Planning Center Tutorial
Welcome Email
You will receive a welcome email when your information is inputted into Planning
Center. It will look like the one below and include your username (your email address)
and a link to set your password. You should set your password as soon as possible.

Your Profile
You can view your profile in Planning Center by accessing it at the top right-hand
corner. You can use this option to update your personal information. It’s important we
have your most current cellphone number on file along with your mobile provider.

Blocking Out Dates
An important feature of Planning Center is the ability to block out dates you are
unavailable to serve. That option is on the left-hand side of the screen. Please block out
any dates you know in advance you won’t be available to volunteer.

There’s an App for that!
Search Planning Center Services in your app store for the free app! It’s an easier way of
accessing plans, signing up to serve, and accepting/declining requests on your phone.

Responding to Requests
When you’re placed on the schedule, you can receive notification three ways – email,
text, and the app (if you’ve downloaded it). Please respond to the request as soon as
possible, even if you’re declining to serve. It’s important we know you can’t volunteer
so we can find a replacement in a timely fashion. Ideally, we would like you to
respond as soon as you receive a request, but we ask you respond no later than
one week prior to the date of service.

If you prefer to use your mobile device, we really recommend downloading the
app. As you can see above, the text message is not very clear and it can easily be
mistaken for spam. Emails can also be overlooked if you don’t check your inbox
regularly or simply get a lot of messages every day.
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Signing Up to Serve
You can either wait for Grace Ann Arbor staff to place you on the schedule, or you can
sign up yourself. You can do so by choosing the “sign up now” option under “My
Schedule”.

Finding Substitutes – Best done on a computer, not a cellphone
If you cancel the week of a requested date of service, you are responsible for finding
your own substitute. You can do so by accessing the People menu at the top of the
screen.

Once you go to the list of volunteers, you need to refine your search by choosing “Grace
Kids” under service type and then the classroom under “Team or Position” on the lefthand side of the screen. After you’ve set those two options, you can hit enter and all the
volunteers who serve in that room will come up on the screen. You may use this list to
contact another volunteer about filling your spot.

Accessing Lesson Plans
If you’re in a classroom with a lesson, you can access the lesson plan by clicking on the
date on the home screen. Lessons are generally ready for you on Planning Center by
Wednesday of the same week.

Once you’re in the schedule for that day’s services, you can access the lesson plans on
the right-hand side of the screen.

