
Setting up your Group on Planning Center Groups

Upon receiving your group information form, Noah or Anna will set up your group on
Planning Center and then send you a link via email to invite you to manage the group and
finalize the details of your group’s page.

A helpful place to start for an overview of Planning Center Groups:
https://pcogroups.zendesk.com/hc/en-us/articles/360006319853-Introduction-to-Groups-for-Lea
ders
Give this a read or scroll before launching into your group’s page.

1. Open the email you received from the The Church at LifePark
(no-reply@churchcenter.com) with the subject line ‘You are now a leader of…’

Be sure to read through the email as it contains helpful links and provides a start for
setting up your account with your email and password.

Click on the button to view the group, or click to set up your password if you have
not used planning center before and do not have an account already established that
you would like to use.

2. Once logged in, you’ll be brought to the admin panel for your lifegroup, with the
members tab automatically opened (see the list of tabs on the left-most bar). You’ll see your
name listed with the role of leader. On this tab you can invite new members and manage
everyone’s roles (members and leaders). Leaders have administrative privileges, members
do not, but they can access things like the resources you upload, view your location if you
share it, and participate in group messaging if you decide to enable it.

https://pcogroups.zendesk.com/hc/en-us/articles/360006319853-Introduction-to-Groups-for-Leaders
https://pcogroups.zendesk.com/hc/en-us/articles/360006319853-Introduction-to-Groups-for-Leaders
mailto:no-reply@churchcenter.com


3. Most important to preparing for recruitment, sign-ups, and launch is setting up your group
page and finalizing the information on it. To do so, click on Settings (the 4th tab down
on the left). This will open up the template for editing your group’s page.

When you open up the ‘Settings’ tab, you’ll see we’ve already filled in a few details for you. Feel
freed to edit it as you see fit to ensure accurate information. We would like for you to edit or
complete the group name, meeting schedule, and group description at a minimum.
Beyond that, you can edit the location, contact person, leader name display option, and enable
group messaging, you’ll find details for all of that below. We’ll walk you through each option you
can edit below in the order that they appear.

(Group) NAME:
We are formatting all group names as follows: the title of your group followed by the type of
lifegroup (gender).

The title of your group can be something you make up to describe your group or can play off of
what you are studying. We keep it simple unless there is a specific affinity that needs to be
included for your group, ie: 20’s & 30’s Women’s LifeGroup. Group titles for example:

Bro’s & Hebrews | Men’s LifeGroup
Who is the Holy Spirit? | Women’s LifeGroup
Restless by Jennie Allen | 20’s & 30’s Women’s LifeGroup



For Co-Ed Groups, we are listing the title of your group followed by any specific affinity
that describes your group’s season of life or demographic. Here are a few examples:

Book of Joshua | Empty Nesters LifeGroup
1 Peter | Young Marrieds LifeGroup
Abundant Life | Single Adults LifeGroup
The Gospel of Mark | Young Families LifeGroup
Becoming a Smart Stepfamily | Blended Families LifeGroup
Sermon Discussions | All Seasons LifeGroup
Sacred Parenting | Parents of Kids & Teens LifeGroup

Meeting Schedule:
This will show up with the image and title of your group will people scroll through groups, so be
as descriptive and succinct as possible. We recommend the day and then specific meeting time,
ie: Tuesdays from 6:30-8:00PM or Every other Sunday from 5:30-7:00PM, 1st & 3rd
Wednesdays from 6:15-7:30PM, etc.

Please check the box to ‘Display meeting schedule publicly’ so that it populates on the website
when people look for groups.

Image:
We’ve populated one for you, but you are welcome to change it to something else if you’d like.
You can upload one or click on ‘free photos’ to search a database for something representative
of your group. We do reserve the right to change it if we need to for the sake of LifePark’s
brand.

This is what your group will look like when listed amongst other groups utilizing the information
you provide:

Next you’ll move on to Location:

You can decide your level of comfort with listing the location of your group. You have the option
to list the location of your group by physical address or a virtual link. If you’re meeting at
LifePark, you can simply select LifePark. If you are meeting virtually, you can include the link



here, or wait to share it more privately with group members . If you are meeting off campus in a
home or at a place of business, you are welcome to share that information here. It is completely
up to you.

If you do not want to list a location, select no location.
If you would like to list a specific location for your group’s members to see, you can select
‘create a new location’. Next you’ll give the location a name, ie: Panera Bread, The Haysom’s
Home, etc.

Then you’ll input the address and a google map will generate the location. You can move the
marker around if you need to, or you can leave the address blank and simply have a location
name.



If you input an address, another window will appear below- this is to allow you to decide what
non-members can see.

Your options are hidden (no reference to location), approximate (a big circle showing a radius
with your location in it), or exact (which shows an exact location with a marker like the map
above.) To add further clarity, if you select Approximate, then a user will see the location’s name
and the radius, but if you select exact, they’ll see the location name, address, and the map with
the exact marker.

It is entirely up to you how much information you feel comfortable sharing. We recommend only
sharing the address for your home once you’ve established your group for safety measures.
You can always email or message your group to share that information once your group is ready
to launch and leave it off of the website altogether. If you are going to share your location on
your group’s page, at the very least, we recommend only sharing an approximate
location or hiding location altogether to non-members.

If you do create a new location, be sure to tap on the green ‘save location’ button at the bottom
of the set-up window for member and non-member display.

Here’s how the approximate setting displays on a public group page, for your reference:



EVENT REMINDER DEFAULT:
If you’d like planning center groups to send event reminders for your groups in advance of your
meetings, you can set that up here. Tap on the slide to activate and then pull down the menu to
select how many days out you’d like to generate a reminder email.

GROUP PAGE SETTINGS

CONTACT EMAIL:
Please make sure your email address, or the email address of your group’s main contact person
is listed accurately in the contact email box. By doing so, this will generate a contact button on
your groups page so that people can ask questions or get in touch with you before joining the
group. If you leave it blank, you’ll omit that option for your group’s page.

LEADER DISPLAY:
If you toggle/check the box for ‘List Leader’s name publicly’ this will list the first names of any
group leaders on the group’s page. It is separate from the contact email.

DESCRIPTION:
Leaders, this is one of the most important things you’ll do on this page! Take a moment to write
a description of your group. This will be public information that will show up when people are
looking for groups and click on your group’s page. You’ll want to be sure to include information
about who’s invited to your group, what you’re studying, any materials that are needed, when
and where you plan to meet, when you plan to launch, etc. Feel free to include any information
pertinent to your group- perhaps you’ll want to include a note about childcare, your group’s plan
for meeting/rotating houses, or even where to buy the book you’ll be using, etc.

GROUP MESSAGING:
Group messaging is a centralized place for discussion threads between your group. This is a
great place to post prayer requests, send notes or reminders about your group, or to simply stay
connected in a centralized location that’s not your email inbox or text messaging. Totally up to
you if you’d like to enable this feature or not.


