Setting up your Login on Grace Connect
If you need help with Grace Connect call Beth Doig at
720-895-9000 x9029 or email BethDoig@gracechurchco.com
Go to the Grace Website
Gracechurchco.com
Click on the white circle
with a person icon in it to
go to Grace Connect.

If you do not have a Grace
Connect login yet, select
“Request Account”.
If you already have an
account, enter your
username and password.
Then click on LOGIN.

Your home page will look
similar to the one on the
right, however, items
listed down the right side
will be specific to you.
Find the name of the
Small Group that you
belong to and
click on it to see
group information.

Taking Attendance for your Meetings

To take attendance,
or do other group
actions, click on
“Group Actions” in
the upper right hand
corner of the screen

When the drop down menu comes
up, select “Record/Edit Attendance”
by clicking on it.

The Record Attendance dialog box
will pop-up. Select the date that
you want to record attendance for.
Then click on the “Record
Attendance” button.

If you did not meet the week you have
selected, please click on “Did not
meet” and then go to the bottom and
select “Email to Leadership only” and
“Save”.
When your roster comes up, click
beside each person that attended your
small group meeting that week.
If you have new people visiting who
have not yet committed to your group,
please add them in by putting the
number of visitors in the box labeled
“Head count for additional people not
on the list”.
In the box labeled “Discussion Topic”,
enter the topic or study name of what
you studied this meeting (if you have
one).
If there are any notes about your
meeting that you want to share, enter
them in “Event Notes”. For example, if
you met only for a potluck dinner, with
no study.
If you would like, you can enter in the
prayers and praises from your group,
under “Praises & Prayer Requests”.
Your coach and the Small Groups
Director will be the only ones to see
these when you send them to
leadership. They will pray along with
your group for these concerns.
“People Info” is to list new people,
visitors, or people who are leaving
your group.
Email to “Leadership only” whenever
you meet. If you would like the notes
to go to all of your group members
(so they can read prayer requests,
etc.) then choose “The entire group
and the leadership”
Click on the “Save” button when you
are finished.
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Updating your Participant List
To add or remove people from your Group Roster (participant list),
click on the arrow next to “Group Actions”, and then scroll down and
pick “Edit participant list”.
The screen below will come up. To remove a member from your list,
click the box next to their name. Then use the pull down menu that
says “If checked, set group status to…”. Cursor down until “Remove
from group” is highlighted. Then click on the OK button to save the
change.
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To add a new person to your group roster, after you have picked
“Edit Participant List”, you will see a blue “Actions” box on the
upper right hand side of the screen. Click underneath this box on
“Add or invite new people”
Next you will have the options to add “People by Name” or “People
by Search”. Select “People by Name”.

Start typing in the first few letters of the person's first and
last name. People who match those letters will show up
and you can pick the person you want. Remember that
sometimes people use different names so “Joe” might be
in the computer as “Joseph” or “Bob” might be “Robert”.
If you don’t see the person you are looking for, please
contact the Small Groups Director to get the correct
person added to your group roster.
When you find the person you are looking for,
click on their name, and then click Add Directly.
To finish, click the Add Now button.
If you have people in your group that do not
attend Grace Church, please send their Name,
Phone Number and Email to the Small Groups
Director. They can be entered into the computer
as part of your group. If they do NOT want to be
contacted by our church (for our all church
emails about events, etc.) please let us know so
we can set up their communication correctly.
For additional help with Grace Connect please
go to our website gracechurchco.com and

Marking your group as open or closed to new members
It is important to always be welcoming new members to your Small Group, especially those who
may be non-believers. However, there comes a time when your house no longer will fit all of your
group members, so it may be necessary to mark your group as closed to new members. Just
remember, if you have members leave, please reopen your group even if its to only get a few new
people.
When your group is marked as Open, it will appear on the Grace Website and the Small Groups
Director may send people seeking a group to you. When it is closed, you will no longer receive
requests to join your group.
To change the status of your group from opened
to closed, or closed to open, go to the main
screen of your group and choose the pull down for
Group Actions. Select “Edit Group Settings”.
When the edit group screen comes up, choose
the tab “Options”.
When the boxes on this screen
for “Listed” and “Public Search”
are NOT checked (as in the
screen on the left), this means
that your group is CLOSED to
new people looking for a group.

Indicates a closed group.

When the boxes on this screen
for “Listed” and “Public Search”
are CHECKED (as shown on
the lower screen), this means
that your group is OPEN to new
people looking for a group.
Your group will be listed on the
Grace website under the “Find a
Group” listing.
These 2 boxes should always be
the same. Either check them
both, or uncheck them both.

Indicates an open group.

