
Planning Center Online New User Guide 



To begin, you will receive an email with directions and a unique username and  

password. If you volunteer in multiple ministries, you will use the same account for all 

ministries. Make sure to add the domain name, @planningcenteronline.com, to your  

safelist to prevent emails from going to your junk mail.  

Click the www.planningcenteronline.com link to go to your account. 



You can also access Planning Center Online directly. 

Go to www.planningcenteronline.com 



Enter username and password, check “remember me”, and click “Go”.  

Forgot your password? Click “forgot password?” 



Enter your email and click “Send Password”.  

You will receive an email with your password. Your username is your email address, for 

example, mrosales@thechurchlv.com. 



When you login, you will be taken to your schedule page.  

Here you can view the volunteer positions which you have accepted.  

You can also chose to decline a previously accepted position. 



The first time you login, go to your “my account” page. 



Click the “Change Password” button and change your password to something you can 

remember. This will be your password from now on. 

Make sure all of your contact information is correct and click “Add Another” if you need 

to add an additional email address, mailing address or phone number. 



If you have a mobile number, a check box will appear providing you with the option to 

“Enable Text Messaging”. If you select this option, you will need to select your “Text 

Messaging Options”. You have the option to receive scheduling emails only, general 

emails (informative) or both. I recommend selecting both. 



Once all of your contact information is updated,  

click the “Save Person” button to update your account. 



I would encourage you to block out any dates that you are unavailable as soon as you are 

aware of them.  

You can do this by clicking “block out dates”. 



A box will pop up for you to select the start and end dates/times and list a reason.  

Select “accept” to block those dates/times.  

You will not be scheduled during these block out dates/times. 



You will now be able to see the dates you’ve blocked out from your schedule page. If 

you’d like to edit these dates or delete them all together, click the “Block Out Dates” 

button and edit the information. Don’t forget to click “accept” to update your account. 



If you would like Planning Center Online to sync to your iCal, Outlook 2007 or Google 

Calendar. Click the appropriate link and follow the directions. You can also “Install the 

Facebook Application”. If you would like to install an application for your phone, search 

for Planning Center Online and install the free application. 



When your ministry area leader needs you to serve, you will receive an email. The email 

includes the date, time and position for which you are being requested. .(If you have  

enabled text messaging, you will also receive a text message request. Follow the  

directions on the text, and it will send a response to the scheduler and update your  

account.) If you are available for that date and time, select “Accept”, if not select 

“Decline”. 



If you accept, you will be taken to the order of service for the service which you  

accepted. You can also click the blue arrow next to your area of ministry to see who you 

will be working with. The scheduler will be informed of your response and the date will 

now appear on your schedule page. 



If you decline, enter a reason in the text box provided and click “Decline & Send Rea-

son”. This will be sent to the scheduler so they can schedule someone else for that  

service/position and edit your schedule as requested. 


