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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	
  

	
  
3. For	
  all	
  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.	
  
	
  

	
  
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	
  

	
  
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	
  to	
  the	
  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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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	
  
a. Click	
  on	
  the	
  Create	
  an	
  Account	
  link	
  
b. Answer	
  the	
  questions	
  by	
  entering	
  your	
  name,	
  email	
  address,	
  password.	
  
c. Login	
  to	
  view	
  your	
  information.	
  
d. 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:	
  	
  Log	
  into	
  the	
  new	
  Small	
  Groups	
  2.0	
  website	
  using	
  your	
  email	
  address	
  and	
  password	
  

	
  
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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<-­‐	
  To	
  see	
  your	
  small	
  
group	
  click	
  here	
  

<-­‐	
  You	
  can	
  update	
  your	
  
personal	
  information	
  here	
  

You	
  can	
  determine	
  who	
  all	
  can	
  
see	
  your	
  information	
  

If	
  you	
  need	
  to	
  change	
  your	
  
login/email	
  or	
  password	
  

you	
  can	
  do	
  this	
  onow.	
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Overview	
  of	
  Main	
  Groups	
  2.0	
  Page	
  with	
  definitions	
  

	
  

Under	
  Main	
  Tab:	
  

§ 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	
   	
  shows	
  list	
  of	
  your	
  group	
  members	
  

§ 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	
  
	
  

§ Pinwheel	
   short	
  cut	
  to	
  do	
  the	
  following:	
  	
  
o 1)Send	
  an	
  email	
  	
  
o 2)Invite	
  someone	
  	
  
o 3)	
  Tell	
  a	
  friend	
  –	
  This	
  sends	
  your	
  public	
  group	
  URL	
  to	
  your	
  friend	
  
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	
  

**NEW:	
  	
  You	
  can	
  download	
  your	
  
own	
  Roster	
  now	
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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:	
  

	
  
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).	
  	
  

	
  

ß	
  Click	
  Here	
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3. Editing	
  Group	
  Member	
  information	
  

a. Click	
  on	
  the	
  name	
  you	
  need	
  to	
  update	
  

	
  
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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Fellowship	
  One	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  Small	
  Group	
  Manager	
  2.0	
  
	
  

16	
  |	
  P a g e 	
   	
   R e v i s i o n 	
   1 . 1 	
  
	
  

	
  
c. Click	
  Save	
  Changes	
  
d. 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	
  

	
  
c. It	
  will	
  ask	
  you	
  “are	
  you	
  sure	
  you	
  want	
  to	
  remove	
  this	
  person	
  from	
  your	
  group?	
  
d. Once	
  it	
  is	
  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. Input	
  the	
  name,	
  email	
  address	
  (required),	
  phone	
  number	
  (optional)	
  and	
  a	
  personal	
  note	
  to	
  

that	
  person	
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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.	
  

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

	
  
f. Click	
  Send	
  Invitation	
  
g. Note:	
  Once	
  you	
  send	
  this	
  invitation	
  you	
  will	
  have	
  a	
  new	
  Prospect.	
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Note:	
  	
  Below	
  is	
  a	
  sample	
  of	
  what	
  the	
  email	
  will	
  look	
  like	
  to	
  that	
  prospective	
  member	
  in	
  their	
  email	
  
account.	
  

	
  

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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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:	
  

	
  

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

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:	
  

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:	
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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.	
  

	
  
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:	
  

	
  
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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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	
  

	
  

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.	
  

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

	
  
c. Enter	
  your	
  subject	
  line	
  and	
  message	
  for	
  your	
  group	
  members	
  
d. Once	
  you	
  are	
  complete	
  then	
  hit	
  Send	
  email	
  now	
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8. Publishing	
  Dashboard	
  Information	
  to	
  your	
  group	
  
a. Sign	
  into	
  your	
  account	
  
b. Click	
  the	
  Dashboard	
  option	
  
c. Under	
  the	
  Actions	
  tab	
  -­‐>	
  Click	
  View	
  Settings	
  

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

messages	
  to	
  your	
  group	
  members	
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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	
  

	
  
c.	
  Click	
  on	
  Settings	
  button	
  	
  

	
  
f. Click	
  Edit	
  Details	
  button	
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g. Uncheck	
  the	
  Box	
  that	
  says	
  “This	
  group	
  is	
  searchable”	
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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)	
  

	
  
	
  

	
  

	
  

	
  

	
  


