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 Training Overview 1 

 
Welcome to your training! This training will cover the ChMS (Church Management System) in-
depth for you to learn how to use our product to the fullest extent! 

 
 
You are encouraged to have your database open during this process and follow along in each 
section. You’ll see snapshots of the database below, but you should also take a look for yourself 
and interact with the database to get a feel for it. 

 

 

At the beginning, you will learn how to reach out to our amazing Support team! If you have any 
questions during this training, feel free to reach out to them and they’d be happy to help. 

 

 

Some of the terms may be confusing, or they may not all make sense. Don’t worry. There is a 
lot of information to cover, and it can take time for it to sink in. In addition, this training will 
primarily cover ChMS, but because it interacts with other products such as Online Giving, there 
will be a little bit of information about them as well. 

 

 

Finally, save helpful material. Although many resources are already available to you, it’s 
important to remember that everyone organizes information differently. Some people like to 
bookmark certain help articles, others will prefer to write things down. Figure out what works for 
you and use your strengths to assist you. 

 

Let’s get started…
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This is the Home Screen, where you will begin. On the top-left, you have a church logo (change 
this in Settings). Along the right side is where you can access Help, Settings, Notifications, your 
Profile, and the 9-Dot Menu.  
 
The left navigation bar is where most of the magic happens. These are the primary features of 
the system, and they can be limited by Permissions (covered later). 
 
We’ll start by covering Help, so that you know where to find the most pertinent information about 
our systems. 
 
Note: The Settings section will be covered throughout this course, because it has its roots in all 
other aspects of the database. 

 

 
 

Help Modal 
 
 

In the Help Modal, you’ll find help on everything that our database offers. 
  



 1: Introduction to the Database 3 

 

 

 

 

The Help popup (shown above) can be fully utilized in itself, but you can also always open the 
articles in new tabs for a bigger presentation by clicking the right-hand arrow on any individual 
article (not pictured). 
 

Tip: Articles also often link to each other, so that you can find more resources as you read. 
 

For new staff, we encourage you to check out Help Central, which teaches you how to contact 
Support, allows you to schedule a free welcome call with a Success Expert, shows what the 
major features of the system are, and more! 
 

Practice: Go to Help Central, and find: How to contact support, How to sign up for Q&A 
sessions, How to sign up for training, the Quick Guide and Recent updates. 

 

 

 

Knowledge Check - Introduction 

 

 

• Do you know what the names of the major features of our system are? 

• Do you know how to access the best help sections? 

• Can you find the most pertinent articles to each individual section? 

• Do you know how to contact the Support team? 

• Do you know the latest fixes and updates to our system? 

 

 

Don’t know? Ask Support for any questions you can’t answer!
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People are the roots of any church management system (ChMS). We will start by learning about 

how to use the different People functions. 
 

 

The Individuals (People) list shows everyone in the database. You can select people and take 
actions on the via the tri-dot menu. 
 
Practice: Try selecting a few people in your test database and take action on them with the tri-
dot menu. Try out the top three actions now! 
 

The Directory tab is defined by who is in the Directory group (determined in Permissions). The 
Directory group is where church congregants can see their directory. Note: This is discussed in 
more detail when we talk about Groups. 
 

The Visitors tab is where you can manage visitors. Visitors can be added during attendance, 
discussed in more detail later. 
 

The Add tab is where you can add another individual to the database. 
 

Practice: After reviewing the information here, explore the power of the tri-dot menu! Try out the 
CSV export and other actions that allow you to make easy changes to the database. 
 

On the next screens, we’ll start to explore the search functions!  
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Searching 
 
The Search functions are used to find people in your database. 

 
-Simple Search finds anything in anyone’s profile that matches the search 

 
-Advanced Search uses AND logic, which means that if you type a Last Name and an Email, it 
will find someone with BOTH of those fields rather than EITHER of those fields. 
 
-Query Search lets you specify between AND/OR logics 

 

The Query search is perhaps the most-used search. It gives you powerful control over your 
search functions. 
 

You can save searches and create rules (such as searching on first name) as well as groups of 
rules. 
 

-The below search will find anyone who’s first name contains “c” OR who’s phone number 
begins with “6” AND who is in the Directory group. Another way to say this is that it will find 
anyone in the Directory group whose first name contains “c” or phone number begins with “6.” 

 

Practice: Create a Query search using at least two groups and at least four rules. Once you 
have a sufficient list, save your search. 
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Importing 
 
The Import Individuals screen is used to import a list of people into the database. You must 
match the fields in the file with the fields in ChMS. For example, the “Email” column in the CSV 
file should match with “Email” in ChMS. 
 

 
 
 

Usually, you should match records on Name, because it is more universal. Matching on User ID 
is more accurate (if, for example, two people have the same name), but it only works if you’re 
working with a file from our database, as other databases will use different User IDs. 
 

You can also optionally add every importing person to a group. This is helpful if something goes 
wrong in the import, because the people can be deleted in bulk via the group. It’s usually 
recommended. 
 
Read: Use this help article to gain a more in-depth understanding of how to import. (This help 
article, like all our articles, is also available for customers to use!) 
 

Practice: Try importing a file for yourself!  

https://documentation.learnchms.com/external/article/28?l=49
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Dealing with Duplicates 
 
Duplicate profiles can be created in numerous ways. No matter how it happens, it’s important to 
keep the database clean by using the Merge Individuals screen. 
 
This will move the information from one individual to another, then delete the first individual. 

 
 

 
 

 
Upon selecting individuals in both boxes, their information appears below. For most of the 
information, you can only select one or the other (e.g. you can’t have 2 first names). So, you 
must use the radio buttons to select what information to keep. 
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Find Duplicates is a system-generated list of potential duplicates based on our own criteria. 
Use this list to find out who potential duplicates are, then use the Merge screen to merge them.  
 

 
 
Practice: Add two individuals with some of the same information, then use the Find Duplicates 
tool to locate them, and finally, merge them together. 
 
Note: Each person has a unique User ID (found at the end of the URL on their profile). User IDs 
are never reused, even when a profile is deleted. Ask Support if you have questions about User 
IDs.  
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Profiles 
 
The profile is where a lot of admin time is spent. It’s important to keep this information up to 
date. An individual’s profile will show all their information. 
 

 
 
Along with this view, you can scroll down to find Notes, Interactions, Documents, and more. The 
only information that people with no permissions see is their name, family, groups, contact info, 
address, and dates. Everything else can only be seen by people with permissions. 
 
In Family, you can edit who’s in a family. A primary must be designated to connect the family 
together. Grouping giving with the family will cause contributions by the family to be recorded 
under the primary. If a non-primary already has gifts on her profile but wants to move it to the 
primary, go to Settings > Giving > Consolidate Family Giving. 
 
Timeline shows all activity on this profile. Giving shows contribution and pledge data. Account 
is for credentials, settings, and roles. It’s also where you would clear API sessions (which forces 
mobile app users to log out). It’s a useful troubleshooting tool!  
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Knowledge Check - Individuals 
 

• Do you know how to add people to the database? 

• Can you walk someone through importing a CSV file? 

• Can you explain how to use the tri-dot menu? 

• Can you create an Advanced and Query search to find specific people in your database? 

• Can you tell someone how to find duplicate profiles? 

 

 

Review - Individuals 
 

Watch these videos to review and solidify information: 

Adding People 

Individual Profiles 

Merge People 

 

Take 5! You’ve just completed a section. In the next few minutes, think if you have any 

questions and write them down. 

If you purchased coaching (recommended), refer to your questions in your next coaching 

session. Otherwise, see the Help Center or ask our Support team for help! 

Now, move on to the next section.

https://documentation.learnchms.com/external/article/1545?l=49
https://documentation.learnchms.com/external/article/1545?l=49
https://documentation.learnchms.com/external/article/1559?l=49
https://documentation.learnchms.com/external/article/1559?l=49
https://documentation.learnchms.com/external/article/1546?l=49
https://documentation.learnchms.com/external/article/1546?l=49
https://documentation.learnchms.com/external/article/1677?l=49
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Groups are the bread-and-butter of ChMS. Every other tool is made more powerful by groups. 

 

Groups are used to organize your people. You can filter what groups you see on this page, as 
well as access and edit groups. 
 

Clicking on the group name shows you a list of the people in the group. 
Clicking Edit allows you to change the group settings. 

 
Practice: The tri-dot menu changes based on where you’re at in the software. Check out the 
different options here! 
 
Read: See this help article to learn about group settings – which will come in handy later! 

 
 

Aggregates 
 
Think of Aggregates as groups-of-groups. They are intended to be used for attendance 
purposes. 
 

 
 
Here’s an example of a situation in which you might want to use aggregates: If you have an 
overarching children’s ministry team leader, but each grade is separated into different groups, 
you might want an aggregate to find attendance for all the groups. 
 
Tip: If you want the full functionality of a group but you also want the group to be a collection of 

https://documentation.learnchms.com/external/article/231?l=49
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other groups, just create a group and use the tri-dot menu to mass-add users from the other 
groups to it. 
 
Practice: Create an aggregate of at least 2 groups.  

 
 

Group Views 
 

Group Views must be activated in Settings > Groups to be seen. They are used to filter what 
groups show in the groups list. 
 

 
 
Match groups that fit certain properties or select particular aggregates and groups to appear on 
the list. You can also choose to share this view with other people on your team or leave it 
private to your profile. 
 
Properties can be defined in Settings. They are another way to filter groups.  
 

Practice: Now that you’ve created a few groups and aggregates, try creating a group view. 
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Knowledge Check - Groups 
 

• Can you create a group, archive it, and reactivate it? 

• Can you explain the difference between groups used for individual attendance and those 

not? 

• Can you make a group private (so members of the group don’t know they’re in it)? 

• Can you print a directory of any group? 

• Do you know how to turn on the group finder and group views? 

• Can you explain the difference between and aggregate and a group? 

• Can you use a group view to filter your results? 

 

Review - Groups 

Watch these videos to review and solidify information: 

Groups Overview 

Group Views 

Group Finder 

 

Take 5! You’ve just completed a section. In the next few minutes, think if you have any 

questions and write them down. 

If you purchased coaching (recommended), refer to your questions in your next coaching 

session. Otherwise, see the Help Center or ask our Support team for help! 

Now, move on to the next section. 

https://documentation.learnchms.com/external/article/1361?l=49
https://documentation.learnchms.com/external/article/1361?l=49
https://documentation.learnchms.com/external/article/1547?l=49
https://documentation.learnchms.com/external/article/1547?l=49
https://documentation.learnchms.com/external/article/1374?l=49
https://documentation.learnchms.com/external/article/1374?l=49
https://documentation.learnchms.com/external/article/1677?l=49
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One of the most important aspects of our software, Mass Contact gives churches the 
ability to email, text, or leave voice messages! 

 

 

Mass Contact is a way to communicate with the congregation. We offer great ways to review 
how the communication was received and how to make it better! 
 
Below, we will go over Email, SMS, and Voice Messaging, as well as troubleshooting. 
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Mass Email 
 
Mass Email is incredibly helpful for communicating with the congregation. It allows you to give 
more detail, share links, and overall stay connected. 
 

You can title your message at the top (this is for internal use only and doesn’t show up in the 
email). 
 

When you select your groups, you can choose who to include. It automatically selects active 
group members, but you can additionally choose inactive members, parents, and yourself. 
 

 
 

Below, you can also choose to send personally addressed messages (it is automatically 
checked, but it can be unchecked). This sends the message as a BCC, so that people can’t see 
each other’s emails. It also allows you to use placeholders, such as @NAME (e.g. “@NAME, 
hello” will show as “Christian, hello”). 
 

Once you’re satisfied with who the email is going to, proceed to drafting the email.  
 

Note: The subject line of the email automatically replaces the internal title of the message, but 
you can always update the internal title separately.
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If you have more than 1 email on your profile, you can choose which to send from. Note that the 
sender is always technically noreply@learnchms.com (“learnchms” stands for the ChMS you 
use). The email you choose will be the “reply-to” email. 
 
Because of scammers, email providers have powerful filters, and sometimes we get flagged. To 
prevent this, it’s important to use the tools we provide, including the link tool and image tools, 
when trying to put those in an email. 
 
Note: Our email system works great, but some churches want to do more, such as in a 
newsletter. In those cases, we recommend one of our integrations with MailChimp or Constant 
Contact, setup in the Settings > Services page. 
 
Practice: Try sending a Mass Email to someone in your database. Make use of the image and 
hyperlink tools in your email. Try to use one of everything in the toolbar. Ask your trainer if you 
need any help! 
 

Email Statistics 
 

You can view previous messages as well as view Email Statistics. These are helpful to know if 
people didn’t receive your emails! The main page shows only aggregate stats; more details 
statistics can be found by clicking into the message. 
 

  

mailto:noreply@learnchms.com
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A soft bounce means the message wasn’t received, but our system will try again. Pending 
means that it is still sending. A hard bounce means that the person didn’t receive the email. 
We’ll cover what to do with those below. 
 

 
 

Mass SMS 
 

Mass SMS is similar to email, but there are certain limitations. It must be 140 characters or less, 
or else it will split into multiple messages. This limitation is not self-imposed; phone providers 
impose the limits on us. 
 

SMS and Voice Messaging must be setup in Settings > Services before using them. 
 

We can only send SMS, not MMS, which means we can’t send pictures, emojis, etc. 
 

  
 
Because of scammers, phone providers also have filters, which sometimes affects our 
deliverability. To ensure the best deliverability, always use our link shortener (or another link 
shortener, if necessary) to include links. This will also help you track clicks! 
 
You can also use the @NAME placeholder in SMS messages. 

 
Practice: Send yourself an SMS message. Make use of the link shortener in your message.  
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Mass Voice Message 

 
Mass Voice messaging is not used as much as email or SMS, but it is still important. It will 
leave a voice message on people’s phones. 
 
You can launch the recorder built-into the software or upload your own file. If you launch our 
recorder, be sure that both the computer and the browser’s permissions are set to allow our 
software to record sound. 
 

 
 
 

After recording, you still need to select the message to use. Messages are saved. 
 

Then, choose whether to send it to home phones or cell phones. While SMS messages are 
always sent to cell phones, you can choose with voice messages. 
 
Practice: Try recording a voice message in our software and sending it to yourself!  
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What about when it doesn’t work? 
 

Usually, when it appears that a message didn’t send, the reality is that we sent it but the 
recipients didn’t receive it. Our messages can be blocked for a variety of reasons. 
 

When troubleshooting emails, it’s important to remember how they can be blocked in a few 
ways. 
 

-Blocks happen when the email was rejected for a reason related to the message. It only 
affects the 1 email. 
-Spam happens when someone marks us as spam. We put them on our spam list and stop 
sending to them. They must be manually removed to receive emails again. 
-Bounces occur for a variety of reasons, such as an inbox being full or a domain not existing. 
These usually need to be manually removed as well.  
 

The best way to make sure someone receives all emails is to make sure they add email rules. 
This is a two-step process involving adding the noreply address to their contacts list and adding 
a filter to their email. The Email Rules section of this help article goes over the process in more 
detail.  
 

For Mass SMS and Voice, it can be more nuanced. If someone doesn’t receive a text or voice 
message, it’s usually best to look at the message itself (in ChMS) to see if there is anything that 
might be detected as spam, such as long links. In some cases, it may be necessary to get in 
touch with the provider to make sure they aren’t blocking us. 
 

Read: These articles are great places to start when it comes to sending mass communication! 
Contact Email and SMS Troubleshooting 

Best Practices for Sending Email 
Mass Contact – Email Statistics   

https://documentation.learnchms.com/external/article/240
https://documentation.learnchms.com/external/article/240
https://documentation.learnchms.com/external/article/1765
https://documentation.learnchms.com/external/article/1762
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Knowledge Check – Mass Contact 

 

• Can you send an email, SMS message, and voice message? 

• Can you send a message to only parents of a group? 

• Can you explain why some messages aren’t received and what to do when they aren’t? 

• Do you know how to schedule a message and later edit it? 

• Can you explain the difference between a block, spam, and a bounced email? 

• Can you setup SMS and voice messaging? 

 

Review – Mass Contact 

Watch these videos to review and solidify information: 

Mass Email 

Mass SMS 

Mass Voice 

 

Take 5! You’ve just completed a section. In the next few minutes, think if you have any 

questions and write them down. 

If you purchased coaching (recommended), refer to your questions in your next coaching 

session. Otherwise, see the Help Center or ask our Support team for help! 

Now, move on to the next section. 

https://documentation.learnchms.com/external/article/1643?l=49
https://documentation.learnchms.com/external/article/1643?l=49
https://documentation.learnchms.com/external/article/1644?l=49
https://documentation.learnchms.com/external/article/1644?l=49
https://documentation.learnchms.com/external/article/1645?l=49
https://documentation.learnchms.com/external/article/1645?l=49
https://documentation.learnchms.com/external/article/1677?l=49
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Interactions can be assigned to members as “to-dos” and helps organize this information. 

 

Assigning interactions allows an admin to assign a task, such as an email follow-up, to 
another individual, such as a deacon. The task must be defined first. 
 
We include interaction types by default, but new ones can be added in Settings > Interactions. 

 
Log Interactions is similar, except you’re marking that the interaction was already completed. 

 

 
 

You can also see completed interactions. They appear in a list, including who completed it, 
who it was for, etc. You can select any of these interactions to view them in more detail or edit 
them. 
 

The Outstanding interactions looks the same, except that it shows uncompleted interactions. 
My Outstanding is any interactions that have been assigned to you. 
 

Using the tri-dot menu here (and some other places) also allows you to filter your results. 
 

Practice: Try creating a few interactions, complete them, then filter your results. 
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Knowledge Check - Interactions 
 

• Do you know how to create an interaction? 

• Can you explain the difference between logging and assigning an interaction? 

• Do you know how to edit interactions? 

• Can you filter the interactions list? 

 

Review - Interactions 
 

Watch these videos to review and solidify information: 

Interactions 

 

Take 5! You’ve just completed a section. In the next few minutes, think if you have any 

questions and write them down. 

If you purchased coaching (recommended), refer to your questions in your next coaching 

session. Otherwise, see the Help Center or ask our Support team for help! 

Now, move on to the next section. 

https://documentation.learnchms.com/external/article/1360?l=49
https://documentation.learnchms.com/external/article/1360?l=49
https://documentation.learnchms.com/external/article/1677?l=49
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It’s vital that churches track how much people gave for tax purposes, and our software offers an 

amazing solution! 
 

 
 

Giving Input is used almost every week, and often multiple times a week, by most churches. 
 

It’s recommended to choose a batch every time. A batch is a grouping of contributions. This 
way, if a mistake is made for the entire list (such as a wrong date), you can go back and edit the 
whole batch at once. If a batch is not entered, contributions can only be edited one-by-one. 
 

To edit the current funds, go to Settings > Giving > Giving Options and Categories. There, you 
can reorder, deactivate, or create new funds. 
 

A Pledge is what someone commits to giving; they are especially important at the end and 
beginning of each year. You can input someone’s pledge in the next tab over. 
 

Giving Import 
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Giving Import is great when a church has many gifts to record, and they are already saved in a 
CSV file. 
 
This is often used when churches have online giving platforms (not through us), or if they are 
migrating from another platform and need everything transferred. 
 
Practice: Try submitting a contribution; give $10 to the fund of your choosing!  

 

Check-Scanning 
 
Another way to record contributions is by using a check-scanner. This automatically connects to 
ChMS and records checks. 

 
A check-scanner is required for this operation. Check-scanning is not actually within our 
software; it is a separate program that links to ChMS. 
 
Read: Get comfortable with check-scanning by reading through this help article. Download the 
check-scanner to see what it looks like by downloading it through the Help modal. 

 

Pledges and Campaigns 
 
A contribution = A monetary gift 
 

A pledge = A commitment to give a certain amount 
 

A campaign = A church’s financial goal, often for a project 
 

Admins often confuse campaigns and pledges. To explore the differences, go to Settings > 
Giving > Pledging. There, you can set a campaign (goal amount for the church). Once a 
campaign is set, individual members can pledge to it (goal amount for individuals toward the 
campaign). They can then contribute to their pledge (they can also give to other funds or in 
addition to their pledge)  
 

 
 
 

 
 

https://documentation.learnchms.com/external/article/107?l=49
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In Settings > Giving > Pledging, you can create the campaign, and choose which fund feeds 
into it. (ex. A building campaign might draw from the building fund). Multiple funds can feed into 
a campaign. Activating a campaign allows users to create pledges for it. If a campaign has 
pledges, you can also choose to deactivate all pledges on this screen. 
 

We recommend that you create unique funds for each campaign. For example, if you have an 
annual pledge campaign, don’t just create a fund called “Pledge Fund.” Instead, create “2021 
Pledge Fund,” “2022 Pledge Fund,” etc. for each new pledge campaign.  
 

Deactivating a campaign will stop people from being able to make pledges toward it. But to stop 
people from giving toward their pledge, their pledge needs to be deactivated as well. An active 
pledge can still contribute to an inactive campaign. 

 

Practice: Create a new campaign and apply the most appropriate fund to it. Then, go to Giving > 
Input and create a pledge for your campaign. 

 

What About Online Giving? 
 
In addition to ChMS, it’s good to be knowledgeable about Online Giving, another one of our 
products. 
 

-ChMS tracks people’s giving and the church’s income. 
-Online Giving can process transactions (with integration, it posts those transactions to ChMS 
automatically) 
-Financials is an accounting software that keeps track of the church’s business needs 
 

Online Giving integrates with ChMS to automatically create batches and post them under 
people’s profiles 
 

Practice: If you use our Online Giving product, try setting up the integration now. Online Giving 
will have their own training and help documentation, but if you need help setting it up, feel free 
to reach out to Giving Support by clicking on “Support” under the question mark icon in the top-
right corner of your Online Giving product. 
 
Sync errors appear in Online Giving when it cannot send the transaction to ChMS. It could 
happen for a variety of reasons, such as not being matched to a profile or the fund not being 
properly mapped. 
 
Read: To understand sync errors better, read this help article on how to resolve them. 

 

 

  

https://documentation.learnchms.com/external/article/108?l=49
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Giving Statements 

 
Most churches are required by law to send a copy of their members’ contribution statements 
at the end of the fiscal year for tax purposes. 
 

ChMS helps them create and send statements. We offer a default statement, but they are fully 
customizable. To edit, go to Settings > Giving > Giving Letter Template. 
 

The left column is the template itself, where you can customize what you want to say and input 
placeholders. The right column is a list of available placeholders and their descriptions. 

 

 
 
 

The Giving Letter Email Template is used when an admin wants to send statements via email. 
The email template is what will appear in the body of the email, but the Giving Letter Template 
will be attached. The Giving Letter Template is always the actual statement, whereas the email 
should be used to describe what the attachment is. 
 

Practice: Customize and create a Giving Letter Template as well as an Email Template. We will 
practice sending them later. 
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Knowledge Check - Giving 
 

• Can you create a fund, make a campaign for it, and create a pledge on that campaign? 

• Can you submit a contribution in a batch toward that pledge? 

• Can you explain the difference between a campaign and a pledge? 

• Can you import a CSV of contributions? 

• Can you activate the integration with Online Giving and map funds together? 

• Do you know how to download the check-scanning software? 

• Can you explain the difference between the Giving Letter and Giving Email templates? 

• Can you create a customized Giving Letter Template? 

 

Review - Giving 

Watch these videos to review and solidify information: 

Contributions 

Check scanning 

Contribution statements 

 

Take 5! You’ve just completed a section. In the next few minutes, think if you have any 

questions and write them down. 

If you purchased coaching (recommended), refer to your questions in your next coaching 

session. Otherwise, see the Help Center or ask our Support team for help! 

Now, move on to the next section.

https://documentation.learnchms.com/external/article/1371?l=49
https://documentation.learnchms.com/external/article/1371?l=49
https://documentation.learnchms.com/external/article/1377?l=49
https://documentation.learnchms.com/external/article/1377?l=49
https://documentation.learnchms.com/external/article/1553?l=49
https://documentation.learnchms.com/external/article/1553?l=49
https://documentation.learnchms.com/external/article/1677?l=49
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It’s vital to keep track of church attendance, and we offer the tools to do so! 

 

 
 

Attendance is used for leaders to track who comes to which group. In a group’s settings, you 
can also choose how to record absences. 
 

Some groups are set to not track individual attendance. In this case, you would just write how 
many people showed up rather than tracking individual names. This is helpful for larger Sunday 
services where tracking each person can get difficult. 
 

Read: See our help article to discover what the group settings look like and get a closer look at 
attendance. 
 

Practice: Create an attendance session with any of your groups so far. Note the difference 
between the group settings of tracking individual attendance versus not. 

 

Check-In 
 
First, follow this link to watch a short video that goes over the check-in process using browser 
check-in as well as kiosk check-in. 
 

While Attendance gives leaders the ability to record attendance, check-in puts the responsibility 
in the hands of the people. 
 

 

https://documentation.learnchms.com/external/article/1858?l=49
https://vimeo.com/711268566/87ee191459
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Check-in must be configured in Settings > Check-In. A station has to be configured for check-in 
to flow through first. Once created, there are also various settings to look through. 
 

When using check-in, you can connect your computer or tablet to a printer to print name tags. 
 

Read: Check out this article for a quick run-down of how many labels will print (note that settings 
can be configured in 2 places and then lastly adjusted during check-in to determine how many 
labels print. 
 

Check-in works in various ways; it can be done in the browser (as shown in the video), or it 
could be done by downloading the check-in app on a computer or tablet. 
 

We support various printers for name tags during the check-in process. We have a help center 
for check-in that lists everything you need to know about check-in. 
 

When using browser-based check-in, Java must be downloaded for labels to print. For desktop 
or app check-in, Java is not required. 
 

Check-in is not always easy. Remember that we are dealing with many variables when it 
comes to check-in, between various printers (each with their own nuances), network issues, 
computer connectivity issues, driver issues, and more. 
 

Read: To prepare yourself, read our 7 step guide to setup Check-In, then take our Check-In 
Readiness Test!  
 

Practice: If you plan to utilize check-in, try walking through the process now by checking a family 
in. If using a printer, make sure to follow our help documentation on setting it up, then try to get 
labels to print. If you run into any bumps along the way, remember that you can always reach 
out to our Support team! 
 

Note: Using the ChMS app, congregants can check themselves in (without having to walk up to 
a station). Apps will be covered in more detail later.  

https://documentation.learnchms.com/external/article/1401?l=49
https://documentation.learnchms.com/external/article/41?l=49
https://documentation.learnchms.com/external/article/1844?l=49
https://biz.learnchms.com/external/form/8eeeafcd-0f1f-4334-a677-ec6bc14d05c0
https://biz.learnchms.com/external/form/8eeeafcd-0f1f-4334-a677-ec6bc14d05c0
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Knowledge Check - Attendance 

 

• Can you create an attendance session? 

• Do you know the difference between the methods of tracking absences? 

• Do you know about individual attendance versus tracking overall attendance? 

• Can you set a station and check a family in? 

• Do you know how to setup check-in? 

• Do you know which printers work with our software? 

 

Review - Attendance 
 

Watch these videos to review and solidify information: 

Check-in 

Station Settings 

 

Take 5! You’ve just completed a section. In the next few minutes, think if you have any 

questions and write them down. 

If you purchased coaching (recommended), refer to your questions in your next coaching 

session. Otherwise, see the Help Center or ask our Support team for help! 

Now, move on to the next section.

https://documentation.learnchms.com/external/article/1366?l=49
https://documentation.learnchms.com/external/article/1366?l=49
https://documentation.learnchms.com/external/article/1551?l=49
https://documentation.learnchms.com/external/article/1551?l=49
https://documentation.learnchms.com/external/article/1677?l=49
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Reports connects with other modules of the database, and it’s used to track vital information 

 

 
 

The Overview Report, although not as frequently used, is important because it links to all other 
reports. 
 

Giving Reports are useful for tracking weekly giving, individual giving, batches, and more. It is 
also used to send statements. 
 

Attendance Reports show attendance for groups, individuals, and more. 
 

Individual Reports are for dates. It gives the dates on people’s profiles, such as birthdays, 
baptisms, or anniversaries. 
 

Background Checks gives information on any background checks you’ve run. 
 

Giving Reports 
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Giving Reports are incredibly important to any functioning church. The report above shows 
overall giving, which shows the church’s income. 
 

Summary and Detail Reports show individual giving, whereas Anonymous shows any gift that 
is not linked to an individual. (Note: When a profile is deleted, their contributions go to 
Anonymous automatically). 
 

Batch Reports organize the same gifts in the above reports into batches rather than individual 
gifts. 
 

Pledge Reports show who pledged, how much they gave to their pledge, and to which 
campaign. It’s important to keep track of pledges! 

 

Demographics shows age ranges of who gave. 
 

Each of these reports have different down-arrow options (ex. Detail is for statements, but 
Overview is for deposits). 
 

Practice: Check out the contribution you made earlier in each report, noting the differences. 
Check out the unique options on each page too! 
 

Attendance Reports 
 

  
 

Attendance Reports show who was in which groups at what times. 
 

Individual and Absence Reports show this report by person rather than by group. Absences 
uses filters to show only certain people who’ve been absent for a defined period of time. 
 

Sessions shows each created session per group. By Session shows the same information but 
by group instead of by date. By Aggregate does the same, except for aggregates rather than 
groups. 
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Attendance Over Time is helpful for graphs of overall attendance per group, and it also shows 
the average attendance. 
 

Practice: Check out the attendance session you created earlier through the lens of each report. 
Be sure to check out the tri-dot menu of each page as well and note the differences. 
 

Individual Reports 
 

 
 

Individual Reports are helpful to find date fields on all profiles. They are most used for 
birthdays, but it’s also often important to track other dates. 
 

Each report is identical to the rest, but they are specific to the date field selected. These fields 
can be configured in Settings > Profile. 
 
Practice: Try out some different individual reports. Use the tri-dot and downward arrow menus to 
try different things out from these reports. 
 
If you want to find information on text fields, the best location is using the search tool. 

 

All reports can be saved (under My Reports). That means if you use a filter often, you can save 
it for future use and even share it with other staff! 
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Knowledge Check - Reports 

 

• Can you find the central point for all reports? 

• Do you know the difference between each type of giving report? 

• Can you send giving statements from reports? 

• Can you edit a whole batch as well as individual gifts? 

• Can you determine the difference between groups that only track present and not? 

• Can you read and understand the attendance reports? 

• Do you understand the individual reports? 

• Can you filter in all the reports? 

 

Review- Reports 

Watch these videos to review and solidify information: 

Reports  

My Reports 

Giving Reports 

Configurable Fields 

 

Take 5! You’ve just completed a section. In the next few minutes, think if you have any 

questions and write them down. 

If you purchased coaching (recommended), refer to your questions in your next coaching 

session. Otherwise, see the Help Center or ask our Support team for help! 

Now, move on to the next section. 

https://documentation.learnchms.com/external/article/1368?l=49
https://documentation.learnchms.com/external/article/1714?l=49
https://documentation.learnchms.com/external/article/1714?l=49
https://documentation.learnchms.com/external/article/1710?l=49
https://documentation.learnchms.com/external/article/1710?l=49
https://documentation.learnchms.com/external/article/1563?l=49
https://documentation.learnchms.com/external/article/1563?l=49
https://documentation.learnchms.com/external/article/1677?l=49
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Schedules allows admins and leaders to schedule volunteers for certain events or services 

 

 
 

Schedules are an easy way to schedule volunteers to different services or events. 
 

Each schedule can have individuals as well as teams. You might have a nursery team, worship 
team, and greeting team in one service. 
 

Reminders can be customized and set to be sent at a certain time. Invites, however, cannot be 
customized; they tell the individual that they have been scheduled, provide a link to the 
schedule, and ask them to respond. 
 

Practice: Create a schedule with multiple occurrences. Try to schedule some people in your 
database, including yourself, and send yourself an invite to see what it looks like. 
 

Worship Planning 
 

Worship Planning is not technically part of ChMS, but it’s a service that we offer for free that 
integrates with us. 
 
Worship Planning is a service-creator. It is much more advanced than Schedules, and 
individuals can be automatically brought over from ChMS into Worship Planning. 

 
If you were hoping for a little more out of Schedules, we suggest trying out Worship Planning for 
more advanced features. 
 

Any admin can setup Worship Planning from the 9-dot menu. Any member that has been made 
a team member in Worship Planning can also view it in the same place. 
 

The free subscription to Worship Planning that we offer supports up to 5 leaders and unlimited 
volunteers. More information about that can be found in Worship Planning help documentation. 
 

It’ll also be important to remember that our Support team does not support Worship Planning. 
Similar to Online Giving and Financials, Worship Planning has their own, dedicated support 
team. 

https://support.worshipplanning.com/hc/en-us


 9: Schedules 36 

 

 
Knowledge Check - Schedules 

 
 

• Can you create a schedule with multiple occurrences? 

• Can you adjust the members on a schedule? 

• Can you distinguish between a reminder and an invitation? 

• Do you know the difference between Schedules and Worship Planning? 

• Can you start Worship Planning setup? 

 

Review - Schedules 
 

Watch these videos to review and solidify information: 

Create a Schedule 

Managing Schedules 

 

Take 5! You’ve just completed a section. In the next few minutes, think if you have any 

questions and write them down. 

If you purchased coaching (recommended), refer to your questions in your next coaching 

session. Otherwise, see the Help Center or ask our Support team for help! 

Now, move on to the next section. 

https://documentation.learnchms.com/external/article/1634?l=49
https://documentation.learnchms.com/external/article/1634?l=49
https://documentation.learnchms.com/external/article/1636?l=49
https://documentation.learnchms.com/external/article/1636?l=49
https://documentation.learnchms.com/external/article/1677?l=49
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Forms are utilized for a variety of things, such as signing up for an event or online giving 

 

 
 

Forms Overview is relatively simple. You can select a form, view the responses, and unpublish 
or archive old forms. Archived forms don’t show by default, so if you want to find one you will 
need to use the filters. The action buttons are also helpful to get direct links and the embed code 
(to embed on a website). 
 

When viewing responses, you can choose to print specific responses or export a CSV file of all 
responses. This is important when keeping track of responses, such as for sign-ups. 
 

Practice: Create a new form and go to the next page to start learning about it! 
 

 
 
After selecting a template, start by adding fields to the form. Fields are split between basic, 
field set, contact info, and payment fields. Basic fields are used for the widest variety of 
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things. 
 
Field Sets contain other fields, and they can be duplicated. If you want someone to be able to 
sign up either 1 child or 3 children, you want to use field sets. Basic field sets can contain 
anything, and they do not count toward registrants (defined in Form Properties). Person field 
sets must contain a name field, and they do count toward registrants. 
 
Contact info fields are used for gathering information on the submitter. Most forms contain one 
or a few of these. 
 
Payment fields can only be used if you’re integrated with Online Giving. 

 
Practice: On your new form, create a field set, and put a contact info field and a basic field in it. 

 

Field Properties 
 

Clicking the cog wheel gets you to a field’s properties. 
 

General Info contains the name, help text, and sometimes more. 
 

Options shows you how to edit the particular field (not available for all fields). For example, in 
the dropdown field, options is where you will define what the dropdown options are and how 
they display. 
 

Validation is where you can choose whether a field is required or not. All fields by default are 
optional, so you will need to go here to make them required. 
 
Conditions are helpful for simplifying a form. It uses logic to determine whether or not particular 
fields appear. For example, you may have radio button field called “Do you need a t-shirt?” 
Under the radio button, you have a dropdown field for t-shirt size. On the dropdown field, you 
can use conditions to only appear when the radio button field answer is “yes.” 
 
Practice: Use each of the field properties above in the fields that you’ve created on your form. 
Adjust the options, make a field required, and create a field that only shows under certain 
conditions 
 

Form Properties 
 
There are also a lot of settings to adjust in Form Properties. 

 
General Info allows you to edit the form’s name, header, and description. The header image 
shows on the top of the form, and it also has applications in MinistryOne. The form description 
shows at the top of the form, and it can be customized. This section also gives you a QR code 
to the form and some other useful information. Lastly, the category shows at the bottom. 
Categories are important; all forms should be categorized. 
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Theme and Advanced Theme allow you to customize what the colors on the form look like and 
how they interact.  
 

HTML allows you to customize the form in a very open-source way. We do not support HTML, 
but we allow it in some places in ChMS. 
 

Submission allows you to edit the submit button as well as other things. Max number of 
submissions can close the form after a certain number of people submit it. Mas number of 
registrants will close the form once a number is reached as well, but this number is dependent 
on the Person Fieldset. If I sign up 3 children, that’s 3 registrants but only 1 submission. Lastly, 
this section allows you to customize what shows after the form is submitted. 
 

Payment is only available when integrated with ChMS. The Member Portal allows people to 
sign in. Partial payments allow people to pay for part of the full price (Pay Later must also be 
selected). Each transaction charges a processing fee (defined in Online Giving), and you can 
allow users to pay this for the church. You can also enable a discount code and choose which 
payment types are accepted. You can define which fund a particular field goes to in the Field 
Properties, but any field that is not defined will go to the total amount fund defined here. 
 

Email allows you to email people upon form completion. You can use placeholders to email the 
person who submitted the form as well as others. Placeholders are also useful for showing form 
results in the email itself. 
 

Practice: Customize your form with Form Properties. Then, review and submit your form! 
 

Read: Check out this article on doing fancy things with forms. This is an Online Giving help 
article. It might be helpful to save these articles too! You can find the Online Giving help central 
at https://help.ministrybrands.com/en/ 
  

https://help.ministrybrands.com/en/articles/5131960-5-things-you-didn-t-know-forms-can-do
https://help.ministrybrands.com/en/
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Knowledge Check - Forms 

 

• Can you create, publish, and subsequently archive forms? 

• Can you view and print form results? 

• Do you know the difference between a field and a fieldset? 

• Can you create a full registration form for an event? 

• Do you know the difference between a submission and a registration? 

• Can you email the submitter from the form? 

• Can you categorize the form? 

 

Review - Forms 

Watch this video to review and solidify information: 

Forms for Events 

 

Take 5! You’ve just completed a section. In the next few minutes, think if you have any 

questions and write them down. 

If you purchased coaching (recommended), refer to your questions in your next coaching 

session. Otherwise, see the Help Center or ask our Support team for help! 

Now, move on to the next section. 

https://documentation.learnchms.com/external/article/1565?l=49
https://documentation.learnchms.com/external/article/1565?l=49
https://documentation.learnchms.com/external/article/1677?l=49
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Permissions allows admins to configure who can see what in the database 

 

 
 
Global Permissions determine what anyone who logs in can see. By default, a person can only 
see their personal information when logging in. When in the directory, they can see the 
permissions outlined here. 
 
Roles are given to specific people in the database who need to see more information, such as 
elders, financial officers, or secretaries. 
 

Leader Roles are given to anyone who is the leader of a specified group. For example, the 
youth pastor might have the leader role over the youth group. They are the same as regular 
roles, except instead of giving these permissions to specific people, it gives them to anyone who 
is the leader of the selected group(s). 
 

Roles 
 

Most roles can be customized by clicking the pencil icon by them. The Admin role, which has 
full permission to everything, cannot be customized. 
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Global permissions here apply to the whole system, whereas Group-Based permissions apply 
to groups. At the bottom, you can select which groups this permission applies to. In other words, 
if you give this role access to view individuals, that means that anyone with this role can view 
any individual within the groups selected below (you can alternatively select “All Groups” which 
would be universal). 
 

Administer Permissions allows access to adjust permissions as well as access the Account 
tab on people’s profiles. 
Administer Settings allows access to adjust the settings in the database. These two 
permissions are some of the most sensitive. 
 
Practice: Look through all the permissions, identifying what they do and their importance. Use 
this help article to learn more! 
 
Note: If a role is setup with “Select Groups” at the bottom, but no groups are selected, it would 
essentially be useless. 
 
  

https://documentation.learnchms.com/external/article/1826?l=49
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Knowledge Check - Permissions 
 

• Can you identify global permissions? 

• Can you explain what an individual with no additional permissions can see when logging in? 

• Can you create and edit a permissions role? 

• Can you explain what different permissions do? 

• Can you explain the difference between a regular role and a leader role? 

 

Review - Permissions 
 

Watch these videos to review and solidify information: 

Global Permissions 

Roles 

Account Access 

 

Take 5! You’ve just completed a section. In the next few minutes, think if you have any 

questions and write them down. 

If you purchased coaching (recommended), refer to your questions in your next coaching 

session. Otherwise, see the Help Center or ask our Support team for help! 

Now, move on to the next section. 

https://documentation.learnchms.com/external/article/1562?l=49
https://documentation.learnchms.com/external/article/1562?l=49
https://documentation.learnchms.com/external/article/1560?l=49
https://documentation.learnchms.com/external/article/1560?l=49
https://documentation.learnchms.com/external/article/1375?l=49
https://documentation.learnchms.com/external/article/1375?l=49
https://documentation.learnchms.com/external/article/1677?l=49
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Workflows automate processes within the database and help keep track of things without too 
much work 

 

 
 

In order to run, workflows need triggers. This is what tells the workflow to run. If the trigger is 
not hit, the workflow does not activate. 
 
There are a lot of triggers that can activate a workflow, but most of them are self-explanatory. 
Upon selecting a trigger, you need to customize it. For example, the Giving – Amount trigger 
can be customized to trigger after giving over a certain amount. 
 
Practice: Try creating a workflow with a Form Submission trigger using your recently created 
form! 
 

Actions 
 

There can be many actions in workflows, as shown below. Depending on the integrations 
activated, there are even more possible actions. For example, if MailChimp is integrated, you 
can add an action to add a person to the MailChimp group. 
 

There are many uses for workflows. One example would be to add someone who submitted a 
form to a group. You can also use a form to create attendance. 
 

Update Progress is important to make sure that the same workflow doesn’t trigger on the same 
person twice. You wouldn’t want to create a loop that triggers SMS messages! 
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Practice: Finish your workflow by adding an action. Once it’s complete, save it and submit the 
form to run the workflow. Be sure to check the workflow log to see what happened! 
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Knowledge Check - Workflows 
 

• Do you know the difference between a workflow, a trigger, and an action? 

• Can you create a workflow with multiple triggers? 

• Can you add multiple actions to a workflow? 

• Can you activate and deactivate a workflow? 

• Can you find the workflow log? 

 

 

Review – Workflows 
 

Watch this video to review and solidify information: 

Workflows Overview 

 

Take 5! You’ve just completed a section. In the next few minutes, think if you have any 

questions and write them down. 

If you purchased coaching (recommended), refer to your questions in your next coaching 

session. Otherwise, see the Help Center or ask our Support team for help! 

Now, move on to the next section. 

https://documentation.learnchms.com/external/article/1373?l=49
https://documentation.learnchms.com/external/article/1373?l=49
https://documentation.learnchms.com/external/article/1677?l=49
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The Calendar is a useful feature to keep the church organized with their events 

 

 
 
There are quite a few key items in the Calendar that are important to remember. 

 
Views allows you to filter what you see. You can make views private or public to the 
congregation. These can also be embedded in websites or used in MinistryOne. 
 

Note that the settings and permissions of the Calendar are completely separate from the ChMS, 
except for the Admin, who remains the same. 
 

Calendar Settings and Permissions 
 

In the settings, there is a lot to remember, but if utilized correctly they allow churches to 
effectively organize their events without too much hassle. 
 
Permissions is where you define who can access the Calendar features, including creating 
events, proposing events, etc. 

 
Rooms allows you to edit buildings and rooms. For example, the main building might have a 
sanctuary and a foyer. 
 
Room setups allow you to create predetermined formats for rooms. A youth room might have a 
different setup for a movie night versus a regular meeting. It also allows you to predetermine 
what equipment is used for the setups. 
 
Equipment can be anything from chairs and tables to projectors and televisions. They are used 
with rooms and room setups. 
 
Vehicles are used for certain events. If your church has a bus or van, these can be requested 
for use with events. 
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Properties are essentially miscellaneous identifiers. You might have a Public Website property 
to apply to public events, or you might have a Youth property for all youth events. 
 

Responsibilities define the people who are responsible for certain areas. If you need to use the 
bus, the vehicle responsibility leader may need to approve it. There are responsibilities for 
childcare, tech, kitchen, facilities, and vehicles. 
 

Events must go through a two-tiered approval process. First, the event as a whole must be 
approved. Then, when an event is approved, emails go out to the responsibility leaders to 
approve. If an admin or someone with event creation permissions creates an event, it is 
automatically approved and goes to the second step. But if a person with event proposal 
permissions creates an event, it must go through the first step of approval. 

 

Practice: Use the above information to create an event. Make the event recurring, and use at 
least one responsibility area, room, and equipment. Apply a property to it. Finally, go to the 
calendar overview and create a view that incorporates your event. 
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Knowledge Check - Calendar 
 

• Can you create an event with rooms, equipment, and responsibility areas? 

• Do you understand the process of approval for events? 

• Can you create a private and public view? 

• Do you know the difference between the permissions? 

• Can you create buildings and rooms? 

• Can you use properties to define views? 

 

Review - Calendar 
 

Watch these videos to review and solidify information: 

Calendar 

Calendar Settings 

 

Take 5! You’ve just completed a section. In the next few minutes, think if you have any 

questions and write them down. 

If you purchased coaching (recommended), refer to your questions in your next coaching 

session. Otherwise, see the Help Center or ask our Support team for help! 

Now, move on to the next section. 

https://documentation.learnchms.com/external/article/1369?l=49
https://documentation.learnchms.com/external/article/1369?l=49
https://documentation.learnchms.com/external/article/1370?l=49
https://documentation.learnchms.com/external/article/1370?l=49
https://documentation.learnchms.com/external/article/1677?l=49
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We have 2 apps as a way to keep the congregation connected and the admins happy! 

 

ChMS App 

 
The ChMS App has a lot of the same functions as ChMS. It is, however, more limited in a few 
ways. This app uses the same permissions as ChMS, so you don’t have to worry about extra 
steps.  

 
 

 
 

 
 

 
 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
You can view information on people’s profiles (again, limited by the permissions of the 
individual). 
 
Some limitations to note are Mass Contact cannot send to individuals; it can only send to 
groups. In addition, reports cannot be used in the app, so you cannot retroactively adjust any 
reports on the app. Lastly, the calendar can be viewed, but not edited. 
 
The app is good for congregants to connect with the rest of the church; tap on a phone number 
or email to open the phone’s native application! 
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The app can also be used for check-in; a congregant can remotely check themselves into 
church without having to go up to a station. 
 

Practice: Download the ChMS app for yourself now, open your test database, and explore some 
of its functions. 
 

Ministry One 
 

MinistryOne is quite different from the ChMS app. It was built with the congregation in mind 
rather than the admin, and its functions are separate. In addition, it runs out of Online Giving. 
MinistryOne is free for Online Giving customers, but you must have Online Giving to use it. 

 

 
 
 

MinistryOne offers different modules that can be customized and turned on and off in 
MinistryOne Admin, an extension of Online Giving products. The most important thing to 
remember about MinistryOne is that it uses Forms extensively. If you’re not familiar with forms, 
you’ll need to get familiar! 

 

Similar to ChMS, MinistryOne Admin gives you options on the top-right corner. You can use 
these to send push notifications, take a look at analytics, and more. It also has the left-hand 
modules. Let’s start by looking at those. 
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Events utilizes event forms. When active, it shows 
events in the order of their event dates. It allows 
people to sign up for events, etc. using event 
forms. 
 

Contact allows you to submit a contact form or 
prayer form. They can be turned off and on. In the 
picture, only prayer is active in the Contact module, 
so the church renamed it “Prayer”. 
 

Sermons allows you to link with YouTube, Vimeo, 
and other platforms. When linked, your most recent 
videos appear in that module.  
 

Discover is a mix-and-match tab that uses events 
and videos. It’s a great place for new congregants 
to start. 
 

Giving links with the church’s Give Now form and 
allows congregants to setup contributions. 
 

Messages is a great feature that allows admins to 
send push notifications (not texts) to congregants. 
They can all be found there. 
 

Calendar allows you to upload an iCal file or sync 
with ChMS calendar for events. 
 

And Profile shows personal information. You 
cannot turn off Messages or Profile from M1 
Admin. 
 

Like Online Giving, MinistryOne can integrate with 
ChMS, which enables 2 more modules. Note that all modules work independently from ChMS 
except those 2 modules (and Calendar, if you choose to integrate it). 

 

To integrate Online Giving with ChMS, an admin needs to login to Online Giving, go to Settings, 
then ChMS Integration. Once their Online Giving product is integrated, MinistryOne’s ChMS 
integration automatically becomes available (check out Integrations in M1 Admin). 

 

While Online Giving can integrate with many ChMS products, MinistryOne is unfortunately more 
limited. It integrates with many ChMS products, but not all, so it might be important to check with 
your Support team if MinistryOne can integrate!  
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Once you’ve integrated ChMS, you’ll be able to enable Check-In and People. 
 

Think of MinistryOne check-in like a pre check-in. It allows you to choose your family and the 
groups they will check into, then generate a QR code. That code must be scanned at a check-in 
station to finish the process. In addition, MinistryOne check-in is not active until someone 
checks in at the physical station. So it cannot be the sole check-in feature that a church uses.  
 

People has two sub-tabs. One can be used for Groups, showing which groups people are in 
(based on their permissions of what they are able to view). The second is the Directory, which is 
defined under Global Permissions in ChMS. This tab can only be used if you’re signed into 
your profile. 
 

 

MinistryOne - Customization 
 
Once your Modules are customized, you can also customize the colors and design of your app 
in the Design tab. Then, check the Status tab to see if you’re ready to publish. 
 

Once published, you can find it by downloading “Church by MinistryOne” in the app store. 
 

Another helpful tool is the app called “Admin by MinistryOne.” This allows you to view changes 
to the app before publishing to the whole church. That is the only extra function of Admin by 
MinistryOne. Most of the work you do in MinistryOne will be in the main app, but this app can 
sometimes be used when making changes that an admin wants to test before publishing. 
 

MinistryOne - Troubleshooting 
 

When it comes to troubleshooting MinistryOne, there are a variety of things to look for, but most 
of the problems boil down to a few key items: 
 

-Integration: If you can’t integrate to ChMS, it’s usually because there’s something wrong with 
your Online Giving integration. Remember, M1 runs through Online Giving, and the integration 
for Online Giving must be working to integrate with M1. 
-Forms: Categorization is important! If a form is categorized as a Contact form, it can go in the 
Contact module; otherwise, it won’t work! Likewise, only Registration forms can be used in the 
Events and Discover modules. 
 

Practice: Download MinistryOne to your phone and play around with the modules. If you have 
any questions, you can always reach out to our Support team. 
 

We also offer Custom Branding for MinistryOne, which allows you to get your unique app in the 
app store. There is an additional cost for this.  
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Knowledge Check – Mobile Apps 
 

• Do you know the difference between the two apps? 

• Do you know what a standard congregant would see in the ChMS app? 

• Do you know how to take attendance on the ChMS app? 

• Can you call someone using the ChMS app? 

• Do you know how to edit and customize MinistryOne? 

• Can you enable and disable modules in MinistryOne? 

• Can you send a push notification via MinistryOne? 

• Can you enable ChMS integration in MinistryOne? 

 

Review - Apps 

Watch this video to review and solidify information: 

MinistryOne 

 

Take 5! You’ve just completed a section. In the next few minutes, think if you have any 

questions and write them down. 

If you purchased coaching (recommended), refer to your questions in your next coaching 

session. Otherwise, see the Help Center or ask our Support team for help! 

Now, move on to the next section. 

https://documentation.learnchms.com/external/article/1566?l=49
https://documentation.learnchms.com/external/article/1566?l=49
https://documentation.learnchms.com/external/article/1677?l=49
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As we wrap up this training, there are a few things that aren’t big enough to merit their own 
section, but there’s still important! 

 

Other Need-To-Knows 
 

 

The System Log is where most things are recorded in ChMS. It is often useful for Support to 
find out what happened and when it happened. 
 

The Export Tool is useful for exporting the entire database, often used to back up a date or 
when a customer wants to cancel. It exports all personal information, interactions, and giving 
information. 
 

Notifications are for admins to see. Sometimes, we send notifications, but they are also used 
for person creation and other reasons. Admins should regularly check their notifications. 
 
Other 9-dot items include streaming, financials, MinistryOne and Website. Everything above 
the “More Ways to Help Your Ministry” line is being used by the church; everything below is not 
yet used. Primary admins can use the 9-dot items always; other people can only use what they 
are given permissions to. 
  
Dashboard gives a snapshot of various information. They can be useful to see things at a 
glance, but it is not as often used as other modules. 
 
Services is the area in Settings where integrations are found. It is where SMS and Voice 
messaging must be setup, as well as integrations with MailChimp, Constant Contact, Protect My 
Ministry, Planning Center, and (sometimes) Twilio. If anyone is using an integrated product, it 
can be found here. If activated, Financials integrations are found in Settings > Giving. 
 
Practice: Go over these other items and any other questions you have about ChMS at this point. 
If you have any last questions, write them down. Check your list of questions, and take a look at 
our help center; most of your answers will be available there! 
 
If you can’t find an answer to one or more of your questions, feel free to reach out to our 
Support team! 
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Congratulations! 
 

You’ve completed this training course!  
 

As updates roll out, processes change, and you become more engaged with our software, you 
are bound to have more questions. Don’t be afraid to ask the Support team. 
 

 
You should know that although this training will set you up for success to use ChMS, it does not 
necessarily cover every nook and cranny of our system. We thought 56 pages was plenty to 
start you with! 

 
If you want to leverage the complete power of your database, you will want to explore the rest of 
the help articles. In addition, if you would like one-on-one help to dig deeper, we encourage you 
to schedule a meeting with one of our Success Experts who can walk you through the 
software. You can schedule learn more about Success coaching here: 
https://getstarted.church/database/coaching-training 
 

You may also want to know that https://getstarted.church is a great place to start learning more! 
It offers helpful links to various places and is a center point for many products, such as 
Financials, Protect My Ministry, and more.  
 

 
We hope this training was helpful for you, and we wish you all the best learning our software 
and making it your own! 

https://getstarted.church/database/coaching-training
https://getstarted.church/

