
Add a Pending Member

Updated May 2025

Step 1 – Make sure you are logged in to your account. You should see your name 

in the upper right. Then click “My Account.” 
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Step 2 - You will have received an email telling you about a pending member. 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 within 

24-48 hours. Now click on your group with the pending member. 

Red bubble shows you 

have 1 pending 

member
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Step 3 - Click on the small pencil icon over on the right.

 

PENCIL ICON
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Step 4 – Change their status from ”Pending” to “Active” AS SOON as you reach out to 

them, EVEN IF they did not respond to your phone call, voice mail or text. This lets your 

your discipleship minister know you reached out to them. Select “Active” and always 

remember to hit “Save.” 

Remember to hit Save

 

If you are unable to make contact with the pending member 

after several attempts and they do not show up to Disciple 

Group after 6 weeks you can go ahead and make them 

”Inactive”
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