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Activity Groups (Ministries/Departments)
Activity Groups are a way to organize rooms/locations into logical groups by type. In our
case, we're going to organize by teams.

1. Click on Activity Groups in the menu options on the left.
Type Participants in the Activity Grouping Name textbox. The Participants
activity group will be used for recording the headcount of the Worship Service.
3. Click the Save button. The activity group appears in the Activity Groupings table
at the bottom of the page.
Repeat steps 1-3. This time add Hospitality.
5. Repeat steps 1-3. This time add Worship Arts. When you are finished, your
groups should appear similarly to the screen below.
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RLC’s (Teams)
Next, we need to create the volunteer teams.

6
7
8.
9

Select Activity/Room Setup and Rooms & Locations from the menu options on
the left.

Type the name Headcount in the Name (RLC) field. This RLC will be used to
record the headcount tallied from the Worship Service.

e Tip! If you have a large Sanctuary/Worship Center, you might be
recording your headcount by sections. If so, you can create a RLC for each
section of the Sanctuary.

Optionally, type a number for capacity of the room in the Default Capacity field.
Select the group Participants from the Activity Grouping drop-down list.
Click Add Room/Location button to save your changes.

Add New Room, Location, Class:

— Room Location Class Properties / — Check-in Settings

Activity: Waorship Service L Visible for Check-in

Name: Greeters Team =
e _! Keep activity check-in defaultz
Group..Sub Group Hospitality - P
@ Override activity check-in defaults

Building. . Room: -
Default Capacity: | Forreport g PUTDOSES onl) '_~ Print a Name Tag
D Print & Parent Receipt
— Check-in Best Fit / Restriction Attributes
@ No Age Restriction Acmatically open
) Age — WebLink Settings

® Birth Date Range . Hidden in Activity Finder

D Share Contacts with Groups

Type the name Greeters Team in the Name (RLC) field.

Optionally, type a number for capacity of the room in the Default Capacity field.
Select the Hospitality group from the Activity Grouping drop-down list.

Select Override activity check-in defaults

10. Select Print a Name tag. This setting will print name tags for the volunteers.

11. Automatically Open should be selected. This option enables the volunteer team

to Check-in on Sunday morning. If this not enabled, you’ll have to manually open
the RLC using the Active Checkins menu option under the Ministry tab.

12. Click Add Room/Location button to save your changes.
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13. Repeat steps 1-12 for each of the teams listed on the Activity Worksheet on page

2. When you are finished, your teams should appear similarly to the screen
below.

‘Rnnms, Lecations, Classes Show Activity.  Worship Service »  Active Only

- Group = Sub Group Room, Location, Class Name Room Check-in Best Fit .

[Edit] Participants Headcount No Age Restriction

[Edit] Worship Ars. Choir No Age Restriction v v
[Edi] Worship Ars Praize Team No Age Restriction v v
[Edit] Worship Ars. Technical Team No Age Restriction v v v
[Edit] Hospitality Greeters Team No Age Restriction v v v
[Edit] Hospitality Parking Lot Team No Age Restriction v v v
[Edit] Hospitality Security Team No Age Restriction v v v
[Edit] Hospitality Ushers Team No Age Restriction v v v
[Edit] Hospitality Welcome Center No Age Restriction v v v

NOTE: Headcount attendance includes the ability to record notes
about the number — these are called Activity Attributes. To associate
activity attributes with your new Headcount room, you will need to
visit the Admin tab and select Ministry Setup and Activity Attributes.
Type your attributes (such as Sporting Events, Weather, Special
Event, Sermon Title Series) on the Attributes tab. Move to the
Preferences tab and select your ministry and activity from the drop-
down lists on the right side of the page. Move the attributes from
the left hand box to the right hand box to associate them with your

activity.
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CREATING THE JOBS

Follow the steps below to create the Worship Service Jobs.

1. Under the Ministry tab, select Staffing and Jobs.

2. Inthe upper right corner of the Job Selection screen, click on Add New.
Manage Jobs

Create or edit a job by entering and selecting all information for the job. Additional information can be configured
from the Job Summary after the job is saved.

g [Return to Job Summary]

~General Settings- -Job Infor
Set the job name and optionally set the contact person for the job and who the individual wil report to. Description:
Job Name: * Greeter Team Leader ‘_ Leads the Greeter Team for a specific service each week. ‘_
Cantact Person: [Find]
Reports To: [Find]
Default Time Served: 130

(ex. 1:30 represents 1 hour 30 minutes)
Jobe may be activity specific or shared across all activities of the selected ministry.

@ Job may be used by all activities for Churchwide Events

) Jobis specific for the following activity:
Activy: Worship Service -

[7] Actve [_adddob | [_Cencel ]

3. Type the name Greeter Team Leader in the Job Name field.

Enter the average amount of time that the volunteer position serves in the

Default Time Served field.
5. Optionally, enter a description in the Job Description field. This Job Information

field is optional and may not appear in your implementation of Fellowship One.

If it’s not in place, request that your Fellowship One Champion/Administrator

add it.

6. Click the Add Job button to save your new volunteer position.
Job Summary @

jiok infc

™ [Return to Jobs]

Job Harmne: Greeter Team Leader Mo Job Restrictions
Ministry: Church Wide Everts ~
Activity: [Adcd/Edit Job Restrictions]

Contact Person: ~—  —
Reports To:
Default Time Served:1:30

[clel Nesw o] [Clone Jok] [Ediit Jok]

Job Information

Job Leads the Greeter Team for a specified service time. Ensures that all Greeter
Description:  locations are well covered

[Eciit Jok Information]

Job Aftributes

Mo Job Attributes

[&dc/Edit Job Attributes]

7. Atthe Job Summary screen, under the Job Restrictions section, click on the
Add/Edit Job Restrictions link.
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Job Restrictions

ments to only wolurte meet all requirements a

™, [Return to Job Summary]

—Jok —Job Requirements
Job Hame: Greeter Team Leader Felloveship One can limit access to this job based on any of the follovwing
Ministry: Church Wide Events recuiremerts.
Activity: Al ] Background Check o
— Staffing Azsignment Restrictions |:| Bus Drivers License B
Fellovyship One can restrict access to this job or warn user that individusl [T chirerts Ministry Application =
dogs not meet all restrictions. [ reference Check(3)
@ Give swearning that individual does not meet restrictions | “Wolunteer Class | 57
) Restrict assignments to fully gualified individuals — Status Restrictions
— General Restrictions Fellowyship One can limit access to this job based on individual status.
Fellovyship One can limt access to this job based on gender and age () Mo Status Restrictions
range. =
2 @ Restrict to the following statuses:
Gender: h @ Member
Age Range: Ta (years) @[] Attendee
— Marital Status Restrictions 0 ] inactive
. . L § L] |:| System
Fellowyship One can limit access to thiz job based on marital status.

@ Mo Maritsl Status Restrictions
() Restrict to the following marital status:
Single Divarced

Mzt riedd WidoweAidoneer

[ Save Job Restrictions ] [ Cancel ]

8. Under the Job Requirements section, check the requirement of the Volunteer
Class.

NOTE: Job Requirements are unique for each church. If you don’t see
a Job Requirement that is necessary for a volunteer position listed,
contact your Fellowship One Champion/Administrator. They have

the permissions necessary to add the needed Job Requirements.

9. Under the Status Restrictions section, choose Restrict to the following statuses
and place a check mark next to Member. Please note, this will cover all statuses
in the Member status group.

10. Click on the Save Job Restrictions button to save.
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11. Repeat steps 1-10 for each of the teams listed on the Activity Worksheet on page

2. When you are finished, your teams should appear similarly to the screen

below.

Activity:

T e

[Wiew Summary]
[Wiew Summary]
[Wiew Summary]
[Wiew Summary]
[Wiew Summary]
[Wiew Summary]
[Wiew Summary]
[Wiew Summary]
[Wiew Summary]
[Wiew Summary]
[Wiew Summary]
[Wiew Summary]
[Wiew Summary]
[Wiew Summary]
[Wiew Summary]
[Wiew Summary]
[Wiew Summary]
[Wiew Summary]
[Wiew Summary]

- Active: Active

Camera Operator

Choir - Alto

Choir - Bass

Choir - Soprano

Chair - Tenor

Greeter Team Leader
Greeter Team Member
Lighting Tech

Parking Lot Team Leader
Parking Lot Team Member
Powerpoint Operator
Praize Team Leader
Praize Team Member
Security Team Leader
Security Team Member
Sound Tech

Usher Team Leader
Usher Team Member
Welcome Center

Activity

Contact Person

i
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CREATING THE STAFFING SCHEDULES

Staffing Schedules are used to assign volunteers to a specific day when they’ll be
serving. The best use of this feature is to have the volunteers on a recurring pattern. In
some cases, this might not be possible.

Follow the steps below to create the Worship Service Jobs.

Under the Ministry tab, select Staffing and Schedules.
Type Every Sunday in the Schedule Name field.
Click on the Create New Schedule button.

A wnNe

Click the Edit link next to the Every Sunday schedule. The schedule information
appears in the Add/Edit Staff Schedules form at the top of the screen.
5. Click the Recurrence button. The Activity Recurrence dialog box appears.

[ Recurrence Pattern

) Daily

@ Weekly Recur every * 1 week(s) on: *

I:Z:I Monthly sunday | |Tuesday || Thursday || Saturday
' Yearly

|:| Monday |:| Wednesday |:| Friday

Pt

 Range of Recurrence

Start * 327/2009 EI @ N end date

") End after pccurrences *

) End by EI ®

| ok || cancet |

6. Select the recurrence choice of Weekly and Recur every 1 week(s) on: Sunday as
shown above.

7. Select No end date in the Range of Recurrence box.

8. Click OK to save your changes. The dialog box closes and the Add/Edit Staff
Schedules form appears.
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9. Repeat steps 2-8 for each Staff Schedule that you have scheduled. When you are
finished, your schedules should appear similarly to the screen below.

Activity Schedules

[Edit] 1st Saturday of the Month Worship Service Occurs the first Saturday of every menth effective 121712007,

[Edit] 1st Sunday of the Month Worship Service Occurs the first Sunday of every month effective 12/M17/2007.
[Edit] 2nd Saturday of the Month Worship Service Occurs the second Saturday of every month effective 12M7/2007.
[Edit] 2nd Sunday of the Month Worship Service Occurs the second Sunday of every month effective 12/17/2007.
[Edit] 3rd Saturday of the Month Worship Service Occurs the third Saturday of every month effective 12/17/2007.
[Edit] 3rd Sunday of the Month Worghip Service Occurs the third Sunday of every month effective 12M7/2007.
[Edif] 4th Saturday of the Month Worship Service Occurs the fourth Saturday of every month effective 1217/2007.
[Edit] 4th Sunday of the Month Worship Service Occurs the fourth Sunday of every month effective 12/17/2007.
[Edit] Sth Saturday of the Month Worship Service Occurs every day effective 12/25/2007 until 12/25/2007.

Occurs every day effective 3/28/2008 until 3/2%/2008.
Occurs every day effective 5/31/2008 until 5/31/2008.
Occurs every day effective 8/30/2008 until 8/30/2008.
Occurs every day effective 11/29/2008 until 11/28/2008.

[Edit] 5th Sunday of the Month Worship Service Occurs every day effective 12/30/2007 until 12/30/2007.
Occurs every day effective 3/30/2008 until 3/30/2008.
Occurs every day effective 6/29/2008 until 6/2%/2008.
Occurs every day effective 8/31/2008 until 8/31/2008.
Occurs every day effective 11/30/2008 until 11/30/2008.

[Edit] Every Saturday Worship Service Occurs every week on Saturday effective 12M7/2007.

[Edit] Every Sunday Worship Service Occurs every week on Sunday effective 12M7/2007.

NOTE: Any 5™ occurrence has to be set up as a daily recurrence as
there is no 5™ of the month option in the Activity Recurrence

dialog box.
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ASSIGNING INDIVIDUALS TO THEIR VOLUNTEER POSITIONS AND TIMES

For this exercise, we’ll be scheduling the following volunteers:

Name Staff Team Service Rotation Job
Type

Dave Smith Volunteer | Technical Team | Sunday - 9:00am | 1* & 3™ Sound Tech
Sunday of the
Month

Bill Jackson Volunteer | Technical Team | Sunday - 9:00am | 2" Sunday of | Sound Tech
the Month

Josh Williams | Volunteer | Technical Team | Sunday - 9:00am | 4" & 5™ Sound Tech
Sunday of the
Month

Lance Volunteer | Greeter Team Sunday - 9:00am | Every Sunday | Greeter Team

McDonald Leader

Betsy Bullock | Volunteer | Greeter Team Sunday - 9:00am | Every Sunday | Greeter Team

Member
Jim Reyes Volunteer | Greeter Team Sunday - 9:00am | Every Sunday | Greeter Team
Member

Shirley Volunteer | Greeter Team Sunday - 9:00am | Every Sunday | Greeter Team

Andrews Member

Robert King Volunteer | Greeter Team Sunday - 9:00am | 1" & 3™ Greeter Team
Sunday of the | Member
Month

Bill Dixon Volunteer | Greeter Team | Sunday - 9:00am | 2™, 4", & 5™ Greeter Team
Sunday of the | Member
Month

Follow the steps below to Assign individuals to their volunteer positions and times.

vk wN e
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Click on the Find Person link.

Under the Ministry tab, select Staffing and Staffing Assighment.

Enter the person’s name in the Name field of the Search dialog box.
Click the Search button.
Once the person is located, click the Select link next to their name.
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Add Staff Assignments

Pre-assign volurteers and staff to & room, location or class

—General Settings — Activity Specific
[Find Per=on] Mame: Dave Smith Activity Grouping:

REDAR Wiorship Service - Room, Location, Class: Technical Team -

Staff Type: Wolurteer Activity Schedule; Sundsy Service - T00am -
Status: Active  w Staff Schedule: 13t Sunciay of the Morth
Jok: Sound Tech -

6. Choose the Staff Type of Volunteer.

7. Choose Technical Team from the Room, Location, Class option.
NOTE: Do not select the Activity Group option when assigning your volunteers.
Doing so, will make the Team (Room, Location, Class) choices unavailable. The
Activity Group choice is used under other volunteer assignment situations.

8. Choose the Sunday Service — 9:00am from the Activity Schedule option.

9. Choose 1% Sunday of the Month from the Staff Schedule option.

10. Choose Sound Tech from the Job option.

11. Click on the Save button.

12. Since Dave Smith is also serving on the 3" Sunday of the Month, change the Staff
Schedule to 3™ Sunday of the Month.

13. Click on the Save button.

14. Repeat steps 2-11 for each volunteer that you need to schedule.

CHECK-IN FOR VOLUNTEERS

There are several reasons for checking in volunteers using the Fellowship One Check-in
application:

e Torecord their attendance for their volunteer service.

e To be able to see who is in attendance at a glance from the Fellowship One
Check-in application or from the Portal.

e To be able to see when volunteers arrive for their scheduled time.

e To report on how much time they have served throughout the year.

e The ability to provide a name tag to each volunteer. You’ll want to exclude some
volunteer teams if they’ll be on stage.
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POSTING HEADCOUNT

Follow the steps below to post headcount for the Worship Service.

1. Under the Ministry tab, select Participants and Head Count & Attributes.

Choir

Greeters Team

Headcount =S 2312
Parking Lot Team

Praise Team

Security Team

Technical Team

Ushers Team

Welcome Center

Attributes

Holiday Note: | |
Weather _k lce Storm Mote: Roads were bad ‘—_

Guest Speaker Note: | |
Pastor out of town Note: | |
Bring a Friend Weekend Note: | |
Sermon Title Note: | |

2. Inthe upper right hand portion of the screen, select the date and service time
that you’d like to post the headcount attendance.

3. Next to the Headcount choice, place the attendance number of 2312.

4. Next to the Weather Attribute, enter Ice Storm and the Note of Roads were
bad.

5. Click Save to save the Head Count and Attributes.

6. Repeat steps 2-5 for the following dates and times:

Date Service Time Attendance
April 6 9:00am 2510
April 6 10:30am 2800
April 13 9:00am 2482
April 13" 10:30am 2763
April 20" | 9:00am 2500
April 20" | 10:30am 2832
April 27 9:00am 2507
April 27" | 10:30am 2804
May 4™ 9:00am 2107
May 4" 10:30am 2312
May 1% 9:00am 2517
May 11" 10:30am 2812
X) Blowshio 17 4~
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USING POPULAR REPORTS

Volunteer Schedules in a Calendar Format
M3738E — Staffing Schedule Calendar by Room-Location

Queue

.*18

Reports

FT Reports My Reports (2

Staffing Schedule Calendar by Room-Location

Ministry: *
Church Wide Events -
Activity / RLC Status: *
Both Active/InActive -
Activities: *
r
-

Get Activity Groups |
Activity Groups: *

Get RoomiLocation |
RoomiLocation: *

Worship ice = Hospitality reters
Waorship Service :: Hospitality :: Parking Lot Team
Worship Service :: Hospitality :: Security Team
Worship Service :: Hospitality shers Team
Warship Service - Hospitality - Welcome Center
Worship Service : Worship Arts :: Choir

Activity Schedule: *

Warship Service :: No Activity Schedule A

Worship Service = Saturday Service - 6:30pm
Semvice : Sunday Service - 3:00am

Warship Service - Sunday Service - 10:30am

Get Staffing Schedule |
Staffing Schedule: *

1st Sunday of the Month
d Sunday of the Month
d Sunday of the Month

4th Sunday of the Month
5th Sunday of the Month
Every Sunda

Staffing Date Range: *
Mext month -

@ Additional Filters

Choose an Output Type: *
Excel -

Run Report | Cancel Or -'[,QSauetoMyRepm'ts\-

i
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Report Parameters

Choose Church Wide Events from the Ministry selection.

May 15, 2009

Choose Worship Service from the Activities selection and click the Refresh link.

Choose the Hospitality and Worship Arts from the Activity Groups selection and
click the Refresh link.
Select all of the Room/Location choices.

Select the Sunday Service — 9:00am choice from the Activity Schedule selection.

Choose all of the Staffing Schedule choices.

The completed report should look similar to the one below. You can choose to just
select the teams that you’d like by limiting the selections in the Room/Location
selection of the report.

Room/fLocation

Greeters Team

Worship Service

Yolunteer Position

2f3f2008

Sunday Service -

9:00am

2/10f2008

Sunday Service -

9:00am

2f17f2008

Sunday Service -

9:00am

2f24f2008
Sunday Service -
9:00am

Greeter Team Leader

McDonald, Lance

McDaonald, Lance

McDonald, Lance

McDonald, Lance

Greeter Team Member

Bullock, Betsy

Bullock, Betsy

Bullock, Betsy

Bullock, Betsy

Greeter Team Member

Reyes, lim

Reyes, Jim

Reyes, Jim

Reyes, Jim

Greeter Team Member

Andrews, Shirley

andrews, Shirley

andrews, Shirley

andrews, Shirley

Greeter Team Member

King, Robert

Dixaon, Bill

King, Robert

Dixon, Bill

Technical Team

Sound Tech

Smith, Dave

Jackson, Bill

Smith, Dave

Williarns, Josh

Tardiness Report

Tardiness reports are usually not used for attendees, but it can definitely be used for

volunteers. When using Check-in, a timestamp will be taken for each individual. This
report will be used to identify volunteers that are helping or hindering your ministry

efforts.

| 1 fellowship
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Attendance Tardiness Report — M1050E (see below)

Attendance Tardiness Report

Ministries: *

Adult Education -
Children's Minis

Home Groups
Life Groups
Men's Ministry v

Get Activities |

Activities: *

Church Wide Events - Worship Service

Statuses: *

Attendee - Attendee
Attendee - Contributor Only
Attendee - DC 07 Conference Attendee

Aftendee - Event Prospect
Attendee - Fellowship One Champion
Attendee - Guest

Activity Attendance Mamed Date Range: *

This month -
Tardy Indicator (Minimum Minutes Tardy to be Considered Tardy) *
15

Show Tardy Individuals Only? @ yes © No

Display Check In Detail: © Yes @ No

O Additional Filters

Choose an Qutput Type: *
Excel -

Run Report | Cancel Or n(ﬁvelnmﬂepmts\l

Report Parameters

1. Choose Church Wide Events from the Ministry selection and click the Refresh
link.

2. Choose Worship Service from the Activities selection.

3. Choose Today from the Activity Attendance Named Date Range selection.
Enter 15 in the Tardy Indicator selection.
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Headcount Reporting
M1353 — Attendance or Head Count Graph with Attribute

Attendance or Head Count Graph with Attribute

Report Type: *
Headcount Based Chart v

Chart Data: *
Activity Schedule Level without Aftributes -

Days of Week: *

Tuesday
Wednesday
Thursday
Friday
Saturda

Chart Date Range: *

Previous 3 months -
Ministry: *
Adult Education -

Children's Minis

Home Groups
Life Groups
Men's Ministry -

Get Activities |
Activity f RLC Status: *
Both Active/InActive v

Activities: =

Church Wide Events :: Worship Service

Get Activity Schedule |
Activity Schedule *

—Do Mot Filter--

Worship Service :: No Activity Schedule
Worship Service :: Saturday Service - 6:30pm
Worship Service - Sunday Service - 9:00am

Worship Service - Sunday Service - 10:30am

Compare Previous Year? © Yes @ No

@ Additional Filters

Choose an Qutput Type: *
PDF A

Run Report | Cancel Or -:[.E.Savetomﬂepmts:-

fellowship
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Report Parameters

Choose Headcount Based Chart from the Report Type selection.
Choose Activity Schedule Level without Attributes from the Chart Data.
Choose Sunday from the Day of the Week selection.

Select Church Wide Events choice from the Ministry selection.
Choose Worship Service from the Activities selection and click the Refresh link.

1
2
3.
4. Select Previous 3 Months from the Chart Date Range.
5
6
7

Select both the Sunday Services — 9:00am and 10:30am from the Activity
Schedule selections.

8. Choose False for the Compare Previous Year choice.

9. Under the Additional Filters, change the Attendance Divisor to 1.

The completed report should look similar to the chart below. You can choose to
compare to previous years, by selecting Yes to Compare Previous Year.

1000

L

600

Attendance

400

200

43 44

45 46 47 45
Weeks

e 71472007 thru 1/10£2008 - Attendance
g 771472007 thru 1/10/2008 - Attendance
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