CHURCH TEAMS ONLINE FOR A GROUP HOST

A GUIDE TO...

a Create a Group
s Add Group Members
s Remove Group Members

a Transfer Group Members



CREATE A GROUP

Open web browser and enter the following into the URL: www.churchteams.com.

In the far upper right corner click “Login”.
Enter organization: “ROCK POINT CHURCH” from the pull down menu.
Enter password: “RPC_2200".

From the top menu select “Groups”, then “Create” from the pull down menu.

Group Information - Step 1 of 3 to register a group. Please complete all 3 steps. = Requied e
" Group Name " Meeting Day " Time of Day * Meeting Frequency Start Date Date Last Updated
* Group Description (W' a grop seking lo grow aullentic biblical comenanity ith God and Tople * Maximum Size
each. We're sirvang o know one another more deephy. ACCept tose in our group unconditionalhy
supuand v anuthis s wee: wealk theengh B togutbues, s allow o saha i
Jesus through the eves of one anctler. }
Locatien / Classroom Meeting Address Meeting City State/Frovince Tip/Postal Code
Roster visible at member security
level
=

Enter the Group Name (ex: Cooper’s Group, Mike & Mindy’s Group).
Select the Meeting Day, Time of Day, Meeting Frequency.

Enter the start date (ex: the first day the group meets).

Enter Topic: (ex: Twisting the Truth by Andy Stanley, Book of James)

Enter Max size of your group, which is the most you want or the most your home can comfortably hold. Ideally, 8
couples is good.

Enter Group Description: This should include the following details...

=  Who you want to join you (parents with elementary age kids, single mothers, empty nesters).
=  Childcare options (childcare is available or no childcare provided).
= |n home pets (Allergies? We have dogs, cats, birds).

Enter Location: (ex: The Cooper’s Home, Seville Neighborhood)
Enter the address of the study.

Roster available at member security level: This means that only members (not guests or attenders) would be able to see
the roster of names on your roll. You may leave it blank if anyone is ok viewing it.

Click ‘Next”
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STEP TWO

Host Option - select couple or individual. If more than two you can add other hosts individually once the group is set up.

Please select the appropriate Host option.

A couple as the Host

Anindividual as the Host

Host Information — using the pull down you can Search for or scroll to your information and select continue. If your
information is not there use the PERSON 1 fields to provide your detail, then Select “Continue” at the bottom.

* Business Name leave blank.

Host Name/Address/Contact Information - Step 2 of 3 to register a small group. Please complete all 3 steps.
Select Host names from the lists and click Continue
information below if your names are not in the above lists:
“Last Name: FamilyHousahold Role: nuuannall-
Anist
Mailing Addrass: Addrass Line 2: city: Stata/Provinea: Zip/Postal Coda:
Emaill Address: Heme Phone: ‘Work Phone: Mabile Fhone: Mobile Carrier: Ghves consent 1o recess:
At eSS ages oI o minkstn
Age Category: Gender:
Person 2
“First Nama: “Last Nama: FamilyHeuseheld Rele: Business Name (eptienal):
“Church Membar Type:

Same address as Ferson 1 Mailing Address: Address Line 2; city: State/Province: TipPostal Code:
-
Email Address: Home Phons: Wark Phons: Mabile Phone: Mobile CArTIr: Ghies consont 1o e

Enter Name.
Enter Household Role.

Enter Church Member Type: Guest, Regular Attender (not a member), or Member. It is ok to ask the person if they have
joined the church by attending the Membership Dessert. If not, list them as a Regular Attender or Guest (which could be
a co-worker, neighbor or other non-RPC attender).

Leave Business Name blank.

Enter Address, City, State, & Zip.

Enter Email Address: this will be how you communicate with that person so a personal one is better than a work one.
Enter Phone Numbers & Mobile Carrier. The system allows you to group text if the carrier is listed.

Enter Gender, Age Category, Birthdate, Marital Status & Kids info if known. Click “Save”.
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STEP THREE

"test group” Group Profile - Step 3 of 3 to register a small group. Please complete all 3 steps.

Group Type Area of town Lifestage

Select Group Type v Select Area of town v Select Lifestage

Gender Mix

Select Gender Mix

Enter Group Type: Small Group
Enter Area of Town: where the study will be held.

Enter the LifeStage: that best fits your desired group.

Enter Gender Mix: that bests fits who you are looking for to join your group.

Select “Save”.

@ Edit ~ Eeports = Communicate ~  [IRSEEIS

Group Members - Yiew: Small Group v Click column heading(s) to sort (hold shift for multiple column sorting

Member Name Date Last  Group Join Group Role Completes Phone #'s
Al | OHone ~ Attended  Date (click to change) + Meeting Reports  (click to text)
Callins, Carrie 02/18/2014  Host YES

619-818-7834 (M)

Colling, Mark A. 02/18/2014  Host YES
8659-066-1093 (M)

&l | Obone | B Action

Email Address Facebook

markandcarriecollins@yahoo.com

mark.collins@rockpointchurch.carm

Member Photo

Update Information - click on your name and review all detail to be sure it is current. You may update it and save it at

this point.

Select “Edit” from the blue button, then “Group Photo” in the pull down, to add a picture to your profile. The best
photo will be a close up head/shoulder shot with bright background. You can return to this area to change your photo at

any time.

Upload Group Photo

Choose File JRLRICREEL

Gligk Browse/Choose Flie {0 iocate a photo on your compiierphone and then click Upload,

Click on “Choose File”. Then click on your .JPG photo file and “Open”. Then click on “Upload”.

Click “Browse” and “Groups” from the top of the screen to return to all groups and see how your final product looks. If

you want to make changes, click on the “group name” then “Edit” whatever section needed.
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ADD GROUP MEMBERS

Open web browser and enter the following into the URL: www.churchteams.com.

In the far upper right corner click “Login”.
Enter organization: “ROCK POINT CHURCH” from the pull down menu.

Enter password: “RPC_2200".

From the top menu select “Groups”, then “Browse” from the pull down menu.

Locate your group and click on the “Group Name”.
STEP ONE

Click on the blue “Add Members” button:

Group Membars - View: . ./rm:.ml. eadings) b st (sokd s for mastipts colisnn sarting)
Member Name ate Last  Group Join Group Role Completes PFhene #'s
wan Cwen  [TYTINMSINY - Amended  Date (click to change) - Mesting Reports  (click to text)  Emai adaress Facebook  Member Photo
[ retw member(z) to the grouplv2014 ot

619-018-7834 (M)

A pop-up window will appear requesting the “Add Date” of the new group member. This should be the starting date of
a new study where the new group member begins attending. This date is important for running reports by RPC staff.

& htips: /www .churchteams.com/m/Groupiember JoinDate zsp (Pl

Click the date the memberis) you are adding first attended or
Jjeined the greup. Members will not shew up on an attendance list
prior to the day you select.

o March 2014 ]

Su Mo Tu We Th Fr sa
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9 10| 11 13| 14| 15
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Oihone | B Action =
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Next, your pop-up window will provide a “Search” function to locate the new group member.

Enter the “last name” of the new group member and any matches will appear.

- == Ea) Type a |last name below to search for the member to add to the group.
= - (Last 4 digits of phone # are included)
& https: /e churchteams.com/m Member Select asp Date ol ¥ou can select more than one person by searching again.
Type alast name gelow ta search for the member to add ta the group ED”'”S‘

{Last 4 digits of phone # are included)
NI ¥Ou can select mare than one person by searching again
Frwho was not found in the list

~0OR"~™
N

Create new record for member who was not found in the list

or...

Click on “Create new record for member”. Then you will add all the detail you have for this new person.
Enter Name.

Enter Household Role.

Enter Church Member Type: Guest, Regular Attender (not a member), or Member. It is ok to ask the person if they have
joined the church by attending the Membership Dessert. If not, list them as a Regular Attender or Guest (which could be
a co-worker, neighbor or other non-RPC attender).

Leave Business Name blank.

Enter Address, City, State, & Zip.

Enter Email Address: this will be how you communicate with that person so a personal one is better than a work one.
Enter Phone Numbers & Mobile Carrier. The system allows you to group text if the carrier is listed.

Enter Gender, Age Category, Birthdate, Marital Status & Kids info if known. Click “Save”.

Member Information -
* First Name ~ Last Name * FamityHousehold Role - Church Membaer Type Business Name a1y
Addrass 1 Addrass 2 city Stata/Pravines Zip/Pestal Code
Email Addrass{es) Homs Fhena Werk Phena Metile Phene Mekile Carmier / taxting consant
* Gender “ Age Category
Birtn Date Marital Status Facebaak
KIDs
Allergies | child notes Emergency Contact Quisk Check Code Video Testimony SpiFitual Gifts
Minlstry interests campus
N
N
(S5
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REMOVE GROUP MEMBERS

Open web browser and enter the following into the URL: www.churchteams.com.

In the far upper right corner click “Login”.

Enter organization: “ROCK POINT CHURCH” from the pull down menu.

Enter password: “RPC_2200".

From the top menu select “Groups”, then “Browse” from the pull down menu.

Locate your group and click on the “Group Name”.

Click the square for the group member you want to remove. Then Click the “Action” button. Select “Remove”.

Group Members -Yiew: .. ooy lick column heading(s) to 5o (hold shift for muRipte column sorng)

Member Name T Greup Jain Group Rols Complates Phone #'s
<Al Hane P Dats {click te changa) ~ Maeating Reperts  [CliCK to text]  Email Address Facebeok  Mambar Phote

& o

B19-818-7834 (M)

A pop-up will ask you to cancel this request or confirm it is to be removed.

Click Confirm to remove 1 group

member(s). ll

confirm Cancel
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TRANSFER GROUP MEMBERS

Open web browser and enter the following into the URL: www.churchteams.com.

In the far upper right corner click “Login”.

Enter organization: “ROCK POINT CHURCH” from the pull down menu.

Enter password: “RPC_2200".

From the top menu select “Groups”, then “Browse” from the pull down menu.

Locate your group and click on the “Group Name”.

Click the square for the group member you want to remove. Then Click the “Action” button.

Select “Transfer”.

N

Droup Members - View: ok L ) i gl (heskd bl St cabatin sofbieg]
Mambar Mamg roup Join Graup Rels Complates .l
enn Comene B e {elick to change} » Mesting Reports  [click to text]  Email Adaress

Phone r
Faeabeok  Member Phots

A pop-up will ask you to cancel this request or confirm it is to be transfered.

Click Confirm to transfer 1 group

member(s).

|

Confirm Cancel

Click to Search Group Names: Using the pull down, select the group your member will be moving to, then “Continue”.
A pop-up will confirm the transfer has been made, Click “OK”.

Select a group to transfer member(s) into

Select group -

Q
) as current group
Anderson’s Group »for all transferred members

Andres's Group
Andree's Group
Beehe's Graup
Campa's Group

Chandler-Gilbert Single
Parent's Group

Deanna's Mother's Group

Deitch's Group

Select a group to transfer member(s) into

| Anderson's Group - |

Select group member type

* Retain same group member type as current group
Select a new group member type for all transferred members

Continue
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