Triangle Grace Church

How to use Church Center

MOBILE

1. To view your schedule and sign up to
serve, open the Church Center app.

2. Navigate to your profile by selecting the
small circle in the top-right corner. If you
haven’t set your profile picture, the circle
will have a question mark rather than a
picture.
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3. In your profile, you’ll see a button that says “Sign up.” Tap this button, and

a modal will appear that will show you all upcoming Sundays and the

positions that are currently open for each Sunday.
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5. Once you have your desired position(s) Fellowship Team
selected, tap the “Sign up” button on the Assisting Pastor
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6. That’s it! Once you’ve signed up for a
position, you’re good to go. Back in your
profile page, you should now see your new
assignment under the “My Schedule” Schedule (All)
heading.
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7. If you ever need to decline a position that
you had previously confirmed, you can do SUNDAY, FEBRUARY 18
that by tapping the green-colored heading
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for that date (underlined in red in the v

picture above).



8. This will bring up the specific
assignment for that date. On this page, < o
click the hotdog menu at the top right
(the three white horizontal dots). This

will open up a submenu with a
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“Decline...” button which you should tap.
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This position is confirmed.
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9. After you hit “Decline,” the app will
give you the opportunity to write out a
reason for declining. This is not

Please let us know if you have a specific reason you
can't serve.

necessary, but can be helpful for your
team leader. Once you have written out
your reason (or you decide to enter no
reason), finish the process by hitting
the “Decline” button.

10. That’s it! You now know how to sign up for a role on a specific Sunday,
and how to decline a role that you’ve signed up for previously.



DESKTOP

1. To view your schedule and signup to serve on your computer, navigate to

the Planning Center website: services.planningcenteronline.com.

2. Once you login (if you aren’t already), it should take you to the “My
Schedule” tab. This is where you can sign up to serve, view your schedule, or

decline a position you had previously accepted.

3. On the “My Schedule” Tab, you should see a section called “Signup
Sheets.” In that section, there will be a button that says “Sign up” — click that

NOW.
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6. You should now be back on the “My Schedule” tab. You should also see a
new section, titled “Confirmed.” Here is where you can see the upcoming
dates that you are scheduled to serve.
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7. If you need to decline an assignment
that you had previously confirmed, you

can do that by moving your cursor over Feb 18 ®
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the box for that date. When you mouse '

over it, a red X icon will appear in the © Usher Welcome Team

bottom right of the box. Click that “X”

to decline the assignment for that
date.

8. That’s it! You now know how to sign up to serve, and also how to decline
an assignment that you had already signed up for.



