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SETTING EXPECTATIONS

What NOT to expect:

o MORE REST 
(REST IS YOUR RESPONSIBILITY, 
PLEASE LEARN TO SAY NO)

o PERFECTION

o PROBLEM-FREE

o STAGNATION 

o EASY

What you CAN expect:

o EMPOWERMENT

o ACCOUNTABILITY

o TRANSPARENCY 

o MORE ORGANIZED

o CHANGE

*PLANNING CENTER WILL PRIMARILY BE USED FOR SCHEDULING*

OBJECTIVE: GET STARTED, ACCEPT/DECLINE INVITES & 
ADD BLOCKOUT TIMES



LOGIN & ACCESS: 
OPEN ONLINE OR ON PHONE

1. OPEN YOUR EMAIL AND SEARCH 
“PLANNING CENTER.”

2. OPEN YOUR WELCOME TO PLANNING 
CENTER EMAIL

3. CLICK ON SET YOUR PASSWORD

4. LOGOUT & LOGIN TO PLANNING CENTER 
AT PLANNINGCENTER.COM/SERVICES

5. BOOKMARK / SAVE SITE & PASSWORD 
ON YOUR LAPTOP OR APP
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ONLINE

APP
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LOGIN & ACCESS: 
OPEN PHONE
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APP

1. OPEN APP OR GOOGLE PLAY STORE 
ON YOUR PHONE

2. SEARCH FOR PLANNING CENTER 
SERVICES

3. DOWNLOAD THE APP

4. SAVE TO YOUR HOMESCREEN

5. LOGIN WITH YOUR CREDENTIALS

Planning 
Center 

Services
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SETTING UP YOUR PROFILE:
UPDATE YOUR PROFILE
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Open Planning Center 
Services App

1. Click on your icon

2. Click on Edit

3. Update your profile: 
phone, phone carrier, address, 
birthday, anniversary, etc.

*Please include your phone 
carrier and setup text 

notifications*

Note: You and your leader have the ability to reset your password from your profile online.

APP

STEP 1 STEP 2 STEP 3



SETTING UP YOUR PROFILE:
UPDATE YOUR PROFILE
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Open Planning 
Center on Online

1. Click on My 
messages

2. Click on Actions
and then click Edit 
Profile

STEP 1

STEP 2

ONLINE

Note: You and your leader have the ability to reset 
your password from your profile

Click on Actions then on Edit Profile

Click on “ My Messages”



SETTING UP YOUR PROFILE:
UPDATE YOUR PROFILE
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ONLINE

Update your profile:

 Make sure first, last 
name and nickname is 
correct

 Check email and phone 
number is correct

 Add phone number and 
phone carrier

 Add demographic info: 
home address, birthday, 
anniversary, marital 
status, etc.



SETTING UP YOUR PROFILE:
UPDATE PREFERENCES
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Update your serving 
preferences:
• Go back to homepage
• Click on teams
• Select how often do you want 

to serve?

*Note: Updating your preferences 
helps you and your leader schedule 

you week to week.

STEP 1 STEP 2 STEP 3

APP



SETTING UP YOUR PROFILE:
UPDATE PREFERENCES
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ONLINE

Update your serving 
preferences:
• How often do you want to 

serve?
• Do you prefer to be scheduled 

alongside your family member 
or spouse? 

• Prefer not to serve while your 
spouse is serving so someone 
can take care of the kids?

*Note: Updating your preferences 
helps you and your leader schedule 

you week to week.
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ONLINE

DEMO
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SCHEDULING: 
ACCEPT OR DECLINE INVITES

Under My Schedule 
Homepage check to see if you 
have any pending requests to 

serve.

Please accept or decline all 
requests that you have as soon 
as possible so your team lead 

can find someone to fill the gap. 

APP
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SCHEDULING: 
ACCEPT OR DECLINE INVITES

ONLINE

Under My Schedule tab (top 
left) check to see if you have 

any pending requests to serve.

Please accept or decline all 
requests that you have as soon 
as possible so your team lead 

can find someone to fill the gap. 
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SCHEDULING: 
VIEWING SERVICES

After selecting accepting an invite 
to serve you will be able view 
who is scheduled with you.

Separately, if the role you’re 
serving on relies on a volunteer 
on a different team viewing the 

service or event will allow you to 
know who to connect with.

APP
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SCHEDULING: 
VIEWING SERVICES

ONLINE

After selecting accepting an invite 
to serve you will be able view 
who is scheduled with you.

Separately, if the role you’re 
serving on relies on a volunteer 
on a different team viewing the 

service or event will allow you to 
know who to connect with.
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ONLINE APP

DEMO
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SCHEDULING
BLOCK OUT DATES (REST)

Go to the “My Schedule 
Homepage” on the app then 

click on “Add Blockout”

Here you and your team 
members will have the option of 

adding their away dates and 
block out dates to ensure the 

systems alerts you of any 
potential conflicts

APP
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SCHEDULING
BLOCK OUT DATES (REST)

ONLINE

Go to the “My Schedule” tab on 
the top right corner.

Here you and your team 
members will have the option of 

adding their away dates and 
block out dates to ensure the 

systems alerts you of any 
potential conflicts
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SCHEDULING
BLOCK OUT DATES (REST)

ONLINE

Here is a sample of someone 
adding a block out date. 

As you add a block out date you 
can also see if you have 

already been scheduled during 
the time you are away and 

communicate with your leader 
accordingly.
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ONLINE APP

DEMO



RESOURCES
VOLUNTEER TRAINING VIDEO

SEARCH VOLUNTEER TRAINING PLANNING CENTER SERVICES APP

ON YOUTUBE



WHAT’S NEXT: USE THE SYSTEM!

•

•

•

•

•
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*IMPORTANT*: Stay consistent accepting/declining invites and updating away time throughout the year
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THANK YOU

Q&A

PLEASE SEND ALL QUESTIONS TO

YOUR LEADER & CC:
CANDICE@ONELIFELI.COM


