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Welcome
Please take a moment to locate the Zoom Webinar controls.
Feel free to say hello or ask a question using the Qféatire.



Welcomecg Introducing our Panelists

Mark Crain Carmen Dea
ShelbyNext Trainer ShelbyNext Trainer
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AGroup Basics
AAdvanced Topics

APromotions
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AGroups are one of the core
features of ChMS.

AThere is no limit to the number [JFRN
of groups in your ChMS.

AThere are a multitude of group
level settings that impact
program functions, like
attendance, group finder, leader™=s&s
roles, and more.

Aggregates
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ABecause groups are unlimited, it AEvery group can be used for r}

IS Important to routinely attendance taking, for mass ==

maintain your groups. communications, and more.
AArchiving or deleting groups may

be appropriate. ADNEB dzLla Oty 068 VYl
AAN important conversation to 1y26f SRISE T2 (

have as a staff. members or kept private for

Internal staff use.
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ANaming conventions provide a AProperties are usedefined
scaffold for group builders to use classifications for various
to maintain consistency in the groups that are associated
groups list. with one another, I.e. Classes,

A813HS

AUsing prefixes, widely Committees, Youth, Children,
understood codes, or even * can €
help provide order. AGroup Views allow users to

AOEF YL SY ' 48 4 Bigdﬁeﬁpeéas EEIRDOb ¢ ¢
at the beginning of every Sunday 9roups, Properties, an
School class. aggregates to display.
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9, Individuals

Groups 1
List
Aggregates

Views | 2

E4 Mass Contact

Interactions
Giving
Attendance
Reports
Schedules

Dashboard

ADD VIEW e

View Settings

VIEW TITLE

GROUP SETTINGS

@ Active Groups Only

Archived Groups Only

Active And Archived Groups

PROPERTIES

Groups

General Terminoclogy

* Group Properties
* Group Finder

Use Group Views

AGGREGATES

GROUPS
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Naming Conventions, Properties, & Views

Q

4 Name

*Member Status = Member

*Member Status = Misc. Names

*Member Status = Non-Resident Membe

*Member Status = Prospect

*Member Status = Regular Attender

Board of Deacons

Board of Elders

Children's Sunday School Teacher

Choir - Adult

Committee - Buildings & Grounds

Committee - Church Council

i
£
z

Q. sun|

4 Name

Children's Sunday School Teacher

Sunday School - Adult 60 + Singles

Sunday School - Adult Singles 35 to 59

Sunday School - Adult 2 Ladies Class

Sunday School - Adult 2 Men’s Class

sunday School - Adult 3 Ladies Class

Sunday School - Adult 3 Men's Class

Sunday School - Adult 4 Ladies Class

sunday School - Adult 4 Men's Class

Sunday School - Adult 5 Ladies Class

Sunday School - Adult 5 Men's Class

nday Scho

%
i
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AProperties are tags that are placed on groups that

categorize groups with shared traits.

ABoth properties and categories of properties are
completely customizable.

Campus

k

ASome examples of popular categories of properties ===

Age Groups, Campus, Group Type, Type of Attend: ===

Roll Type
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AGroup Views are shareable selections of specific
Properties, Groups, and Aggregates.

AAggregates are a selection of groups primarily used for
attendance reporting purposes.

AGroup Views are very helpful for creating mailing list
of multiple groups, selections of small groups for
printing attendance rolls, etc.

@ Group View
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Properties and Group Views

Groups

General Terminology Groups Prc

* Group Pr-::per:ieso
* Group Finder

Use Group Views

Setting

Permissions

Workflows

System Log

Export
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Information Columns and Sorting

Group Information Group Activity

Group Leader(s): None (Edit)

First Name

Susie

Linda

Bobhby

Harry

Regina

Barbara

Debbie

Last Name Email

Agard

Hand

Jordon

Lawrence

Merriwether

Mueller

Nelson

Fields» =+

First Name
Last Name

Cell Phone Active? User ID
v | Gender
Email
Y Home Phone
Work Phone
! Cell Phone
y Residential
Address
Y Residential City
Residential
! State
y Residential Zip
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Using Groups for Communication

List Add Finder
A Use Groups to....
A Create labels Q new
A Send Emails, Texts, or Voice * Name
Message Mewsletter - Emnail
A No complex criteria to determine wh o
will be included.Just check the

box(s).

A Need it addressed to a couple?ut
both namesn the group.

A To print or Export, select the Group,
click on the action link (3 dots) and
choose CSV to export or labels to
print.

Leader(s)

Count

Frint Directory

Frint Attendance Roll
Mass ArchivelActivate
Apply Properties

Delete Selected Groups

Assign and Email Login Information

Print PDF List or Labels

Y

Export Individuals to C5V

Mass Edit

Add or Remowve from Groups

Send EmailmextVoice

AsSSIgNFLOE Interaction
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Using Groups to Print a Directory

A Need a Membership or Class Directory?

A Check beside the Group(s) and choose
Print Directory.

A Chooseo print as Individuals or
grouped in a family.

A Selectoptions, such as Single Column,
Photos, or Print Groups Separately then
click Go.

Groups
List Add Find
Q
Print Djrectory
* Name Leader(s) C
Print Attendance Roll
*Member Status = Member ]

Mass Archive/Activate

Print Single Column

Print Individuals /

Print Families Include Profile Photo

\

Include Family Photo

A Drag fields you want to include intq
the left column then click Go.

I name
ICE”IhDI‘lE

1 Home Phone

I Family Tree

I Residential Address

I Mailing Address

Drag fields you wish to be included inta the left column.

Print Groups Separatel
1 Gender P Y

Include Inactive Group Members

N\

: § Envelope Number

*I Work Phone

1 Email(s)
1 Birthday

1 Died On

 § Baptism Date
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Using Groups to Print Attendance Rolls

Groups

List Add

(< JO < [N < N < IR < IS

Finder

L~

* Name
sunday 5chool
Sunday 5chool
sunday School

sunday 5chool

- Adult 60 + Singles

- Adult Singles 35 to 59

- Adult 2 Ladies Class

- Adult 2 Men's Class

Y

& Show Help

Print Directory

W_—__‘_

Leader(s) Cpun|
Print A::endan:i@jl
&

S T LIV LT O

an Apply Properties
Delete Selected Groups
Assign and Email Login Information

12
Print POF List or Labels

e W ——

Attendance for Sunday School - Adult 60 + Singles
O Submitted Electronically

3

5
4

Name Name ;
Burke, Lucille Newman, Louis Edward
Campbell, Clara Peyton, Sally §
______Davidson, Jean ______Roberts, Bob 4
Eaves, Alma Dean Scoggins, James B ;
Franken, Timothy Smith, Norman A 1
Gould, Winnie Z Temple, Marsha
Gunn, Aims Warren, Sherry
Mastroni, Frank Yokum, Price :
Visitors 1}
5
1
Total Members Present: i
Total Visitors Present: {
Total Present: "
P P Wt —‘..’-""-J ‘-‘ e ——

A Search form your Group(s) using either the Search, Group View or Properties, as explained earlier.

A Check beside the Group(s) and choose Print Attendance Roll

A Enter theDate forwhen the attendance should be taken.

A Number ofVisitor Lines?

A Include Last Day Attended?
A Click Go.
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Using Groups to Assign or Log Interaction ¢a

< Groups List

Individuals in *Member Status = Prospect

Group Information Group Activity
Group Leader(s): Mone (Edit) Fields
Group Leader(s): None (Edit) Fields ~ s Take action on
ilter These Individuals v
First Name Last Name LestInteraction Report Assign Interactions @ Log Interactions
Brenda Baker Edit Group Interaction Type * Completed By * Date Completed *
First Time Visitor ~ Julie Adams -
Robert Michael Ball Add Individuals to this Group - . -
Chaoose s name from the suggestion list.
L Grover Cleveland Activate Summary *
Frances Cleveland Inactivate Dropped off welcome baskets for first time guests)| ‘
Add to Group
Mu_.-;_,ﬁlw " - I \
A Jake Dente * Required Field
Mass Edit
Blake Edwards \ cend EmalText e Log Interactions

Ld Dwight D Eisenhower Assign/Log Interac@l

A Select everyone in or select individuals within a GroER. Prospects and click Assign/Log Interactions.

A Assign (future contact request) or Log (recording jgasttact).

A Choose Interaction Type (ex. First Time Visitor), Assigned or Completed by, Dates, and Instructions or Summary.
A Click Log Interactions.
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A Old Group history you want to keep but do not want to
always see in the Group list?

Al NODKA @S D NZ dzliddhe acive isBUSSEIQ NB Y 2
accessible.

A Makes youmctive Group listnore manageable.
A Still use Archived Groups in email, labels, reporting, etc.

[’_3‘) Filters

Show active Groups only
Show active and archived Groups

I Show archived Groups ur;l'm]

=S
Campus 04
Childcare Frovided? 0¢2
Leadership 0/2
Organizations
small Groups -
Volunteer Opportumnit... 2

e i
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Archiving a Group using Mass Archive/Activate

A Select the Groups to
Archive.

A From the Action
menu choose Mass
Archive/Activate.

A Click the Archive
Groups.

A Click Go.
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