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Step 1 - Make sure you are 

logged in and in
 “My Account.”

Step 2 - Scroll down until 

you see your group with 
the red bubble indicating 

you have a “Pending” 

member.

Reach out to the “Pending” 

member by text, phone call 
and email to welcome them.

Step 3 - Scroll down until 

you see your “Pending” 
member and click 

on the small pencil icon.

pencil icon
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Step 4 – Even if  they did not respond to your phone call, voice mail or text, move them from 

“Pending” to “Active” so your discipleship minister knows you contacted them. Select “Active” and 

always remember to hit “Save.” 


