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Basic User 
Walk Through Guide 

 
This quick tutorial will help you get started exploring the many features of our new church web-based online 
community.  You will be able to interact with others, get details on events, join groups, and keep your own 
personal profile updated.   
 
Login 
 
Go to the login box provided on your church 
public website or login page.   
 
Enter your login and password, and click the 
‘login’ button. 
 
Each person should have his own login. 
 
If you need a login, click on ‘Sign up.’   
If you have forgotten your login, use the ‘Forgot Password?’ link to request that it be emailed to you.   
 
 
Your Personal Home Page 
 
Log in to your own home 
page showing: 

Greeting  
Events 
 
 
Messages 
 
 
 

Groups 
 
The green Give button will display 

if the church has set up a Merchant 
Account for online giving.  If so, click the 
button to set up recurring giving.   
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Edit Profile 
 
Click on ‘Edit Profile’ to make sure your personal information is correct.   
 
 
 
 
 
 
 
Click on the tabs to EDIT: 
 

Basic ~  your birthday, 
anniversary, email and contact 
phones. 
 
Address ~ your mailing address plus extra fields if desired for home & work. 
 
Serving ~ your spiritual gifts, passions, and abilities 
 
Social ~ your favorites (activities, music, quote) plus school & grade and your faith journey story.   
 
Privacy ~ you control who views your profile information.  See the explanations on the page.  Choose 
‘Everyone can view’ to encourage community among the members of your organization.   
 
Custom Fields ~ Any fields your organization has available for you to edit. 

 
 
Add info to fields and save. 
 
 
 
 
 
 
To upload a photo of yourself 
from your hard drive, click 
‘browse’ on the Basic tab. 
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VIEW your profile information by 
clicking on the tabs:  
 

 
 
 
Overview ~ View your basic and serving details. 
 
 
 
Edit your family 
by clicking on  
‘Go to family 
profile’  
 
 
 
 
 
More about you ~ View info from the ‘Social’ tab including favorites and personal faith story.   
 
 
 
Involvement ~ View 
groups you’ve joined, 
volunteer opportunities 
you’ve signed up for (positions), events you’ve registered for as well as class attendance (if it has been 
entered), and your friends list.   
  
Financial ~ If permitted by your church, view your contributions and pledges and print your giving 
statement.   
 
 

Change your Login: You 
can change your login and 
password.  Type it in and hit 
save. You will be logged out 
and asked to sign in with the 
new login.   
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People 
 
To search for people, click on the People tab.  
Enter a few letters of the first and last name or the 
beginning of either name.  Possible matches will 
appear.  Select the correct person.   
 
You will not be able to see names of people who 
have set their privacy to unlisted or people who 
have limited access (usually guests). 
 
 
 
 
 
 
 
 
When a person’s profile displays, if he has an email address entered in his 
profile, you can click on the email link to send an email.   
(The email address is hidden.)   
 
You can also add the person to your friend’s list, 
which displays when you click the People tab.    
 
 
 
Groups 
 
Any groups you’ve joined are 
shown on your home page.  
 
To search for available groups 
to join, go to the Groups tab 
and click on Browse Groups.  
 
 
 
 
To search for a specific type of group, click ‘Search.’  
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You can enter criteria for the search.  Here we are 
searching for any groups in the Single’s Ministry 
Department. 
 
 
 
 
 
 
 
 
 
 
 
 
Groups matching your search 
will be displayed. 
 
You can see whether the group 
is open to join or if you must 
request to join.   
 
 
 
 
 
 
 
 
 
 
 
 
Click on the group name to open the group home page.   
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You can click on the 
link to join the group 
(or request to join if 
required) or you can 
email the group 
leader for more 
information about the 
group. 
 
If the group is open to 
join, you can see 
events and post a 
message. 
 
You can also view any 
files uploaded, and see 
assigned tasks and any 
volunteer opportunities 
(positions) available in 
the group.  
 
 
 
 
 
  
 
RSVP for an event by 
clicking on the event name on 
the group home page and then 
on the RSVP button.  If it is a 
recurring event, you will be 
registered for all events.   
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Once you join a group, you 
will be able to see other 
participants in the group 
and send email or view the 
individual’s profile (click 
on the person’s name). 
 
 
 
 
 
 
 
Admin Privileges 
 
If you have been 
given permission to 
work in a particular 
administrative area, 
you will have an 
additional ‘Admin’ tab in your top navigation bar.   
 
Your ‘to do’ items will be listed in the ‘Attention Needed’ box.  Click on the link to see the item.   
 
The Communication tab will be added if any of your groups have messages posted or if you have used the 
saved letter feature.   
 
 
 
 
We hope you enjoy connecting with these new tools.     
 
 
 
 
 
 
 
 
Help 
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If you need assistance, go to Help in the top nav bar.   
 
 

 
 
 
Click Help Center for knowledgebase help topics. 
 
If you need additional help, click Get eSupport to email an individual at your organization who is able to 
contact CCB for support.   
 
Join the customer forum to share ideas with other CCB customers.   
 
 
 


