
Planning Center Instruction 
Via Computer 

You may also view this info via a mobile app. 
To do so, go to your Apple App Store or Google Play to download 

the “Planning Center Services” app. 

 

1. Go to http://www.planningcenteronline.com/  
2. On the login screen, use your email address for your username and enter it in the 

top box.  
3. Enter your password in the bottom box. If you can’t remember your password, 

click on “Need a password” at the bottom and follow prompts. 
4. Click on the “My Schedule” tab near the upper left corner. 

 

 

To Block Out Dates: 

If you are unable to serve on a specific Sunday due to vacation, work, etc., click 
on “Block out Dates”, a calendar will appear and select the date you are unable 
to serve. 
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To Accept/Decline Pending Service Dates 

To either accept/decline any pending dates that require your action, simply click on 
“Decline” or “Accept” in the service box in the “Pending” section. 

 

To View Service Details the date you are scheduled 

Below the calendar, click on the date you are scheduled.  The service order will 
appear.  You will be able to see the song selections and other service details.  If you 
select date that is several weeks out, chances are you will just see a generic outline 
with very little details. 
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Once you are looking at the service details, hover your mouse over the gray box with 
a number (red circle below), and a box will appear giving you access to download 
music (pdf) or listen/watch the music, if available. 

 


