. church:

Basic User
Walk Through Guide

This quick tutorial will help you get started explg the many features of our new church web-basdide
community. You will be able to interact with otBeget details on events, join groups, and keep gon

personal profile updated.

Church Community Builder, LLC.
3472 Research Pkwy, Suite 104

Colorado Springs, CO. 80920
866.242.1199
www.churchcommunitybuilder.com
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Login

Go to the login box provided on your church
public website or login page.

Training Church

Welcome to CCB

Welcome to the CCB Training Site.

Enter your login and password, and click the |

‘login’ button.

Forgot Password?

Each person should have his own login. PN RO

€ 2000 - 2008 Church Community Builder and Training Church. &ll Rights Reserved.

If you need a login, click on ‘Sign up.’
If you have forgotten your login, use the ‘ForgasBword?’ link to request that it be emailed to.you

Your Personal Home Page

Help & Training My Profile Logout

g y Welcome to your online community! ¥We hope you enjoy this easy way to connect with others. You My Profile
. . can post messages, send email, get the details for church svents, and join a class or small group. ) )
a e S OWln Make sure you update your profile. Thanks Jennifer Basic User
. (303) 510-4628
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Greeting SRR Logour
fSH Dream Team

Today at 7:00pm, Entire Datsbase

Events P o— T e b Bl

Fob 50 &t 7.00pm, Entire Datsbase

SRR EE
=i paby Brunch Shower for

Farleys
Your Groupq L IFeb 232 at 11:15am, Entire Database 10 11 12 13 14 15 186
: . - - Bl e - B
Feb 27 at 7.00pM, Entire Database 24 25 zo BBl 28 29 1

See church wide calendar

My Groups (1)

Entire Database
o Dgﬂgrch Type: Church

Edit Profile

Click on ‘Edit Profile’ to make sure your persoiraiormation is correct.
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People

Jennifer Basic User

Phone: (303) 810-4628
Ernail: Send Email {custormercare@churchcommunitybuilder.com)

Overview More about Jennifer Involvement Financial

Click on the tabs t&DIT:

Basic ~ your blrthday lasic | Addr Serving Social Privacy Custom Fields
anniversary, email and contact phones.

Address~ your mailing address plus extra fields if desii@dhome & work.
Serving ~ your spiritual gifts, passions, and abilities
Social~ your favorites (activities, music, quote) plue®al & grade and your faith journey story.

Privacy ~ you control who views your profile informatiosee the explanations on the page. Choose
‘Everyone can view’ to encourage community amoregrttembers of your organization.

Custom Fields~ Any fields your organization has available fouyo edit.

Add info to fields and save.

Jennifer Basic User
Phone: {303) 810-4628
Email: Send Email {customercare@ churcheammunitybuilder.com)

TO upload a phOtOOf yourself Overview More about Jennifer Involvement Financial Login/Password
from your hard drive, click
‘browse’ on the Basic tab.

Basic | Address  Serving  Social Privacy  Custom Fields

Jennifer Basic User P2 e e 8

Personal

Photo Browse. ! *"—
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. : Jennifer Basic User
VIEW your profile information by Phone: (303) 810-4628

Clicking on the tabs: Email: Send Email (customercare@churchcommunitybuilder.com?)

’ Ooverwviews More about Jennifer Inwvolvement Financial

Overview ~ View your basic and serving details.

Jennifer Basic User
Phone: (303) 810-4628
Email: Send Email {customercare@churchcommunitybuilder.com?

More about Jennifer Involvement Financial Login/Password  E

Edit your family )
. . _f" Faml-lv (@o to family profila)
by ClICk|ng on Birthday: april 17 Jennifer (Head) \

Gender: Fermale

LGO tO famil Marital Status:

y Anniversary: August 6
ro I e, Allergies:

profil
My Fit Plugged In
Spiritual Gifts: Creative Communication Comrmmitrnent Date:
FPassions: Service(s) I Attend:
Sbilities: School:
Stulas RAilitar

More about you ~View info from the ‘Social’ tab including favorgeand personal faith story.

. Owverview | More about Jennifer Financial
Involvement ~ View

groups you've joined,
volunteer opportunities
you've signed up for (positions), events you'veisegred for as well as class attendance (if itbesen
entered), and your friends list.

Positions Ewvents & Attt Process Queues  Friends

Financial ~ If permitted by your church, view your contribarts and pledges and print your giving
statement.

Overview More about Jennifer Involvement Financial \
Change your Logln- You Automatically Create a Login and Password:
can Change your |Og|n and Auto Generate a Login and Password
password. Type it in and hit
save. You will be logged out

Manually Create a Login and Password

Login jenniferbasicuser

Password [**HHHHE
and asked to Slgn in Wlth the Must have both letters & numbers and be at least 6 characters
new Iogln Confirm Passward | F % %%

Send Email [0 send Login and Password Wia Emnail to carol@churchoormmunitybuilder.com

Save — (303) 810-4628

{303) B10-4628 FHo
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People

| People

To search for people click on the People tab. People
Enter a few letters of the first and last nameher t
beginning of either name. Possible matches will Find someone by typing their name belove
appear. Select the correct person. > 5@ ]
‘s« gam Jones
(5o5) 678-Bozs /Dot
You will not be able to see names of people who g SaraJones

have set their privacy to unlisted or people who
have limited access (usually guests).

When a person'’s profile displays, if he has an eaddress entered in his
profile, you can click on themail link to send an email.
(The email address is hidden.)

Phone: {303) 678-8221

Sam Jones
1234 white Dave Lane
Longrnont, CO 50504

address:

Ernail: Send Email

wCard:

You can also add the person to ybiend’s list,
which displays when you click the People tab\

add to my friends list

Groups

Any groups you've joined
are shown on your home
page. Everyone is a part
of the entire church _ _ Tl | arch
database group. To Wit Calanaan Bav Galshaar D2t Calander Wassaaes ianie Hastians Fies

thr:‘)[ﬂEl Groups [EaaS Help & Training My Profile Logout

My Groups

Deme Entire Database Sorttneiist
search for other groups W cricen oo chuh Graup e
. } Department
C“Ck On the GrOUpS tab fed by Master Admin, Open fo All Announce Only ::rea
: wpe
P 1ofl | R ds 1-1 of 1 (Go Leader First N
and then Search. som e [ rem A e it

Membership Type
Interaction Type

Church Community Builder ©2008 Pg 5



Area of Town Any Area

X
=]

Type Any Type of Group [~]
=]

Department Single's Ministry

You can enter criteria for the search. Here we are Group Name
searching for any groups in the Single’s Ministry Leader First
Department Leader Last
Interaction Type Any'Interaction Type
. . ChiI!jcare |
To search for ALL available groups leave all fields Available N

blank and click Submit. Meet Time Any Meet Time
Meeting Day Any Meeting Day

Zone Any

Search Church Wide [v| Match All Crite x|

Clear Search

Help & Training My Profile Logou

_ Church Wide Groups
Groups matching your search

will be displayed.

Month Calendar Day Calendar List Calendar Messages Tasks Positions Files

You can see whether the group 50 ey e Ll

. .. . Department: Single's Ministry Group Mame

IS open to JOIn or If you mUSt Somethinge led by Paul Lasser, Opento All, Members Interact ::::rtmant
req ueSt to JOIn- I:::ar First Marme

Leader Last Mame
Good Lookin Singles Membership Type
Type: Small Group

Department: Single's Ministry Interaction Type

Click on the group name to
open the group home page.

ied by Travis Waters, Invitation or Request Required, Members Inferact

Young Adult Singles Group *———

Type: small Group
Department: Single's Ministry

Ied by Candace Brown, Open to All, Members Interact

Doneo 1 ofd | Bocorde 4.3 of Gotonag (Bl
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You can click on the
link to join the group
(or request to join if
required) or you can
email the group
leader for more
information about the

group.

If the group is open to
join, you carsee
eventsanomost/'
message:

You can also view any
files uploaded, and see
assignedasksand

any volunteer
opportunities (positions) available in the group.

Young Adult Singles Group

Group Overvieww BEICIUE® Messages Tasks  Positions | Files

RSVP for an eventby YASG Monthly Meeting

clicking on the event name on

the group home page and ther ~ Toa e e eiente
onthe RSVP button. Ifitisa  oeaneer:  Group Loader RsvP
recurring event, y0U WI" be Recurs: Starting on 3/16/2006, this event recurs every month an the third Thursday, ):Export i
scheduled for all events. Back to Calendar
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Once you join a group,
you will be able to see
otherparticipants in the
group and send email or
view the individual’s
profile (click on the
person’s name).

Admin Privileges

If you have been

given permission to

work in a particular

administrative area,

you will have an

additional ‘Admin’ tab in your top navigation bar.

Your ‘to do’ items will be listed in the ‘AttentioNeeded’ box. Click on the link to see the item.

The Communication tab will be added if any of yguwups have messages posted or if you have used the
saved letter feature.

Help

If you need assistance, contact your church officgatabase administrator. There’s also a knoveledge to
browse at the Help & Training link in your top ngation bar. Enjoy connecting with these new tools.
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