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Prayer Team CCB Follow-up Procedure 
The following document will highlight the process on how to use CCB to follow-up with those we have 
recently prayed for as members of the Prayer & Care team. 

Sec$on 1:  Accessing your CCB account 
 

On the Monday or Tuesday a0er the prayer form has been submi6ed, the prayer & care member will 
receive an email from CCB.  These are the steps to complete as you follow up with each assigned person: 
 
 

1. Click on the green “View Queue” bu6on in the email body: 
 

 
 
Note: The message will have the name of the individual you prayed for, if there are mulIple 
people, you will receive a separate email for each. 
 
 

Click 
here to 
open 

1
  

Your name, 
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2. You will then be asked to log-in to your CCB account. Enter the log-in credenIals and click Login 

 
 
 
 
Note: If you don’t know how to log into CCB, please: 

a. Call Ana Lopez at 240-238-1578 or email her at alopez@church-redeemer.org or 
b. Text Steve Lane at 240-238-1576  

 

 

 

 

 

 

 

 

 

2
  

Enter  your 
credenIals on 

this screen 
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Sec$on 2:  Specific steps for CCB follow up 
 

3. You will be taken to the Prayer & Care queue page where you will see all of the members that 
have been assigned to you.  Please click on the name in blue (or the “View” link on the far right) 
to go directly to the person’s profile page 
 

 
 
 
 
 
 
 
 
 

Click either of these 

3
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4. Once in the profile page, you can click on the “Forms” tab to view the form(s) that was submi6ed 
for the member (to remind yourself of any specific details regarding the prayer/interacIon) 
 

 
 
 

5. Click on the Date (blue link) to view the form 

 
 
 
 
 
 
 
 
 
 
 
 
 

Click on 
the 

date to 
view 
form 

5
  

Click 
here to 
find the 

form 

4
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6. Scroll down to view the form and click “Close” when finished. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

6
  

Click 
here to 
close 

Scroll 
up 

and 
down 

to 
view 
the 

form 



 
 

_____________________________________________________________________________________ 
  
Latest revision:  June 28, 2023  Page 6 of 12 

 
 
 
 

7. Decide whether to follow up by sending an email or calling or sending a text message. 
 
 

Following up by Email 
 
 

8. If you choose to follow up by email, click on the blue “Send Email” link under the person’s name 
to open up a box to email the member. If an email address is not available, it means an email 
address has not been registered in CCB. 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 

Click “Send 
Email” to open 
the email form 

template 
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9. Fill out the email subject/body and be sure to click on the “Save a copy of this email in this 
person's notes” checkbox so that the interacIon is recorded in CCB. 
 
 
 

 
 
 

10. Click “Send” (bo6om right corner) 
 
 
 
 
 

Example 

Example 

9
  

9
  

Click 
here to 

send 

Check both 
of these 

boxes 

9
  10
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11. Click on the Notes tab and refresh the page. The email should now be documented: 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

When you 
“refresh”  

the screen, 
the content 

of your  
email will be 
recorded in 
the history.  

11
  

Your email 
content 

appears here.  

(The format is  
different but 

content is the 
same.) 
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Following up by text or phone call 
 

12. If you choose to follow up by a phone call or a text message, the person’s Mobile number should 
be listed if they have provided it. If you don’t see it, you can open the form again and it should be 
there (if you obtained it at the Ime you iniIally prayed with the person.)  Call or text them and 
sensiIvely offer to pray with them again, much like you did when you first met them in church, 
near the plajorm. 
 

13. A0er you have called or sent a text, you will need to summarize your conversaIon in the message 
area, since your call or text occurs outside the CCB environment.  Below is an example of what 
you might write.  
 

 
 
 
 

14. Before you finish, click the “This process only” radio bu6on (circle).   
 

15. To finalize your entry, click the small box in the lower right corner “Add this note”.    
IMPORTANT:  if you don’t click the “Add this note” box, you will lose your entry. 
 

 

 

 

 

 

Click here to 
finalize 

Example 

13
  

15
  

Click “This 
process 
only” 

14
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Sec$on 3:  Final steps to set the appropriate status and due date 
 

16. Click on the “In Process” link on the far right to update the status accordingly. 
 

 
 
 
 
The “Not Started” status should now read “In Process” 
 

 
 
 
 

 

Click here to 
change the 

status to  
“In Process” 

16
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17. If at any Ime you need to return to your Manage Queue list, you can do so by clicking on the 

NoIficaIon Bell on the top right, and then the Process Queues link: 
 
 
 

 
 
 

 
 

 

 

18. As a Prayer and Care team member, you will manage your Queue and the various statuses.   Here 
is an outline of the several possibiliIes:    
 

 
 
 
 
 
 

 

17
  

Click here to Manage 
your Queue  

Click here to see your Assignments. 

17
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CCB Process Queue Status descriptors 
 

Not Started: 
 
When the assignment first comes to you, it will be in this status: 

 

Wai@ng: 

A0er you have reached out to the individual by phone, email or text, if 
you are waiIng on them to respond, choose this status.   The best 
example of this is when you leave a voice mail message and you request 
them to call you back.  Reset the Due Date so you can keep track of the 
Iming and so that you receive another reminder. 

In Process:    

If you have reached out and connected with the individual and you 
indicated you would check in again with them in, say, another week, 
choose this status.   Reset the Due Date so you can keep track of the 
Iming and so that you receive another reminder. 

Mark as Done: 

Once you have finished your follow up, whether it was one 
connecIon or several conversaIons, choose this status.   The is 
close the status and remove the person from your Q. 

 

Final notes 
 

Thank you! for praying and caring for those in our church community.  Your acIons are an act 
of love and express the light and love of Jesus! 
 
If you have any quesIons, please don’t hesitate to reach out: 
 
 JusIn Varghese ………. COR Volunteer …………………. (240) 506-3900 
 Ana Lopez ………………. COR Staff team member ….. (240) 238-1578 
 Steve Lane ……………… COR Staff team member …..  (240) 238-1576 


