
 

Updating Group Settings 
 
Step 1: Go into the group 
Step 2: Click the Group Actions button in the upper right 
Step 3: Select Edit Group Settings from the list 

 
General Settings 
Group Photo - To upload a photo for your group click the Browse button and choose the image 
from your computer. 

● The image must be in .jpg format and the size cannot be larger than 3MB.  
Description - Enter a brief description 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
When & Where Settings 
*The information added here will help with the search on the Groups page. 
 
Meeting Day - Choose the day of the week that your group meets. 
Meet Time - Choose what time of day you meet (Morning, Afternoon, Evening) 
Area of Town - There will be one option listed At the Church. Only choose this option if you meet 
at either of the two campuses. If you meet in a home, leave this blank and fill in the home address 
information below. 
 

 
 
Options Settings 

● Email Notification - Sends an email to the Group Leaders when a participant joins or leaves 
the group on their own.  

● Interaction Type - Select how your group will operate: 
○ Members Interact - Allows each member so see the Participants tab in the group 

and view names and photos of others in the group with them. Note -  Profile privacy 
settings determine which info shows in the Participants list for other group members.  



 

○ Announce Only - The Participants tab is hidden from group members. Only the 
Group Leaders are able to see and communicate with all group members. 

○ Administrative - The group is only visible to the Group Leaders. Group members do 
not know this group exists or that they are in it. 

Note - Changing the interaction type will change the suggested defaults in the Member 
Privileges and Communication Defaults sections. Remember to adjust these settings if you 
prefer something different. 

● Membership Type - Select how people are able to be added to this group: 
○ Open To All - Allows anyone who is not yet in the group to see all information 

including, events, messages, files, and needs for this group. This setting also permits 
non-group members to join the group without leadership approval. 

○ Request Required - Prevents any of the group's information from being visible to 
non-group members. In order for someone to join the group, they must request to 
join or be invited by Group Leaders. 

● Listed - This should be unchecked. 
● Public Search - This should be unchecked. 



 

 



 

Taking Attendance in Gateway Community 
 
Record Attendance from a Group 
Step 1: Click on the name of the Group for which you want to take attendance 
Step 2: Click Group Actions 
Step 3: Then click Record/Edit attendance 

○ Any event with an occurrence within the last nine days (including today) will be 
displayed to choose from. 

 
Step 4: Choose the event and click Record attendance 

 
 
 



 

 
 
Record Attendance from an Event 
Step 1: Go to the group you wish to record attendance 
Step 2: Click on Calendar 
Step 3. Click on the name of the event you want to record attendance for 
Step 4: Then click Manage Event 

 
 
Step 5: Choose Attendance 
Step 6: Then click on the Record Attendance button 

○ Attendance cannot be recorded for future events. The earliest that you can record 
attendance is on the day of the event and an hour before the event starts. 

 
 
 
 



 

Attendance Reminder Email Layout 
 

 
 
 

*Click on the Green box labeled “Record Attendance” to take you to the attendance page. 
 

 
 
 


