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User Guide for Groups 
 

“Groups” is an application we use to help organize our Life Groups and is the backbone to the Life Groups 

section of the church website.  

Log-In 

Start by going to the Life Groups page on the website:  

https://fbceugene.churchcenter.com/groups/life-groups 

If you don’t see your group listed, no worries! It is most likely set to “Private.” But you’ll still need to start here 

to log-in to your group. Click on “Log In” in the top right corner of the page.  

 

 

Logging in requires a two-step authentication process. After you click “Log In” a new page will appear asking for 

your mobile number, or you can also choose to use your email. Enter either your mobile number or email 

address associated with your profile and then click on the “Next” button.  

 

 

 

 

https://fbceugene.churchcenter.com/groups/life-groups


 or  

Once you click “Next” a new page opens and a text message will be sent to either your phone or email with a six 

digit code that you enter in the box (without the dash) and click “Next” one more time. Choose the profile you 

want to use if there are multiple ones assocated with the phone or email you used and click “Continue.”  

        

After clicking on the “Continue” button the Groups page will open again but for one small difference – the 

options in the top right corner now has “My Profile.” 

 

  



“My Profile” will open to your profile where you’ll be able to update your information – change or add an 

address, email, phone number or even change your name. It will also show you what groups you are associated 

with.  

 

  



When you click on the group picture (in this case the geometric pattern) the group landing page will open. As a 

member or leader you’ll have access to the group information, events, a list of other members and any 

resources.  

 

 

  



Leaders have an additional section for “Requests.” If your group is “Open” and “Public” – meaning it is accepting 

new members and is publicly listed on the church website, visitors to the website can request to join your group. 

You should receive an email when someone makes a request but any outstanding requests will also be listed in 

this section along with their contact information and any message they sent. 

 

 

 

Leaders also have the ability to edit their group details. At the top of the page is a green bar with a button to 

“Manage Group on Planning Center.” Once you click it a message box will pop up to explain about Planning 

Center. Hit “Take me there!” and your group will open in Planning Center where a variety of options are 

available to you to edit your group such as the location, members, events, resources, meeting schedule, add a 

description and best of all – add a picture!  

 



 

The landing page in Planning Center will be the “Members” page where you can add new members by request or by name, print a roster, or email your group. 

The benefit of emailing your group through Planning Center is that it is set up with all the right permissions so that it will pass any “spam” filters. The email will 

be from First Baptist Church but if the recipient hits “reply” the response will be sent to only your personal email.  

 When adding a new member and Planning Center prompts to “Create a new person” please be overly cautious about doing so. Ensure that you are indeed 

spelling their name correctly, or try searching by their full name instead of a nickname. If in doubt, please wait and contact the Life Groups Admin for assistance. 

  

Requests to 

join the group 

Add new members 

by name  

Basic group 

information 

Print the roster or 

email all members 

Menu bar 

Change member role 

or membership or date 



 

 

The next section is “Events” where you can add recurring and one-time events (such as a potluck get-together or service opportunity). There is an option to auto 

send Reminder/RSVP emails to members at 7-days or 3-days prior to the event, or manually. Click on the orange name of the event to see who has RSVP’ed or to 

edit the event, and take attendance after the event starts.  

  



 

The Resources section allows you to share links, documents, etc. with your group. Ideas for this section: study notes, links to articles or videos, prayer requests, 

etc.  

 

Click here to 

upload a resource 

Choose file or URL link 

Choose if it will be available for 

all members or just the leaders 



 

 

The “Setting” section allows you to modify your group name, location, meeting time, and a host of other options – including adding a picture!  

  

Add a photo of you 

or the whole group! 



 

To update the location of where you meet click on “Edit Location” or create a new location by clicking in the drop down box.  

There are sections for Enrollment, Listing Settings, Leader Access, and Tags. Please leave them as they are set, or work with the Life Groups Admin to update 

them. If you change meeting locations, the neighborhood tags will likely need to change. These tags are used to help filter the groups on the webpage so that a 

group is searchable by day of the week or location, which is really helpful for people looking for a group to join. 

If the “Visibility & Enrollment” settings need to change ensure that if the group is “Public” that enrollment is set to “Open” and if the group is “Closed” the 

visibility needs to be set to “Private.” The one combination to avoid is having a “Closed” group that is “Public” – that just isn’t very welcoming. The last section is 

the “Group Description” which would be great to have a line or two for each group – Do you have a meal together? Provide childcare? Mostly retirees? It doesn’t 

need to be elaborate – share as much about your group that would be helpful for a new person to know. 

 

 

Click here to create 

a new location 

Click here to edit the name or 

address of an existing location 

Unless you want a different email 

displayed than the one associated 

with your profile, you don’t need 

to fill out this information. That’s it! Be sure to save 

your work by section. And 

if you have any trouble 

just contact the admin! 


