Signing In

· Go to www.connectionpower.com.

· At the top of the page, click “Account Sign-In.”

· Fill in your Username and Password and click “Login.”

Attendance

Here you will enter your weekly attendance for every Life Group meeting.  You also have the option of entering any notes about your group that the church staff may need to be aware of.

· Once logged in, under “Weekly Tasks,” click “Enter Group Weekly Attendance.”

· Step 1 is automatically filled in for you; it should read “Spring Semester 2010.”

· Step 2 is “Select Ministry Group.”  Click the down arrow button, find the name of your group and click on it.

· Step 3 is “Set This Group Date.”  Fill in each field to represent the date you are setting attendance for.

· Now click, “Set Date.”

· Scroll down and you will find your group members’ names.  Here you will select “P” for present or “A” for absent.

· Once you’ve selected the correct attendance for each member, click “Submit Group Attendance” on the right.

Visitor Entry

· If you have a visitor to your group, you will also need to add them to your weekly attendance.  Here’s how:

· From the same page you would do your attendance, in the middle of the page, you will find “Add Individuals to Group Roster.”  Here you will enter the person’s name and click “search.”

· If the person is in our database, their name will be listed below.  You will click (check) the box next to the persons name, then click “Add Group Member(s).”

· That will add them as a Visitor in your Group Roll.

· If this person is not in our database, their name will not be listed.

· Below the “Add Group Member(s)” button you will see “Click Here to Add New Attendee if Not Found in Search.”  Click there.

· You will then be asked to enter that person’s “New Attendee Information.”

· Once you completed putting in their information click “Submit Group Attendee.”

· That will add them as a Visitor in your Group Roll.

· If this person comes a second time, at that point they can be made a regular attendee by selecting “Make Regular” next to their name.  Once you submit your attendance they will automatically be placed in your “Regulars” list.

Prayer Requests

Here you will have the opportunity enter in prayer requests for the church staff to also pray about.

· Once you have logged in, at the top of your screen, click “Power Care.”  (Below Power Member)

· On the right side of your screen you will find a box labeled “Miscellaneous Tasks.”

· In that box click “Submit Prayer Requests.”

· Here you will type in the person’s last name.  Then click “Find.”

· Once you find that person or family in the list provided, next to their name, click “Submit Prayer Request.”

· On this screen, type in the prayer request in the field provided.

· Next, under “View Permissions,” click the down arrow button and select “Care Directors and Execs.”  This is an essential step that must be done.  Please do not select any other option under “View Permissions.”  We want to make sure these prayers go to the proper individuals so they don’t fall through the cracks.

· Now click, “Submit Prayer Requests.”

· Your prayer request has been submitted.

Get Call Assignments

Here you will find your call list.  This is the screen you will use when you call the members of your Life Group to remind them of the next week.  Also, this will be used as an opportunity for you to speak to them, pray for them, and make them aware of upcoming events.

· Once you have logged in, at the top of your screen, on the right side, you will find “My Assignments.”  Click here.

· Scroll down and you will find a box labeled “Care Partner Assignments.”

· Start from the top of your list with the first person.  Click “Enter Results” to the right of their name.

· You will find here all of the members’ contact information.  Below their contact information you will find a dark blue box.  In the event you are unsuccessful in completing a call and are not ready to submit your call back as completed, here you have the option of tracking your call attempts.  Click the down arrow button and you will find different options to select, depending on the outcome of your call.  Once you’ve selected one of these options, click “Submit Call Record.”  This will NOT submit your assignment, so you will need to come back to try again.

· If you are successful in speaking to that person, please fill in all the fields on the rest of this page to the best of your ability.

· Once you’ve completed those areas and are done with the call, click “Submit Completed Call Assignment” at the bottom of the page.

· This will complete that call assignment and you can go on to the next person.

