Setting Up Your Group

Once you login to your Mylifegate account, you will see your group over on the
lefthand side.
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Select your group, then here is what your screen will look like. Select edit to edit what is
displayed on our website.
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Now you can edit the information for your group. See the screen shot below for examples.

Name your group with this format:
Group type | Day it Meets | Last name of leaders

The active check mark to the right always needs to be checked, otherwise this will archive your
group. It can be recovered but it’s just easier if it doesn’t get unchecked unless your group is
disassembling.

Description:

Highlight if you do sermon-based discussions/men’s curriculum/women’s curriculum/etc..
Also, a great place to add if children are welcome or a meal is served.

Any other information is great but this doesn’t need to be an “about you section”.

We want clear and concise information.

Group Schedule needs to be set. Select how often, day and time.

You are not responsible for uploading your image. Please let us know if you need your picture
taken!!!
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As you scroll down further, you will see more options of information to add for your group.
What is option and required has been noted.
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These two catergories are not
required. No need to select  phgage of Life @
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up Type &
Men Only Adults (Mixed) Singles
Women Only Young Adults Seniors (55+)
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least one group type!
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If you select “Member Location” it will Member Location Other Location

pull up the leaders and added members
of the group for you to choose one of Location
their addresses.

15555 W Dodge Rd
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an address of any location if your
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rather than in a home.
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Attendance Taking: This is located on the screen once you have clicked on your group. You will
see the roster or attendance tabs.

=~ LIFEGATE :
2
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Attendance is easy!

Just select the check mark next to the
date you met.

If you meet on a day that groups aren’t
typically in session,but you still want
attendance for it, select the + sign in the

2 . Percent
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There you can input additional days that Location Schedule Entered Meet Count ® | Type

you met and add the attendance.
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. Sort by When you select a date to add attendance, this is the screen you will see.

L‘ ll You have the option to choose that you didn’t meet when that happens.

Groups Freshman, Lexie Select the members who attend and hit save! Easy Peasy!
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