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 Connect Through Community 
Groups will allow you to create an online group index, take signups, and track attendance. 

The Possibilities… 
• Group Information: Describe each group and offer a clear path to sign up from 

Planning Center or the Church Center app. 
• Reports: Measure membership and attendance of individual groups or all groups 

across your church. 

• Attendance: Keep track of member participation and follow up with people who 

haven’t attended in a while. 

• RSVP: Include RSVP requests in your event reminder emails so you know how many 

people to plan for. 

• Resources: Share materials, like study questions and curriculum, with members in 

Planning Center or in the Church Center app. 

• Messaging: Gives members a way to stay connected throughout the week with Group 

Messaging in the Church Center app. 

 

 

 

https://www.planningcenter.com/church-center
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Introduction to Groups for Leaders 
Group creation requests may be sent to Planning Center admins directly or through a communication 

request form located under Resources on the Bethel Church website. 

Add Members  
The first page you see when you 

select your group is list of all your 

members.   

You can add new members from this 

page if your administrator has given 

you the permission to do so. 

 

 

 

 

 

 

Click the Invite a new 

member button to email the 

person and invite them to join the 

group. 

 

 

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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Manage Members  
To take actions on the list of members, first select the members in the list. 

 

Select the action that you want to take: 

1. Email members. 

2. Print a list of members. 

3. Export a list of members. 

4. Remove members. 

 

 

You can also update some information 

for individual members. 

1. Edit the date the person joined 

the group. 

2. Remove the person from the 

group. 

 

Email Members of One Group  
To email members of your group: 

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. 

 

https://pcogroups.zendesk.com/hc/en-us/articles/360016180233-email-group-members
https://pcogroups.zendesk.com/hc/en-us/articles/115008411168-add-a-member-to-a-group#remove_a_group_member
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Events  
The Events tab shows you a calendar of 

upcoming events for your group, along with 

some quick actions you can take on each event. 

Once you select an event, you will see more 

details about that event, along with the option 

to edit the event. 

From the event list, you can quickly 

report attendance or cancel past events. You can 

request RSVPs from your members for upcoming 

events and quickly view the responses. 

Take Attendance  
You can take attendance as early as 

10 minutes before an event.  

Events tab shows the attendance 

status for each event.  Events are 

listed in chronological order and 

show the date, name, and 

attendance if it's already been taken. 

Click Take attendance to be taken 

directly to the attendance roster. 

1. Put a check next to members who were 

present. 

2. Add the name of additional attendees, choose 

whether or not they are a Member, Visitor, or 

Leader, and then click Add. 

3. Click Submit when the attendance form is 

complete. 

 

 

Once attendance is added to the event, check out the reports 

to see an overview of your group attendance over time. 

 

https://pcogroups.zendesk.com/hc/en-us/articles/360016180273-take-attendance
https://pcogroups.zendesk.com/hc/en-us/articles/360016180153-send-reminder-emails
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Modify Attendance 
To modify attendance for an event, 

click the current attendance status 

in the group's Events tab. 

Make adjustments to the 

attendance. 

 

. 

Click to reset the current attendance form. 

Check additional people that attended or uncheck 

people that didn't attend. 

You can also cancel an event from the event page. 

 

 

Take Attendance from Church Center  
 

Log in to Church Center web or app, go to the Events 

tab for a group that you lead, and tap See past 

events. 

Tap Take 

Attendance.  

 

 

 

 

Select the people who attended the event, and then Submit.  

To modify the attendance list, go to the group page, and 

select Modify.  
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Resources  
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. 

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. 

 

 

Add Resources  
Resources are the files you need to share with people, 

from meeting guides to short videos and more. You can 

add a resource to a single group, or share it across all 

groups in a group type. You can also make resources 

accessible by only leaders, or both leaders and members. 

From a group page, go the Resources tab and click Add 

a group resource.  

Choose File Upload or URL Link. 

1. Browse your computer for a file or enter a URL that you 

want to link to. 

2. This field will be displayed on Resources pages. The actual 

file name or URL will not be visible. 

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

4. Allow only Leaders or all Members to access the Resource. 

Click Save to upload the file or add the link to your Resources 

page.  All resources will be listed with labels showing who can access them. 
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Settings  
From the Settings tab, group leaders can modify group information such as name, description, and 

group image, as well as the meeting location and contact information. 

 

 

Reports  
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. 

In any group, choose the Overview or Attendance tab to view information about the group. 

 

Overview 
See this group's stats compared 

to other groups in the group 

type as well as the ages of 

those in the attendance trends. 

 

 

 

 

 

https://pcogroups.zendesk.com/hc/en-us/articles/360016079154-manage-group-settings
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Attendance Reports 
If you select Attendance, you can view the attendance information for each individual at each 

meeting as well as their attendance percentage and some more tidbits. 

 

 

 

 

1. Choose the time period for which you want to view attendance 

2. Check the box if you want to view removed members. 

3. Create a PDF or CSV file of the report. 

The bottom of the report contains additional information. 

 

 

1. Visitors are noted in the report. When 

they become a member of the group, 

the tag is removed. 

2. Attendance totals for each event are 

shown. 

3. Hover over the attendance total to view 

the breakdown of visitors and members 

for that event. 

4. If the leader doesn't take attendance, 

the column is grayed out for the event. 

 

Create a PDF or CSV file of the report by selecting Print. 
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Messaging Members  
 

You can communicate with your group members using Group 

Messaging in the Church Center app. 

First, make sure that messaging is enabled for your group. 

You can then start discussions or post announcements for your group 

members in the Church Center app. 

 

Create a New Message 
In the Messages tab for your 

group in Church Center app, 

tap New. 

 

 

 

In the Messages tab for your group in 

Church Center web, click New message. 

Enter the subject and body of your 

message, uncheck the Allow replies box if 

you don't want people to add comments, 

and then tap Send. 

 

https://pcogroups.zendesk.com/hc/en-us/articles/360056871093-group-messaging-on-church-center
https://pcogroups.zendesk.com/hc/en-us/articles/360056871093-group-messaging-on-church-center

