
Planning Center Training/Refresher



Agenda

Welcome & Opening Prayer

Planning Center Training
(For Desktop & Mobile) 

Q & A

Closing Remarks/Prayer



Planning Center 
Training/Refresher

Using the Services Desktop or Mobile 
App

• The Services mobile app is available for 
iOS and Android. You can install it on your 
device from one of  these App stores:
• 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 
gif) file from your computer or 
photo gallery on your phone.

2. To update your name, email 
addresses, phone numbers, or 
addresses, click the Actions 
menu and select Edit profile.

Please Note: If you change your email 
address, you will need to use the new 
email address the next time you log in 
to your account. Your password will 
remain the same unless you reset it.



Update Your Profile
Ø From your personal profile 

page, you can update your 
email address, change your 
password, and manage 
scheduling preferences.

Ø Go to your profile by clicking 
your name in the upper right 
corner of any Services page, 
and then click Profile. 



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 
be unavailable from your My Schedule 
page.

1. View a calendar overview with color-
coded symbols under the dates.
2. The scrolling list of assignments 
adjusts to match the calendar view.
3. Set blockout dates to let your team 
leaders know when you aren't 
available, view any messages sent or 
received in Services, or email a team 
leader.
4. Sign up for a position, or respond 
to pending scheduling requests.

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.

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.



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

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.



Ø When someone clicks sign up in 
the Signup Sheet, they will see all 
the times associated with that 
position with a note to let them know 
they are confirming the date(s). If 
they have any conflicts, they can 
hover over the conflict for more 
information.

Ø Clicking Accept adds them to the 
plan as Confirmed and adds the 
times to their schedule 
and calendar, if synced.

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)

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

Ø From your profile, you can 
update your contact information, 
respond to scheduling requests, 
and set blockouts. You can also 
view email and access teams, 
tags, help, and settings.

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



From your Profile page, you can take 
several actions.

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

2. Tap Edit to update contact info, your 
photo, or notifications preferences.

3. Tap to view your Teams or Tags. From 
the Teams page, you can update team 
assignments and scheduling preferences. 
You need at least Scheduler permissions 
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 
received messages.

2. From Help, you can access support.
Ø From Settings, you can 

update notifications or dark 
mode settings.

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

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.



Thank you for the 
dedication to serve The 

Brook!!!


