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This step-by-step guide will help you setup your Group Vitals account and update your group information.
Table Of Contents

Setting Up Your New Account
Updating Your Group Information
Adding A Person To Your Group
Updating Your Group Profile Picture

No A~DN



EastLake Church: Chula Vista EaStLake ChurCh

Adult Ministries: Group Vitals Leader Guide
Setting Up Your New Account

1. Check your email inbox for an invitation from an EastLake staff member. The subject line will say “You
are invited”.

2. Select the blue link at the bottom of the email titled “watch this short video”. It will take you to a 4 minute
video that quickly covers the basics of Group Vitals to get you comfortable with its features.

3. Once you've watched the video, go back to your email and select “Setup My Account”.
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Karla Renfro
You are invited
To: Jesse Kretzu,

Reply-To: karla@eastlakechurch.com

Hi Jesse Kretzu,

Now that you're a Group Leader for EastLake Church, it's time for you to
have special access to the software we use to power our ministry.

Can you take a minute to setup your account? All you'll need to do is create a
password and you're set.

Setup My Account

Thank you,
Karla Renfro

P.S. If you want to learn how this all works, watch this short video.

4. A new internet browser window will open for Group Vitals. Take note of your login link, username, and
password for future reference as this will be frequently used during groups season.

5. Create your unique password.

6. Select “Create My Account”.

Jesse, let's setup your account for
EastlLake Church.

| Your login link will be:
https://elc.groupvitals.com/login

£92 Your username will be:
~ jkretzu@eastlakechurch.com

a Your password will be:

Password Password again
Viinimum of 8 characte

Create My Account

7. The next screen displayed will be your personal profile.
8. From your personal profile you will select your desired Growth Group card under “Current Groups”.
a. You may lead a group, participate in a group, and even co-lead another group. Each of these
group cards will appear in this section.
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B |esse Kretzu

GROUP LEADER EDIT

Contact Jesse
<1
GROUPS LEAD TOTAL MONTHS
& jkretzu@eastlakechurch.com
Current Groups

About Jesse
Mens Group: Jesse Kretzu

@ Joined July 28,2017 Became a Group Leader b days ago

@ Has an account

v 0% ? 0%
U Inactive
[ ELC oy 8% View Group

9. Once you've selected the group you’d like to edit, the next screen will display the profile of your specific
Growth Group.

Mens Group: Jesse Kretzu

ACTIVE

PEOPLE ATTENDANCE EDIT GROUP

About
i O i Jesse Kretzu
1 0% 0% ‘ i
PEOPLE ATTENDANCE ACTIVE RATE Add Person to Group H

CONTACT EDIT
@ Group is OPEN

Has not started

9 Meeting time not set View Previous Members +
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Updating Your Group Information

10. Select the “EDIT GROUP” tab from the menu bar at the upper portion of your page.
11. Update your Group Name as needed.

a. To get things started, we format each group as “Category: Leader Name”. You are welcome to

edit your group name but the category should stay the same.
i.  Example: Your group name will be something similar to “Men’s Group: John Smith”. You
are welcome to edit the name to something that better fits your style such as “Men’s
Group: Cigars & Bible” or “Men’s Group: Married Men”.
12. Enter a brief description of your group.

a. As you think about your description, you’ll want to write something that will help people
searching for a group. Take the opportunity to write a couple sentences introducing yourself and
give them a good idea of what to expect should they attend your group.

i. Afew possible questions to answer in your description:
1. Are there food and beverages involved?
2. What will you do for childcare?
3. What will you study in your group?
4. What makes your group unique?
5. What type of people is this group for?
13. Under the “Status” section, leave “Active Status” toggled “ON”.
14. Leave “Open Status” toggled “ON” if you are accepting new members. If you are a closed group then
you can toggle it “OFF”. Please note, this toggle is not asking whether you want your group public or
private on the website. This is asking if you are looking to add people to your group this season.

PEOPLE ATTENDANCE EDIT GROUP

About Group Details and Settings
About
1 0% 0%
PEOPLE ATTENDANCE ACTIVE RATE
Group Name
Mens Group: Jesse Kretzu
Group is OPEN
© Has not started Group Description

] Meeting time not set
& Spots Left : 24

% Childcare not available

k2] From the ELC CV campus Status

B Group Type(s)

® Group Tag(s) Active Status m (Group is currently active )

Turn the active status to "OFF" on this date [ ——
Choose Date | B8

o I'a Mesa
5 Map  Satellite Open Status m (Group is currently open to new members)
1 Diego ’e

-

Narda [

15. Fill out all the information under the section “Meeting Time”.
a. Leave the “Ends On” section blank for now.
16. Fill out all the information under the section “Location Details”.
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3 Meeting Ti
Chula Vista D! eeting;lime
Otay County
L Open Space
254 Preserve + Group Meets
9@ _a "
SAN vsmm_g__’__—-’f'j‘ How Often Does The Group Meet? >
A o 7amaminT?
Map data ©2017 Google, INEGI  Terms of Use  Report amap error
& Start Time o)
End Time o)
Starts On Starts On o)
Enids/0n Ends On e |

Location Details

Where Does the Group Meet?

>

Off Campus

Meeting Location Name

Group Location Name (e.g. Building B)

VN

Address Address 2
Address Address 2
17. Under “Campus”, select “Campus: ELC CV” for Chula Vista.
Campus Childcare

Campus: ELC CV No ¥

o

Max # of People In Group

25

o

-

18. Under the “Group Finder” section, toggle “Show group in GroupFinder” to “ON” if you would like people
to search and sign-up for your group using the GroupFinder map tool on the public group website. If
your group is closed, you should toggle it to “OFF”

19. We also recommend that you toggle “Hide exact meeting location” to the “ON” position so your address
doesn’t appear. This is a great way to kick start communication with new members. They will have to
reach out to you for the meeting address, so be sure to respond in a timely manner to all
communication.

GroupFinder

m Show group in GroupFinder

m_‘ Hide exact meeting location

VIEW PROFILE ON GROUPFINDER

Save All Changes oj

20. Before you leave the page, select “Save All Changes”.
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