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Guide for Ministry Leaders
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Why Flocknote?
Great question! Because Flocknote...

Saves our parish money. 
Our Diocese has generously offered to pay for this platform, decreasing our annual 
costs for using a similar service.

Makes it easy for ministry leaders to communicate with their groups via 
text and email, even (especially) at the last minute.  
Other platforms only send emails, and charge more to add more users. Flocknote, 
because of the agreement our Diocese has made, enables us to send unlimited 
emails AND texts—making it especially convenient to communicate last-minute 
changes to a large number of people. Need to send a reminder about an upcoming 
meeting? Send a longer email message with all the details, and a text referring back 
to it if needed. Need to cancel at the last minute because of an emergency? Send a 
short, quick, to-the-point text message. Either way, it helps you communicate with 
the people you care about.

Helps all of us have the most up-to-date contact information, efficiently. 
Isn’t it annoying when we’re all working with different information? “I tried to email 
Joe but it’s bouncing back!” “Oh, yeah - he changed his email address and forgot 
to tell you.” Now, when Joe changes his email address or gets a new cell phone, we 
ALL have that information as soon as Joe updates his profile in Flocknote (or one 
of us does it for him!). No more duplicate/missing information across various lists of 
people.

Helps in relationship-building with minsters of all ages.  
With approximately 1.3 billion baptised Catholics worldwide as of 2019, our members 
come from every country, with every color of skin, and in every age group, so we 
need to do our best to communicate with all of them. Boomers and Gen X generally 
communicate well by email and/or phone calls. But Millenials and Gen Z nearly 
always communicate via other communication channels, including text messages. 
If we want to grow our Church, we need to connect with those younger generations 
where they are.

Aids in protecting privacy and creating a Safe Environment.  
Some people need more privacy than others, and do not want their email address 
or cell phones shared with large groups of people in an email or a group text. And 
it’s against our Safe Environment Training for adults to text or email individually 
with a minor. Using Flocknote addresses both of these concerns, as the recipients 
can’t see each others’ information, and by using a shared platform, you can safely 
communicate with ministers of all ages (and their parents!).

Eliminates the need for multiple ministry email addresses/accounts.  
There’s no longer any need for separate email accounts for every ministry. Now 
anyime there’s a message sent, all of the replies are in one place, and all of your 
leaders have access to the information they need. Stepping down from your 
minsitry? No worries! Whoever takes your place has all of the contact information for 
the members of your group, which helps make the transition seamless!
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FAQs & Cs (Questions & Comments)

I really only send a few emails a year. Do I really have to learn a new 
system to do that? 
Even if you only send a few emails a year it’s especially important to move those over 
to the Flocknote platform. It’s very similar to using another email program like Gmail 
or Outlook, and you’ll be assured that your members’ contact information is always 
up to date.

Using automated systems like this feels impersonal. 
Using Flocknote is just like sending an email from your Gmail or Outlook account. 
Ministers can still reply to your message, and you can reply back to them. Plus, using 
Flocknote for your email messages doesn’t preclude you from reaching out to them 
individually or one-on-one if needed via phone, in-person meetings, etc. It’s just a 
way to send emails from one place, using the most up-to-date information. Plus 
it’s a really cool way to send polls, surveys, etc. which will help keep your ministers 
engaged and feeling heard.

Do I have to send texts? 
Not necessarily - like all methods of communication, it really depends on your 
message and your audience. If you have younger ministers involved, texting is 
probably a more efficient way of getting them information than only emailing—
plus, text messages have an astounding 99% open rate (with 90% opened within 
3 minutes). Texting is the #1 way to get your message through when you need to, 
period. If your group is primarily older, or you’re sending a longer amount of text, 
email may be a better way to go. 

How complicated is it to put an email or text together? 
As complicated as you’d like them to be! Write plain jane emails with just black text, 
or customize emails with colors, gifs, fonts, and layouts! Take quick polls, track RSVPs, 
embed videos, attach files, add buttons and more. 

How do I know if people are getting my emails? 
With Flocknote’s Unolytics you can track who is opening your emails and who isn’t, 
know who’s clicking on the links in your emails, and more! 

Do my ministers need to create their own Flocknote account in order to 
receive my messages? 
Nope! As soon as that person is added to a group, they will begin receiving your 
emails and texts. Easy peasy! 

What if I can’t figure this out?  
Don’t worry - I’m here to help. Please don’t hesitate to reach out to me for some 
one-on-one coaching if needed. My contact information is listed on the back of this 
packet.

Does the email look like it’s coming from me, or the church?  
If you’re sending a group email from Flocknote, the email will say it’s coming from 
your group. If you’re sending an individual note to one member of your group, it will 
say it’s coming from your name instead of the group name. Check out the steps 
coming next for more details!
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Logging In

1. Go to flocknote.com

2. Click on the menu item at the top of 
the page that says “Log in”

If you’ve already logged in...

3. Enter your email address and 
password in the respective boxes, and 
skip to teh “Sending a Note” section on 
page 6.

If you have not logged in before...

3. Click the link that says “Create a 
login”
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4. Now clock the yellow button that 
says “Send a Password Email”

5. Go to your email program, and open 
the email from Flocknote that says 
“Create a Password”

6. Then click the yellow button that says 
“Create Password”

The button click will take you to a 
screen on flocknote.com that will allow 
you to create a password, and then log 
in to your account.

Once you have created a password and 
logged in, it’s time to create an email or 
a text message!
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Sending a Note

This is a view of your “Dashboard” if you 
are a Group Admin. As a Group Admin 
you will be able to send messages to 
your assigned groups, as well as add 
and edit members in your groups.

You can also designate group members 
to be “note senders.” Note senders can 
send notes to the group, but cannot 
see anyone’s contact information or 
add/edit group members.

At the top of your Dashboard, where the red arrow is pointing, you 
can see the button to send an email. That button is labeled with an 
envelope icon. 

Next to the email button is the text message button; that icon looks 
like a cell phone.

Next to that are options for how you receive notifications (the purple 
bell icon), and a link to view or edit your profile if needed (the gray 
person icon).

TO SEND A MESSAGE TO YOUR GROUP:

1. First you need to click on the group you are sending the message 
to. 

For this example, since I am volunteering to lead a bible study, I’m 
going to click on the name of the bible study I’ve been assigned to as 
a Group Admin.

2. Once you have selected the group to which you are sending a 
message, you need to click on what type of message you want to 
send: either an email (the envelope icon toward the top of the dark 
gray box), or a text message (the phone icon)
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3. Now it’s time to craft your message.
Just start typing in the body of the 
message. 

You can adjust the formatting of your 
text using the toolbar at the top of the 
section (see purple arrow).

You can add new sections and features 
like events/RSVPs, signups, and more 
using the menu at the bottom of the 
section (see red arrow).

4. Once you’re finished, click the green 
button in the bottom right-hand corner 
to “Preview” your message - this will 
show you what your message will look 
like on a computer (left image), and on 
a cell phone (right image)

5. Once you’ve reviewed your message, 
you can either click the gray “Edit” 
button, which will take you back to 
the previous screen to make changes, 
or you can click the green “Send it!” 
button in the bottom right hand corner.

You can also click the clock icon toward 
the center of that menu to schedule it 
for a later time.

The email you send will either say that 
it has come from the group you are an 
admin of, OR, if you send an individual 
email to someone, it will say it’s coming 
directly from you. The message to the 
left was sent to an individual from me, 
so my name is in the “from” field.
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Adding/Editing Members

1. Make sure you’ve selected the group 
to which you’d like to add a new 
member (red arrow).

2. Click on the icon at the top of the 
screen that looks like a little group of 
people and is labeled “People” (orange 
arrow)

To add a new member....

3. Click the green “Add a member” 
button at the top left of the list screen.

A pop-up window will appear.

4. Type the new individual’s name, 
email, and phone number into the 
fields. then click the green “Add to 
group” button.

That person will now receive any emails 
or texts you send to the group (if you 
populate both their email and phone 
number). 

To edit an existing member’s contact 
information....

5. Double-click the name of the 
individual whose information you’d like 
to edit.
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A pop-out screen will appear on the 
right-hand side of your screen with that 
person’s contact information at the top 
of the screen, along with all the groups 
that person is associated with.

6. To edit their name, click on their first 
or last name (orange arrow)

7. To edit their email address or their 
phone number, click the gray pencil 
icon to the right of that piece of 
information (yellow arrow).

8. Type in the new or corrected 
information and then click the gray 
“Save” button.

You can also give your other group 
members permission to send notes, or 
help manage your group. Just click the 
role you’d like (or don’t click anything if 
they don’t need extra permissions).

Note senders will not be able to see any 
of the other group members’ contact 
information. Group admins will.
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I’m here to help!
If after trying the steps in this document and watching the video on 
the Ministry Leaders page of our website you still have questions or 
concerns, please reach out! I am happy to help you however I can.

Laura Luchini 
Communications Coordinator 

lluchini@paxchristi.org

303-799-1036

10675 Jaguar Drive
Lone Tree, CO 80124

paxchristi.org/ministry-leader-resources/ 
PW: pax


