
Planning Center Services 

Logging In 
To log in under planning center, head to https://login.planningcenteronline.com/login/new


If you are not already logged in, you will be presented with a webpage like this:


If you’ve never logged in before, you may need to create a password and you can do so by 

clicking the button.


It will ask you to provide your email or phone number that is on file in the church database. If 

you are unsure what email or phone number that is, please ask us, as it is very important to use 

that same email or phone number so we do not create duplicate accounts for you.


https://login.planningcenteronline.com/login/new


This process will send you an email or text with a code to authenticate yourself with and then 

create or update your password. Once your password is set, go back to the login page and 

login with that email/phone and password.


Planning Center 

Once logged in, you will be presented with your 

dashboard, which can be customized to show 

different information. However we will be moving to the Services portion of Planning Center 

from here.


To do so, click on the Home button and choose Services




Planning Center Services 

Your Planning Center Services page may look different than others, but to get to the main 

folder that contains all the Serving Teams, click on the “plans” tab and make sure you navigate 

to the Life Source International Church folder by clicking on the title. 


In this example, Host Team showed up by default, so I clicked on the arrow next the Host Team 

title to then see Life Source International Church as an option, then click on that to see all the 

teams







Your Teams 
Many of the teams are listed when viewing the Main Life Source 
International Church folder. In this example, we will use the Host Team. 
After clicking on the Host Team, a new page shows up where it splits the 
schedule up between Parking Lot Team and Host Team.


Each Schedule is based on a Service / Event. So Sunday September 
4th’s schedule us listed here.


By clicking on the September 4, 2022 plan for Host Team You will see 
the Schedule for that day


Scheduling 

Once you are in the September 4th plan, you will then 
see on the left of the page it is  split between the 

service times; 9am and 10:45am.





By clicking on the Host Team 9am or 10:45am you will see 
each position that needs covered. By clicking on a position, 
on the right of the page a section will pop up to choose an 
individual to schedule for that position.




This is what you see on the right of the page 
when scheduling a position. 





If no one has served in that spot before, it will 
ask you to search for a person to add to that 

position. 





Once you’ve selected someone, don’t forget to 
hit the green “ADD” button at the top right.




After you’ve hit the “ADD” button, they will 
show up in the post of scheduled positions, and 

once you’re ready to send your team their 
schedule request, you can hit the send button 

to send them an email. If their cell carrier is 
listed in their profile, they’ll also receive a text. 

Even more, if you download the Planning Center 
Services App, they’ll be able to get notifications 

and accept or decline their schedule through 
the app.


Adding Team Members 
When you start off, you might not have any people to schedule because they have yet be 
added to the Service section of Planning Center.


To add your Team Members to your Team, choose the People tab in Services


You might automatically see your team members when you’re on this page, here it 
automatically shows me the team members that I lead by adding this filter.


Click the X to the right to clear the filter and see all people in Planning Center Services.

It’s best to search for your team member’s names to be sure they’re not already in Services 
before you decide to use the Add Person button at the top right of the page.


Here I search for a team member by name, and they show up because they are already in 
Services. But we need to see if they are part of the correct team. Clicking on their name will let 
us see more info about their Services Profile






Once in their profile, the 
bottom right of the page 
shows what teams they 
are on and each position 
they have served in. 





If this section is empty, click on 
“Add” to bring up a menu to add 
them to your team and assign an 
initial position they fill. You can add 
more as you schedule them in the 
future


If you are trying to add someone who has never been on a team, go to a service 


Adding Plans 
Plans are required to schedule your team. A plan is just setting a date and time for an event, 
mostly Sundays, but sometimes for special events on other days and times.


In Planning Center 
Services, click on 

the Plans tab at the 
top to see all the 

plans for your Team 
Folder. To add a 

plan, click the 
green “ADD PLAN” 

button below the 
existing plans for 

that team. 







A menu will pop up for you 
to add a new plan, and it 
uses the previous plan 
times as a template. You 
can also create multiple 
successive plans by 
changing the quantity. This 
ways you can create 
several weeks of services 
as once and then go in 
and make the schedule for 
each.





Adjusting Positions 

Sometimes you need more positions available for special 
services. So, say you need two ushers in a section or more 
door greeters. You can adjust that per service by clicking the 
“Actions” button and choosing “Needed Positions”





This will change the positions view of the positions by 
adding plus and minus buttons to change the number of 

spots to fill for each position.




Once you’re done editing, be sure to hit the green “Done” button 
where “Actions” used to be.
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