HOW TO TRACK ATTENDANCE

Step 1 of 6: Click the Small Groups icon

Click on your small group from the list. Note: If you are a member of multiple
groups, you might have to first search for your group in the “FIND A GROUP” field.
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FIND A GROUP Advanced search

The Galatians Gathering Add a new group

MY GROUPS
MY GROUP LEADERS View All
Entire Church Group Heritage Staff
Type: Bible David Oaks

Department: Administration
led by Brad Bowen , Open to All, Announce Only MY DEPARTMENTS

2017 1st Quarter Giving Statement Team Life

Type: Bible
Department: Administration
led by David Oaks , Invitation or Request Required, Announce Only

( @ Bowen Family Fall 2017 Small Group [IFISETY
N Type: Bible

Department: Bible

led by Michelle Bowen , Invitation or Request Required, Announce Only
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The Galatians Gathering  teedr Group Actions ¥

1 participant | Bible

LEADERSHIP

@ Brad Bowen Leader

Address 123 Street Avenue

NO OTHER GOSPEL

Department Bible

Area of Town South

Meeting Day Monday
We're going to have a great time walking through the book of Galatians!
Time of Day Evening




Step 3 of 6: Add an Event

On the date your group is scheduled to start, click “Add Event”
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Add event

>

Leader

NEEDS

Sunday Monday Tuesday
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>OSITIONS SCHEDULES PARTICIPANTS
Q + New Event
Wednesday Thursday Friday Saturday

Step 4 of 6: Provide Event Details
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Create event

Click here if your group
meets at the church

Click here if your group
does not meet at the church

Event Type

Rooms & Resources needed

Rooms & Resources not needed
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Create event
Event Type

Rooms & Resources needed

. Rooms & Resources not needed

Event Name The Galatians Gathering Enter group name
Photo Choose File no file selected
NOTE: Your image will be adjusted to a 16:9 aspect ratio

Description

Small Group Gathering A simple description

Group The Galatians Gathering x
Organizer Group leader’s name

Event Phone (229) 555-1234 Contact number
Date 8/21/2017 ") All day event

Event Time 5:00 PM 6:30 PM Group start & end time

v Make this event repeat
How often? Weekly Every week

It is important to click “Make this
event repeat” and then fill in the
Ends 11/06/2017 fields for “"How often?”, "When",
and enter an end date (the date
your small group will have its final
Location Name Bowen Home gathering)

When Sun v| Mon Tue Wed Thu

Street 123 Street Avenue

If your group is being held at the
City Moultrie church, these fields will be filled
in automatically.

State GA

Postal Code

Require leader approval or form response to get on the guest list

Click "Save”




Step 5 of 6: Request a Room

Note: If your group is not held at the church, you may skip to Step 6.
Select the “"ROOMS & RESOURCES" tab, then click “Request Rooms & Resources”
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Event Approval Pending
rove
Once approved, invitations can be sent, attendance can be taken, and the event can be seen on approved calendars. o

. The Galatians Gathering

Monday, August 21, 2017 5:00 PM — 6:30 PM | The Galatians Gathering

ROOMS & RESOURCES

Event Actions v

PREVIEW GUEST LIST ATTENDANCE CHECK-IN PUBLISH

Request Rooms & Resources 4—

EVENT INFORMATION

Estimated Event Attendance: Not provided
Setup Time: none
Cleanup Time: none
General Setup Notes: none

No rooms or resources requested
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Request Rooms & Resources

Setup Information Heritage Church
—
General Setup Notes:
Nursery) *~
South Campus
$-1 Building

Select the room you want from

-2 Building

the drop-down menus and then
Estimated Attendance: S-4 Counseling (Brad's Off...
drag that room over to the
S-4 Headquarters "R " b If h R
Additional Resources 8+ Soaking Room #1 ooms oX. It the room is
e already reserved, it will be
4 Soaking Room 43 shaded and will not let you drag
Sautverue A it. Once you successfully select a
South Venue-Large Meein... room, a pop-up box will appear
¥28uldng that lists the cost to reserve the

Y-4a Building

room. These fees do not apply to
small group gatherings, so simply
click “Done” and then "Save”.




Step 6 of 6: Finalize Attendance Settings

Select the “ATTENDANCE" tab, then click “Attendance Settings”
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Monday, August 21, 2017 5:00 PM — 6:30 PM | The Galatians Gathering

PREVIEW GUEST LIST CHECK-IN PUBLISH

Event Actions v

Attendance Settings 4—

ATTENDANCE SETTINGS
Attendance Grouping None
Attendee Limit None
Attendance Reminder No
Attendance Only No
EVENT SUMMARY

No event summary for this event.

7, 2017 by Brad Bowen

7, 2017 by Brad Bowen
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Attendance settings

Attendee Limit

Attendance Grouping Small Groups Choose “Small Groups”
Check thiS bOX v| Send group leaders an attendance reminder

LeaVe this bOX unchecked This event is for attendance purposes only

hidden from group members

Click "Save”

YOU DID IT!

You are all set to track attendance. Now all that's left is populating your group.
At this point, adding participants will be a piece of cake. Whenever you're ready,
use the “How to Add a Group Member” resource and follow the 3 simple steps.
We thank you for taking the role of Small Group Leader so seriously and loving
the people God has placed in your care.



