Basic User Guide

Accessing the Online Community
Welcome to our online church community! We have provided this tool to help you get
better connected with our church. You'll be able to see events you might want to
attend, participate in discussions, meet the needs of others in our church community,
and find volunteer positions based on your passions and gifts.
After requesting a login or being assigned one, you will receive an email containing your
login information.
Use the link in the email to access your online community

Your email address here……….

Your email address here……….

Your Personal Home Page
Once you log in to the online community, you will land on your personal homepage. This
page contains information specific to you, including:
1. A welcome message from the church

2. A list of upcoming church-wide events or events hosted by groups you belong to

3. A list of groups

4. Activity in groups you belong to

Viewing & Updating your Profile
Once you have clicked on your initials in the upper right corner, you can begin
making updates to your profile

First click the camera icon where your initials are and add a clear photo of yourself.

Now click on the “Edit Profile” button and update any pertinent personal information.
Only you and appropriate church leadership will see your email address unless you choose
to reveal it to others via your settings. All others will see a generic Send an email link
instead, which allows them to email you without ever seeing your email address.

Viewing Other Profiles
To view a profile for another person in our online community, first click the People link
in the left menu bar. You will only be able to see listed profiles. If you do not see a
People link, it means you have limited access to the community and will not be able to
view any other profiles besides yours and your family members’.

After clicking People, begin typing a name in the search box. You may type first name,
last name, or a combination of both. As you type, the system will automatically narrow
your results and generate a list of people who meet your criteria. Click the name of a
person to access their profile.

Groups
Groups are the backbone of our online community. Events, message boards, and
most emails all start through groups. You will see the groups you currently belong
to on your personal homepage or by clicking the Groups link in the sidebar.

From each group’s page, you are able to view the number of participants in that
group and all of the group details. In the tabs, you are able to view events,
messages, needs, positions, and files for that group. You can see information in
these tabs only for groups you are a member of or for those that are Open to all.

Once you are a member of a group, you may also have additional privileges based
on the group settings, such as viewing other participants’ information, signing up
for an event, sending a group message, commenting on messages, creating needs,
and uploading files.

Help
Finally, to access step-by-step instructions about the online community, click the
‘Question Mark’ in the top right corner of any page.

After clicking Help, or typing a topic you will be taken to the Knowledge Center, where
you have access to both help articles and video overviews divided by topic.

