THE BROOK

Planning Center Training/Refresher



Welcome & Opening Prayer

Planning Center Training
(For Desktop & Mobile)

Q&A

Closing Remarks/Prayer



Using the Services Desktop or Mobile
App

* The Services mobile app is available for
IOS and Android. You can install it on your
Planning Center device from one of these App stores:

Training/Refresher « iOS: App Store
« Android: Google Play

* From a desktop you can go to
www.planningcenter.com



https://apps.apple.com/us/app/planning-center-online/id327370808
https://play.google.com/store/apps/details?id=com.ministrycentered.PlanningCenter&hl=en
http://www.planningcenter.com/

For Desktop Users




Updating Personal Information
(Desktop)

You can edit your photo and
contact information from the top of
the profile.

1. To change your profile picture,
click the current picture, and
then choose a new image (or Elizabeth "Liz" Dawson Actions -

liz@cvchurch.co 5552345678 @ Edit profile

gif) file from your computer or
photo gallery on your phone.

2. To update your name, email Permissions
addresses, phone numbers, or
addl’eSSGS, click the AC’[IOQS Scheduling Communication Details
menu and select Edit profile.
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Please Note: If You change your email
address dyou will need to useé the new
email address the next time you log in
to your account. Your password will
remain the same unless you reset it.

4



Update Your Profile

» From your personal profile | ’\'
page, you can update your -
email address, change your ’ED
password, and manage
scheduling preferences.

O  special Events

» Go to your profile by clicking
your name in the upper right
corner of any Services page,

and then click Profile. Y
Add

‘Matrix v £~



My Schedule Page

You can accept or decline scheduling
requests, view the plans you are a part

of, and block out dates you know you will 2R
be unavailable from your My Schedule -
page_ September 2020 o I s
1 2 3 4 5
1. View a calendar overview with color- o 7 8 o w0 n ou SCONSEEY
coded symbols under the dates. T R R Y rE
2. The scrolling list of assignments 20 2 2 23 W 2 2 |
adjusts to match the calendar view. _—y - Bl il
3. Set blockout dates to let your team :

leaders know when you aren't

available, view any messages sent or s
received in Services, or email a team @ Contemporary Service
leader. 1 no
. oy Sept 13 @] Sept 16 ®
4. Sign up for a position, or respond Youth Grou Midweek Servic
to pending scheduling requests. el e i Q) Bass Band @ viorship Team |
Qn Keys Band

@ Youth Group Decline... Accept
sarvice Tii


https://pcoservices.zendesk.com/hc/en-us/articles/360002035974-blocking-out-dates
https://pcoservices.zendesk.com/hc/en-us/articles/204261494-update-your-profile
https://pcoservices.zendesk.com/hc/en-us/articles/204262234-signup-sheets
https://pcoservices.zendesk.com/hc/en-us/articles/204460250-Managing-Your-Schedule

Update Scheduling
Preferences and Block-outs

The Scheduling tab shows your blocked
out dates, upcoming plans, and any
scheduling preferences.

1. Block out dates ahead of time when
you know you'll be unavailable.

2. Any dates you are scheduled for as
well as any blockout dates that you have
set are listed here. Click on the date of
any listed plan, and it will take you
directly to it. Click any blockout date to
edit it.

3. Set Scheduling Preferences to let your
team leader know how often, with which
family members, and on which teams
you prefer to be 'scheduled.

4. View teams and positions that you are
assigned to and set scheduling
preferences for specific teams.

Scheduling

Schedule

Dates Templates

Since 1 month ago

Status

CONFIRMED
UNCONFIRMED
DECLINED

Jan1
6:00pm - 9:00pm

-

Jan 17

UPCOMING PLANS

Communication

Details

Add blockout dates

Responding to requests is a huge
help to your team leader. Let’s put

an ending to your pending!

Blockout: Monthly on the 1st
Friday

Family game night

Contemporary Service
Worship Team (Vocals)

Blockout: Monthlv on the 1st

Preferences
ooy
b@ Up to 2 plans per month

e Schedule me when Richard is scheduled in the same plan

Teams

Audio/Visual vreader

Producer As often as need

1s needed

Band

Keys As often as need

Band

Keys As often as need

ed

ed


https://pcoservices.zendesk.com/hc/en-us/articles/360002035974-blocking-out-dates
https://pcoservices.zendesk.com/hc/en-us/articles/360002035974-blocking-out-dates
https://pcoservices.zendesk.com/hc/en-us/articles/360002036233-set-your-scheduling-preferences
https://pcoservices.zendesk.com/hc/en-us/sections/115001910767-teams

Sign Up for a Position

The Signup Sheet email contains
a link to sign up for the assigned
position. Click the link to be taken

to the Signup Sheet.

Hi Elizabeth,

Signups are open for the following dates. To respond or view the available
openings, click the link below.

Thanks,

Lisa Kuder
Centerville Church

View Signup Sheet

) planning center @ services

You are receiving this communication because you're signed up with Centerville Church’s Planning Center
account.




You can also select Sign
Up from their My
Schedule page.

@ services

My Schedule

May 2019
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My Schedule
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[ 4 Add hiackaute | [

Qutherriha -

(x] Block Out Dates

Signup Sheets 1

2

Contemporary Service

Oct 4 -0Oct18

Sign Up

My Messages

e

Centerville Church

Email My Leader



https://pcoservices.zendesk.com/hc/en-us/articles/204460250-managing-your-schedule

At the top of the Signup Sheet, each person will see sign up for any assigned and available positions.

|T| @ services Contemporary Service | Signup Sheet
Oct 4, 2020 Oct 11, 2020 Oct 18, 2020
Series Title Pursued Pursued Joyride
Plan Title Pursued by Grace Pursued to Become Joy in the Morning
Vocals
Choir @Dalton Berg
@0D) Tanner

Worship Leader ®Amber Benn

@Dalton Berg
wKatie Chen

» Order Of Service



> When Someone CIICkS Slgn Up In 22?51%!? cgosg?tzlltgtrsdetails. To ignore & schedule anyway click accept, otherwise
the Signup Sheet, they will see all cancel.
the times associated with that
position with a note to let them know
they are confirming the date(s). If o B | |
they have any conflicts, they can e
hover over the conflict for more

information. Seniica
12/10 at 9:00A
12/10 at 11:00A

Rehearsal

» Clicking Accept adds them to the 12/06 at 8:30P - Practice
plan as Confirmed and adds the Other |
tlmeS to thelr Schedule 12/10 at 8:30A - 1st Service Prayer

12/10 at 10:30A - 2nd Service Prayer

and calendar, if synced.

@ Accept  cancel



https://pcoservices.zendesk.com/hc/en-us/articles/360002036253-calendar-subscriptions-ical-outlook-google-calendar

Messaging Settings

The Communication tab allows you to
view sent and received messages, reset
your password, and set text notification
options.

1. View any sent or received Services
emails from the last three months. Click
an email to view its details.

2. If someone forgets their password,
click Send Password Reset Email. A
reset password email will be sent to all
email addresses on the profile. (Desktop)

3. Choose whether you want to
receive notifications in Church Center or
the Services mobile app. (Desktop)

4. If you list a mobile number and carrier
using the Edit button, you can then
choose which text message notifications
you'd like to receive when you get a
Services email. (Desktop)

Scheduling Communication

Messages

Received Sent

September 26, 2021

Text Notification

September 26, 2021

Text Notification

Email history is only kept for three months.

Password

Send Password Reset Email

Notifications

@ Preferred App et ti %
Church Center -

Manage notification settings from your profile in the Church
Center app.

0 5552345678 Edit
sprint-nextel

TYPE TEXT
General
Schedule

Reminders


https://pcoservices.zendesk.com/hc/en-us/articles/4403014290459-services-notifications-and-preferences
https://pcoservices.zendesk.com/hc/en-us/articles/360002008634-setting-up-and-responding-to-text-notifications

For Mobile Users

(Androids and iOS users)




Manage Your Profile- Mobile Device

» From your profile, you can
update your contact information,

respond to scheduling requests, p
and set blockouts. You can also {3

view email and access teams,

tags, help, and settings.
o g My Schedule

» To access your profile, tap
your photo in the upper right
corner.




- From your Profile page, you can take
Centerville Church v Edit several actions.

1. Tap to switch churches if you
have linked accounts.

2. Tap Editto update contact info, your

e

Elizabeth "Liz" Dawson photo, or notifications preferences.

3. Tap to view your Teams or Tags. From
the Teams page, you can update team
assignments and scheduling preferences.

elizabethdawson223@gmail.com

140869142/2

- | You need at least Scheduler permissions
22 Teams @ Tags to see tags.



https://pcoservices.zendesk.com/hc/en-us/articles/204460840
https://pcoservicesmobile.zendesk.com/hc/articles/360042530554
https://pcoservicesmobile.zendesk.com/hc/articles/360021680993
https://pcoservicesmobile.zendesk.com/hc/articles/360042218514

1. Choose a tab to view your schedule,
set blockout dates, or view sent and Oct 1
received messages.

2. From Help, you can access support.

» From Settings, you can
update notifications or dark
mode settings. Sept 20

» You can only view your own schedule
and block out dates from the profile. To
access your household schedule, go to Sept 27
the My Schedule page.

o0

Sept 16

'4'1' | 11


https://pcoservicesmobile.zendesk.com/hc/articles/360015941494
https://pcoservicesmobile.zendesk.com/hc/articles/360008614553
https://pcoservicesmobile.zendesk.com/hc/articles/360036111173
https://pcoservicesmobile.zendesk.com/hc/articles/360008614393

Signup Sheets

If you’re assigned to a team that has
signups available, view the signup
sheet by tapping Sign Up from My
Schedule. You'll see the different

dates that you can sign up for a
position. After you choose a date,
tap Accept to accept it.

Please Note: You will be able to see
when signup sheets are available for
others in your household, but you will
not be able to sign up for them.

Elizabeth, Richard «

SIGNUP SHEETS

@‘ Contemporary Service




Thank you for the ' “‘
dedication to serve The
Brook!!! 'I,,



