
Taking
Attendance and
Adding Members 



Attendance Basics

Your existing group
members are in
attendance
You have a f i rst
t ime v is i tor  

When to  use :  All the mobile functions 
You have a new group member (i.e. a
second time visitor) 

When to use: 

Mobile App Web Browser



Using the Mobile App

Notes go here! 

Submit here!

Visitor Counter

Performance Expectations
Of Employees & Superiors

Setting Performance
Standards

Click on Radio button for any group
members in attendance
Use the Notes to record FULL NAME,
PHONE NUMBER, & Email for any first
time visitors, as well as any other
items you’d like to remember 

Also add them to the visitor
counter at the bottom of the
attendance list 

Don’t forget to hit submit! If you do,
just log back and submit the draft.  



Adding a new member- Mobile 

Performance Expectations
Of Employees & Superiors

Setting Performance
Standards Scroll to the bottom

Click ‘Add Member’ 
You can also send the link via email or text

Pro- allows member to update their own information Con- requires
member to update their own information  



Performance Expectations
Of Employees & Superiors

Using a Web Browser 
Click here!

Setting Performance
Standards

Go to groups.planningcenter.com and log on using your email or phone number.  
Click on your Group
Don’t click on add person! Click on Events.  



Adding a new member- Browser 

Performance Expectations
Of Employees & Superiors

Setting Performance
StandardsClick ‘Take Attendance’

You can take attendance here just like on the app
 Scroll to the bottom

Use the drop down to select ‘Add Member’ or ‘Add Visitor’ 



Adding a new member- Browser 

Performance Expectations
Of Employees & Superiors

Setting Performance
StandardsSearch using their name, be sure you have the correct spelling and email to

avoid duplicates 
 Pros- Doesn’t require member action Cons- can’t add phone number 



Notes 
 

Performance Expectations
Of Employees & Superiors

Setting Performance
Standards

Visitors will be everyone listed as a visitor AND the total of your visitor
counter 

If you add them as a visitor by name, do not add them to your counter
if you add them only in the Note, then DO add them to your counter 

‘Applicants’ do not count, regardless of whether you check the box, only
members and visitors are counted.  
If you click on “Take Attendance” in your email, you will be taken to church
center, similar to the mobile experience.  


