Using Small Group Online

To use Small Group Online, from the Harvest Web site:

Click on Adults from the main ministry bar
Click on Small Groups in the drop down list.
Click on the article titled Leader’s Toolbox.
Click on the Manage Small Group link.

Also available on this page are instruction on How to Manage Small Groups.

Small Group Manager

When the small group leader/flock leader clicks the link to launch the Manage Small
Group he or she will be asked to log in (if not already logged in). After successfully
logging in, the Small Group Manager appears in one of two views as shown below:

Small Group Leader View

Small Group Manager
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Manage Your Team Member List Add New Member
Admin Name Birthday Home Phone  Email

Anaya, Whitney n9f21 817-741-5334
Andrews, Alison 04/30 214-465-4497  aandrews@hotmail.com

Baker, Brent 12f09 817-569-9354
Bannan, Josephine  0&f11 817-421-2631  jbannan@att.net
Edit Bogosian, Judy 0506 469-675-2941
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Small Group Flock/Family Leader View

Small Group Manager

Men'nﬁers ﬁt.tend.am:e Contacts

R EUCL R GUTR B New Testament Heros |v
—

Manage Your Team Member List Add New Member
The small group
Admin Name Birthday Home Phone Email [UEULGEIge TR le s
<Ed) Melson, Debi  07/15  214-695-9147 any room/location
that falls under
Owens, Mary  07/17  214-635-8715 his/her group
Quanz, Dariel  08/08  817-569-2348  dquanz@earthiink.net ||
Redus, Jovce 12/01  817-569-4129  jredus@att.net
<Edd Reid, Martin -~ 01j22  817-537-4437  mweid@mail.net

The difference between the two views is that flock/family leaders have an additional drop
down list of the small groups that fall under their flock or family. Select the desired small
group to view group members.



Group Manager Functions
Group Manager functions include the ability to do any of the following:

e Manage group membership
e Email group members

e Manage group contacts

e Add members from contacts

e Manage attendance

Managing group membership

The Group Manager window displays a list of all current group members and their basic
contact information. From this window, you can choose to edit any member’s
information, add a new member to the group, or remove a member from the group.

Editing information
You can and should edit basic contact information whenever appropriate.

To edit a member’s information
1. Click the green edit button beside the name you want to work with. Certain fields

become editable as shown in the following image.
Members Attendance Contacts Manage Your Team: Building Relation

Manage Your Team Member List Add New Member
Admin Name Birthday Home Phone Email

<EdH Anava, Whitney 0921 817-741-5334

Andrews, Alison 04/30  214-465-4497 aandrews@hatmail. com

<Edt Baker, Brent 12f09 817-569-9354

[Cel] Bannan, Josephine  06/11 817-421-2831 jbannan@att.net

<Edi] Bogosian, Judy 05/06 469-675-2941

Gr] @l []  Born, Pat 03/05 214 |531 2941 |

<Edt Bostick, Datvl 03407 817-741-2635 dbostick@earthlink.net

2. Make changes to any of the editable fields. Submit changes to locked fields to
staff to update.

3. When finished making changes, click the Save button. Click Cancel to cancel
your changes.

Removing a group member

When a member no longer attends your group, you can remove him/her from your list.
Note: Don’t worry, this does not delete the person from the database, it just removes
him/her from your group list.

To remove a group member
1. Click the Del beside the member you want to remove. A warning dialog box
appears asking you to confirm deletion.

2. Click OK. The person is removed from your list.



Emailing Your Group
Small Group Manager allows you to email the entire group using its built-in emalil
functionality. You can email one, several, or all the people in your group list.

To email your group

1.

Hold your mouse over the Contacts menu option until the drop-down menu
appears. Select Email Group. The Email Group window appears.

Lz Small Group Manager
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Email Group

Subject: |Type a subject here. .,

Select All Type your message here....
Anaya, Whitney A
Andrews, Allison
Baker, Brent
Bannan, Josephine
Bogosian, Judy
Born, Pat
Bostick, Daryl
Brock, Brenda
Clenney, Nichole
Coker, Brandon
Coulson, Jeff
Coulson, Tara
Counts, Haley
Del Bosque, Rita m
Elliott-Laichak, Markyn v
Individuals without emaill addresses cannot be selected.

Choose Select All or select the check box beside each individual you want to
email. (Only individuals who have an email address on file can be selected.)
Type the subject and then the message. When the email is complete, click
Send. A confirmation message appears above the Email Group box.

Click Members to return to the members list.



Managing Group Contacts/Adding Members

e Before you can add a member to your group, he or she must have a Request To Join
A Small Group Contact item on their record. You can direct a person interested in
joining your group to submit this request from the church website or email a staff
member to add the contact.

e Once this request has been received by the church administration support staff, the
contact will be assigned to a small group leader to contact and connect to a small
group.

e The small group leader assigned the contact will receive an email and can add a
member to their group as described in Managing Group Contacts.

To view and work contacts
1. Hold the mouse over the Contacts menu option until a drop-down menu
appears. Click View Contacts. The Contact List appears.

Small Group Manager
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Contact List

Name Home Phone Email Date Status Note
Tara Coulson 469-442-0041  tcoulson@fellowshiptech.com  11/1/2004 Open  [view

2. Click on [view] in the Notes column to see previous notes.
3. Click on the underlined name to see the individual’'s contact information.

. Mame: JaraCoulson Status: Open
Cth AGAIN on SE05 M. MacArthur
the underlined  State Postal Code: Irving,TX 75038
Email: tcoulson@fellowshiptech.com Phone: 469-442-0041
name to get to
the ADD Option. Contact Method: Eljugg v Request Date: 11/1/2004
Initial Request:

Mote:

[ close this contact

[ cancel Wl save |

4. Contact the person to determine if they wish to join the group.



5.

©

10.

To add the person to your small group click on the underlined name within this
contact editing window to see the screen below.

Marne! Tara Coulson Gender: Female Cth [Add]

Address: 5605 M, MacArtiur Marital Status: to add this
Irving, 75038 TX Date of Birth: person to the

Home Phone:  469-442-0041 11

Email: troulson@fellowshiptech.cam Small group.

MTara Coulson

bame  Bithday ____ GrpMem}Zg

Tara Coulson [Add]

After adding the person click Contacts, View to return to the contact item.
Indicate how you contacted the person by selecting the method from the Contact
Method drop-down list (phone, email, letter).

Type any notes in the Note field.

Type the disposition of the contact by either choosing: Added Member to Small
Group, Connect To Small Group (they want another group), Unsuccessful (you
called 3 times and never heard back or they do not want to join a small group).

If you have added them to your small group, you have called 3 times and they
have not called back, or if they indicate the do not want to join a small group, the
contact can be closed. In this case, click the Close this contact check box.

Note: Once you select Close this contact, you will not be able to add additional
notes. The contact will not be available to you or to a staff member. Do not
select this check box unless you have added them to your small group or they
not wish to join a small group. The pastor responsible for the contact will receive
an email when a contact is closed or notes are added.

11.

Click Save.




Managing your group attendance
With Small Group Manager, you can post attendance and view past attendance to help
track your group members.

Recording attendance
You will be able to post attendance for about 60 days after a meeting has occurred, but
you will not be able to post attendance for future dates.

To record attendance
1. Click the Attendance menu option. The Post Attendance window appears.

Select Reporting Period: | 10/29/2004
[(anaya, whitney []Coker, Brandon  [JHubbard, Al Activity Meeting Date: ﬁ-ﬂ
[].ﬂsndrewsJ alison [ Coulson, Jeff || Jones, Laura Meeting Note:

Dﬁaker, Brent O Coulson, Tara DOcasiuJ Allison
D Bannan,

" [ Counts, Haley [Cocasio, Colby
Josephine

[Bogosian, Judy  [Joel Bosque, Rita [ slay, Judy

[lBorn, Pat MDIEuiott-Laichak, Clsmalley, Tina
larkyn
Dantick, Daryl O Feller, vincent E]Srnlth, Rick
[6rock, Brenda [ Guevara, Billy [ weersing,
Sandra

[ clenney, Michole [Harris, Joshua

Post Attendance

2. Select the check box beside everyone who attended the group meeting.
3. Select a date from the Select Reporting Period drop-down list.

Note: For the reporting period date, please select the Monday of the week you are
reporting. In the Activity Meeting Date field you will enter the actual date of your small
group meeting.

4. Type an actual meeting date in the Activity Meeting Date field.
5. Type any meeting notes or minutes in the Meeting Notes field.
6. Click Post Attendance. The attendance summary appears.

Viewing past attendance
You can quickly see a view of the past attendance of your group members, even those
you have removed from your people list.

To view past attendance
1. Hold your mouse over the Attendance menu option until the drop-down menu
appears. Click View Attendance. The attendance summary appears.

Note: Currently, you are not able to see a summary of your meeting notes. Request
report number M7000 - Small Groups Attendance from the church office to see notes.

2. Click Members to go back to your member list.




