
How To Use Planning Center 
The following describes the basics on how to set up and manage your Planning Center 
account.

You can interact with this program through a web browser, or download the app on your 
phone. Search for “Planning Center Services” on your app store. The app is generally more 
user-friendly, so you are encouraged to check it out!

If you would like to know more on how to use Planning Center, they have many helpful articles 
which you can access by clicking the       on the upper right of their site.




1. Setting Up Your Account 
Whenever someone joins the Church Online 
Hosts Team, they will be added to Planning 
Center Services. After discussing your 
schedule with a team leader, you will receive a 
welcome email containing a link to set up your 
account. It will take you to 
planningcenteronline.com and ask to verify 
your account by email or your mobile phone. 
Once you verify, you can enter a password 
that you can use to log in online or on the app.






2. Responding to Scheduling Emails 
Online Host Teams are scheduled a full month at a time. So, 
before the last Sunday of each month, you will receive an 
email with the next month’s dates.

If you serve only once a month, you will receive an email with 
the date and gathering time you are serving. At the bottom of 
the email, you can click on either “Accept” or “Decline”to 
respond to the request.


If you serve multiple times a 
month, it will have a listing 
for each date you have 
been assigned and a link at 
the bottom of the email to 
log in and and “Respond To

Requests.” Clicking this link

will take you to the Services website where you can “Accept 
All" requests or “Decline” or “Accept” each request 


individually.

If you receive texts, you will 
get one text for each 
weekend. You can click the 
link in the body of the text; 
there is no need to log into 
your account.


http://planningcenteronline.com




3. The Importance of Responding 
The team leaders have the ability to look at the weekend calendar and see who has accepted, 
who has declined, and who has ignored the request. It helps greatly to have everyone 
respond, so that the leaders can ensure enough volunteers are in place for each gathering. 
Don’t be afraid to decline a weekend! That will allow the leaders time to reach out to more 
people if needed. Here is what it looks like on the master calendar:


	 UNCONFIRMED	 ACCEPTED	 DECLINED




4. Automatic Reminder Emails 
On Wednesday mornings at 10:00am, Planning Center will 
automatically send reminder emails and texts to people who 
have accepted the schedule request. It will also be sent to 
people who have not yet responded, prompting them to log 
in and either accept or decline the weekend.

If someone has already declined, they will not receive a 
reminder email or text.




5. Setting Up Vacation 
Planning Center has the ability to allow you to schedule vacation dates in advance, which 
means you will not be scheduled for those weekends, nor will you receive emails! It also helps 
out your team leaders, because they can schedule more volunteers to take your place.

Log into your account. On your schedule page, you can either click on“Block Out Dates” near 
the top or “+Add blockouts” below the calendar on the left side of the page. This will take you 

to the calendar where you can 
block off a single date, or 
multiple days at a time. Once you 
have done this, click on “Save 
Blockout.”
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