MANAGING A GROUP THROUGH THE CHURCH AT POLARIS
WEBSITE

1. Go towww.churchatpolaris.com/groups.htriflhen click on Group Manager.

2. Make sure popups are allowed fraww.churchatpolaris.comSign in to your Church at
Polaris account. If you do not have a Church da%account, click on “Create Account”.
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The following image shows the layout of the “CreAtEount” page.

After logging in or creating account follow the ingtions on the
following pages:
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Group Manager

When the group leader/manager clicks the link enctiurch web site to launch the Small Group Manhgesr she

will be asked to log in (if not already logged iA¥ter successfully logging in, the Group Managepears in one of
two views as shown below:

Small Group Leader View

Small Group Manager View

The difference between the two views depends upesmall group leader’s staffing assignment. ifstbat the
Room/Location level, the person will see the Sr@atbup Leader view and if staffed at the group lethed person
will see the Small Group Manager View. The Groupniliger can see any group that resides under hisr@chivity
grouping by selecting the group from tklanage Your Teamdrop-down list as shown in the image above.
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Why won’'t Small Group Manager launch?

Small Group Manager can be configured as a popodaw on your church web site. If you have a poplagher

installed, it may prevent Small Group Manager flaomching.
Windows XP Service Pack 2 included a security updiablock all popup windows. When a popup is béstla

yellow bar appears at the top of your Internet lm@vwindow as shown in the following image.

Click Tools andPop-up Blockerin the menu options. Now choosarn Off Pop-up Blocker to turn the blocker
off while working on your church web site.

Note: Internet toolbars like Google, MSN, or Yahoo also install popup blockers. There is
typically a button on the toolbar that allows you to bypass the blocker for certain popup
windows. Read the documentation included with the toolbar to find out how to turn it off.

Ensure you turn off all popup blockers when working on your church web site.

Group Manager functions

Group Manager functions include the ability to ey af the following:
Manage group membership

Manage attendance

Manage group contacts
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Managing group membership
The Group Manager window displays a list of allreat group members and their basic contact infaomaErom
this window, you can choose to edit any membef@rination, add a new member to the group, or rengove
member from the group.

Editing information

You can and should edit basic contact informatitvemever 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.

2. Make changes to any of the fields.

Note: The check box to the left of the member’'s name allows you to give that member
administrative rights. This gives the member the same rights that you have. Designate
administrators wisely as he or she will have access to a member’s household
communication information.

3. When you are finished making changes, click the Save button. Click Can to cancel your
changes.
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Removing a group member

When a member no longer attends your group, youamove 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 as
shown below.

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

Adding a group member

Before you can add a member to your group, he @nalst exist in the church database. To have scersaied to
the church database, have them create a user a@aoyaur church web site.
[INSERT DIRECTIONS HERE ON HOW TO CREATE AN ACCOUNJN YOUR CHURCH WEB SITE]
To add a group member
1. Click the Add new membe r link in the upper-right corner of your group list. The Add New
Member form appears.

2. Type any of the following to find the person:
Email—the email address the member used to create hisrarser account.
Phone—the primary phone number for the household.
User ID—the user ID the member created when he or shéecr@auser account.

First Name, Last Name, Birthday—if you choose to search by these parameters, ymi imclude
something in each field.

3. Click Search. The household information appears as shown below.
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4. Click Add beside any household member to add to your group.

5. Click the Members menu option to go back to your group list.

Viewing household and contact information

Once you have added a member to your group, yogeamis or her contact information at any timéckGbn the
person’s name to view the information. Clidlembersto go back to your group list.
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Managing your group attendance

With Group Manager, you can post attendance and past attendance to help you track your group nezsib

Recording attendance

You will be able to post attendance for about 6¢sdsfter a meeting has occurred, but you will reotible to post
attendance for future dates.
To record attendance

1. Click the Attendance menu option. The Post Attendance window appears.

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: Depending upon how your small groups activity was setup, the reporting period may
only be one date per week. Select the date for the reporting period and then type the
actual meeting date in the Activity Meeting Date field.

4. Type an actual meeting date in the Activity Meeting Date field.
Type any meeting notes or minutes in the Meeting Notes field.

6. Click Post Attendance . The attendance summary appears.
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Viewing past attendance

You can quickly see a view of the past attendafig@ar group members, even those you have remawosd 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.

Managing group contacts

Group Manager allows you and other group membeesnail each other individually or to email the emtjroup
using its built-in email functionality.

Additionally, there is also a contact request avhare you will be able to see the names and comgrtmation for
anyone who has requested more information aboutsmall group through the church web site. Wheem@gn
browses through the church web site, he or sheearch for available groups and select groupstefast. You will
receive an email notifying you of the contact adl.we
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Emailing your group
You can email one, several, or all the people uryyoup 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.

2. 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.)

3. Type the subject and then the message. When the email is complete, click Send. A
confirmation message appears above the Email Group box.

4. Click Members to return to the members list.
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Viewing web site generated contacts

Anyone who has requested information about youllsgnaup appears on your contact list. You are oesgble for
contacting the people who appear on this list withdetails of your small group.
To view and work contacts
1. Hold your mouse over the Contacts menu option until a drop-down menu appears. Click
View Contacts . The Contact List appears.

2. Click on the underlined name to see the individual's contact information.

Contact the person.

4. Indicate how you contacted the person by selecting the method from the Contact
Method drop-down list.

5. Type any notes in the Note field.

6. If the contact is complete, 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 disappears off your list. Do not select this check box until you are ready to
completely close the contact.

7. Click Save.

-20 -




