
Page 1 of 20 
 

Getting Started in Online Community 
 
Faith Community Church Online is a great way to keep connected to one another and stay up to date with 
what’s going on in the church.   Once you have a username and password, you will be able to update your own 
personal information, communicate with others, identify serving opportunities, view the church calendar and 
more! If you’re comfortable navigating your basic profile, you may want to skip to page 5 to learn how to input 
your Social and Serving information.   
 

Logging On 
To request a username and password, visit fcch.org and then on the lower right side of the page click Online 
Community.  The login screen appears. 

 
You may want to bookmark the login screen.  Once you are at the login screen, click Sign Up.   
 

 
Online Community works best with Mozilla Firefox. You can use Internet Explorer, but you may experience some limitations. 
You can download Firefox for free by following the link on the login screen.   

 

http://www.fcch.org/
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On the next screen, enter your name, email address and phone number, and then click Submit. Within one 
business day, the Online Community Administrator will email you a username and password.   

 
When you receive your username and password, go to the login screen again and log in. Your home page 
appears.  Notice upcoming events on your calendar and a list of your groups. 
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If you want to change your username and password, click Settings in the upper right corner, and then click 
Username/Password.  

 
Make your changes, and then click Save.  The login screen appears. Log in again under your new settings.  
Once you are logged in, your home page appears again. 
 

Your Profile 
You can now update your profile by clicking Go to my profile in the Welcome box toward the upper right 
corner. 

Your family page appears.  We will discuss the family profile on page 13. For now, click Edit Profile. 
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On the next screen, notice there are several tabs in your profile.  They are Basic, Address, Serving, Social, 
Custom Fields and Plugged In.  Make sure your contact information is up to date on the Basic and Address 
pages. You can decide whom to share your information with in your Privacy settings (see pages 19 - 20). Please 
note that while you can see your email address, it is not visible to other users.  You can add or change your 
photo by clicking Browse, selecting the photo on your computer (jpeg only), and then clicking Open.  The 
photo appears when you click Save at the bottom of the screen.   
 

Note: You can wait until you have completed all of the tabs to click Save. However, it is safer to click Save after 
each tab. When you click Save, you return to your Profile screen.  To continue making changes, click Edit 
Profile on the right side of the screen under the Actions heading, Profile Settings subheading.  
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Click the Serving tab, and then enter the following: 

 Spiritual Gifts: Click your top three spiritual gifts. You may enter more than three if you have gifts that 
are tied for first, second or third places. (Note: press and hold the Ctrl key (Cmd on a Mac) to choose 
more than one gift). For assistance in determining your spiritual gifts, the Equipping Ministry offers the 
Designed to S.E.R.V.E. class, the SHAPE workshop, and individual meetings with a member of the 
Equipping Ministry. Contact Equipping at Serving@fcch.org for more information. 

 Passions: Click on the areas that interest you the most. 
 Abilities: Click on the abilities that you possess. 
 Personal Style: Click on your personal style (see definitions on next page).  

 
 
 

mailto:Serving@fcch.org
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Personal Style - Read the following statements and decide which one best describes how you like to work. 
Then choose the appropriate category from the drop-down list. 
 
Task Structured 

A person who is task oriented is energized by doing things.  This person’s ministry should be accomplishing 
tasks that serve people, and his or her primary focus should be on task accomplishments.  A structured 
person prefers to plan and bring order to his or her life.  This person’s ministry should be defined clearly, 
and his or her relationship with others should be consistent. 

 
Task Unstructured 

A person who is task oriented is energized by doing things.  This person’s ministry should be accomplishing 
tasks that serve people, and his or her primary focus should be on task accomplishments.  An unstructured 
person prefers to have lots of options and flexibility.  This person’s ministry should be described generally 
and his or her relationship with others should be spontaneous. 

 
People Structured 

A person who is people oriented is energized by interacting with people.  This person’s ministry should be 
more involved with direct people interaction, and his or her primary focus should be on relationship issues.  
A structured person prefers to plan and bring order to his or her life.  This person’s ministry should be 
defined clearly, and his or her relationship with others should be consistent. 

 
People Unstructured 

A person who is people oriented is energized by interacting with people.  This person’s ministry should be 
more involved with direct people interaction, and his or her primary focus should be on relationship issues.  
An unstructured person prefers to have lots of options and flexibility.  This person’s ministry should be 
described generally and his or her relationship with others should be spontaneous. 
 
On the Social tab, you can enter links to your social media sites. For example, enter your Facebook user 
name (Note: this is not the name you log into Facebook with, but a distinct user name you set up in your 
Facebook account). The Facebook icon appears on your main screen, and others can click it to go directly to 
your Facebook page. People must be your ‘friends’ to see your content. 
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Click the Custom Fields tab to enter the following items: 
 Home Church: If Faith Community Church is your home church, please leave this field blank. 
 HS Grad Year: This field is mainly used by our Student Ministry, but feel free to enter your high school 

graduation year if you’d like! 
 Personality: If you’re familiar with Smalley & Trent’s personality test, and you know your ‘animal,’ 

choose it from the drop-down list. Otherwise, leave it blank and contact the Equipping Ministry at 
Serving@fcch.org for more information. 

 Education: Choose from the drop-down list. Click Save, or continue to the next tab. 

 

mailto:Serving@fcch.org
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There are a few last items on the Plugged In screen that you may complete. Note that School and School 
Grade are used by our Student Ministry.  If you’re comfortable sharing your commitment story, testimony or 
faith journey, type it in the Faith Journey area. Click Save when you are finished. 

 
Now that you have entered this information, others can find out more about you by clicking on your Info page. 
 

Year of birth is 
not visible.  

Address and phone number are 
visible, but email address is not.  
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Serving Opportunities 
Now that you have entered your Serving information, you can find ministry opportunities that match your 
spiritual gifts, abilities, and passions. Click your photo or name, and then click the Involvement tab. 

 
A list of your groups appears. Click the Positions button. 
 

 

A list of the roles in which you currently serve and served in the past appears in the top section. Beneath that, 
in the Positions with best matches section, you will see a list of serving opportunities that match your profile. 
To find out more about a position, click its name. 
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Browse through the Fit and Description tabs. To express interest or request more information, click Apply 
under the Actions heading on the right, type a brief note, and then click Reply Now. 
The position leader will receive your note. 
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Serving Availability 
Online Community has a new Scheduling feature that leaders can use to create schedules for their ministries. 
While we are not using this feature full-scale yet, you can assist your leader by entering the days you are 
available to serve, so that when we do roll it out, we will all be ready to go. To begin, click Adjust availability 
to serve under the Actions heading on the right. 
 

A calendar appears, which we will discuss in a moment. Click the General Availability button. 

In the Overall Availability section, choose the number of times per month that you would like to serve. For 
example, if you are in the Salvation Army ministry and would like to serve once per month, and you are also on 
the Greeting team and would like to greet twice per month, then you would choose 3 from the pull-down 
menu. 

In the Group Availability section, for each of your groups, check the boxes next to the weeks (e.g., first week of 
the month, second week of the month) that you are typically available, and choose the number of times per 
month for each ministry. Continuing with the example above, you would choose 1 for the Salvation Army 
group, and you would choose 2 for the Greeting group. 
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Next, click the Block Out Dates button.  On the calendar that appears, you can advance to future months by 
clicking the arrows at the top. Click the dates that you are not available, or click and drag several days in a 
row. The dates are now labeled Unavailable. 
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Blocking dates on the calendar overrides the weeks you check on the General Availability page. For example, if 
you indicated that you are generally available the second week of the month, but know that you are out of 
town during the second week of November, the system will allow your ministry leaders to schedule you the 
second week of the month throughout the year, except for November.  To unblock a date, simply click it, and 
the Unavailable label is removed.  

If your schedule varies widely from month to month, you can skip checkboxes and just mark your unavailable 
dates on your calendar.  More information on Serving Availability will be released as we begin to use this 
function more. 

Family Profile 

You can see your family’s profiles by clicking the Family tab. You can edit each family member’s profiles just as 
you can edit your own. If you need to change information for the entire family, such as home address or 
phone number, click Edit family profile under the Actions heading, Family subheading on the right. Make your 
changes, and then click Save. 
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Financial 
You can view and print a current record of your giving by clicking the Financial tab and then clicking Giving 
Statement. 
 

 

Choose your statement preferences on the next screen, and then click Create.  Please note: your giving record 
is inaccessible to other users. 
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Finding Others in Online Community 
Online Community is our paperless directory. To find someone, click the People tab, type the first few letters 
of the person’s first and last name. 

 
When the name appears, click it, and the person’s profile appears. 

 
You can see the person’s home and/or cell phone numbers and home address. Note you cannot see the email 
address. Click the Info tab to learn more about this person.  
 
Communication 
There are several ways to communicate in Online Community. The most common method is the group 
message.  A group leader sends the entire group a message, and you receive it in your email inbox. Group 
members can reply to the leader or to the entire group, as determined by the leader when sending the 
message. Depending upon the type of group, you may or may not want to receive everyone’s replies, called 
“comments.”  
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To manage your Communication Settings, click Settings above your photo, and then click Communication 
Settings.  You see a list of the groups you belong to.  

 

 
In the first column, leave all the boxes checked. This means that you receive new emails from your groups. The 
second column is for receiving comments to group emails.  If the boxes are unchecked in the second column, 
you will only receive the original emails and not everyone’s comments. You must log in and go to your group’s 
page to see the replies, which are posted as comments.  Checking boxes in the third column will prompt the 
system to send you weekly summaries of your groups’ communications (one summary for all groups checked).  
Remember to click Save Settings if you make any changes. 
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To send an email to someone, go to his/her profile (People tab, enter name, click it).  
 

 
Click Send an email under the Actions heading on the right side of the page.  Type your note in the box, and 
then click Send. If you leave the Also send… box checked, you will receive a copy of the message in your inbox.  
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Connecting With Groups 
Most people in Online Community are members of several groups. There is the Faith Community Regular 
Attendees group, to which the weekly newsletter and occasional messages from the pastors and elders are 
sent. You may be in serving groups, Bible studies, classes, small groups, or other types of ministries or special 
interests. Click on a group name to see its calendar, messages and more. 

 

You can send messages to your groups by clicking the group name from your Home page, and then clicking 
Send a message under the Actions heading on the right. Click Participants to see who else is in your group. 
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Privacy 
You can control how the information in your profile is shared with others. Click Settings above your photo, and 
then click Privacy Settings on the next screen.   

 

 
On the resulting screen, please take a few moments to read through the different types of settings: 
Everybody, Friends & Group Members Only, etc.  Please note that only logged in members of Faith Community 
Online can see your profile. “Everybody” means everyone in our church body who has a profile.  We 
encourage you to share your address and phone number with Everybody, as Online Community serves as our 
paperless church directory.  And although you can see your email address under your photo, it is not visible to 
anyone else.  Please note that profiles of children under 12 are not visible to anyone other than their parents 
and church staff. 
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If you change any of your settings, remember to click Save at the bottom of the screen. 
 
If you have any questions, please email Michelle Stilwell at michelle@fcch.org. 
Welcome to Faith Community Online! 

mailto:michelle@fcch.org

