Edited — 8/27/24

Instructions for Taking Attendance on Church Center

1. First, go onto the Church Center groups page, and on your profile picture, click on “Groups” and then "My
Groups" and click on your group. At this point, click on “Actions” at the top right, and then on "Manage
Group on Planning Center."

2. On the left hand side, click on "Events." Here, go ahead and click "Create New Event."

3. Here you can fill out every small group meeting and event. Fill out the necessary information and then click
"Create Event."

4. You'll receive an e-mail notification about 10 minutes before every scheduled event reminding you to take
attendance. There will be a link that says "Report attendance now." Click that link and from there you'll be
able to take attendance. Afterwards, click "Submit Attendance Report." (Keep in mind that you can't do
this in the app, but it'll take you to the browser on your phone where you can)

NOTE: You must create an event for every single meeting you have in order to take attendance. You can do it all at
once if you know your schedule, or create a new event every time.



