a password for one of our other apps.
On the login page, select the Need a password? link below the email and password fields.Log in

Enter the email address your administrator used to set up your profile, then a verification code will
be sent to that email address. After entering the code, you will be able to create a password and
then log in.
Once you are logged in, you will stay logged in until you log out or after 2 weeks of inactivity.

The first page you see when you select your group is list of all your members. There are some
quick actions you can take on this page, such as emailing members, removing them from your
group, or printing a list of members.
You will also have the option to add new members from this page if your administrator has given
you the permission to do so.
add member on group page
Click the Invite a new member button to email the person and invite them to join the group.
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When someone requests to join your group, you will receive an email notification. You can either
respond via the link in that email or respond from Groups. All requests will be displayed on top of
your list of members
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You can add or invite new members, email or print member lists, and remove people from a group
from the Groups Admin Members tab. Administrators can also email members of any group from
the Groups People page.
Emails will be sent to the primary email address, except in the case of Account settings. Accounts
sends an email to every email address listed on an Organization Administrator or Billing Manager's
profile.

You can add or invite new members, email or print member lists, and remove people from a group
from the Groups Admin Members tab.
manage members_numbered.png

1. You'll receive an email notification when someone requests to join your group. You can
either respond via the link in that email or respond from Groups.

2. Take one of these actions on selected members in the list: Email members, print a list of
members, export a list of members, or remove members.

3. You can either add or invite members to the group. You'll see the Add Member button if
you have permission to add a new member directly; otherwise, you'll have an Invite a new
member button. Contact your Administrator if you need permission to add members
directly.

4. Administrators can click to promote a member to a Leader or designate the member to
take attendance.

5. Edit the date the person joined the group.
6. Click the red x to remove an individual member.
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Leaders and Administrators can send general emails to group members from the Members tab in
Groups Admin. For example, if you want to let members know about a new group resource, add the
file to Resources, and then send an email letting your members know it's available.
To email group members about a specific event, send a reminder email, which will include a link to
the event.

To email all members, click the email icon at the top of the Members tab.
To email selected members, put a check next to the names of the people that you want to
email, and then click the email icon.

email_arrow.png
Complete the subject and message in the email form, and then click Send.

Administrators can email members from more than one group. For example, if all small groups will
be not meet next week due to a church-wide event, you can email all small groups with this
information.
From the People page, filter the list for the people that you want to email. If you want to email
specific people in the list, put a check next to their names, and then click the envelope icon.
email_arrow.png

Leaders and Administrators can create an event from either the Planning Center Groups or from
Church Center (web and app).

From a group Events tab, click Create a new event.
create a new event_arrow.png
If you are an Administrator, you can also create the event from the main Groups Calendar tab. If
you do this, you will need to fill in details about the event before you go to the New Event page.
Add the information about the event, and then click Create event to add it to your group calendar.
event settings_numbered.jpeg

1. Fill in the event name and description. This will be shown in Church Center for the group.
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2. Set the meeting schedule.
3. Choose a location for the event.
4. Set automated reminders for the event.

To create an event from Church Center web or app, log into Church Center, go to the group's
Events tab, and select the Actions button in the app or the New button on the web.
actions_arrow.png
Select New event in the app.
new event_arrow.png
Fill out the event information, including the date and time, location, and reminders, and then select
Save.
event settings.png

Leaders and Administrators can edit an event from Planning Center Groups or from Church Center
app or web.

Select the event name from the list in a group's Events tab.
event_arrow.jpeg
Click Edit event.
edit event_arrow.jpeg
Edit any information, and then scroll to the bottom and click Save. If your event repeats, choose to
save only this event or all future events as well.
save dropdown_arrow.jpeg

The Resources tab allows you to view resources that have been uploaded and shared with your
group. As the leader, you will also have the option to upload resources for your members.

Create an Event from Church Center

Edit an Event

Edit an Event from Planning Center
Groups

Resources
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When your members view the group, they will have access to the list of resources you have
uploaded and they can download the resources on their end.

From the Settings tab, group leaders can modify group information such as name, description,
Settings taband group image.

Leaders can also update the meeting location, contact information, and group description.

There are currently two different types of reports. The Overview report will give you a bird's eye
view of how your group is doing as a whole.
The Attendance report will give you a closer look at the individuals in your group. As you take
attendance during your events, this report will begin to populate.
Reports

If you need any help as you're leading your group, use the ? in the upper right of any page to
contact our Support Team.

Settings

Reportsimage.png
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