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Logging in for the First Time and Viewing your Profile
Go to: www.Trendsendapp.com and sign in. The home page will display, which shows your
organizations/trackers. The information available is dependent on the ‘level’ of access assigned
to you. For conference admins, you will see your conference, districts and churches. District
admins will see the districts and churches.

If you need to change your profile, click on your name at the top right of the home screen.
Here you can change your name, email, and password. Click on Save to keep changes.

Set up new churches/districts
From the home page, under The United Methodist Church - (VitalSigns Group) you will see the
organization of your conference/district. To add new churches wanting to participate in
VitalSigns:
1. Click on Churches and the below screen come up.
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2. Click on the dropdown arrow and select the District the church is going to be in. This
will display all the churches currently in this District.
3. Click on the ‘Add a new Church’.
a. Enter all relevant information.
i. What is the Church name?
ii. What is the Church email? - Email the weekly submittal email will be
sent
iii. External database ID - This is the GCFA number. This is necessary for
GCFA to use the information for statistics.
iv. Parent record ID – Click on the dropdown and select the correct District.
v. Click Save, and you’re done. (You can go in later to make changes to any
of the settings, including the email address.)
4. Setting up new Districts will follow the same process except you just drill down to the
District level instead of the Church level.

Manage Churches
To change any data and manage churches, from the home page, click on VitalSigns UMC. A
new screen will display and at the top, you will see Manage, Reports, Community, and
Churches.

Clicking on the ‘view’ will take you to the
reports page

Manage
 Communications and Data Feed
o Email all churches with a message and the link for their filing page will be
automatically be attached

VS Quick Guide for District/Conf Admins

Page 4






o Manage Non-Filers
 Clicking on this link will bring up a screen showing all churches that have
not submitted data and how many weeks are missing.
o Send messages and links to conference/district level people (probably will not
use this)
Filing periods summary
o Shows chart of active participation
Recent Bounces
o Shows which church’s emails have bounced at some point. NOTE: look at the
individual church to see the date of bounces
Recent Filings
o Displays a list of churches who have actually reported their data

Reports
On the Reports page, there are several options for viewing.
 View all Jurisdictions – includes all UM churches in the US participating in VitalSigns
 Drill down to a specific Jurisdiction
 View all Conferences in a specific Jurisdiction
 View just one Conference
 View all Districts within a Conference
 View a specific District within a Conference
 View a specific Church – NOTE: ‘delving deeper’ into one church is not really very
helpful

Downloading reports
From the Reports Page, you have the ability to download the data for the display being viewed.
You can download this data into an Excel file. See the below screen:
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Community
Under the Community page you will see postings from churches across the denomination. This
is a place the churches can share stories and events that have been successful or have positively
impacted the lives of people in the church and community. The areas which a church can share
are:
 How have you seen God's presence in your congregation?
 What is working in your church?
The stories and ideas shared here can be very uplifting and helpful. Encourage local churches
to participate in this area.

Churches
Most of the management of the churches will take place from this screen.

From this screen you will be able to:
1. View and change church information
2. View and change the church data filings
3. View the activity of a church
4. See the number of filings a church has submitted
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Viewing and Changing Church Information
To view or change a church’s information simply click on the church name and the below screen
will display and changes can be made. If there is a need to delete a church, it can be done from
this screen as well.

Viewing and Changing Data after Church Filings
If there is a need to change data a church has entered, there are two ways to do this. To
change a church’s filing.
1. Click on the Filings link. From this view, you can enter new numbers or change existing
numbers. NOTE: This view is not very ‘user friendly’ as the headings and dates will
scroll off the screen, which makes it difficult to know exactly where you are.
2. Click on the File Page link. A new window will display and will need to be closed after
viewing. From this view, you can enter/edit the church’s data. The fields appear
‘grayed-out’ but once you position your cursor in the field it becomes obvious you can
edit it. NOTE: there is a maximum of five (5) weeks displayed so if you need to
enter/edit data beyond the displayed weeks, use the Filings link.
Church’s Filing Page Link
The URL (Internet address) to the church’s ‘filing page’ is in the box to the right of the File Page.
This is a great way to send an individual church the link, if they are not receiving the weekly
reminders. NOTE: When copying this link, make sure you get the entire link – it should end
with ‘/25’ as below.
http://vitalsigns.trendsendapp.com/34b059b4ef7a4b4fbab4c0a4a86ac622/submit/25

Viewing Church Activity
Often a church will email or call to say they are not receiving their weekly ‘reminder’ email. If
this occurs, from the ‘Church’ screen, click on Activity. A screen will display showing the activity
of the weekly emails sent from VitalSigns. You will be able to determine exactly what is
happening with the emails.
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NOTE: If at any time, an email did not get delivered to the recipient, the ‘status’ will display
‘Undeliverable’. This does not mean the last email sent did not get delivered, but at some point
there was an email that had a problem.

Viewing the Number of Church Filings
The information displayed in this column is simply the number of weeks a church has filed data
within VitalSigns.
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Frequently Asked Questions
How do I get my churches signed up?
You have several options!
1. You enter their information manually in VitalSigns, ‘add a new church’ page 2 of this
manual.
2. Go to: VitalSigns.gcfa.org and fill out the simple request form
I have a church that says they aren’t getting their email. How do I fix this?
Refer to page 6 of this manual.
A pastor clicked the “opt out” link on his/her email. How do I opt them back in?
Currently, Administrators do not have the ‘rights’ to make a church ‘active’ again. Send a
request to vitalsigns@gcfa.org or directly to ssimpson@gcfa.org. The churches will be reactivated
within two (2) business days.

What do I include in worship attendance?
Worship is one of the most important ways we United Methodists encounter the living God
through the risen Christ in the power of the Holy Spirit, and vital worship is a key indicator of a
vital congregation.
For Worship Attendance, report the total attendance at all services your church holds on a
regular weekly basis as a primary opportunity for worship.
 DO report all persons, including children, who participate in all or part of the service.
 DO report attendance at services held on Sunday.
 DO report for services held on Saturday, or other days of the week, if the people who
attend that service and do not normally also attend on Sunday as well.
 DO NOT include worship for special services that are only held on special occasions such
as Christmas Eve, Maundy Thursday, or Good Friday.
 DO NOT report persons who are in your church building during worship times, but are
not participating in a worship service.
What do I include in professions of faith?
As United Methodists, we believe we are called by God to spread the good news of Jesus Christ
and to join with one another in Christian community. One of the ways we assess our strength in
answering this call is through professions of faith where someone who currently does not hold
membership in another church professes their faith in Jesus Christ and joins a congregation as a
professing member.
 DO report youth in confirmation classes who have joined the church that week.
 DO NOT report transfers from other United Methodist or non-United Methodist
Congregations
 DO report adults joining your church who have never been a member of another
church.
 DO NOT report persons who have previously been a member of a congregation, but
currently don’t hold membership in a church.
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What qualifies as a small group?
As United Methodists, we believe through the grace of God every person can continue growing
in their faith and discipleship. One of the most important ways we do this is through
participation in small groups, created for helping our members become more faithful disciples
of Jesus Christ, through learning, mutual support and accountability, and service to the world.
With that being said, every church has groups that meet throughout the week, but not every
group should be reported here.
 DO report persons engaged in covenant discipleship or other accountability groups
 DO NOT report persons more than once.
 DO report small groups that get together for bible study or, in some cases, to provide
ministries to the community.
 DO NOT report groups that primarily meet for recreational activities like sports.
 In some cases it may be difficult to determine what groups should or should not be
included here, and that’s okay. What is important is that your congregation has a clear
understanding of what you consider to be these small groups, and you report your data
consistently over time.
What qualifies as involvement in mission?
United Methodists are disciples of Jesus Christ who are engaged in the world. Through local
and international mission trips, soup kitchens, prison ministries, literacy programs, and
thousands of other ways, we’re working to transform the world. Vital congregations have
members who are engaged in the world around them, whether that’s down the block or
halfway around the world.
For persons serving in mission and outreach:
 DO report persons working on mission teams that week.
 DO include persons who work in community ministries provided by your local church,
such as after school programs, food banks, or homeless ministries.
 DO include persons who work as part of the church’s support for community ministries
with other churches or organizations such as Habitat for Humanity, or CROP Walk.
 DO NOT include persons who volunteer for ministries on their own without the support
or endorsement of the church. Although this is important ministry, it’s not something
for which the church can claim responsibility.
 DO NOT include persons who work in mission and outreach as part of their job.
 DO NOT report persons more than once.
 Again, there may be times when it isn’t easy to know what should or should not be
included here. Just remember to be clear about how you define it, and report
consistently.
Why do you want to know about the amount of offering?
Although your church may receive part of its income from endowments, rents, investments, or
special fundraisers, giving by your members through their pledges and offerings is a key
indicator of vitality.
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DO report monies collected during your worship services.
DO report monies collected for Special Sunday Offerings, the Advance, or a capital
campaign.
DO report monies collected through electronic funds transfer or online giving.
DO NOT report returns on investments, rents, or fundraisers.
DO NOT report registration fees or tuition for daycares, schools, or other programs
where fees are paid to the church for education or service.

What about amounts given to other organizations in support of mission and ministry?
United Methodists are generous people. When we can’t support mission and ministry with our
own hands, we do it with the financial gifts God has given us. An important indicator of church
vitality is that amount given by the congregation to support benevolent and charitable
ministries. These are causes your church supports outside of its own ministries.
 DO include the amount the congregations pays for apportionments, Special Sundays,
Advance Specials, or other United Methodist causes.
 DO include the amount your congregation pays to other organizations doing important
ministry that aren’t specifically United Methodist.
 DO include the amount your congregation pays to other organizations in your
community where your members are volunteering, such as Habitat for Humanity.
 As many congregations support these ministries on a monthly or quarterly basis, it’s
okay to report a zero on a given week. Simply report the spending that has occurred
that week to help ensure money isn’t counted more than once or not at all.
Will this data show up on the year-end statistical report?
Yes. VitalSigns data can be used to populate your average attendance and professions of faith
on the year-end statistical report. If a church has populated this data for a full year, the
information will be populated in the end-of-year statistical reporting tool. If a church has not
reported data for the entire year, we or District/Conference administrators can provide that
data for upload into the statistical systems.
How do I answer questions that come in from other users in my district/conference?
When answering, describe what the question was because the answers you provide will go to
other admins in your conference and the VitalSigns team at the General Church level.
What is the best way to update information due to Appointment Changes?
At the district/conference level, this information is available fairly early. A suggestion is to keep
track of the changes and when there is enough information to begin making changes do so
immediately.
For VitalSigns, this will consist of changing the email address linked to a particular church.
Where do I go if I have questions?
Contact us at vitalsigns@gcfa.org.
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