


WELCOMEto the
Serving Community
and

There are so many opportunities for you to serve God through 
Heritage Church.  We are committed to making sure you find your 
place within the body of Christ!

Most of the people you will serve with are giving of their time just like 
you; they have regular jobs, families, and friends as well. Everyone’s 
time is valuable and Heritage Church works hard to make sure a 
valuable contribution (such as their time!) is never wasted.

To ensure successful communication and smooth ministry flow 
throughout the church, there is a tool that we consider integral to 
serving at Heritage:  Church Community Builder.

Church Community Builder (CCB) acts as the online community 
for Heritage Community Church that allows you to connect and 
communicate with the groups and teams you are a part of.  This 
walkthrough will help you learn how to update your information, post 
a picture, access your groups, and manage your privacy settings.  
The CCB Walkthrough begins on page 5.

CCB, when used effectively will help you communicate clearly 
and connect on your teams. In addition, we value the personal 
relationships that will be developed on teams, and we believe that 
technology is never a substitute for personal interaction through 
face-to-face and phone conversations.

Please feel free to contact any of our staff or leadership with any 
questions you may have!



Getting There
To access CCB, you’ll need to visit our website at

http://www.heritagelife.org

From there, look for the toolbar.  We’re constantly updating it, 
so plenty of links will come and go, but at the end of all of the 

toolbar is LOG IN.  Click LOG IN.

This will bring you to the login page at CCB.  



You’ll need a username and password to sign in to CCB.

Once you sign in to CCB, you will see the  Home Page.

From this screen you can access your profile, connect with groups you 
are in, check the church calendar, edit your own profile and more.   

To return to this page, click the “Home” tab at the top left of the screen.

If you don’t have a username and 
password, you can sign up for one 
by clicking “Sign Up” at the bottom 
of the login screen. 
 
PLEASE NOTE: 
Sign Up is not automatic.  It has to 
be approved by a staff member, 
so please allow 24-48 hours for 
your sign in email.

Signing In

Forgot your sign in info? 
Just click the “Forgot username or password” link at the bottom.



To access your profile, from the 
Home Page click the link under your 

name that says “Go to my profile”.

From this page, you can edit your information, add a picture, and 
adjust your privacy settings.

To update your contact info and add a picture 
to your profile, click the “Edit Profile” link.  This 

will bring you to a new page where you can 
change information about yourself.  You can 
also change what information you would like 
to share.  You have control of your privacy 
settings, so your information will be safe!

Your Info



To change your profile photo, click the “Choose File” button and 
find a file that you like on your computer.  Then click “Open”.

Once you are satisfied 
with all the changes you’ve 
made, don’t forget to scroll 

down and click “Save”.

You’ll get a confirmation at the top of the page that tells you your 
profile was updated, and you’ll see your new profile picture.

Your Info



Heritage Church is committed to protecting any information about 
you that you don’t wish to share.  CCB is a secure database that 

uses encryption to protect your information.  But you also have the 
option to control your privacy settings.  To access those settings, on 

your main profile page, click the “Update Privacy” link.

There are a lot of things you 
can control in your privacy 
settings.  For example: 
- Who can see your profile?
- Who can see your contact info?
- Who can see your birthday?
- Who can contact you via email?

And lots more!

But of course, you need to 
make sure you scroll down 
and click SAVE.

Your Privacy



Want emails from your LifeGroup, but aren’t getting them?  Want to 
opt out of being contacted by a group?  CCB allows you to specify 
how you want to be contacted.  To adjust these preferences, go to 

the main profile page and click “Set Communication Prefs”.

Just as with privacy, there 
are many settings you can 
change here.  
For example: 
- Receive email from 
Groups?
- Receive email about 
online conversations?
- Receive text messages 
from group leaders?

and more!

But as always, don’t 
forget to save your 
changes!

Receiving Messages



Heritage Church has partnered with CCB to give you complete 
access in your financial relationship with the church.  Simply click 

the “Give” tab at the top of the site to use these tools.

Once on this page, you can 
give a one-time gift, set up 
repeating gifts, or view your 

giving statement.

Once at the giving statement 
screen, you will be asked to fill out a 
few questions to get your report.

Filling out these questions and 
clicking “CREATE” will then 
generate a report that you can print 
out or save.

Your Finances

GIVING STATEMENTS



To give online, click the “Give” tab.  There are two choices: A one-
time gift, or repeating gift.  While you certainly can give via debit/
credit cards, Heritage Church encourages giving with the Checking 
Account option for two reasons.  We do not want to encourage 
credit card debt and there are fewer transaction fees associated 
with the Checking Account option.

To begin, click your giving choice and then fill in the available 
options.  If you choose to do a repeating gift, you will be asked to fill 
in a time period such as monthly, weekly, or every two weeks.

Once you are 
finished, scroll 
down and complete 
the transaction or 
scheduled transaction.

WARNING:  
Only click the 
button once!

Giving Online



From learning about available Groups, browsing the church-wide 
calendar, and sharing messages between yourself and other 
members, there are lots of things you can do in CCB.  This guide 
merely covers the basics of logging in, changing your settings, 
and giving online.  But that just scratches the surface of what is 
possible.  We really would love to see you growing in the use of this 
amazing tool at Heritage Church.

If you have any questions about CCB, please feel free to contact 
us via our website, call us at 229.891.3421, or send us a quick 
message over Facebook or Twitter.  We’re here to help.

So, go ahead.  Start exploring.  Let us suggest that you browse 
available groups and the calendar first.  It will grow from there.

GOING FURTHER
and exploring




