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How to:
— Get familiar with Group Details
— Add members to groups

Use with Session 1

Last rev. 4-05-07 Staffnet and Group Manager orientation




When you select one of the
names as host, Group Manager
shows you the host’s group.

Group detail summary

Membership roster

Group studies

Contacts and dates

What was discussed during
the contacts

ST A NET

2006 - PEOFL

aturday, February 1

Small Group Management Tool Hast Home Page

Yision - Why We Are Here
To see every person, from the core of our church to the ever-growing community, connected in a healthy small group.

Mission - What We Do
Help spiritual seekers becomne transformed believers who model Purpose Driven Lives and motivate others to do the same.

Group Details

| Add Member | Modify Group | Home | Back Up |

Group Name: This is a test group for training Group ID: 120188

Host: Faye Wilbur Group Type: Married and Single People /
Men and Women

Location: Lake Forest Age Group: Al

Address: 55555 Lake Forest Paraway child Age Group:  No Preference

City, Zip Lake Forest, CA 90260 Language: English

Meeting Day: Wednesday Advertise on Web: No

Meeting Time: 6:00PM Status: tlosed

staff verified: Yes

Description: Our group really wants to serve God through balancing the five purposes in a small group family.

|144516  Serrato Fon ronserrato@sbeglobalnet | (949) 457-1307 | Participant | 21 Make Host | Remove
(144515 wilbur Faye fayew@lurminor cam (949) 589-2635 | Host 21 Remove
| 144522 | wilbur Fon ronwi@s addleback. net |(949) 589-2635 | Participant | 21 Make Host | Remove |

Group Curriculums

ulunm

C artDate
40 Davs of Peace 01/28/2006

Contact Log

[P — Entered By Date |"’* Select 3 Contact Type = [ I
| Phane Contact. |Ran serrato Horne Phone | 2/1/2006
|Talke to by phone. Fon Serrat Home Phone  1/28/2006

Subrnit Log

Group Motes

Note | Entared By | Date

|During the conersation, the host
|told me that they are thinking of
closing the group to new

| membars, and that they'rs
|worried about one member that
saems to not have much
commitment to attending tha

| aroup, and that they really liked
| Pastor Rick's message on the Submit Mate

weekend,

Ron Serrato 2/1/20068

|Her aroup has 10 members now. |
| She is going to sent names, so 1 |Ron Serrato |1/28/2008
| can enter ko her gorup,

| &dd Member | Modify Group | Home | Back Up |




Small Group Management Tool Hast Home Page

Yision - Why We Are Here
To see every person, from the core of our church to the ever-growing community, connected in a healthy small group.

Mission - What We Do
Help spiritual seekers becomne transformed believers who model Purpose Driven Lives and motivate others to do the same.

Group Details

| add Member | Modify Group | Home | Back Up | Req u i red notes When you

Group Name: This is a test group for training Group 1D: 120188

Bl contact your groups.
Men and Women

Location: Lake Forest Age Group: Al

Address: 55555 Lake Forest Parkway child Age Group: Mo Preference

City, Zip Lake Forest, CA 90260 Language: English

Meeting Day: Wednesday Advertise on Web: No

Meeting Time: 6:00PM Status: Closed

Staff Yerified: Yes

Description: Our group really wants to serve God through balancing the five purposes in a small group family.

10| Lastame | FirstName _Emal ____________Phone ____Role Dy | |

144516 |Serrato Ron ranserrato@sbeglobal, net (949) 457-1307 | Participant |21 Make Host | Remove
144515 | Wilbur Faye fayew@lurninar. com (949) 589-2635 | Host 21 Rernove
144522 | Wilbur Ron ronwi@saddleback.net (949) 589-2635 | Particpant |21 Make Host | Removs

Group Curriculums

40 Days of Peace 01/28/ 2006

Contert Log 1. What type of contact did you

= Salest 3 Contast Type = v
Phone Gontact Ron Serrate Home Phone | 2/1/2006 = Celect 3 Contact Type = t t k ?
Talke to by phone. Ron Serrato Home Phone | 1/28/2006 Horrie Phone ry O m a e H
Email
Personal
Waork Phone
Mobile Phone

Subrnit Log

Group Motes

During the conersation, the host
told me that they are thinking of
closing the group to new
rernbers, and that they're
worried about one member that
seems to not have much
cornmitrnent to attending the
|group. and‘that they really liked Lbmit Note

| Pastor Rick's message on the

| weekend,

Ron Serrato 2f1fz2008

|Her aroup has 10 members now. |
| She is going to sent names, so 1 |Ron Serrato |1/28/2008
| can enter ko her gorup,

| &dd Member | Modify Group | Home | Back Up |




Small Group Management Tool Hast Home Page

Yision - Why We Are Here
To see every person, from the core of our church to the ever-growing community, connected in a healthy small group.

Mission - What We Do

Help spiritual seekers becomne transformed believers who model Purpose Driven Lives and motivate others to do the same.

Group Details

| Add Member | Modify Group | Home | Back Up |

Group Name: This is a test group for training Group ID: 120188

Host: Faye Wilbur Group Type: Married and Single People /
Men and Women

Location: Lake Forest Age Group: Al

Address: 55555 Lake Forest Paraway child Age Group:  No Preference

City, Zip Lake Forest, CA 90260 Language: English

Meeting Day: Wednesday Advertise on Web: No

Meeting Time: 6:00PM Status: tlosed

staff verified: Yes

Description: Our group really wants to serve God through balancing the five purposes in a small group family.

1 Last Name

144516  Serrato Fon ronserrato@sbeglobalnet | (949) 457-1307 | Participant | 21 Make Host | Remove
| 144515 | wilbur Faye fayew@lurminor cam (949) 589-2635 | Host 21 Remove
| 144522 | wilbur Fon ronwi@s addleback. net (949) 589-2635 | Participant |21 Make Host | Remove

Group Curriculums

rriculumy artDate

40 Davs of Peace 01/28/2006

Contact Log

cmmmnts————eried oo

Phone Contact, Ron Serrato Horme Phone 2/1/2008
Talke to by phane, Ron Serrato Harne Phone 1/28/2006

Submit Log

Group Motes

Note | Entared By | Date

|During the conersation, the host
told me that they are thinking of
closing the group to new

| membars, and that they'rs
|worried about one member that
saems to not have much
commitment to attending tha

| aroup, and that they really liked
| Pastor Rick's message on the Submit Mate

weekend,

Ron Serrato 2/1/20068

Her group has 10 membars now. |
| She is going to sent names, so 1 |Ron Serrato |1/28/2008
can enter to her gorup.

| &dd Member | Modify Group | Home | Back Up |

Required notes when you
contact your groups.

2. Was the contact successful,
ie. “Talked to Bob by phone” or
“left message for Bob to return
my call” or “sent email to Bob?”
If it wasn’t successful, what time
of day did you try to contact the
host?



Small Group Management Tool Hast Home Page

Yision - Why We Are Here
To see every person, from the core of our church to the ever-growing community, connected in a healthy small group.

Mission - What We Do

Help spiritual seekers becomne transformed believers who model Purpose Driven Lives and motivate others to do the same.

Group Details

| Add Member | Modify Group | Home | Back Up |

Group Name: This is a test group for training Group ID: 120188

Host: Faye Wilbur Group Type: Married and Single People /
Men and Women

Location: Lake Forest Age Group: Al

Address: 55555 Lake Forest Paraway child Age Group:  No Preference

City, Zip Lake Forest, CA 90260 Language: English

Meeting Day: Wednesday Advertise on Web: No

Meeting Time: 6:00PM Status: tlosed

staff verified: Yes

Description: Our group really wants to serve God through balancing the five purposes in a small group family.

1 Last Name

144516  Serrato Fon ronserrato@sbeglobalnet | (949) 457-1307 | Participant | 21 Make Host | Remove
| 144515 | wilbur Faye fayew@lurminor cam (949) 589-2635 | Host 21 Remove
| 144522 | wilbur Fon ronwi@s addleback. net (949) 589-2635 | Participant |21 Make Host | Remove

Group Curriculums

rriculumy artDate

40 Davs of Peace 01/28/2006

Contact Log

mments Entered By Date |"’* Selact & Contact Type = |v]
| Phane Contact. |Ran serrato Home Phone | 2/1/20086
|Talks to by phona. Ron Serrato Home Phone 17282006

Subrnit Log

Group Motes

Note | Entared By | Date

|During the conersation, the host
told me that they are thinking of
closing the group to new

| membars, and that they'rs
|worried about one member that
saems to not have much
commitment to attending tha

| aroup, and that they really liked
| Pastor Rick's message on the Submit Mate

weekend,

Ron Serrato 2/1/20068

Her group has 10 membars now. |
| She is going to sent names, so 1 |Ron Serrato |1/28/2008
can enter to her gorup.

| &dd Member | Modify Group | Home | Back Up |

Optional notes when you
contact your groups.

3. What was discussed during
your contact that you want to
remember about the host? You
can also cut and paste emails
from the host into this note area.
Don’t forget to Click “Submit
Note”



Small Group Management Tool Hast Home Page

Yision - Why We Are Here
To see every person, from the core of our church to the ever-growing community, connected in a healthy small group.

Mission - What We Do

Help spiritual seekers becomne transformed believers who model Purpose Driven Lives and motivate others to do the same.

Group Details

| Add Member | Modify Group | Home | Back Up |

Group Name: This is a test group for training Group ID: 120188

Host: Faye Wilbur Group Type: Married and Single People /
Men and Women

Location: Lake Forest Age Group: Al

Address: 55555 Lake Forest Paraway child Age Group:  No Preference

City, Zip Lake Forest, CA 90260 Language: English

Meeting Day: Wednesday Advertise on Web: No

Meeting Time: 6:00PM Status: tlosed

staff verified: Yes

Description: Our group really wants to serve God through balancing the five purposes in a small group family.

|Last Name | First Name | Emai

| 144516 Serrato Ron ronserrato@sbeglobalnet | (949) 457-1307 | Participant | 21 Make Host | Rermove
| 144515 wilbur Faye Fayew@lurnincr comm (948) 589-2635 | Host |21 Rermove
| 144522 | wilbur Ron ronwi@saddleback. net |(949) 589-2635 | Participant |21 | Mske Host | Remove |

Group Curriculums

riculum

artDate
40 Davs of Peace 01/28/2006

Contact Log

Comments | Entered By | Ty, | Date |"’* Select a Contact Type ==
|Phone Contact. |Ron Serrato |Home Phone | 2/1/2006
Talke to by phone. Ron Sarrats | Home Phone | 1/28/2006

Subrnit Log

Group Motes

Note | Entared By | Date

|During the conersation, the host
|told me that they are thinking of
closing the group to new

| membars, and that they'rs
|worried about one member that
saems to not have much
commitment to attending tha

| aroup, and that they really liked
| Pastor Rick's message on the Submit Mate

| weekend,

Ron Serrato |2f1/z008

|Her aroup has 10 members now. |
| She is going to sent names, so 1 |Ron Serrato |1/28/2008
| can enter ko her gorup,

| &dd Member | Modify Group | Home | Back Up |

Optional notes when you
contact your groups.

4. What information did you
learn about the group (not the
host) that you want to be able to
remember?



When you call the host —

g ._

Saturday, February 18, 2006 - PEOPLE » TEAMS -'REDLREI . rTooLs Conﬂ rm the accu racy Of
Small Group Management Tool Host Home Page group information

Yision - Why We Are Here
Tao see every person, from the core of our church to the ever-grawing community, connected in a healthy small group.

Mission - What We Do
Help spiritual seekers become transformed believers who model Purpose Driven Lives and motivate others to do the same.

Group Details | 1. Is your group still
| Add Member | Modify Group | Home | Back Up | . .
meeting and are you still

Group Mame: This is a test group 2018% ’)
Host: Faye Wilbur Group Type: Married and Single People / th e h OSt H
mMen and Women
Location: Lake Forest Age Group: all
Address: 55555 Lake Forest Parkway ild Age Group:  No Preference 2 IS the group Sti” meeting
City, Zip Lake Forest, CA 00260 Language: -
Meeting Day: Wednesday Adwvertise on Web: No at 5 5 5 5 5 La ke F O reSt
Meeting Time: 6:00PM Status: Closed
Staff Yerified: Yes P a rkway?
Description: Our group really wants to serve God through'd he five purposes in a small g -

| Last Name First Name Email I 3 A t. | I t.
1144516 |Serrato Ran ronserrato@sbeglobal. net (949) 457-1307 Eparticipant 21 Make Ho & " re you S I mee Ing On

(144515 |wilbur Faye fayew@luminor cam (949) 5589-2635 | Host 21

|144522 :Wilbur _Ron _ronwi@saddleback.net _(_949_:! SE9-263%5 _Partici_pant :21 Make Host WedneSday nights at
6pm?

Group Curriculums

Curriculum | StartDate | EndDate
40 Davs of Peace 01/22/2006 4 .

Is the group still (open)
(closed) to new
members?



If anything is inaccurate,
now'’s the right time to

Saturday, February 18, 2006 * PEOFLE ~ TEAAMS 'RC—'GLRIL—'I - ~ TN % Ch a ng e It

Small Group Management Tool Host Home Page

Yision - Why We Are Here CIiCk here to make IOtS Of

Tao see every person, from the core of our church to the ever-grawing community, connected in a healthy small group.

Mission - What We Do Changes

Help spiritual seekers become transformed believers who model Purpose Driven Lives and motivate others to do t

Group Details

| Add Member | Modify Group | Home | Back Up |

Group Name: This is a test group for training Group ID: 120188
Host: Faye Wilbur Group Type: Married and Single People /
mMen and Women
Location: Lake Forest Age Group: all .
Address: 55555 Lake Forest Parkway Child Age Group: Mo Preference O n th IS pag e yo u Ca n a I SO :
City, Zip Lake Forest, CA 00260 Language: English
Meeting Day: Wednesday Advertise on Web: HNo
Meeting Time: 6:00PM Status: Closed
Staff Yerified: Yes
Description: Dur group really wants to serve God through balancing the five purposes in a small group family.

| Last Name | First Name | Email N —] Remove Someone Who IS
|144516 | Sarrate Fan ranzerrato@sbeglobal.net (9491 457-1307 | Participant |21 Make Host | Rermove <\/ no Ionger In the group

(144515 |wilbur Faye fayew@luminor cam (949) 5589-2635 | Host 21 Rermove

144522 | wilbur Ron ronwi@saddleback.net [949) 529-2625 Participant |21 Make Host | Rermove

™

Group Curriculums

OR

EndDate

StartDate
01/28/2006

Curriculum

40 Davz of Peace

Designate someone else as
the host.




L

Saturday, February 18, 2006 ~IFEDIFLE ~ TEAMS ~RECSOLIRCES ~TOOLS

Small Group Management Tool

Yision - Why We Are Here
To see every person, from the core of our church to the ever-growing community, connected in a healthy small group.

n;lspSis.;?ri;u:':';?efel-‘:;Es[L.;come transformed believers who model Purpose Driven Lives and maotivate others to do the same, LOOk at a” the g rou p
information you can
change.

Update Group Information

| Home | Back U

Group ID: 120188 Meeting Day: |Wednesday |V]
Group Name: [This is a test group for training | Meeting Time: |5 .["i ;|00 |Vi [P Ir"l

marital Group Type: | Married and Single People |:I Meeting Location: |Lake Forest |
Gender Group Type: | Men and Women IV] Address: |55555 Lake Farest Parkway |
Language: |-£_n_glish ] City: | Lake Forest ]
Age Group: |AII IVI State: | California |V]
child Age Group: | Mo Preference t’l Zip: |9EI2ED |
Curriculum: |:.1D Days of Peace IVi Country: |United States [Vi
Description:

Our group really wants to serve God through balancing the fiwve
purposes in a swall group family.

If the group is open to new
members, check “Open” and also
“Advertise on Web” so the group

will appear on Group Finder.

Open:
Advertise on Web:

Staff Yerified:

Subrnit

J!DD

Once you've made all the

changes, click “Submit”



Adding a member
to a group roster

Small Group Management Tool Host Home Page

Saturday, February 18, 2006

Yision - Why We Are Here
Ta see every person, from the core of our church to the ever-grawing cormmunity, connected in a healthy sma

Click on “Add Member”

Mission - What We Do
Help spiritual seekers become transformed believers who model Purpose Driven Lives and motivate

Group Details

| Add Member | Modify Group | Home | Back Up |

Group Name: This is a test group for training Group ID: 120188

Host: Faye Wilbur Group Type: Married and Single People /
mMen and Women

Location: Lake Forest Age Group: all

Address: 55555 Lake Forest Parkway Child Age Group: Mo Preference

City, Zip Lake Forest, CA 00260 Language: English

Meeting Day: Wednesday Advertise on Web: HNo

Meeting Time: 6:00PM Status: Closed

Staff Yerified: Yes

Description: Dur group really wants to serve God through balancing the five purposes in a small group family.

! Last Name | First Name I Email

1144516 |Serrato Ran ronserrato@sbeglobal. net |(249) 457-1307 Eparticipant 21 Make Host | Remowve

5144515 Lwrilbur Faye fayew@luminor cam (949) 5589-2635 | Host |21 Rermove
|144522 | wilbur |Ren | renwi@saddleback, net |(9491529-2635 | Participant |21 | Make Host | Rermove |

Group Curriculums

Curriculum StartDate | EndDate

40 Davs of Peace lo1szesz008 |




Adding a member
& to a group roster

Saturday, February 1%, 2006

Small Group Management Tool

¥ision - Why We Are Here
To see every person, from the core of our church to the ever-growing community, connected in a healthy small group.

Mission - What We Do
Help spiritual seekers become transformed believers who rodel Purpose Driven Lives and motivate others to do the same.

Add Person

| Horme | Back up |

First Mame: |
LastName: | Type in their full or
partial name




T

Adding a member
to a group roster

T AR IR N -

| S TN NET

Saturday, February 18, 2006

Small Group Management Tool

Yision - Why We Are Here
To see every person, from the core of our church to the ever-growing comrmunity, connected in a healthy small group.

Mission - What We Do
Help spiritual seekers become transformed believers who rodel Purpose Driven Lives and motivate others to do the same.

Add Person
| Home | Back up |
ootrame:  [FoR | Confirm that this is
sskNae: (B | the correct person
and Click “Select”

Add an individual from the list below by clicking on SELECT<Adding of an individual could take up to 15 minutes '
be processed. Newly added individual will not be wisible un e new role until the process is completed.
I

Last Hame | First Hame | Address | City | Phone Email |
(wrilbur F.an |21 Las Fieras Fancho Santa Margarita 495592635 ronwi@saddleback. net Select

Note — this addition (i————————
takes time before the

person shows up on

the roster



