
Logging into Planning Center 

& Managing Your Small Group Roster


 
To log in to Planning Center Groups: 


1. Go to groups.planningcenteronline.com 

• Note: If you already have a Planning Center login, log in & skip to #6


2. Enter your email address that Doxa would have on file and click on “need a 
password?” (Fig. 1)


3. Re-enter your email and click “Send Code”. (Fig. 2)


            

	  4. Planning Center will send a code to 

                 your email. Retrieve and enter it in the

                 box. Click “continue”. (Fig. 3)
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5. This will take you to a screen to set your password. Click to set your 
password.


6. Once you are logged in you should be taken to a screen where you will see 
the group you are a leader of. Select your Small Group. (Fig. 4) 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7. This will take you to your SG Roster 
page. (Fig. 5)


This is where you can:

• Add a new member

• Access Attendance Reports

• Record attendance for any SG Mtgs.
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How to add a New Member to your group from your Small Group roster page: 

Click on the “Add a member” button (Fig. 6)

 

Type in their name into the “Add Member” box. (Make sure your spelling is accurate.) 


If they are in our database, they will show up as a potential match. (Takes a few 
seconds to pop up.) Click on their name (Fig. 7). This will automatically add them to 
your roster.


NEVER CLICK on the orange button to “Create a new person” in the database (Fig. 7). 
Only add people who show up as already being in our database. 
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Please do not click the box to notify the member by email. Group members are not 
using any features in Planning Center at this time. Just click the green “add member 
button”. (Fig. 8)


If you would like to add someone to your roster but they don’t seem to be in the 
database when you search (Fig. 9), reply to the attendance email and ask us to add 
this person to the database & your roster. They will show up on your next week’s 
attendance.
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How do I take attendance for a past Small Group meeting?


- When looking at your SG Roster page, click on the “Events” tab on the left of your 
screen.


- Scroll down and select “Report Attendance” for the Small Group meeting that you 
would like to take attendance for. (Fig. 10)


How do I see attendance reports for my group?


- When looking at your SG Roster page, click on the “Attendance” tab under the 
Reports header on the left of your screen. (Fig. 11)


Additional Note: 
Please do not change any of the “Settings” from the tab on the left sidebar. Let us 
know if you think there needs to be any changes to your current settings.
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