
 
 

 
HOW TO REMOVE, DELETE, OR ADD A GROUP MEMBER 
 
You have two op,ons when removing an individual from a group:  
 
1. Dele,ng the person – Only select this op,on if the person was added to a group in error.  
2. Adding a drop date – This allows us to keep a historical record that someone was at some point in ,me a member of 

a par,cular group.  
 
Only select ADDING A DROP DATE. This allows us to keep a historical record that someone was at some point in 
,me a member of a par,cular group. 
 
If the person was added to the group in error, then you can select DELETE THE PERSON 

 
 
 
 
 
 
 
 
 
 
 
 



 
 

OPTION 1: Remove group member by dele,on Only select this op.on if the person was added to a group in error. 
 
• Choose the appropriate group via “GROUPS” in the leQ-hand menu.  
• Scroll over to the “MEMBERS”  
• Select the drop-down arrows located next to the Edit buVon and select “DELETE” 
 
 

 
 



 
Op,on 2 - Remove group member by adding a drop date. This allows us to keep a historical record that someone was at some 
point in .me a member of a par.cular group. 
 
This ac.on can be taken in 2 different areas of One Church. In the GROUPS TAB or the individual’s profile 
 
GROUPS TAB 

• Choose the appropriate group via “GROUPS” in the leK-hand menu.  
• Scroll over to the “Members.” SELECT EDIT 

 
 



 
INDIVIDUAL’S PROFILE 

• Navigate to the person's profile 
• Select the “INVOVLEMENT” tab 
• Select the group.  
• From there you can select:  

o “REMOVE” buVon to delete the person from the group or  
o “EDIT” to add a drop date. 

 

 


