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The Church Admin plugin can be installed from within your WordPress website.

Click on Plugins, the Add New

Test

Installation

s Add Plugins  upicad Plugin
Posts
Featured  Popular  Recommended  Favouritas Keyword | Search plugins...
Media
Pages Plugins extend and expand the fonality of 55, You may install plugins from the WeordPress Plugin Birectory or upload & plegin in .zip format by clicking the buttan at the top of this page.
o]
Comments
Akismet Anti-Spam & uUpdate Now Jetpack by Install Maw WP Super Cache nstall Now
L) Akismet chacks your Mora Datails WordPress.com Mors Detalls A very fast caching engine for Mara Details
K Plugins @ = o comments and contact farm The one plugin you need for WardPress that produces
submissions against our globel " " . static html fies.
9 g stats, related posts, search
Installed Plugins database of spam Lo... anging aptimisation, sacial By Automattic
sharil Hact e o
A By Automattic haring, protaction,
Editor By Automattic
i (1,330) Last Updated: 2 months ago
[ 1852) el e T AN 14 Millian Active Installations ¥ Campatible with your version of
- 1+ Million Active Installations + Compatible with your versian of [1,456) Last Updated: 2 weeks go WaordPress
Tools WardPress 1+ Million Active Installations + Compgatible with your version of

WordPress
Settings

In the search box top right, please type Church Admin
You should then see this in the list of plugins. ..

Church Admin Install Now

Organise and communicate church life, with associated
Android and iOS smartphone app. Directory, calendar,
schedules,...

More Details

By Andy Moyle

(12) Last Updated: 4 days ago

800+ Active Installations v Compatible with your version of WordPress

Click on Install Now and then Activate

A left hand menu item Church Admin should appear on the left and in the top toolbar.
If you click either of those you will get an mitial screen

July 2020 v2.6

www.churchadminplugin.com 4



i Test 3 4+ New Church Admin

Dashboard
Church Admin Plugin v2.5300

o Posts

Donate
7 Media . ) )
Sign up for news and free PDF manual | Email address
Pages
CHURCHADMIN People

Comments

People (
Prayer Requests Search || Include inactive entries m

Children
Bible Readings Filtered Address List

Classes " . "

Use the checkboxes to filter the address list you will see
Appearance
) Events People totals in brackets are for that particular item enly
& Plugins
e H Attendance Gender
Tools Groups [ ] Male (0)
(] Female (0)
Settings y Services
Email Address

Church Admin 4 &% Sites

No email address (0)

Sessions Has email address (0)

The plugin is based around an address directory so that’s the first thing that needs to be added to before you do
anything else. You can upload a CSV of your current directory or Add a household. To start with let’s do it the
easiest way “Add a household”

Add a household

The household is the key building block of people within the Church admin plugin.

Because the church admin plugin 1s used all over the world the concept of a household as meant in the plugin
needs defining.

A household is a connected group of people living at the same address. They can all share the same last name or
have different ones. They can be related or not. And there can be more than one household at an address (e.g. a
group of young adults who share a house)

A household could be. ..
¢ A traditional Western family made up of mum and dad and children who all share the same surname
¢ An Eastern European married couple where the last names are spelled differently gender
¢ A single adult

® A co-habiting couple who have kept their last names.

On first run of the Church Admin plugin , most of the form fields are shown. Later you can adjust some of
them to suit your situation.

Here’s what the screen looks like.
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W) @ TheGatewayChurch <1 B <4 New Church Admin Contact Form 0 Today

Dashboard
Church Admin Plugin v2.5400

Posts

Donate
Medi

@ Sign up for news and free PDF manual | Email address News sign up
Links
CHURCHADMIN Add new household
Pages
EE People
Comments
Add household .
Blocks Person #1 (Click to toggle)
Import CSV R
Prayer Reguests required
App Content PDF directory First Name *
s First Name

Bible Readings Member Types |
Acts of Courage Custom fields liinalos

| Middle Name
Activity Create user accounts

Nickame

Emails Batch geocode

| Nickame

Appearance Download CSV
Prefix e.g. "van der"
ir Plugins @

Recent People Activity | Prefix .g. van der

Users Rrhd
bl Last Name *
* Tools

Everyone visible | Last Name

Settings
& Chidren CEELS

Most of the options and fields should be self explanatory.
After you have added the first person’s details you can click “Add another person” to add another.

When you have added all the people in that household, you can add the address and landline phone number if
there is one.

Once you have entered the address , click on

“Please click here to update map location, once you have entered an address”

All being well, the address will be shown on the map and you can drag and drop the red pin to get it exactly
right,

If it doesn’t work, don’t worry you may need to do some more setting up, before you can use Google’s
geolocation service — more on that later.

The Private checkbox, stops that person being shown on the public directory.
Click Save to finsh that household.
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Add another person Remove person

Phone 01234 567890
Address
10 Downing Street, London, W1

Please click here to update ma

location, once you have entered an address...

Once you have clicked above, this map will show roughly where your address is.

o
= B rA
- Map  Satellite -
1 z
5 B
(]
4 =]
=
o
(=3
7 10 §owning Street
&
Downing St Richmon g
g
o
2.— Metrc ¥ la
g oThe Ceno =
Googdle

Map data ©2018 Google Terms of Use'T Report a map emor
Private (not shown publicly)

It’s really important that all your directory entries are connected to website user accounts, so you can keep data
secure.

Then you will see a screen showing the whole household’s details. ..
Edit Person

| Person Edited

Search Go

Household Details

Select different address list
o view

All Member Type...  § | Go
You can drag and drop to sort people display order [First persen is head of household)
- " Pers Memb - P - - " . M to different
Edit Delete Picture Name Sex ersen Ermber Site Ministries Privacy Settings Email Mobile ove to dieren WP user
type Level househald
Edit Delete Andy Male  Adult Mailing List Main Elder, Email Send - yea Move Create WP
Moyle Venue Small Group SMS Send - yes User
Leader Mail Send - yes
Show in directory -
yes
Verbal
Edit Delete Picture Mame Sex persan Member Site Ministries Privacy Settings Email Mahile Move to different WP user
type Level househald
Nnataz

Notice on the right that the WP User column has “Create WP User” as a link

It’s really important that your directory entries (the ones with email addresses anyway) also have subscriber level
website accounts, so you can keep everyone’s data secure.

If you click “Create WP User” it will connect the entry to an already created user account with the same address,
or automatically create a new one and send out the username and password to the person.

Later you can do that in bulk on the People tab by clicking Create User Accounts.
July 2020 v2.6

www.churchadminplugin.com



Across the top

Donate — allows you to Paypal me a donation in gratitude for the plugin ;-)
You can signup to the email news list too — I send out an email on most big updates of new features etc.

Registration Form

Many churches would prefer people to be able to add themselves to the directory and/or edit their own entry.
There’s a shortcode for that!

Shortcodes are a way of adding content to a page or post automatically. To add a registration form that allows
website users to add themselves and for logged in users to edit their entry, the shortcode to use 1s

[church_admin_register]

Normal users will only be able to edit their own household, admins can click the edit entry link on an address
list page and edit that household.

You can restrict what elements of the form show by adjusting the shortcode.

[church_admin_register exclude="middle-name nickname,prefix,date-of-birth,marital-status,image,small-
groups,classes,socials,ministries,mobile,gender,custom"] use any or all of those items to change the form.

Restricting content

Wordpress is a bit clunky when it comes to making content private — it disappears from menus and then even
the right people won’t be able to find it unless you give them the URL.

There’s a new shortcode to restrict content to onlybe viewable by certain logged in users. It uses a feature of
shortcodes where the shortcode 1s split in two with content between the two parts — in this case, the content you
want to restrict...

[church_admin type="restricted” member_type_id="1,2,3"] The content to restrict [/church_admin]

That will deliver a please log in to view message to users who don’t have permission to view the content.

You can set which member levels can view using a comma separated list of member_type_ids. Those numbers
can be found by clicking the Shortcode button on the Church Admin menu page.
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CHURCHADMIN

B

People
Children
Classes
Events
Attendance
Groups
Services
Sites
Sessions
Communications
Rota
Calendar
Facilities
Ministries
Media

App

Settings

Support
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The Modules

On the left hand side, there is a vertical menu of all the Church Admin
modules underneath the Church Admin logo. As you click on a module, it
expands to show more menu items

People — contains all the directory functionality

Children — allows you to set up childrens work age ranges

Classes — 1s for setting up classes like Sunday School and Alpha Courses and
so on.

Events — 1s a booking system for ticketed events (which can be paid for events
using PayPal for a one off upgrade of £20 GBP)

Attendance — allows you to record raw attendance numbers and individual
attenance

Groups — allows you to setup your small groups

Sites — allows you to set up Church venues.

Services — sets up your services.

Sessions — is for you if you want group leaders to record what is happening in
their small groups.

Communications — is for communicating by email or SMS either to small
sections of your church like a ministry, all the men, certain small group or
everyone.

Schedule (Rota in the UK) — is for organizing who is doing what at each
service and communicating manually or automatically each week.

Calendar is the , er, calendar

Facilities allows you to arrange bookings for facilities like rooms or
equipment.

Ministries allows you to set up the different departments or ministries within
the church for use on the rota/schedule and communications. Some examples
— elders, small group leaders, kids-workers, preachers and so on.

Media i1s for audio and video podcasting your sermons using your website or
external providers to store the files.

App 1s to sign up for the smartphone app and if subscribed, setting up content
Settings is for settings within the plugin.

There are also two post types added for use by the plugin. These are on the

main WordPress admin menu.

Prayer Requests and Bible Readings

www.churchadminplugin.com 9



Settings

Now you have your first household entered, it’s a good time to set some settings. Click on the Settings module.

# The Gateway Church <1 4 New Church Admin Contact Form 0 Today

Dashboard . .
Church Admin Plugin v2.5400
Posts
Donate
Media
Sign up for news and free PDF manual | Email address m
Links .
SrlEERbEh L General settings
Pages -
People
Comments Redirect page after login by
Children “subscriber® | Select a post or page v
Blocks
Classes
Prayer Requests i . PP " P
Explanation for volunteer You can volunteer for various ministries in the church here. The team leaders will be in touch
App Content Events shortcode
Bible Readings i Aftendance
Acts of Courage Groups
it Activity Services
Emails Sites
¥ Appearance Sessions
. Acts of courage post type (]
¢ Pl . S =
e H Lo Communications
o Users
Rota Make acts of courage viewable o)
/ Tools by logged in users only —
L Calendar
Settings
b Facilities Message for Acts of Courage We love to hear stories of acts of courage in sharing your faith and extending the kingdom
4} Theme Options submission form
Ministries
£ Church Admin
£+ Clone Bible Media
Readings
App
1} Delete Church
Admin Settings
4} Contact Form General Settings
4} Frontpage gallery
Choose modules No Bible readings custom post

The Church Admin Settings has 16 sub menu items as the plugin is very customizable!

General Settings allows you to configure the basics.
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Choose Modules

This setting allows you to select which modules are visible in the menu.
Simply uncheck the ones you don’t need.

@b Dashboard ) )
Church Admin Plugin v2.5400
A Posts
Donate
Media ) : .
Sign up for news and free PDF manual | Email address
Links ) o
; i i Set which module tabs are visible
'ages
. EE People
Comments ‘ People S
o Children
Blocks
Classes Rota .
Prayer Requests v
App Content Events
Children v
Bible Readings = Attendance
Acts of Courage Groups Classes J
Activity Services
: - Calendar v
S ETH] Sites
A Appearance Sessions Comms "
¢ Plugins @ Communications
o Users Groups v
Rota
# Tools . B
;| Calendar Media v
[§ Settings
i Facilities -
£+ Theme Options Facilities 7
: Ministries
£+ Church Admin
) . Ministries v
£+ Clone Bible ) Media
Readings
O App .
£} Delete Church Services v
Admin 'ﬂ' Settings
%3 Contact Form General Settings Saions 4
£+ Frontpage gallery
Choose modules Attendance vi
ad Google Analytics
Choose filters
O Co Events v

Restrict access

Marital Status
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Choose Filters

The people module has a filter so you can view your people directory according to drill downed filters

Choose which filters are shown

Genders

Email address
Mobile phone
Data protection confirmed
People types
Active

Marital Status
Sites

Member Types
Small groups
Ministries

Birth year

Birth month

Parents

July 2020 v2.6
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People Types

The plugin divides people into adult, teen and child by default. You can add other people types if you must!

People Types (Click to toggle)

If you add people types to "Adult®, “Child"/*Teen" the shortcode [church_admin type="address-list"] will not work as expected! Use [church_admin type="directory”] instead
Add People Type

Edit Delete

People Type
Adult
Child
Edit Delete Teenager
Edit Delete People Type

July 2020 v2.6 www.churchadminplugin.com
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Marital Status

The plugin by default has various marital statuses set up — you can change what’s available if you want.

Marital Status (Click to toggle)

Edit Delete Marital Status
N/A

Edit Delete Single

Edit Delete Co-habiting

Edit Delete Married

Edit Delete Divorced

Edit Delete Widowed

Edit Delete Marital Status
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Permissions

You can restrict what user roles can access what modules within the plugin easily here.

Permissions (Click to reveal)

You can either set individuals or allow roles like adminfeditor/subscriber to have permission for various tasks

Set individual permissions

Directory

Small Groups

Rota

Funnel

Bulk Email

Sermons

Bulk SMS

Calendar

Attendance

Member Type

Service

Prayer Chain

Sessions

App

administrator ¥

administrator ¥

administrator +

administrator ¥

administrator ¥

administrator =

administrator ¥

administrator ¥

administrator ¥

administrator ¥

administrator *

administrator ¥

administrator ¥

administrator =

As you can see there is also an option to Set Individual Permissions. Warning there be dragons on that page!

July 2020 v2.6

www.churchadminplugin.com

15



Individual Permissions.

Enter names separated by commas of who 1s allowed to do what and click Save.
Make sure they have a user account connected to their directory account first though.
If it all goes horribly wrong an admin can check Delete all user permissions

Who is allowed to do what?

Delete all user permissions Don't forget to save!

Directory Enter names, separated by commas
Rota Enter names, separated by commas
Bulk SMS Enter names, separated by commas
Bulk Email Enter names, separated by commas
Sermons Enter names, separated by commas
Calendar Enter names, separated by commas
Follow Up Funnels Enter names, separated by commas
Attendance Enter names, separated by commas
Member Type Enter names, separated by commas
Small groups Enter names, separated by commas
Service Enter names, separated by commas
Prayer Chain Enter names, separated by commas
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Google Maps Geolocation Settings

You need to get a Google Maps API key so that maps work within the plugin.

Go to https://developers.google.com/maps/web/ and sign in with your Google account.

m Google Maps APls Home Documentation Pricing and Plans Q. Search ALL PRODUCTS 3 ‘

Web

. o GET A KEY VIEW PRICING AND PLANS
Embed Google Maps features and functionality in

your sites.
SEND FEEDBACK

The maps your users love

Use Google's native web APIs for visualizing maps and accessing
rich mapping features like accurate directions and Street View.
Whether you write JavaScript in your sleep or can't write a single
line of code, we've got you covered.

»MW  Google Maps JavaScript API
-~

Customize maps with your own content and imagery.
Robust feature support.

<l Google Maps Embed API

Add a Google Map to your site without writing code or
quota limits.

Help us improve this website 0 x

-

Google Street View Image API
Question 1 of 4 or fewer:

Which of the following best describes
you today?

Real-world imagery and panoramas.

.' Google Static Maps API

I'm considering using Google Maps APls
Embed a map image without JavaScript or dynamic page

. I'm looking for directions on a map
loading.

Click on Get a Key, then enter a project name and click next

Enable Maps Web APls

Church Admin Manual

CANCEL MEXT

You'll see your API key next
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You're all set!

You're ready to start developing!

YOUR API KEY

To improve your app's security, restrict this key’s usage in the AP Co

Copy it onto your clipboard (<Ctrl><c> on a PC, <cmd><c> on a Mac) as you will need it in a moment.
Click API Console, which opens a new tab.

This API key can be used in this project and with any API that supports it. To use this key in your application,
pass it with the key=API_KEY parameter.

Creation date 2 Feb 2018, 17:33:00
Created by andymoyle20@gmail.com (you)
API key
[n
Name
Church Admin Manual

Key restriction
Key restriction lets you specify which websites, IP addresses or apps can use this key. Learn more.

None
® HTTP referrers (websites)
IP addresses (web servers, cron jobs, etc.)
Android apps
i0S apps

Accept requests from these HTTP referrers (websites) (Optional)
Use asterisks for wildcards. If you leave this blank, requests will be accepted from any referrer. Be sure to add referrers
before using this key in production.

*localhost/wordpress/* P

* axample.com/*

Note: It may take up to 5 minutes for settings to take effect

o I

In the key restriction section, check HTTP referrers and then add your domain name with wildcard asterisks
before and after. The asterisks make sure http:// and https:// and www and non www versions work and also
all pages on your site.

July 2020 v2.6 www.churchadminplugin.com 18



e.g. *.thegatewaychurch.info/*
And then click Save
Now click Dashboard on the left

Dashboard ENABLE APIS AND SERVICES

Enabled APIs and services
Some APIs and services are enabled automatically

Activity for the last hour Thour 6Ghours 12hours 1day 2days 4days T7days 14days 30days
Traffic Errors Median latency
Requests/sec Percent of requests Milliseconds
There is no traffic for this time period. There are no errors for this time period. There is no latency data.
API ¥ Requests Errors Error ratio Latency, median Latency, 98%

Google Maps Directions API - - - - - Disable %2
Google Maps Distance Matrix API - - - - —  Disable £
Google Maps Elevation API - - - - ~  Disable £
Google Maps Embed API - - - - ~  Disable %
Google Maps Geocoding API - - - - - Disable %%
Google Maps JavaScript API - - - - - Disable %2
Google Places APl Web Service - - - - - Disable %2
Google Static Maps API - - - - —  Disable £
Google Street View Image API - - - - - Disable %2

We need to make sure Javascrpt API and Static Maps APIS are enabled as above.
Go back to your website and the Church Admin Setting page — click the General settings to show them and
paste your API key in the Google Maps API key field and click Save Settings

If there 1s a problem with your API key then your map could look like this

Oops! Something went wrong.

This pages disit sl Gscejhs Mg cimaetly S th Javiierisn esiuen i fof lechnicsl saniila

It asks you to look at the console — so if you are using Chrome, right click and then click on Console. ..
And in amongst all the other data, there will be a red error like this one. ..

© »Google Maps API error: RefererNotAllowedMapError https:
Your site URL to be authorized: http: Hlucalnostfwordgresslwn-ammjadmxn ghg?gage-church admin%2Fin dex php&action=small urougs&tab-small qroups

It gives a web URL showing what the error means, which clicking showed

July 2020 v2.6 www.churchadminplugin.com



RefererNotAllowedMapError Error The current URL loading the Google Maps JavaScript API has not been added
to the list of allowed referrers. Please check the referrer settings of your API
key on the Google API Console.

See API keys in the Google API Console. For more information, see Best
practices for securely using API keys.

So I clicked on “API keys in the Google API Console” and discovered I had got the u1l slightly wrong.

General Settings

General Settings (Click to toggle)

Make prayer requests
viewable by logged in users
only

Allow social media to be
saved in directory

Use prefix for names

Use middle name for names

Add nickname for names

Google Maps API key

Directory Records per page

PDF Page Size A4

ar

Avery ® Label L7163 ¢

It'll take 5-10mins to work, but then maps should show within the plugin.

July 2020 v2.6 www.churchadminplugin.com
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Importing CSV
If you have your current church directory in CSV format you can import it into the plugin easily.

Dates are written differently by different nations. My birthday happens to be 08/03/1970 — that may cause my
American friends to send me a card for the 3 August, but they would be 5 months late as my birthday is the 8%

March. So for safety, edit your CSV in Excel so dates show in yyyy-mm-dd format.

On the People Tab there is an Import CSV button which brings up this screen.

WV @& TheGatewayChurch <1 B <4 New Church Admin  Contact Form 0 Today

& Dashboard

Church Admin Plugin v2.5400

A Pos
: = Donate
o 5
2] Meda Sign up for news and free PDF manual  Ermail address Mews sign up
Links
CHURCHADMIN Import CSV - please save spreadsheet as a CSV file before uploading!

M Pages
BE Pacple Create a csv spraadsheet with aach row as one parson and a column header row. You can create a CSV file in your favour
L first name, middle name, nicknama, prefix, last name, gandar, marital status, date of kirth, email, cellphons, home phene,

Add househald J s a2 s last O g 1 3 i 3 2 3 L h
A Blocks One column can be ministries, pleas

F
Imnpert TSV

A Prayer Requests Date of birth works most rellably as yyyy-mm-dd e.g. 1970-03-08 fer Bth March 1970
»
>
.

s ; 1o separate the ministries. &.9.Pastor-Elder Wership Leader

App Content PDF directory For people types, these values are recognised.. Adult, Child, Teenager
Bible Readings Mamber Types Helpful tutorial
Acts of Courage Custom fislds CSV File with 1t row as haaders. Choose fie | No file chosen

ails?,

Overwrite current address

w Activity Create user accounts

_ Unlnad
&4 Emails Batch geocode

A Appearance Downoad CSV

Choose the file, check overwrite current address details and click Upload. The next screen allows you to map
the CSV columns to the right headings.

& ™ way Church 1 1B + Church Admin  Contact Form 0 Today

% Dashboard

Church Admin Plugin v2.5400

Posts

Damate
Media
5100 for e e POF manua | Emat acress [eesnis ] T e
_ hen click Save.
CHURCHADMIN Fila Uiploadad and saved
Pages
B Pecple Yous Header Mags 1o
mants ([ LastName  Linused v
L First Name Unused w
Impo
Prayer Requests Middle Mame  Linused -
POF dire -
Gandaer Unused W
Member Types
’ Marital Status  Unused w
Acts of Courage Custom fields Address! Unused -
& A Create user accounts Address2 Unused ~
Emaits Batcd i city Unused v
State Unused w
Appearance Download CSV
) Zip Unused .
¢ Plugirs (1 Rscant Preople Activity —
Homa Phone Unused w
Users. irthd
Birthdays Mobile Phone  Unused -
ools
Email Unused w
Settings
2 Member Unused w
Themea Opt -
A Member Type  Unused -
® S
7
Gurchadmin - 4 Poople Type  Uinused v
& Mail send Unused w
S sand Unuised w
email send Unused w
photo permission  Unused e
Directory Year  Linsed w
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Recent People Activity

Is on the People tab and shows the last people who have been added or edited on the plugin

Recent People Activity

Email newly assigned follow-up activity

« Previous n 2 3 4 Next»

Edit Delete Name Member Level Follow Up Action Mobile Email Last Updated

Edit Delete Mailing List 2nd February 2018
Edit Delete Mailing List 2nd February 2018
Edit Delete Mailing List 2nd February 2018

Member Types

Is a really powerful feature. The plugin starts with two — mailing list and member. You can add many more for
communication purposes or for follow up funneling.

Member Types (Click to toggle view)

Add a member Type

Member Types can be sorted by drag and drop, for use in other parts of the plugin

Edit Delete Type Reassign

Edit 185 people who are Mailing List Mailing List Reassign people to  Member & = Reassign
Edit Delete Member

Edit Delete Type Reassign

For example — we use Visitor, Irregular Attender, Regular Attender, Member
You can edit current member types, add new ones and by dragging and dropping on that table sort the order
they are shown in different parts of the plugin.

Lastly you can bulk move one category to another.
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Birthdays

There’s a shortcode for showing birthdays and a widget too, but you can check them out in the admin area
under the People module

Birthdays in next 31 days (Click to toggle view)
Birthdays within the next 31 days:

Name Date
02 Feb
04 Feb
26 Feb
26 Feb

Custom fields

A new feature is the ability to add custom fields to the directory.
Click Add a custom field to bring up this form

Edit custom field

Custom field name Wedding Anniversary|

Custom field type Date v

The Custom field type allows you to choose between Date and Text field.

July 2020 v2.6 www.churchadminplugin.com
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Ministries Tab

The next task to set up Church Admin is to add some ministries —these are going to be important for the
schedule/rota and kids work and for communication. To get you started the plugin has Elder and Small Group
leader by default. Small Group leader can’t be deleted as it 1s vital for the Small Groups section

Ministries

Ministries PDF
Edit Delete Ministry (Click to view people) Safeguarding Needed Shortcode
Edit Delete Elder [church_admin type="ministries" ministry_id=2]
Edit Can't be deleted Small Group Leader [church_admin type="ministries" ministry_id=1]
Edit  Delete Ministry Safeguarding Needed Shortcode

To add a new ministry click on Add a ministry!

Add Ministry

Ministry Name
Safeguarding needed?

Parent Ministry

e

Or choose a parent ministry None

People in ministry Enter names, separated by commas

Check safeguarded needed when it 1s a ministry that i1s within children or vulnerable adults and you will later
want to track their legal permissions to do that.

You can create oversight for ministries using “Parent ministry” — as an example we have Small Group Coaches
to oversee our Small group leaders, so we edited the Small group leader ministry to add the parent. As we grow,

we may have Zone Pastors to oversee the coaches and so on!

Lastly you can add people to a ministry here or by editing their people entry and checking the box.

Click Save Ministry to finish.
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Children Tab

Kids Work

Download a kids work PDF (Click to toggle)

Add a kidswork age group

The dates will go up a year on January 1st automatically.

Safeguarding (Click to toggle)

Choose which nation's safeguarding standards to use (Click to toggle)

The children tab allows you to create age range groups for your children’s ministry. If dates of birth are stored in
the directory, then children are automatically sorted into the correct group, unless you check the override
option.

Start by clicking Add a kidswork age group —but make sure you create a ministry for it first (p19)!

Add a kids work group

Group Name

Youngest
Oldest
Led by people from v Elder ]

Kids worker
Small Group Leader
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Clicking the Youngest and Oldest brings up date pickers — our kids work revolves around school years so we

use 1% Sept as oldest and 31% Aug as youngest.

Safeguarding

Currently I have been given what 1s needed in the UK and Australia or safeguarding children.
Place people in to ministries that require safeguarding first — see p# for details.

Then set up your jurisdiction — get in touch with details for your nation to support@churchadminplugin.com

Safeguarding (Click to toggle)

Choose which nation's safeguarding standards to use (Click to toggle)

Please let me know if your nation has child protection or safeguarding requirements for people working with children and vulnerable adults.

Australia

United Kingdom

I'm going to go with UK where I am based!

Next you can adjust which ministries require safeguarding. ..

Which ministries require safeguarding? (click to toggle)

Elder
Kids worker v

Small Group Leader

Now I discover I don’t have anyone doing a safeguarded ministry — and actually elder should be too! They
shepherd some interesting sheep ;-) Go back to your ministries page pl9 to edit who’s in a safeguarded ministry

or edit the people individually.
Sorted it - That’s better

People in Safeguarding required ministries (United Kingdom)
Edit Name Position  Volunteer/Paid Start Date  Application form
Edit  Andy Moyle Elder

Edit Name Position  Velunteer/Paid Start Date Application form

Reference 1 Reference 2 Interview  DBS Status and Action DBS Number  DBS Date?  Review Date

Reference 1 Reference 2 Interview  DBS Status and Action DBS Number  DBS Date? Review Date

You can then edit the entry and keep track of safeguarding requirements.
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Search

At the top of the people module, there is a search box.

People

Search‘ [ ] Include inactive entries

People can be active or inactive (useful if you have lots of people in the directory but who don’t attend!)

The search results allow you to click through to where you want to go...

Search Go

Address List Results for "moyle”

Delete Last name First Name(s) Address Last Update
Delete Household Moyle Andy & 28/May/2013
Delete Last name First Name(s) Address Last Update

Rota results formoyle

Date Service Name Job

4th Feb, 2018 Sunday Service Andy Moyle Preacher

dath Feb, 2018 Sunday Service Andy Moyle Trailer

11th Feb, 2018 Sunday Service Andy Moyle Preacher

18th Feb, 2018 Sunday Service Andy Moyle ‘Worship Leader
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Classes

American churches typically have Sunday school for everyone before the service, so this where the Classes
teature comes in handy. We run Alpha, Lite Group leaders training and Members classes too.

Dashboard

Church Admin Plugin v2.5400

Posts

Donate
Media .
Sign up for news and free PDF manual | Email address |
Links
CHURCHADMIN Classes

Pages

People
Comments

Children
Blocks Edit Delete Class Name (Click to view)

Classes
Prayer Requests Current and future classes

Events
App Content Edit Delete Going Deeper
Bible Readings i= Attendance Edit Delete Class Name (Click to view)

Acts of Courage

Start by clicking Add a Class.

Edit Class
Class Name

Class Description

Led by Enter names, separated by commas
Start Date (yyyy-mm-dd]
Recurring Once

How many times in all?

Category Please select... §
Start Time of form HH:MM
End Time of form HH:MM

Add some people Enter names, separated by commas

The led by field will allow those people to check in class students if you want to keep attendance records.
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Small Groups

A church Small group ministry is one of the best ways of helping people stay connected to church life. As a
church grows, small groups need overseeing and so Church Admin allows multi levels of small group oversight.

Organising Small Group Structure.

Moses couldn’t cope with looking after the whole of Israel on his own, so Jethro told him to organise the people
of God into thousands, hundreds, fifties and tens. Churches using the Church Admin plugin vary in size from
20 to 2,000, so will need a different size structure if you have small groups in your church. If you don’t have
small groups — why not? Acts 2 shows us the early church meant all together and in homes — it’s a place where
people really do get to know one another, care for one another and disciple each other in the faith.

A structure
I'm assuming that you have set up a directory first with people who will end up being in small groups, coaches,
zone pastors etc.

Small Group Oversight
Structure

. Zone Pastors .

Small group Coaches

Small groups

In the plugin a structure like that is shown by clicking Groups and then Small Group Structure
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Small Groups

Small group oversight structure

Add an oversight level

Save

Drag and drop to set oversight order, each row is the parent of the one after.

Zone pastor
Small group coach

Small Group Leader

You can add an oversight level using the form field and clicking save. The levels can be put in order using

simple drag and drop.

Next you can start to populate the levels.

Start that process by clicking on the Oversight Level submenu
Each level has a name and then people who are in that level. For Zone Pastors they might look after a section of
your city or town like East, West. John Smith may look after East and Jane Smith West.

Details of Zone pastor

Add a Zone pastor

Enter names, separated by commas

Save

Delete Name People
Delete East

Delete West

You can edit the names of people at a level on creation and in the table.

Lastly you can start adding and editing the small groups themselves

Adding some small groups will allow you to display a map of when and where they all are on a page or post.

To add your first group, click Add a small group...
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Add/Edit Small Group

Small group name

Meeting Day Sun *
Start Time

Address

Please click here to update Once you have updated your address, this map will show roughly where your address is.
: Bl F
map location...

Map Satellite Colchest . .
" o o
[w1] Clacton-or
g Chelmsford .
Chiltern
Hills AONB P
So n-
m Condon uthend-on-Sea
Reading wzs) °
Wessex { 4 |
Surrey Hills Ca
Basingstoke Aredlaf, @D  Maidstone bl /|
[ M3} Outstanding +
Natural Beauty Kent D ;
Winchester " AOl -
G a I Hrg_h)@:e"‘afd —
° g e Cnnth Nawne Map data £2018 Google Terms of Use FReport a map eror

Leaders for "Small Group

Leader" Enter names, separated by commas

Add peopils to the Enter names, separated by commas

group
Once again most of the fields should be selt-explanatory = s ]
and you can geolocate the address for the map by clicking ~ s™®*®

“Please click here to update map location...” sl n e grovsesean (Clk o Toggl

Downicad Small Groups POF (Click to toggle)

it
- sy Assme

You can quickly build your small group Lst...

g 404 Brap 15 charsge row diapley aroe
Eait Dwien i Marre Lesors W
nattactus vy

st Ea—. il & Teb Wmiages Bl Govuss Dpach Tusdny 20090

ma et i & Barah Vark [N -, Tussadoy 103320
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Sites Module

You need to set up your site(s) and service(s) ready to use in shortcodes and for the schedule/rota.
Out of the box, the plugin just has a main venue set up - you can edit it to give it a new venue name and address

Sites
Venue Address
Main Venue
Address

Venue
The interface should be familiar now, with the ability to drag and drop the marker pin for accurate geo-location

This is important as other maps are centred from your first venue!

Add/Edit Site

Service Venue Main Venue

Address
Kings Lynn Academy, Queen Mary Road, King's Lynn, PE30 4QG

Please click here to update map location, once you have entered an address...

Once you have clicked above, this map will show roughly where your address is.

SLEPS NUISE |y =
Map Satellite c .

st

=

m

“

@

a o

&.
© %0
King's Lynn Academy 8
The Gateway Church
o
MICKS
Google Map data ©2018 Google Terms of Use Report a map error

www.churchadminplugin.com
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Services

Are setup in a similar way — just make sure you add the site first!

Services

Service Name
Sunday Service

Service Name

Day Time Site
Monday 10:00:00 Main Venue
Day Time Site

The Service Day drop down has an “As arranged” option for special services that have varied day and time —

e.g. weddings and funerals

Dashboard

Posts
Media
Links
Pages
Comments

Blocks

Prayer Requests
App Content
Bible Readings

Acts of Courage

Activity

Emails

Appearance
Plugins (1
Users

Tools

July 2020 v2.6

CHURCHADMIN
B People

Children
Classes
Events
Attendance
Groups
Services

Add service
Sites

i# Sessions

€ Communications

Church Admin Plugin v2.5400

Donate

Sign up for news and free PDF manual | Email address

Add/Edit service

Service Name

service Day
Monday
Tuesday

Service Time Wednesday
Thursday
Friday

Site Saturday
As arranged

Or add a site

Active

<)

Save Service»
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Attendance Tracking

You can track attendance with just numbers of you track individual attendance too.

Attendance List

Meeting Service - Sunday Service 10:00:00 &

206 items  « < 1 of25 > »

Date Adults Children Rolling Adults Rolling Children
Sth Mar, 2017 87 17 89 18

22nd Jan, 88 21 a8 19

2017

Rolling averages is a way of smoothing out the weekly ups and downs to see underlying trends on graphs —it’s
an average of the previous year, taken each week. See it on the graphs below as our church doubled in size over
a period of two years!

Attendance Graph
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Individual Attendance

allows you to track individuals!

The first screen allows you to choose which meeting and member types and then the second to individually
check in people

Individual Attendance

CSV download (Click to toggle)
Add Individual Attendance (Click to toggle)

Which Meeting Sunday Service on Sunday at 10:00:00 s

Member type Member
Y Regular Attender

Irregular Attender
Mailing List
Visitor

Individual Attendance

CSV download (Click to toggle)

Add Individual Attendance (Click to toggle)
Service - Sunday Service

Date: 4th Feb, 2018 iz

Attended? Photo Name Address

Jo Do Po po
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Sessions

Is a feature to track small groups in more detail with notes.

Andy & Janet Moyle Smallgroup Session

Group Details (Click to toggle)

Start new session

Edit

Edit session

Edit session

Edit

July 2020 v2.6

Delete

Delete session
Delete session

Delete

Date Attendance
23rd Nov, 2016 3:24 pm 0 attended
0 not attended
0 phoned
26th Sep, 2016 5:17 pm 9 attended
21 not attended
0 phoned
Date Attendance

www.churchadminplugin.com

Notes

Notes

Edited by

29th Sep, 2016 3:10 pm: Andy Moyle

Edited by
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Bulk SMS

You can also send SMS messages. Over the years I have learnt that if you really need very one to communicate
something and be sure people open and read it - the ping of an SMS message does that.

We have set up bulk SMS sending with 3 providers, but recommend TextMagic, who work globally to ensure

your people will recerve SMS sent from your Church Admin install.
If you want to get set up to send SMS to your congregation, then here's what to do.

TextMagic resures Pichg  Customers - Resources - Help - @ Logn R Sign up with TextMagic and click on
"Start Free Trial"

Go through the signup and confirm
your email.

All-In-One Bulk SMS Service for Business

STl [ veweiing | The next stage is to “Choose SMS
sender settings for your account”

: If you don’t see the screen below, click
TextMagic & : on Setup Wizard at the top!

MNew text message

The best option is the middle on “Your own Mobile” so that replies to messages get sent back to you. You will
need to confirm your cell number with a code they send you.

TextMagic {2

o Joined TextMagic 9 Sender Settings 9 Product

Choose SMS Sender Settings for Your Account

ve | MS via TextMagic or your own mobile |

RECOMMENDED
o 0 A
DEFAULT YOUR OWN SMS
SETTINGS MOBILE SENDER ID
Display our SMS virtual Display your own moblle Display your company
number as a sender. number as a sender. name as a sender.
Get replies via TextMagic Replies will go directly to People will not be able to
account, emall or API. your mobile phone. reply to your texts.

Not ready to choose your SMS sender settings? Skip this page.
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The last stage is to get an API key to use in the Church Admin plugin. It’s the first option under “API &
Integrations™ on the right hand side “Create an API key”

TextMagic (I

0 Joined TextMagic e Sender Settings 0 Product

What would you like to do next?
Simply click on the feature you would like to try out first or gkip this page. You can retum to this page later

e o o v o
® X o

WEB APP EMAIL TO SMS MANAGE ACCOUNT APl & INTEGRATIONS
B Send a text message B Send SMS from your emall &5 Invite team members o+ Create an AP| key
M, Start an online SMS chat (] Authorize email addresses = Buy SMS credit [ Read AP| documentation
& |mport your contacts &5, Create a distribution list 8 Setup Single Sign-On P Set up callback URLs
[ Schedule a message 9, View Emall to SMS settings £1 Manage notifications @ Try API Sandbox
Q, Lookup a number £ Setup Emall to SMS API i Download apps € View Zapier Integrations

Mot sure what 1o do next? Ask us a question or skip this page.

On the next screen click “Add new API key”

TextMagf'c + Balance: £0.400 W BuyCredit & Anchy Moyl -

Setup wizard API 4 Watch tutorial

0o

Compose
Flease read the AP| Documentation 1o learn maore about Texdhagic API.

o

Chats
API 2 Koys AP v2 Settings Integrations Verity (£ AP v1 (legacy)

Contacts
Scheduled

Thess keys are vakd only for 1he new TexiMagic AEST AP1 v2. To gererate a key for AP|v1, please proceed to AP v Sellings page.
Histary

Templates © Add new AP| key C Flugh APl Keys cache

Lockup -

g oo o2

Services -

R Get started by adding a new API
on ksts key

In order to integrate our SMS gateway with your app please craate a new AP key,

Downloads

Text to Speech

B Account -

Give 1t 2a name and click “Generate new key”
You can then copy it on to your clipboard by clicking on it.

Now finally you can head back to your website and go to Dashboard>Church Admin>Communications>SMS
Settings and fill out the form.
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You can send bulk SMS to your directory using one of these SMS service providers
Click on an image to sign up with a provider i{ Couple Of th_mgs to note:
For the SMS sender cell number field you

TextMagic BulkSMS Cloud Serv L. ) .
need to put this in international format.

TextMagic &iis @ . :
,nmgmm Suksis © That’s the country code 44 for the UK, 1
! tor the US etc, take off any leading zeros
Pricing available in USD, GBP, AUD and EUR Pricing available in GBP Unknown p -
Our preferred partner and b]:aCkEtS

SMS provider settings

So a UK cell 07890 123456 becomes

Country code (eg 44 for GB) 44 | 447 8901 23456

SMS sender cell no +() and

| The rest of the form should be simple to fill

country code I 447 ;
£g:4412345678901 — out. Then click save!
Select SMS provider | textmagic.com v

Username I |

[ save»

Sending a bulk SMS i1s similar to sending an email via the plugin.
Go to Church Admin>Communications>Send SMS

Church Admin Plugin v2.6885 You have 160 characters to play with for a
Donate message and then you can choose the

Sign up for news and free POF manuai | Emal address recipients using the filters or type names

SMS in.

R — Don’t forget to click “Send Message™ at

Balance: £0.16

the bottom of the screen

Topup (ex'.meglc com account
Send a text message

Message 0160 characters

Choose recipients...

Type in recipient names, separated by a comma (filters will be ignared)

Enter names, separated by commas
Or use the filters below. Everyons will get this, unless you add some filters

Gender

| Male (89)
| Female [118)

Email Address

| No amail addrass (87)
| Has emall address [130)
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Bulk Email

Check your server sends email happily first by sending yourself a test message. If it doesn’t work, do some
tweaks in the Settings area.

Sending email from websites is notorious. Lots of ISP’s block emails they think have come from websites as

spam. We have set up a MailChimp account (free for under 2000) and sync’d Church Admin with MailChimp.

MailChimp does all the heavy lifting to make sure your email will get through.
But if you don’t want to do that and the test email works, then go ahead with the Send Bulk Emaillink.

The first part allows entering names or using the filter to find recipients, then fill out Subject, From name and
email (Or click Use me!) and upload any attachments and the finally create your message

Bulk Email

Type In reciplant names, separatod by a comma [{Rers will be ignared)
Enter names, separated by commas

Or use the filters belowEveryons will get this, unless you add some filters

Gender People Types Marital Status Sites Membar Types Small Groupa Ministries
Make Al L A an Al A
Fernale At Single Main Venue Mading List Not in 8 group (overrides other small group selections) Exder Kids warker Small Group Leader
child S i Mamber Unattachad
- Warried
eenager
Divarced
Widawed
Subject
W50 me a8 from name and amad valuos
From name
From email
Attachment 1 (max B00KE): Choosa file | Mo file chogan
Attachment 2 (max S00KB): | Chosse file | No file chosen
Attachment 3 (max S00KB): Choose file | Mo file ehosen
£ Add Media Vil Text
b ink || b-quote || et |[ins |[img || u || ol | i |[ code | more | closetags
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Rota / Schedule

Is one of the key features of the plugin, giving you the ability to organise and communicate church service and
gatherings.

- People ea Children ea Classes @Groups t9services tHsessions f)c:omms il Rota E

OMinistries  HMedia Dapp  #Fsettings
Search
Set up tasks for the schedule (Click to toggle)
Communicate the schedule(Click to toggle)
Rota PDF (Click to toggle)

Rota
Rota for Sunday Service at Main Venue on Monday 10:00:00

Please set up some rota jobs first

Firstly you need to setup some tasks — which can be different for different services. It is worth setting up your
ministries first so they appear on the add/edit rota (schedule) jobs screen. That makes manning the rotas faster
later.

Set up Rotas

Edit a Rota Job

Rota Job: Preacher
Use Initials

Which Services need this

task? v Sunday Service

Choose which ministries do Elder
this job Kids worker

Small Group Leader
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Once you have some jobs set up like below, you can then create a rota/schedule for your services.
Rota Jobs

Add a rota job

Rota tasks can be sorted by drag and drop, for use in other parts of the plugin.

Edit Delete Rota Task Which Services? Initials? Ministries
Edit Delete Preacher Sunday Service No Elder

Edit Delete Worship Leader Sunday Service No Worship
Edit Delete Rota Task Which Services? Initials? Ministries

Go back to Rota tab and then Add rota date.

That will bring up a form which allows you to enter the date, pick people from a checklist or type their name in
for the various jobs.
Edit rota for Sunday Service

Date 11 February 2018

v| Andy Moyle
Enter names, separated by commas

Preacher

Worship Leader Matt Redman|

You’ll then be able to build your rota for as far ahead as you like. A date will only appear in the table if at least
one job is filled.
Rota for Sunday Service at Main Venue on Monday 10:00:00

Add new rota date

Choose period starting 11th February 2018 &

Edit Delete Date Preacher Worship Leader Copy

Edit Delete 1th February Andy Moyle Matt Redman 11th February 2018 3| Copy rota
2018

Edit Delete Date Preacher Worship Leader Copy

When you have more dates filled, you can copy from previous dates for a repeat.
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Communicate the schedule

You can email or SMS out the schedule to the people involved for a particular service.

Communicate the schedule(Click to toggle)

Which Service? Sunday Service on Monday at 10:00:00 3 Automatically email current week's schedule No Auto Send &

Email out service rota Choose a service...

SMS out service rota Choose a service...

¥ Choose services, then choice of dates will appear
:

Firstly you can automatically email a schedule/rota out each week on a particular.
Secondly you can email out a particular occurrence of a rota with a message.
Lastly you can SMS participants the rota.

Rota PDF

Produces a PDF form of the rota — if you have lots of people slotted for a task and it looks messy on the PDF,

then use 1itials.
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Calendar

The main advantage the Church Admin calendar has over Google calendar is that you can arrange recurring

events to be on the nth day (e.g. 3** Wednesday) of the month.

The Calendar tab starts out like this...

Calendar

Category List

Double click on an event to edit, or a day to add an event

Old Style Calendar List

Month Feb 4 Year 2018 % Submit
Feb 2018 Next
Sunday Monday Tuesday Wednesday | Thursday |Friday Saturday
- - - - 1 2 3
4 5 6 7 8 9 10
1" 12 13 14 15 16 17
18 19 20 21 22 23 24
25 26 27 28 - - -

It’s best to set up some categories for your events first which come out different colours on the front end.

Calendar Categories

Add a category

Edit Delete Category Shortcode
Edit Delete Unused [church_admin type=calendar-list category=1 weeks=4]
Edit Delete Category Shortcode
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When you add a category there’s a neat little colour picker you can use too!

Add category

Category Name Sample

Background Colour #eddbaf

Add category

To edit an event on the calendar click on it — you’ll get the option to edit that single event, or as a series and
delete the single item or whole series.
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Facilities

The facilities tab piggybacks the calendar to allow the booking of rooms or equipment.
To use it create some facilities and then use the calendar below to track usage and bookings.

Use this section to organise facilities like rooms, video projectors

Add Facility

Facilities can be sorted by drag and drop, for use in other parts of the plugin

Edit Delete Facility Facility Shortcode
Edit Delete First Floor [church_admin type="calendar" facilities_id="1"]
Edit Delete Upper Room [church_admin type="calendar” facilities_id="2")
Edit Delete George Mueller Room [church_admin type="calendar" facilities_id="3"]
Edit Delete Facility Facility Shortcode

Choose facility calendar to view First Floor %  Submit
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Media

We have learnt that almost every visitor to our church checks out the website and listens to a sermon or two
before coming. So having your sermon audio and or video on the site is well worth doing.

You can either host your own audio or use external services as long as you can tind the direct download URL.

If you are hosting your own files — watch that you can upload the size of files you need from your browser.
Your webhosting company can adjust the settings on your server for you quite easily, or you can do it yourself
by adding a php.ini to the root of your installation of WordPress.

The lines to change are..

upload_max_filesize = 80M

post_max_size = 80M

upload_tmp_dir = 80M

Church Admin Plugin v2.5400
Donate
Skgm up for news and free POF marwal | Emal address m
Sermon podcast files
Er e En s

Edt  Dalmm  Punl Daw Tt Speakars R Fiia Okay? Lergn  Meda  Series Shortcoda

EdR Dkt 2% Der, 2019 Frstiowe Christianity a1 The Bakeway Crurch [chrch admin type="podeast” e id="3087]

EdR Dokt 26 Mow, 2018 Eara - Happy suer after? Amie Lymer

L5 Ema [chreh_admin type="podeast” e id="3077]

EdR  Delete 212 Now, 2019 Dar't be unzqualy yoked Andy Moe (chreh_admin fypee"podcast” e ide"3067]

~

L A Y A 4

Edr  Delete th oet, 2078 Making disciples David Bareram The Gateway Crurch (chrch admin type="podcast” fie id= 3067

You may want to upload mp3s directly using an FTP program — the folder to put them in is
Yourdomain/wp-content/uploads/sermons/

It you upload with FTP click the grey “Add already uploaded files” button to add the files to the database,
otherwise use the blue button.

If you are using an external server to host your files, enter the URL when using the grey button.
You can add in the scripture passages and even notes/transcripts of the sermon.

Once you have a few mp3 uploaded, it’s time to get iTunes podcasting set up.
You'll need iTunes and an Apple id
1) Go to the Podcast Settings and fill out all the form except the 1Tunes URL and click save.

2) Test your sermon podcast
Open 1Tunes, choose File > Subscribe to Podcast, enter your RSS feed URL (copy it from Podcast RSS File in
the Media tab by right-clicking the link and clicking copy) in the text box, then click OK.

If you can successtully download and play the episode, then your podcast is working and you can submit it to
Apple Podcasts.

3) Validate your podcast
https://podcastsconnect.apple.com/my-podcasts/new-feed?submitfeed=#

Change the # for your feed URL. At this point you will need to sign in with your Apple id
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Once it has been validated, you can submit.

4) Update 1Tunes Compatible Podcast Settings with the iTunes URL.
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Bible Reading Plan

The Bible Reading plan allows you to upload a reading plan for your whole congregation to follow.

It needs to be in a CSV format — the plugin ships with the BiOY plan. It was previously an app only function,

but 1s now available for all plugin users.

You can create your own in a spreadsheet program, using one reading per column and one day’s
readings per row. Don’t forget to save in the CSV format!

PEOE®E XD ¥ @

JﬁHomolL&yantlTablulChﬂs]Smal

ij [ZIFIII v éCaIibri (Body) ulu v || As
paste ( Clear~ B I M lm

Al 10 @ fxl Ps 1:1-6
_J : B | - [ D | E
B Ps1:1-6 IMatt 1:1-25 Gen 1:1-2:17
2 |Ps2:1-12 Matt 2:1-18 Gen 2:18-4:16
3 Ps3:1-8 Matt 2:15-3: Gen 4:17-6:22
4 Pr11-7 Matt 4:1-22 Gen 7:1-9:17
5 Ps4:1-8 Matt 4:23-5: Gen 9:18-11:9
6 |Ps5:1-12 Matt 5:21-42 Gen 11:10-13:18
7 |Ps6:1-10  Matt 5:43-6: Gen 14:1-16:16
8 |Pr1:8-19 Matt 6:25-7: Gen 17:1-18:33
L Ps 7:1-9 Matt 7:24-8: Gen 19:1-20:18
10 Pe 7°1N.17  Matt R:23.Q+ fien 21:1.23:20

If you use the Bible Readings custom post type — that day’s reading and notes will override any
uploaded plan.

There’s a shortcode to display this style of Bible readings [church_admin type="bible-reading”]
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Shortcodes and Gutenberg Blocks

Most of the manual so far has dealt with the plugin in the admin area (backend of the site). There are lots of
shortcodes that can be inserted into pages and posts to automatically produce output from the plugin for your
congregations to see. A shortcode is a short command inside square brackets, that WordPress then
programmatically uses to produce output.

Church Admin shortcodes are mostly of the form [church_admin type="""]

The type tells Church Admin what to output.

Most of the shortcodes that output personal data require the user to be logged mnto view for personal data
security reasons. If you really want anyone to see people’s data (which 1s illegal in most countries without explicit

permission of everyone!), then you can added loggedin=FALSE to a shortcode.

All the shortcodes are listed in your site back end at Church Admin>Support>Shortcodes.
Address list

[church_admin type="addresslist”’] outputs the address list

PDF version
Search Go
A
AmOS III1 Ir L Bl
B Address: v
C
D Adults ;
= - —
F Email:
G Mobile:
H obile: .
: Google Map data B2020
J -
K Email:
L
Mobile:
M obile:
N
o ¢ Edit Entry B VCF Last Updated: 26th Oct, 2018
P
R
S
T
v
w
Y

There are a few options you can add to this shortcode
[church_admin type="address-list" member_type_id="#" photo="1" map="1" site_id="0" pdf="1"]

member_type_id specified which member types are shown

photo=1 will show individuals photos

map=1 will display a google map if you have a Google Ap1 Key stored
site_id will specify which site

pdf=0 no PDF link a value of 1 or 2 shows links to the two types of address list PDF
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Video

[church_admin type="video" url="https://youtu.be/ep_k2yCkF_w"]

This will show your video embed in a responsive way (sizes correctly for all screen sizes) with a constant aspect
ratio.

[ L) -

Watch later Share

B & Youlube L3

50 views

If you have enabled the YouTube Data API v3 it will show how many views too. To set yup that API, make
sure you already have the Google API key stored in Church Admin for your site.

Head back to https://console.developers.google.com/apis/dashboard

And then click on “Enable Apis™

& = C {y #& console.developers.google.com/apis/dashboard?project=api-project-879070100101&folder=&organizationid=

3 Apps 365 Bible Reading... @R Free Music Archiv... ELF Online: All-Ac... #% Lyrics Overlayon..  Alpha UK %3 Dropbox - Digital...

= Google APIs 8 APIProject v Q  Search for APIs and Services

API APIs & Services APIs & Services + ENABLE APIS AND SERVICES

<%  Dashboard

Scroll down to the YouTube Data API v3 and click on that.
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& C 0O @ console.developers.google.com/apis/library?folder=&organi:

it Apps 365 Bible Reading.. mm Free Music Archiv.. [} ELF Online: All-Ac... & |

= Google APls 8o APIProject v

& APl Library

Storage (5)
YouTube
YouTube (4)
Other (65)
YouTube Data API v3 YouTube An
Google Google
The YouTube Data APl v3 is an API Retrieves you
that provides access to YouTube data.

data, such as videos, playlists,...

Social
Then make sure it is enabled.

— c O @ console.developers.google.com/apis/library/youtube.googleapis.com?id=125bab65-

= Apps 365 Bible Reading... Free Music Archiv... m ELF Online: All-Ac... 4% Lyrics Overlay on... & A

= Google APIs $e APIPrOject + Q  Search for 2

< APl Library

YouTube Data API v3

Google
The YouTube Data API v3 is an API that provides access to YouTube
data, such as videos, playlists,...

TRY THIS API (7 @ APl enabled

Type Overview
APls & services
The YouTube Data APl v3 is an AP that provides access to YouTube data, such z

[ T |

Changes to Google API keys usually take 5-10mins to work properly, so be patient.
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Service Pre-booking

As I'write this n July 2020, many countries are coming out of lockdown due to the Covid-19 global pandemic.
In many jurisdictions we have social distancing measures still in place, requiring us to limit attendance numbers
in our facilities. With that in mind, Church Admin now has service prebooking in place.

It relies on adding a service to the calendar from the service edit screen (so the plugin knows when services are)

So edit the service
Add/Edit service
Service Name
Service Day
Service Time
site
Or add a site
Active

Connect to current calendar
event (will show current
connection if already done)

Add to calendar (only for
regular recurring services.
Use to override any previous
event selection)

Start date

Recurring
How many times?
Service end time

Max Attendance

| Sunday Service

| Sunday ~ |

10:00 @

| Main Venue |

If you had already independently added the service
to the calendar you can connect it using the
“Connect to current calendar event” dropdown.
Or just check “Add to Calendar™ to create a new
event.

Make sure you fill in all the fields including max
attendance and click “Save Service”

The main services screen shows you the shortcode
you can use on your service pre booking page.

Select calendar event if wanted

i

| 7th Jul, 2012

| Weekly v

[ 520

[11:30 O |

100|

Users are then able to pre book their service attendance without going over the maximum allowed. Email and
contact number are required fields so effective track and trace can happen if needed.

You can check who 1s booked at Church Admin>Services>Service Prebooking including printing a PDF
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App
Smartphone ownership is rising fast...

% of U.S. adults who own the following devices

100
75
50
25
0
2004 2006 2008 2010 2012 2014 2016 2018
— Cellphone — Smartphone

95% of Americans own a cellphone and 77% a smartphone.

Ages 18-29 100% 94%
3049 98% 89%
50-64 94% 73%
65+ 85% 46%

(Source: https:/ /www.pewinternet.org/ fact-sheet/mobile /)

If you don't have the app yet, it's a worthwhile investment for most age groups in your church - it's free for your
congregation to install on their device and only GB £9.99/ US $12.99 per month for the church to buy into. It
will mean your congregation can catch up with sermon mp3s, your schedule/rota/roster, calendar, groups,
classes and even check into services and classes.

Last year I released an 10S and Android companion app that your church members can use to access much of
the plugin’s functionality on their devices — directory, sermons, calendar, rota (including personalized rota), small
groups, classes and prayer requests including submitting them.

It 1s free for your congregation!

Android
108

Before subscribing you will see this screen on the App module. ..
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N Ten O 7 Admin Hawty, andymaie

#b Dushboard

Church Admin Plugin v2.5300

Donate

Sign s fur news and frse POF maswal | Emal acdress m

CHURCHATMN Church Admin App Admin
B Pacpla Church Admin App

‘Wi iy have e bast oganised chorch n sarth, but al that organisation oo for nating I you cor't communicate wel i 20 wiors of crrch leadarshin o of the biggest kssens | have lam is that yeu cannot
‘over-commurizate. The Church Admin plugin has tools for emailing 2nd sendng SMS - the new app puts the most powerful featues of the puginin your congrega on's hancs and pockets with 3 e downoad.

oiur ChUTCh Membars bo aceess the diectony, schedule, prayer requests, bible reading pian, bleg, calendar and sermons fram ther phone or tablet. 1's FREE for your churh
the church, e ane ofering a 07w man free tria at the moment for churches {don's forget it s free for you members!) - E8 BBpm atter the S month and oo

To ume the app you i ok the. —dinifory aregati - v n o8 ap
Piease subscri: Lsing the Faypal bution and we wil be (n touch 10 51 you 582 up Bretty cuickly Ingte Fm i the L
= The Gateway Church s s Jor your church dlowninad oo thal cavices y tor thes chrch View o Selpet o1har majer crvences.

Yiner wim URL | PARiacalstiwardpe

Bible Readings

Paagment feques

Mon Mar 11 2019 Curmency | GH Pound Stering

Change Data
My God, My God why have
you forsaken me?

Mark 15:33-47

If you want to sign up and I hope you do as the subscription helps pay my time working on the plugin , simply
fill out the simple form to choose your currency and monthly/annual payment plan and click Subscribe. Once
the PayPal subscrption is sorted I will be notified and activate your App subscription.

The app requires your site has an SSL installed — that means the web address of your church starts with https://
not http:// Occasionally SSLs are badly installed which stops the app being able to access data on your site — so

it is worth checking it here https://www.sslshopper.com/ssl-checker.html - if all is green ticks, then you will be
tine.
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App Settings

Here you can change the title at the top of the app screen and add custom CSS (for details of classes
you can customize, see appendix 1)

Church Admin Plugin v2.3800

Donate...| Support Refresh DB Backup Download DB Backup Dele

& People 6 Children & Classes éGrnups & Services

Church Admin App Admin

App settings

App menu title The Gateway Church

App menu CSS

Don’t forget to click “Save” to finish.
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App Content

There are three editable pages that come with the initial install of the app — Home, Giving and Groups.
You can remove giving and groups from the app menu later if you wish, but please don’t delete the
pages.

App Content is a custom post type — that means it has the familiar WordPress editing tools, that you

should be familiar with.

The App Content menu is over on the left of your WordPress dashboard.

#A The GatewayChurch < 2 @ 4+ New View Posts Church Admin Contact Form 0 Today

Posts All (3) | Published (3)
Media Bulk Actions 3 Apply All dates v  Filter
Links Title
Pages Groups
Comments
Blocks Giving
A App Content
Home
All App Content
Add New
Title

A& Acts of Courage

Bulk Actions ¥ Apply

¥ Appearance

As Plugins 2

Add pages and edit content to your heart’s content!
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App Menu

The App Menu section of the Church Admin>App dashboard gives you control over what appears on
the app menu on your device.

ok Admin day

Church Admin Plugin v2.5400

Canate

Sign up for mews and free FDF mamual | Cri sddess m

App Menu

T ABAT 5208 16 10 3R Mére) ram Content type

Detaut opp comkent

[ ] wveda Detaut app corkent

[ Prophicies “Wour edited ape coment

Dedaut b

v Aowayys Aot Logeut Detaut app conkent
v » [ram— ]
Shiw Oy Inggad In uzAr seas HAm In SRR mand o Contant typa

The left hand column allows you to set what is visible on the app — some pages are already
permanently ticked — Home, Account, Messages, Settings and Logout. They are required to make the
app work properly. All other items can be checked or not.

The second column allows you to offer different menu items to logged in and not logged in app users.
You can change the order by using drag and drop with your mouse.

Don’t forget to click Save Menu

Just under App menu i1s App categories
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App categories

App categories allows you to add a post category to the menu of the app, to pull in posts from a
specific category of your normal posts. Simply use the drop down menu and click Add category.

Add post categories to app menu choices

Apologetics ) Add category

July 2020 v2.6 www.churchadminplugin.com



App Member Types

You may not want all your member types visible to users in the Address section. Check which ones
you want to be useable.

Which Member Types are viewable on the app

v'| Member

v Regular Attender
Irregular Attender
Mailing List

Visitor

The Address section of the app is only available to logged in users. This is for data protection reasons.
If your directory entries don’t vet have user accounts for your website, you can do this very simply at

Church Admin>People.

First check you are happy with the email message they will get sent at Church
Admin>Settings>General Settings

Created user email message  [SITE_URI],[USERNAME], [PASSWORD), [EDIT_PAGE]

template <p>The web team at <a href="[SITE_URL]">[SITE_URL]</a> have just created a user
login for you.</p><p>Your username is <strong>[USERNAME]</strong></p><p>Your
password is <strong>[PASSWORD] </strong></p><p>We also have an app you can
download for [ANDROID] and [IOS] </p>

It’s obviously important to keep [SITE_URI],[USERNAME],[PASSWORD],[EDIT_PAGE] in the message
which are replaced by the links to those things!

Click Save Settings at the bottom if you have made any changes.

Now you can create user accounts automatically for all your directory entries that have an email

address stored.

Click on the Create user accounts link i the People Sub menu.
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Bible Reading Plan

The Bible Reading plan allows you to upload a reading plan for your whole congregation to follow.
It needs to be in a CSV format — the plugin ships with the BiOY plan.

You can create your own in a spreadsheet program, using one reading per column and one day’s
readings per row. Don’t forget to save in the CSV format!

CEHOH® X0 ¥ © o

J A Home \ me ~ Tables | Charts l Smai

Font

Edit :
ﬁ . [®|Fn ~ [caiori(Bogy) [+][12 |+| As
paste (A Cearv | B I U| |-~ D v A

A1 s O ® (= fx| ps1:1-6
_J - B | C 1 D | E
B lPs1:1-6 |Matt 1:1-25 Gen 1:1-2:17
2_ Ps 2:1-12 Matt 2:1-18 Gen 2:18-4:16
3 Ps3:1-8 Matt 2:19-3: Gen 4:17-6:22
4 Pr11-7 Matt 4:1-22 Gen 7:1-9:17
5 Ps4:1-8 Matt 4:23-5: Gen 9:18-11:9
6_ Ps5:1-12 Matt 5:21-42 Gen 11:10-13:18
7 Ps6:1-10  Matt 5:43-6: Gen 14:1-16:16
8 |Pr1:8-15  Matt6:25-7: Gen 17:1-18:33
9 |Ps7:1-9 Matt 7:24-8: Gen 19:1-20:18
10 1P 7-1N.17 Matt R:72.Q: fien 21:1.22:20

If you use the Bible Readings custom post type — that day’s reading and notes will override any

uploaded plan.

There’s a shortcode to display this style of Bible readings [church_admin type="bible-reading”]
Bible Version

The app uses Biblegateway.com to serve Scripture readings, you can set the default version for your
install using the dropdown menu.

Which Bible version? (Click to toggle)

ESVUK
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Push Notifications

Push notifications are a way for apps to receive a notification of new content. It your app users have

allowed them when installing or later in their phone settings, they will receive push notifications.

These are sent when you publish a new blog post, bible reading notes, or prayer request.

A new feature is sending a Push Message — this is useful for emergencies and can be found as a submenu item

of the App menu item

Send a push notification message

Message 0/160 characters
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Appendix 1 Page HTML for adding custom CSS

This is the stripped down body of the app to give an idea of classes and ids for adding your own custom CSS.

<body data-spy="scroll" >

<div data-role="page" id="page" >

<!—Menu-- >

<div data-role="header" id="header">

<h2 ><span id="menu" ><i class="fa fa-bars" aria-hidden="true"></i> <span id="church"
class="tabbutton"

data-tab="#home">Home</span></span> </h2>

<ul data-role="listview" class="menu uvi-listview">

<li class="tab-button"><span class="languagespecificHTML" >Home</span></1i>

<! - MENU ITEMS ADDED AUTOMATICALLY -- >

</ul>

</div>

<div data-role="main" id="main" >

<div id="rendered" >

<! -- MAIN CONTENT GOES HERE -- >

</div>

</div>

</div>

</body>

The menu header is contained in #header. Each menu item i is in .tab-button. The text for each
menu item is in languagespecificHTML.

Page content is rendered dynamically in #page #rendered, so any styles need to be under that.
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