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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 Q & Afeature.

A Quick Look at Best Practices for 
DǊƻǳǇǎ ŀƴŘ tǊƻƳƻǘƛƻƴǎ
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Welcome ςIntroducing our Panelists

Mark Crain
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ÅGroup Basics

ÅAdvanced Topics

ÅPromotions



Building New Groups

ÅGroups are one of the core 
features of ChMS.

ÅThere is no limit to the number 
of groups in your ChMS.

ÅThere are a multitude of group 
level settings that impact 
program functions, like 
attendance, group finder, leader 
roles, and more.



Group Management

ÅBecause groups are unlimited, it 
is important to routinely 
maintain your groups.

ÅArchiving or deleting groups may 
be appropriate.

ÅAn important conversation to 
have as a staff.

ÅEvery group can be used for 
attendance taking, for mass 
communications, and more.

ÅDǊƻǳǇǎ Ŏŀƴ ōŜ ƳŀŘŜ άǇǳōƭƛŎ 
ƪƴƻǿƭŜŘƎŜέ ŦƻǊ ǘƘŜ ƎǊƻǳǇ 
members or kept private for 
internal staff use.



Naming Conventions, Properties, & Views

ÅNaming conventions provide a 
scaffold for group builders to use 
to maintain consistency in the 
groups list.

ÅUsing prefixes, widely 
understood codes, or even * can 
help provide order.

Å9ȄŀƳǇƭŜΥ ¦ǎŜ ά{ǳƴŘŀȅ {ŎƘƻƻƭέ 
at the beginning of every Sunday 
School class.

ÅProperties are user-defined 
classifications for various 
groups that are associated 
with one another, i.e. Classes, 
Committees, Youth, Children, 
etc.

ÅGroup Views allow users to 
predefine a selection of 
groups, properties, and 
aggregates to display.
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Naming Conventions, Properties, & Views
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Naming Conventions, Properties, & Views
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Properties and Group Views

ÅProperties are tags that are placed on groups that 
categorize groups with shared traits.

ÅBoth properties and categories of properties are 
completely customizable.

ÅSome examples of popular categories of properties: 
Age Groups, Campus, Group Type, Type of Attendance
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Properties and Group Views

ÅGroup Views are shareable selections of specific 
Properties, Groups, and Aggregates.
ÅAggregates are a selection of groups primarily used for 

attendance reporting purposes.

ÅGroup Views are very helpful for creating mailing lists 
of multiple groups, selections of small groups for 
printing attendance rolls, etc.
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Properties and Group Views
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Information Columns and Sorting
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Using Groups for Communication

ÅUse Groups to....

ÅCreate labels 

ÅSend Emails, Texts, or Voice 
Message

ÅNo complex criteria to determine who 
will be included.Just check the 
box(s).

ÅNeed it addressed to a couple?Put 
both namesin the group.

ÅTo print or Export, select the Group, 
click on the action link (3 dots) and 
choose CSV to export or labels to 
print.
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Using Groups to Print a Directory

ÅNeed a Membership or Class Directory?

ÅCheck beside the Group(s) and choose 
Print Directory.

ÅChooseto print as Individuals or 
grouped in a family.

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

ÅDrag fields you want to include into 
the left column then click Go.
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Using Groups to Print Attendance Rolls

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

ÅCheck beside the Group(s) and choose Print Attendance Roll

ÅEnter theDate forwhen the attendance should be taken.

ÅNumber ofVisitor Lines?

Å Include Last Day Attended?

ÅClick Go.
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Using Groups to Assign or Log Interaction

ÅSelect everyone in or select individuals within a Group.Ex. Prospects and click Assign/Log Interactions.

ÅAssign (future contact request) or Log (recording pastcontact).

ÅChoose Interaction Type (ex. First Time Visitor), Assigned or Completed by, Dates, and Instructions or Summary.

ÅClick Log Interactions.



Archiving Groups

ÅOld Group history you want to keep but do not want to 
always see in the Group list?

Å!ǊŎƘƛǾŜ DǊƻǳǇǎ ǎƻ ǘƘŜȅΩǊŜ ƴƻǘin the active listbut still 
accessible.

ÅMakes youractive Group listmore manageable.

ÅStill use Archived Groups in email, labels, reporting, etc.



Archiving a Group using Mass Archive/Activate

Å Select the Groups to 
Archive.

Å From the Action 
menu choose Mass 
Archive/Activate.

Å Click the Archive 
Groups.

Å Click Go.


