CHURCH

BV Wells

How to Take Group Attendance in Church
Center

Purpose: This guide walks Group Leaders through how to quickly and accurately take
attendance using the Church Center app.

What You’ll Need

A smartphone or tablet

The Church Center App downloaded

Your Church Center login (same email used for Planning Center)
To be added as a Leader for your group

Step-by-Step Instructions

1. Open the Church Center App

e Tap the Church Center app on your device
e Login if prompted

2. Navigate to Your Group

e Tap Groups at the bottom of the screen
e Select My Groups
e Tap the group you lead

3. Open Attendance

e Inside your group page, tap Attendance
e Select the correct date (or tap Take Attendance if prompted)



4. Mark Attendance

e Alist of group members will appear
e Tap each person who is present
e |eave unchecked anyone who is absent

Tip: If a new person attends who is not listed, let the Next Steps Team know so they can be
added.

5. Save Attendance

e Once complete, tap Save or Done (top right)
e Your attendance is now recorded

Best Practices

e Take attendance during or right after your group meets
e Make it a weekly habit—consistency matters
e Double-check the date before saving

Need Help?

e Make sure you are logged in with the correct email
e Ensure you are listed as a Group Leader
e Contact the Next Steps Team if you experience issues

Thank you for leading and helping us care well for our people!



	Agenda 
	Continuing Beyond the Semester: From Groups to Circles 
	This group is going to continue beyond the seven weeks, building on what you’ve been studying together. This will be an 11 week experience and we will provide the curriculum and everything you need. We're simply looking for a home, a host, and those who would like to continue meeting. 
	We’ll put all of this together during Week 8 at our One Night Circle Up Experience. This one-night experience is designed to walk you through what it looks like to be a circle in the community and will give you everything you need to feel confident stepping into it together. 
	Week One – Think About It​Take some time to think and pray about whether you might be open to hosting or continuing together for a few more weeks in someone’s home. 
	Week Three – Anyone Interested?​We’re starting to plan what continuing this group could look like. Is anyone interested in hosting in their home, or in being part of the group for three or four more weeks? All we need is a living room and we’ll provide the curriculum and support. 
	Weeks Six & Seven – One Final Ask​As we wrap up the semester, this is your opportunity to join or host the continued group. If you’re open to hosting or would like to be part of the group meeting in someone’s home, please let us know. Sign the form, and we will be ready for you on week 8 March 31st for the One Night Circle Up Experience. 
	One Night Circle Up Experience - Week 8 March 31st   
	Circle Up - April 13th, 20th, and 27th  
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