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All you need to know about managing your groups with the New Small Groups 2.0
How to Access New Small Groups Manager 2.0:

1. Go to www.concorddallas.org website
2. Click on Growth Group Tab

@ ConcordChurch

home

A CHU[‘RCIZI [THAT GROWS PEOPLE BELLIEETTES ministries watch live!

about us events multimedia on-line givi

grpwth groups new beginning

conferences

3. Forall SG leaders (Community & The Bridge Groups, Morning Bible Fellowship, CCBS, and Bible
Studies): Go to the bottom right hand corner Under the Leader Toolbox title.

Leader Toolbox

4. Click on the New Link called “Small Group Manager 2.0”
This will take you to the New Groups 2.0 released from Fellowship One.
This Groups 2.0 will give you the ability to Create or edit group details, location or schedule, add
people to your group, email group members, edit member details, work a prospective group
member task and interact with your group members via bulletin board. Recent release has also
included ability for team members to update their own email address, phone number, and mailing

address. All Leaders and members also have the ability to set their privacy settings. As a leader you now
have the ability to download a roster via csv or pdf file.
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Note: Direct link to the New Small Groups 2.0 page: https://cbcdfwtx.infellowship.com/UserLogin
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5. Once you click here it will take you to the NEW SMALL GROUPS 2.0 Website

oncord Bapt 1 1 1 OWSNIp - Windows In e (ploO

Q‘C/lv Dhttps infellowship,com V‘ % B | 4| X "'

x Go 8[ev v'i’Search'“j' Q' gShare' @' Ap Check ~ &2 Translate ~ > N~ USonIn~ | X

{7 Favarites | 55 @ Suggested Sites » & | Get More Add-ons ~

DConcord Baptist Church - In Fellowship o B | @ v Page v Safety v Tools ~

Concord Baptist Church
Email ’ ‘ Lo.oking for a group to join?
Find a group here =
Password ’ Forgot?
‘ Don't have an account yet? 0)
[ Remember Me Create an account

BIBLE SEARCH

SSOEED B
You\ersian
6. You will need to Log in using your New InFellowship ID which is your email address and
password that you use when logging into www.concorddallas.org -> Group Manager Login.
Note: This is also the same email address and password that you use for Online Giving.
If you have NOT converted from your User ID per below — You will need to do this first.
a. Go tothe original Group Manager Sign In link.
b. Enter your current Weblink User ID and password. It will then ask you to enter your
email address. This needs to be the email address that is already linked in your
Fellowship one account.
c. Please see F1 Database Administrator if you have forgotten your Weblink User ID and/or
email address.
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A CHURCH TH/

@) ConcordChurch

ail (or User ID if you have not yet converted your account) Don't have an account yet?
Create an account

Password
Forgot?
Remember me
Sign in

7. Once you have converted to your email address you can now log into the New Small groups 2.0.

If you NEVER had a Weblink ID nor Online Giving login then you will need to create a new Account.

8. Click on the Groups Manager 2.0

Click on the Create an Account link

Answer the questions by entering your name, email address, password.
Login to view your information.

a 0o T o

You will then need to contact Small Group Administration team
(smallgroups@concorddallas.org) to ensure that you are assigned as a leader and can

view your group members.
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Logging into New Small Groups 2.0

9. Leaders: Loginto the new Small Groups 2.0 website using your email address and password

Concord Baptist Church

Looking for a group to join?

Email |greenbaysteelers11@hotmail.q Find 2 aroub here

Password ‘00000000 ‘ Forgot?

Don't have an account yet’?
[J Remember Me Create an account

* "o

10. Click Login button

11. Once you are logged in as a leader you will see the following page:
There are several different actions you can take at this point.
Note: If you are a SG Coach you will see all of the small group leaders (4 — 6 leaders) that you
support. If you are a Staff Pastor/Director, you will see all of the groups listed. If you are Small
group placement team, you will see all of the groups listed for follow-through purposes.
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reenBay Steslers

rivacy Settings

~
&
P
~
=

1
hange Email'Password

<-You can update your

personal information here

a Privacy Settings You can determine who all can

see vour information

\J -
Change Your Email/Password ., need to change your

login/email or password

<- To see your small

Py Your Groups

Find A Group

group click here
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Overview of Main Groups 2.0 Page with definitions

Test Growth Group 1

Dashboard

5 people in this group

ACTIONS

Invite

meone to join

Send an email to the group

Members (4) Email Phone Social
o |

. **NEW: You can download your
Under Main Tab: Y

own Roster now

Dashboard
= Dashboard - shows the bulletin board that leader can publish notes,

schedule, location, and description of the group. You can also see total number of
members, prospective members and administrators of small group.
Leaders can edit this information as well by using the View Settings tab under Actions.

Roster
=  Roster shows list of your group members

Prospects
=  Prospects shows list of prospective members who have sent an email to you to
join your group or those with whom you have invited to join your group

kv

=  Pinwheel short cut to do the following:

1)Send an email

2)Invite someone

3) Tell a friend — This sends your public group URL to your friend

O O O O

4) Find a group
Under Actions title:

= View Roster — lists all of your group members

=  View Settings or Settings button: You can edit the description of your group, your schedule
and location. This is where you would update your Bulletin Board also.

= Invite someone to join — You can send an email to someone to join your group

= Send an email to the group
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Under Membership Title:

Gives total number of leaders, members and prospects pending approval
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MANAGING YOUR GROUP MEMBERSHIP

1. Once logged in, click on your Small Group. You will see the following:

Concord Baptist Church

Find a group

Hey there!

Check out your groups below
You lead...
& Click H
Test Growth Group 1 &|
Sat. February 19, 2011 « 11:00 AM - 1:00 PM Prospects

2. Once you click on your small group — it will default to showing your Roster of group members
(which includes their email address, phone number and social network site link).

Home Account (GreenBay Steelers) Contact us Help Logout

Test Growth Group 1

Dashboard Prospects i} v Settings
Actions e
6 people in this group View prospects
Invite someone to join
Members (5) Email Phone Social
Send an email to the group
g New Group Member 1 Greenbaysteelers1 2144444444
Leaders 1
‘&* GreenBay Steelers (You)
! New Group Member 2 Greenbaysteelers1 2144444444 areenbaysteelers11@hotmail.com
e 2145555555
ﬂ New Group Member 3 Greenbaysteelers1 2144444444
<&
! New Group Member 4 Greenbaysteelers1 2144444444
ﬂ New Group Member 5 Greenbaysteelers1 2144444444
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3. Editing Group Member information
a. Click on the name you need to update

Dashboard Roster Prospects fo 2 Settings
Actions o
iS) !! New Group Member 1 e
. S Remove from group
Personal information
Household
Household position Husband New Group Member 1
Date of birth 1/1/1881 (30 yrs.)
Marital status  Married
Gender Male

Contact information

Home Fhone 2144444444

D
n
D
n
n

Primary 6808 Pastor Bailey Drive
Dallas, TX 75237

Map

b. Under Actions tab -> Click Edit this Person. You can then edit or add new email address,
phone number, and physical mailing address. Note: Please check with each of your group
members to ensure that we have their updated information.

You will see the following screen:
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Dashboard Prospscts  $ ™ Settings
Person Info
Edlt person Nams  New Group Member 1
. Gossby -
' New | Group Member 1
XA First Last Position  Husband
P D.O.B  Jan. 01, 1981
Maritial status ~ Married
Personal information
Gender  Make
: by l Fhone 2144444444 ~ome Fhone
E-mail  newgroupmemberi@hotmail.com
o Email
Household position IHusband
Web -
Date of birth S Social -
o Address 6808 Pastor Bailey Drive
Maritial status IM arried Dallas, TX 75237
United States

Gender pisle

Profile

Tell us a little bit about yourself. This will be publicly v

ib
i
n

Contact information

Phone numbers

[2144444444 | [Home Phone

v|©

© Add another

Email addresses

Ineugroupmemberl@hotmail.oom ] I Emasil

v|©

© Add another

Web addresses

[ || wWeb Address

v ©

© Add another

Social media

|

MDY/ /facebook com/username

DY Mnkecinom/infusername o MDY/linkecin.com/pud/username

& |

DD oMier comusername:
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Postal information

Primary address

United States v

Texas s |75227

Save changes | Cancs

c. Click Save Changes
This updates this person information within the Concord Church main database system.

4. Removing a group member from your list
a. Similar to above, Click on the name you need to update
b. Under Actions -> remove from group
Dashboard Roster Prospects v Settings

o

| U New Group Member 1

Personal information

c. It will ask you “are you sure you want to remove this person from your group?

d. Onceitis removed, it will show you your updated Roster without that person.
Note: This does NOT remove the person from Concord’s main database just your group.
If you do remove someone from your group, please send that person’s name to
smallgroups@concorddallas.org

5. Invite Someone to join the group
a. Under Actions -> Select Invite Someone to join
b. Inputthe name, email address (required), phone number (optional) and a personal note to
that person
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Test Growth Group 1

Dashboard Prospects k™ Settings
Invite someone Steps for sending an invitation
Name (requirsd Invite. Supply the information required to
send an invitation. Add a personal note to
l}New IGFOUp Member 1 the invitation by including

Email (required

[rea\; roupmember1@hotmail.com ]

Phone

[Johr,?,:'x@ ]

Message - personalze the invitatio

entered is correct and send the invitation.

Hello! | would like to invite you to join my small group!
Done! An opt-in inv
will

tation to your group
on. Monitor the

Cts view.

c. Click Next — If that member is found based on name and email address then hit Select next
to the name. Otherwise you can select your original.

Test Growth Group 1

Dashboard Prospects ™ Settings
Invite someone - found Steps for sending an invitation
$ potential matches found. Invite. Supply the information required to

an invitation. AL

Name/Age Email/Phone
New Group Member 1 newgroupmember 1 @hotmail.com

(30 yrs.) 2144444444

New Group Member 2 newgroupmember1@hotmail.com
(61 yrs.) 2144444444

New Group Member 4 newgroupmember1 @hotmail.com
(28 yrs.) 2144444444 Done! An opt-in invitation to your group

will be sent to the person. Monitor the

progr from Open Prospects view.

New Group Member 5 newgroupmember1 @hotmail.com
(44 yrs) 2744444444

(22 yrs) 2144444444
Seiect

g New Group Member 3 newgroupmember 1 @hotmail.com

newgroupmember i @hotmail.com
John3:16

l New Group Member 1

d. Select the person. Note: In this case | selected the First option.
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e. Next screen summarizes what you will be sending to this person

Test Growth Group 1

Dashboard @ Prospects ™

£l Invite someone - confirm

Name New Group Member 1
nail newgroupmemberi@hotmail.com

Fhons 2144444444

Message Hello! | would like to invite you to join my small group!

Settings

Steps for sending an invitation

invitation by inci

f. Click Send Invitation

Done! An opt-in invitation to your group
wi nt to t Monitor the

rospects view.

g. Note: Once you send this invitation you will have a new Prospect.

Test Growth Group 1

Dashboard Roster Prospects (1) fe )

£l 1 prospects

Name Last contacted

New Group Member 1 Waiting to be contactad

Open

Today at 4:02 FM

Settings

Leaders 1

g GreenBay Steelers (Y ou

greenbaysteslerst...

21455555585

Status

Invited
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Note: Below is a sample of what the email will look like to that prospective member in their email

account.

[Concord Baptist Church] Invitation to join Test Growth Group 1
greenbaysteelersl1@hotmail.com  Addto contacts 403 PM
Reply |+

= -
o WA s ar]l @hotmail co
->"-:-»,’--..C"":""O:'l:"-w"": com

n
o
[
I
o
n
o
o
"
—-
—
(D]
=
a
=
3
)
¢
€

#' Alwzys show content from green
GreenBay Steelers is inviting you to join the group: Test Growth Group 1.

~ n
ek GreonB

y wrote ¥¥¥¥* Helio! I would like to invite you to join my small group! ***+*

Visit this link to join the group.
otin/Index/6fcdbbl4cd454

cocdfweinfellowship.com/GroupO

Rt

ne
ttos

Test Growth Group 1 is affiliated with Concord Baptist Church.

ew Reply Replyall Forward Delete Junk Sweepv Markas+ Moveto - o

h. When the new prospective member click on the link they will see the following:
Once they accept then they will be part of your small group. Since you invited them then

there is no need for you to approve them.
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Test Growth Group 1

Dashboard Roster Prospects (1) ﬁ v
Group leaders
Congratulations! g e o
Leader

You have been approved to join: Meets Sa every week

Test Growth Group 1 Time 11:00 AM to 1:00 PM

To officially join, please click "Join this group™ below. e o oMerchant SR o
Arlington, TX 76018

If you've changed your mind, click "Decline.”
map

«Join this group ‘ ‘ x Decline ‘

i. Once they Hit “Join this group” — if they do not have an account on Fellowship One then

they will be asked to create one as follows:

Concord Baptist Church

Almost done...

In order to join this group, you will need to create an account. * =required field

Yourname New Group Member 1

Your email newgroupmember1@hotmail.com
Note: This will be used as your primary account login. Dont worry, you can change it later

* Password ’oooooooo ‘

* Confirm password ’........ ‘

| Create and join group |

Note: Now this invited prospect is now a member.
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6. Accepting or Rejecting Prospective Members

Group Manager 2.0

Note: Prospective member can search on this new Small Groups 2.0 and send the group leader an email

to join your small group. Example of screen below:

& Test Growth Group

s=ting: Sat. February 19, 2011 » 11:00 AM - 1:00 PM

This is a3 bogus group for training purposes only. DO NOT assign real people to this group
ender Coed

faritizl status  Married or Single

Mests on  every Saturday effective 2/5/2011 11:00 AM to 1:00 PM
Time zonz  (GMT-06:00) Central Time (US & Canads)
Location 225 Merchants Row

Arlington, TX 76018

ge m3p

Leader Profile

g GreenBay Steelers -

Interested in the group?

Your name (required

[Na.\' ]Gror..p Member 2 ]

Email (required

[r,-z.»; roupmember1@hotmail.com ]

Phone number

l |

Message

Hello GreenBaySteslers! | am
interested in joining your group as it
is close to my home.

Send

Once they Hit Send — It will give them a general note that you as the leader will be contacting them.

ACCEPTING PROSPECTIVE MEMBERS

a. SG Leaders: You will receive an email notification that a new member is interested in joining

your group. Email will look like this:

New Group Member 2 is interested in joining Test Growth Group 1

no-reply@infellowship.com  Add to contacts

To greenbaysteslers11@hotmai.com

@

Always show content from no-reply@infellowship.com
New Group Member 2 expressed interest in joining the group: Test Growth Group 1

New’s email newgroupmemberl @hotmail.com

New’s phone: Not supplied

Visit this link to follow up with New or approve/reject this request

httos://cocdfwirinfellowship.com/Userl ogin/Index

R New wrote ¥99% Hello GreenBaySteslers! [ am interestad in joining your group 33 it s cose to my home.

21| Page
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b. You can click on the link within your email to approve or reject this request.
c. Once you log into your account, go to Prospects.
d. Review the prospects information request.

Test Growth Group 1

Dashboard Roster  Prospects (1) % ¥ Settings
| New Group Member 2 is interested in Test H Allow prospect to join your group?
Growth Group 1 :
Allow | or Den
Prospect « x y
New Group Member 2 Feb. 14,2011 4:20 PM
Hello GreenBaySteelers! | am interested in joining your group as itis close to my home. Who can work this task

GreenBay Steelers (You
greenbaysteslers11@hotmail.com

&= Send an email = Make aphone call ™ Metface-to-face ¢t Leave a comment

e. You can send an email, make a phone call or set up a face-to-face meeting. Be sure to enter any
necessary comments. This can be viewed by SG Pastor and Coordinator.
Note: For Community Groups, please make sure you send the new member your physical address

f. You can Click Approve now
It will then show the summary of what has been done so far for this contact:

Dashboard Roster Prospects (1) -ﬁ- v Settings
! New Group Member 2 is interested in Test @ Iniitation was sent to New, waiting for
reply.
Growth Group 1
Prospect
New Group Member 2 Feb. 14. 2011 4:20 PM Who can work this task

Hello GreenBaySteelers! | am interested in joining your group as itis close to my home. Q GreenBay Steelers ‘?
greenbaysteelers11@hotmail.com
2145555555

[ GreenBay sent an email.. Feb. 14,2011 4:29 PM

| have received your request to join our small group. Please note our meeting times. We look forward to
meeting with you soon! welcome aboard!!!

Invitation has been sent. Feb. 14, 2011 4:29 PM

= Send an email = Make a phone call = Met face-to-face te Leave a comment

g. It will send another email to the prospective member requesting that they accept by clicking on
the link which will take them to the following page:
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Test Growth Group 1

Dashboard Roster Prospects (1) v

Group leaders

1 !
Congratulatlons' GreenBay Steelers
Leader
You have been approved to join: Meets Sa every week
Test Growth Group 1 Time 11:00 AMto 1:00 PM

Address: 225 Merchants Row
Arlington, TX 76018
map

To officially join, please click "Join this group” below.
If you've changed your mind, click "Decline.”

’ «Join this group ’ x Decline

Note: The prospective member can also decline the offer. This will keep the person off of your
roster. Once they join they are now listed as Member not Prospect. You can always go back to
review “Closed Prospects” and the communication.
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REJECTING PROSPECTIVE MEMBERS

Test Growth Group 1

Dashboard Roster Prospects (1) fe Rl

&1 1 prospects

Name Last contacted

New Group Member 2 Waiting to be contacted

Small Group Manager 2.0

Settings
Leaders 1
GreenBay Steelers (You
greenbaysteslerst...
Open Status <5 2145555555

Today at 4:43 PM

Interested

a. You will receive an email notification, thus you can click on the link within your email to approve

or reject this request.

b. Before you Click the Reject button. Please send an email to prospect explaining that your

group is closed and the circumstances for the rejection.

c. Please send email with person’s name to the Small Group Placement Team:

smallgroups@concorddallas.org

d. Click Reject — you must enter an explanation.

Dashboard Roster

| New Group Member 2 is interested in Test

New Group Member 2

| would like to join this group!

Prospects (1) kv

Please explain (cptonz

Settings

'Group has reached maximum capacity \

Deny this person | Cancel

Feb. 14,2011 4:43P

e. Once you hit Deny this person. The person will be removed from your prospect list and will not

be on your member list
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Test Growth Group 1

Dashboard Prospects -l,',i v Settings
Actions Lo
5 people in this group T ‘
Invite someone to join
Members (4) Email Phone Social
v o Send an email to the group

7. Emailing your group members
a. Under Actions tab -> Click on “Send an email to the group”

IH

b. Once you click there then you will see the following: “compose and send email.” You can

either send to entire group or to selected persons within your group.
1 —

Dashboard Roster Prospects -2} v Settings

I COmpOSQ and send email Steps for composing and sending
an email

Select recipients
Select. Either select everyone in your group

or choose specific people to receive your

email.
® send an email to everyone in the group

(4 of 5 people have an email address

Subject. Enter a subject that represents the

O Letme choose which people to email message of the email.

Message. Enter the body of text you want to
send to the email recipients.

Attach. Browse and select a single file that
you would like to send as an attachment.

Message plain text, no HTIML

Send. When your email is ready, click
“Send email now”

c. Enter your subject line and message for your group members
d. Once you are complete then hit Send email now

Note: Please be sure to proof-read your message before sending.

[ Send email now ] Cancel
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8. Publishing Dashboard Information to your group

a.
b.
C.

26| Page

Sign into your account
Click the Dashboard option
Under the Actions tab -> Click View Settings

Test Growth Group 1

Dashboard Roster Prospects ﬁ- v

Actions e

Settings Update bulletin board
Edit details

Bulletin board - update Edit schedule
Edit location

Welcome to our new Group! | am excited about what God has in store for us this season! Feel free to
use this bulletin board to keep in contact with one another. We can share prayer requests, birthday
announcements, etc. This is our own “facebook” interaction!

Under Actions tab -> Click Update Bulletin Board. The bulletin board editor appears
Type the message in the text box.
Under Publish. Select the “Yes, show this on the dashboard” check box to show the
messages to your group members

Revision 1.1
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Test Growth Group 1

Dashboard Roster  Prospects fe 3

Information

Author:  GreenBay Steslers

Bulletin Board

Published: 2/14/2011 - 1:02 PM

What would you like to post? 14/2011 - 1:02 PM

)

Last updated:

Welcome to our new Group! | am excited about what God has in stors for us this season! Fesl
fra= to use this bulletin board to keep in contact with one another. We can share prayer reguests,
birthday announcements, etc. This is our own "facebook” interaction!

Mackgiown can be usad for minimal formating

Publish
Yes, show this on the dashboard

g. Click Save changes to publish
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9. Closing your group so that no one else can join
a. Log into your account

b. Click on the Group that you want to change

Concord Baptist Church
Find a group

Hey there!

You lead...

Test Growth Group 1 0
Sat. February 19, 2011 - 11:00 AM - 1:00 PM Prospects

c. Click on Settings button

Test Growth Group 1

Dashboard Prospects  £F v Settings
Actions &
5 people in this group —
Invit =one t
Members (4) Email Phone Sl invite Someone to join
Send an email to the group
@ New Group Member 1 newgroupmember1@h 2144444444
Leaders 1
" P — rmmmbhart Gk ~ed4444444 YOou
New Group Member 3 sagroupmember & 2144444444 GreenBay Steelers ;
greenbaysteslers11@hotmail.com
2145555555
©
’ New Group Member 4 newgroupmember 1 @h 2144444444
<
! New Group Member 5§ newgroupmember1@h 2744444444

f.  Click Edit Details button
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Test Growth Group 1

Dashboard Roster  Prospects fe 3]
Actions &
Settings Update bulletin board
Edit details

Bulletin board - updat Edit schedule

Edit location

Welcome to our new Group! | am excited about what God has in store for us this season! Feel fres
to use this bulletin board to kesp in contact with one another. We can share prayer requests,
birthday announcements, etc. This is our own "facebook” interaction!

Name Test Growth Group 1

Time zone (GMT-06:00) Central Time (US & Canada)

This is a bogus group for training purposes only. DO NOT assign real psople to
this group

aritial status Married or Single
nder Coed

g. Uncheck the Box that says “This group is searchable”
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Test Growth Group 1

Dashboard Roster Prospects Lk

Original

& Edit this group

Name Test Growth Group 1
Time zone  (GMT-06:00) Central Time (US
& Canada)
Name (required

lTest Growth Group 1

Description  This is a bogus group for
‘ training purposes only. DO
NOT assign real people to this

Time zone (required group

[(GMT-06:00) Central Time (US & Canada) v| Marital  Married or Single
Status

Description Gender  Cosd

This i= 3 bogus group for training purposes only. DO NOT assign real people to this group Age Range -

Searchable «

Marital Status Gender Age Rangs

[Msrried or Single v} [C v} [- v] to[- v]

[0 Childcare is provided

This group is searchable

h. Click Save Changes
i. Also, Send an email to SG Coordinator (smallgroups@concorddallas.org) so that they can “Lock

your group”
a. For SG Coordinator, log into www.fellowshipone.com

b. Go to Groups -> Groups by Group Type -> View All
c. Click on Edit Group Details under the Actions tab
d. Uncheck the box “Unlock group” (Allow members to be added)

Unlock group (Allow members to be added)

This group is searchable

| Save changss le--:
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