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Getting Started 

Before we get started let's define some terms… 
 
Back end is the admin area of your 
website  

Front end is what normal users see… 
 

  

 
   
Pages and posts are how you create content on your website. 
Posts are generally news items and pages are more static pages on the website. 
 
In WordPress terminology pages and posts are examples of "post types", that share a 
similar interface for listing, adding and editing in the backend. Church Admin adds 
up to 4 more post types for you to use. Bible Readings, Prayer Requests, Acts of 
Courage and  App Content 
 
A shortcode is WordPress way of adding some content generated by a plugin like 
Church Admin. They look a bit like this [shortcode-name option1="option"] 
 
Version 5 of WordPress added the block editor – plugins like Church Admin can 
allow you to add content via blocks. 
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A primer on using your WordPress admin area. 

If you are an experienced WordPress user you can skip this section! 
 

WordPress Roles 

If you have a user account for your website to login to the admin area, you will have 
been given a role on the site.  
Subscribers – can read pages and posts 
Contributors – can create pages and posts which need to be moderated, before 
publishing by an editor. 
Authors can publish and edit their own pages and posts 
Editors can do all the above and publish and edit other people's pages and posts 
Administrators can do anything on the site including add plugins, changing settings 
and changing the theme (the overall underlying design of the front end of the site). 
 
Once you have logged in, you can see the dashboard. Your role will determine what 
menu items you can see on the left. Many plugins add more menu items, including 
Church Admin. 
This is my administrator role dashboard for www.churchadminplugin.com 
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Adding a page or a post to the website 

A post is a news article and a page is used for content that is more static, although it 
can be updated regularly. 
 
To create a post, click on Posts on the left-hand side and then Add New. 
To create a page, click on Pages on the left-hand side and then Add New. 
Later we will look at creating a Bible Reading, Prayer Request – the screen look will 
be the same! 
 

Using the Classic Editor 

Before WordPress v5, the screen would look like this – which is now called the Classic 
Editor. Newer versions of WordPress can install the Classic Editor plugin to keep that 
look 
 

 
At the top of the grey area, the first thing to do is "Add Title" – the title of the post, 
which normally becomes part of the web address (URL) of the page or post. 
Below that is the editor area (on this site it is green, because the theme is green in 
the front end)– on the right hand side beginners should make sure it is set to 
"Visual", because "Text" means you have to enter HTML code by hand! 
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Then you can type away. You can select some text with your mouse and click on B to 
make it bold or I to make it italic. 
The bullets icon creates a list 

• With bullet points  
• At the start of each line 

 
The numbered list icon creates a  

1. Numbered 
2. List 

There are also left text align, centred text and right align icons. 
 
To create a link on the page. Select the text you want to have a link and click the link 
icon and add in the link. Make sure you click that blue button. 
 

 

Adding an image 

Place the cursor where it will go in the flow of the page (at least on the left for now!) 
and click "Add Media" above the editor. This will bring up a popup to allow you to 
upload an image. 
 

  
Click on Select Files or you can drag and drop and image from a folder on your 
computer. 



 10 

Most digital cameras take very good quality pictures. Mine takes pictures that are 
4000px wide and 3000px high. The files are big too – 5MB. You do not need that 
kind of quality on a website, as not many people will have a screen 4000px wide. I 
tend to make them smaller first using a website called imageoptimizer.net – 1200px 
max width is sensible! 
 
Upload your image and you will get to a screen like the one on the next page. 
 
 
 
Make sure the image you want is selected with a tick round it, by clicking on it. 
Over on the right you have some options. 
 
Alt Text is for people who have images turned off and screen readers. Add some 
words to describe the image. 
Title is the title of the image 
I always leave Caption and Description blank. 
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When you have finished creating the page or post you are ready to publish. 
Over on the right are the options for doing that 
 

By the way this is Microsoft 
Word's version of left aligning a 
picture. So you can have 
multiple lines of text next to an 
image! 
 
Preview opens the page a s a 
preview in a new tab on your 
browser. Well worth doing! 
 
Publish – publishes the content 
immediately. 
 
The Publish Immediately Edit 
link allows you to schedule it to 
be published later or any day 
 
The Page attributes "Meta Box" 
allows you to set up a hierarchy 
of pages with a parent page eg 
Tutorials. All the tutorial pages 
would then have the Tutorials 
Page as the parent. 
 
Order allows you to order 
pages on a list (but not the 
main menu!) in what ever order 
you like. If you leave it as 0 they 
will be in alphabetical order by 
title. 
 
Featured Image allows you to 
set the Featured image, which is 
the thumbnail for that page or 
post.  
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Block Editor 

If you have WordPress 5.0 or later, then the default editor is the block editor. It took 
a few minutes to get used, but I love it now and haven't gone back to the Classic 
Editor. 
 
The block editor gives a more What You See Is What You Get feel. 
 
 

 
Like the classic editor. Add a title first and then start typing below. 
If you want to add an image or another block, then click that square plus icon, which 
brings up a popup to choose a block. It will show your most recent ones first. 
 

You may need to search for what you want. 
Click on the block icon and you can add that 
block. 
It gives you loads of design elements, like 
embedding videos, columns, images and so. 
And later you will find 23 Church Admin 
blocks you can use. 
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Over on the right hand side of the screen you have the Preview and Publish Buttons 
and options for the whole page or the block you are currently editing. 
 
If those options are missing on the right hand side. Click on the cog icon to bring 
them back 
 
 

 
 
The WordPress icon top left takes you back to the list of pages or posts. 
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WordPress Menus. 

Once you have some pages and our posts, you need to have a menu on the front 
end of the site so users can find them. It is likely to have already been created, but 
you will need to update it for every page created (but not Posts, Bible readings, Acts 
of Courage or App Content which get put on their archive page automatically). 
Typically a WordPress theme gives users one menu at the top of the screen. Some 
themes, have a second one at the bottom. 
 
To get to the menus, go to your admin area (or dashboard) and click on Appearance, 
then Menus. The image below shows a typical screen where there already is a menu. 
Near the top "select a menu to edit" – make sure it is the one you want. 
 

 
 
The column Add menu items allows you to check the pages you want to add and 
then click Add to Menu. They then appear at the bottom of the Menu Structure 
column. You can drag and drop the order. If you drag and indent, it becomes a sub 
menu item of the non-indented item above. 
When you have finished click Save menu. 
 
If it is the first time you have made the menu on a new site, click the Manage 
Locations tab and choose your menu and click Save changes. 
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Plugins and themes 

There are thousands of different ways a WordPress powered site can look, which is 
controlled by themes. There are tens of thousands of free themes you can use and 
many paid ones to – like my Church Admin theme 
 
WordPress functionality can also be extended by adding plugins, that allow extra 
functionality. The rest of the manual will be about the Church Admin Plugin. 
 

Shortcodes and Blocks 

Shortcodes are a way of adding content to a page or post automatically. Before 
WordPress v5 they were the only way to add content generated by a plugin 
automatically. 
 
Shortcodes are some text enclosed by square brackets. 
An example is  
[church_admin_register] 
 
Sometimes they have options  
 
[church_admin_register allow="ministries,groups"] to refine what they do. 
 
The block editor has improved the way plugins can add content and made it more 
user friendly with blocks.  
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Church Admin Plugin Installation 

 
The Church Admin plugin can be installed from within your WordPress website. 
 
Click on Plugins, the Add New 
 

 
 
In the search box top right, please type Church Admin 
You should then see this in the list of plugins… 

 
 
 
Click on Install Now and then Activate  
 
 
A left hand menu item Church Admin should appear on the left and in the top 
toolbar. 
If you click either of those you will get an initial screen – the screenshot below is the 
classic look. 
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This screenshot is the new look which you can change to by clicking the "Switch to 
the new style" button at the top. 
 

 
 
 
The plugin is based around an address directory so that’s the first thing that needs to 
be added to before you do anything else.  
 
On first install – you will have been automatically added to the directory – in a while 
you will learn how to edit your entry! 
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Planning  

You can dive in and start adding some families (known as households in the plugin) 
or you can spend a few moments adjusting some initial settings, which will make 
things easier long term! 
 

Settings 

In your WordPress dashboard and click on Church Admin menu item on the left or in 
the top admin bar. Scroll down to the Settings section 

 
 
Choose Settings in the drop down and then we can get some basic setting sorted. 
There are lots of settings here, the key ones to set now are… 
 

No Bible readings custom post type 

The “Bible readings” custom post type is provided to enable your 
Minister/Pastor/Priest to publicize a Bible reading. Perhaps the passage for the 
upcoming teaching. Perhaps a Bible passage to encourage the church. 
To disable this feature check this box. 

No prayer requests custom post type 

Check this box to disable the ability for people to request prayer. 
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Make prayer requests viewable by logged in users only 

Should people’s prayer requests be viewable by the whole world (public)? 
Check this box to ensure that only someone who has an account at your church 
website and has authenticated it by logging in can view other people’s prayer 
requests. 
 
Message for Prayer request submission form 
In this box you can create a message to be sent automatically to the person who 
requested prayer. This message can be in plain text or HTML. 
 

GDPR message template 

Many countries require that individuals must approve the storage of any of their 
personal information. GDPR is the European version of this requirement. 
This box is provided for you to create the message that will be sent to a new user in 
order to confirm their approval of having their information stored by the Church 
Admin database. 
Several variables are available that are helpful for personalizing the message. 
[SITE_URl],[CHURCH_NAME],[CONFIRM_URL],[EDIT_URL],[HOUSEHOLD_DETAILS] 
Enter [SITE_URI] where you would like to place a link to your web site. 
Enter [CHURCH_NAME] where you would like to display your church’s name. 
Enter [CONFIRM_URL] where you would like to display a link to the page where the 
user can confirm what they will allow to be retained in the database. 
Enter [EDIT_URL] where you would like to display a link to the page where the user 
can edit their account details. 
Enter [HOUSEHOLD_DETAILS] where you would like to display the details about the 
account that is already stored in the database. This is the information that the user 
entered when they filled in the application for an account. 

New User Email Subject 

The system will automatically send an email to a new user once the Administrator 
has created their account. 
Enter the text here that you would like to use as the subject for that email. 
 
Created user email message template 
This field is provided for you to create the email message that the system sends to 
new users. 
This field can be plain text or HTML. Either way you have several variables available 
that are helpful for personalizing the message. 
[SITE_URl],[USERNAME],[PASSWORD], and [EDIT_PAGE] 
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Enter [SITE_URI] where you would like to place a link to your web site. 
Enter [USERNAME] where you would like to show the user their user name. 
Enter [PASSWORD] to have the system display the user’s password in the message. 
Enter [EDIT_PAGE] to display a link to the page where the user can edit their account 
details. 
 

Use prefix for names 

Some languages like Dutch, Portugese Spanish and German have prefixes that go in 
front of last names. Enabling this option means that the last name and prefix are 
stored separately so that the directory is shown alphabetically by last name not the 
prefix. 
For example – these two names would be shown in alphabetically order of last name 
with prefix enabled. 
Jan Van Der Dutchname 
Iva de Portugesename 
 
PDF Page Size 
Select the page size that you use for printing PDF reports generated by Church 
Admin 
A4 – 11.7 x 8.3 inch / 297 x 210 mm 
Letter – 11 x 8.5 inch / mm 
Legal – 11 x 14 inch / mm 
 
Avery ® Label 
Select the labels that you will be using when you print addresses for a mass mailing. 
7163 – 99.1 x 38.1 mm – 14 labels per page 
5160 – 1 x 2.58 inch – 3 x 10 = 30 labels per page 
5162 – 1.33 x 4 inch – 2 x 7 = 14 labels per page 
5163 – 2 x 4 inch – 2 x 5 = 10 labels per page 
5164 – 3.33 x 4 inch – 3 x 3 = 9 labels per page 
8600 – 2.25 x 4 inch – Roll 
3422 – 70 x 35 mm – 3 x 8 = 24 labels per page 
 

Google Maps API key 

Adding a Google Maps API key means that mapping is shown for people, sites, small 
groups. It is well worth taking some time to set this up. There's a section in this 
manual on how to do it. 
 
Click on save settings at the bottom, when you have finished making your selections. 
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Later on you can set up which modules you want to use, but now let's get stuck in 
with populating the directory.  
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Populating your directory 

There are 3 ways to begin adding people. 
Using a shortcode/Gutenberg block on a page so people can add themselves 
Upload a CSV file with your current directory 
Add households in the back end. 
 
To start with let’s do it the easiest way "Add a household" 

Add a household 

The household is the key building block of people within the Church admin plugin. 
 
Because the church admin plugin is used all over the world the concept of a 
household as meant in the plugin needs defining. 
A household is a connected group of people living at the same address. They can all 
share the same last name or have different ones. They can be related or not. And 
there can be more than one household at an address (e.g. a group of young adults 
who share a house) 
 
A household could be… 

• A traditional Western family made up of mum and dad and children who all 
share the same surname 

• An Eastern European married couple where the last names are spelled 
differently gender 

• A single adult 
• A co-habiting couple who have kept their last names. 

 
On first run of the Church Admin plugin , most of the form fields are shown. Later 
you can adjust some of them to suit your situation. 
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Here’s what the screen looks like.  

 
 
Most of the options and fields should be self explanatory. 
 
After you have added the first person’s details you can click "Add another person" to 
add another. 
 
When you have added all the people in that household, you can add the address and 
landline phone number if there is one. 
 
If you have already setup a Google Maps API key, you will see a map and these 
details… 
Once you have entered the address , click on  
"Please click here to update map location, once you have entered an address" 
 
All being well, the address will be shown on the map and you can drag and drop the 
red pin to get it exactly right, 
If it doesn’t work, don’t worry you may need to do some more setting up, before you 
can use Google’s geolocation service – more on that later. 
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Mailing address can be filled in when a person has a different postal address to 
where they live. 
 
The Private checkbox, stops that person being shown on the public directory. 
Click Save to finish that household.  
 
 
 
 
It’s really important that all your directory entries are connected to website user 
accounts, so you can keep data secure. 
Then you will see a screen showing the whole household’s details… 
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You can drag and drop photos in and adjust basic fields for the household and each 
person. 
 

Notice on my wife's box, she has an email address 
and cell number filled in (and obfuscated!), but she 
doesn't yet have a User account. That means she 
wouldn't be able to edit herself of login to see the 
address list on the front end of the site. 
 
It’s really important that your directory entries (the 
ones with email addresses anyway) also have 
subscriber level website accounts, so you can keep 
everyone’s data secure. 
 
If you click "Create WP User" it will connect the 
entry to an already created user account with the 
same address, or automatically create a new one 
and send out the username and password to the 
person. 
Later you can do that in bulk on the People tab by 

clicking Create User Accounts. 
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Registration Form 

Many churches would prefer people to be able to add themselves to the directory 
and/or edit their own entry. There’s a shortcode [church_admin_register] and 
Gutenberg Block "Church Admin Register" for that! 
 
There are some options you can use with the block and add with the shortcode 
member_type_id=1 saves new people as a visitor 
admin_email=true sends the admin email an email when someone registers 
allow="ministries,groups" adds choosing a group and ministries to the basic form 
 
 
Once the page with the shortcode or block is published. A website user who is not 
logged in will see this 
 

 
 
This is so the plugin can establish whether a registration or a login form is to be 
shown. 
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If the email address is not in the 
directory already the user will 
get a basic registration to add 
themselves. They can add the 
rest of their household later. 
 
Once they have registered, they 
will receive a confirmation 
email. They will need to click on 
the link the email to confirm 
their registration. 
 

You can set the plugin to 
automatically issue a user 
account at this point by 
changing a setting in the admin 
area – Church Admin>Settings 
 
 
 
 

 
 
 
If the email is recognized and the user logs in they will see a household screen with 
buttons to edit different people or their address details. 
 
Once the user has been assigned a user account they will be able to edit their 
household and add or edit people. The Register screen looks like this when they have 
logged in. 
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Restricting content 

Wordpress is a bit clunky when it comes to making content private – it disappears 
from menus and then even the right people won’t be able to find it unless you give 
them the URL. 
 
There’s a new shortcode to restrict content to onlybe viewable by certain logged in 
users. It uses a feature of shortcodes where the shortcode is split in two with content 
between the two parts – in this case, the content you want to restrict… 
 
[church_admin type="restricted" member_type_id="1,2,3"] The content to restrict 
[/church_admin] 
 
That will deliver a please log in to view message to users who don’t have permission 
to view the content.  
 
You can set which member levels can view using a comma separated list of 
member_type_ids. Those numbers can be found by clicking the Shortcode selection 
option on the Church Admin menu page settings module. 
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The Modules 

On the main Church Admin page, all the Church Admin modules are initially shown 
with a drop down menu in each one. 
 

 
 
People – contains all the directory functionality 
Children – allows you to set up children's work age ranges 
Classes – is for setting up classes like Sunday School and Alpha Courses and so on. 
Events – is a booking system for ticketed events (which can be paid for events using 
PayPal if your church has the app) 
Attendance – allows you to record raw attendance numbers and individual 
attendance 
Groups – allows you to setup your small groups 
Sites – allows you to set up Church venues. 
Services – sets up your services. 
Sessions – is for you if you want group leaders to record what is happening in their 
small groups. 
Communications – is for communicating by email or SMS either to small sections 
of your church like a ministry, all the men, certain small group or everyone. 
Schedule (Rota in the UK) – is for organizing who is doing what at each service 
and communicating manually or automatically each week. 
Calendar is the , er, calendar 
Facilities allows you to arrange bookings for facilities like rooms or equipment. 
Ministries allows you to set up the different departments or ministries within the 
church for use on the rota/schedule and communications. Some examples – elders, 
small group leaders, kids-workers, preachers and so on. 
Media is for audio and video podcasting your sermons using your website or 
external providers to store the files. 
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App is to sign up for the smartphone app and if subscribed, setting up content 
Inventory allows you to keep track of items that have been issued like keys. 
Settings is for settings within the plugin. 
 
There are also two default custom post types added for use by the plugin. These are 
on the main WordPress admin menu - Prayer Requests and Bible Readings. The 
Church Admin settings allows a third "Acts of Courage" for you and your 
congregation to log evangelistic endeavours. 
Premium plugin users get a custom post type "App Content" to create pages for the 
Our Church App.  
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Settings 

Now you have your first household entered, it’s a good time to set some settings. 
Select Settings in the dropdown of the Settings module. 
 

 
 
 
The Church Admin Settings has a lot of sub menu items as the plugin is very 
customizable! 
 
General Settings allows you to configure the basics.  



 33 

Choose Modules 

This setting allows you to select which modules are visible in the menu. 
Simply uncheck the ones you don’t need and click Save. 
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Choose Filters 

The people module has a filter so you can view your people directory according to 
drill downed filters. 
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People Types 

The plugin divides people into adult, teen and child by default. You can add other 
people types if you must! 
 
 

 
 

Marital Status 

The plugin by default has various marital statuses set up – you can change what’s 
available if you want.  
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Permissions 

You can restrict what user roles can access what modules within the plugin easily 
here. 

 
 
As you can see there is also an option to Set Individual Permissions. Warning there 
be dragons on that page! 
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Individual Permissions. 

Enter names separated by commas of who is allowed to do what and click Save. 
Make sure they have a user account connected to their directory account first 
though. 
If it all goes horribly wrong an admin can check Delete all user permissions 
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Google Maps Geolocation Settings 

Setting up a Google Maps Platform API key will maximise the power of many 
modules of Church Admin, allowing mapping and geolocation (map pins on the 
precise address of you church or people) for the address list, services and small 
groups. 
Google have made the process a little easier, but they do require a payment card on 
your account. It will effectively be free for all but the hugest church admin installs 
(you get $200 of the service free anyway. That equates to 28,000 dynamic map loads 
or 100,000 static map loads) 
 
You need to get a Google Maps API key so that maps work within the plugin. 
There's a video tutorial for this at https://www.youtube.com/watch?v=zgN4DDR4I9w  
 
Go to https://cloud.google.com/maps-platform and sign in with your Google 
account. 
You will see this modal pop up  
 

 
 
Check the Maps checkbox and click on "Continue" 
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At this point "Create a new project" and give it a name and click "Next" 
 

 
 
Now you need to set the billing on the account – I already had this done, so can’t 
picture it. 
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Now Enable the Google Maps Platform. This step has been made much more user 
friendly. Just click Next!  
 

 
 
Now Google finally gives you an API key to insert into Church Admin. Yours won’t be 
blurred like the picture below. Before using it, You must protect it, from being used 
on other sites and therefore opening up the possibility of getting actually billed! 
Copy it first by clicking on the copy icon (looks like 2 sheets of paper on top of each 
other) 
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Copy it onto your clipboard (<Ctrl><c> on a PC, <cmd><c> on a Mac) as you will 
need it in a moment. 
Click on the API Console link in the window… Scroll down to the "Key Restrictions" 
section and check "HTTP referrers" 

 
That will open up this, where you can enter your domain name. Use * for wildcards to 
allow any pages and http or https to be used… 
 

 
 
 
In the key restriction section, check HTTP referrers and then add your domain name 
with wildcard asterisks before and after. The asterisks make sure http:// and https:// 
and www and non www versions work and also all pages on your site. 
e.g. *.thegatewaychurch.info/* 
And then click Save 
 
Now you have an API key in your clipboard and you have restricted its’ use to your 
website only. 
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Head over to your website and click on "Church Admin" then "Settings", then 
"General Settings". You can paste in your API key (CTRL V on a PC or CMD V on a 
Mac) and click Save. 
Allow 10 mins for Google to settle down and do its' thing. Then check it is working 
by editing a household address… 
 
If there is a problem with your API key then maps within the plugin  could look like 
this 
 

 
It asks you to look at the console – so if you are using Chrome, right click and then 
click on Console… 
And in amongst all the other data, there will be a red error like this one… 
 

 
 
It gives a web URL showing what the error means, which clicking showed 
 

 
 
So I clicked on "API keys in the Google API Console" and discovered I had got the url 
slightly wrong.  
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Importing CSV 

If you have your current church directory in CSV format you can import it into the 
plugin easily. 
On the People Tab there is an Import CSV  dropdown menu item. 
 
 
 

 
 
 
Dates are written differently by different nations. My birthday happens to be 
08/03/1970 – that may cause my American friends to send me a card for the 3rd 
August, but they would be 5 months late as my birthday is the 8th March. So for 
safety, edit your CSV in Excel so dates show in the ISO standard yyyy-mm-dd format. 
 
Here's a spreadsheet "template" you can use  
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Choose the file, check overwrite current address details and click Upload. The next 
screen allows you to map the CSV columns to the right headings. It also shows you 
some of your data to help you get the selection correct. 
 

 
 
Then click Save. 
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Fixing Directory issues 

Sometimes people manage to register themselves twice! Admins can check the 
directory for any issues from the main admin screen. 
 

 
 
Click the “Check for directory issues” button. After a few seconds, the next screen will 
show you any issues with options to fix. This article covers the issue of duplicate 
records. 
 

 
 
The first occurrence in the database is the one that stays. You can click on Display 
household to check the entries. 
If you click on Merge, the next screen will show how the merge will happen. 
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You can check each row and change which column will get saved. When you have 
clicked “Merge” at the bottom, your choices are saved to the left-hand entry and the 
right hand one is deleted. The first person’s ministries, classes and groups are kept 
and the second person’s entry is deleted. 
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Filtering the address list 

As an admin you may want to find all your congregation who are single, or male, or 
not in a small group. You can do that quickly using address list filtering. 
 
Select People in the dropdown menu of the People module 
 

 
 
The next screen shows all the different filters you can select people by. This feature is 
used in sending emails and SMS too. 
 
You can adjust which filters are used in the Settings menu 
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Recent People Activity 

Is on the People tab and shows the last people who have been added or edited on 
the plugin 
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Member Types 

Is a really powerful feature. The plugin starts with two – mailing list and member. You 
can add many more for communication purposes or for follow up funnelling. 
 

 
 
For example – we use Visitor, Irregular Attender, Regular Attender, Member 
You can edit current member types, add new ones and by dragging and dropping on 
that table sort the order they are shown in different parts of the plugin. 
 
Lastly you can bulk move one category to another. 
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Birthdays 

There’s a shortcode for showing birthdays and a widget too, but you can check them 
out in the admin area under the People module 
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Custom fields 

A new feature is the ability to add custom fields to the directory. 
Click Add a custom field to bring up this form 
 

 
 
The Custom field type allows you to choose between Date and Text field. 
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Ministries Tab 

The next task to set up Church Admin is to add some ministries –these are going to 
be important for the schedule/rota and kids work and for communication. To get you 
started the plugin has Elder and Small Group leader by default. Small Group leader 
can’t be deleted as it is vital for the Small Groups section 
 

 
 
To add a new ministry click on Add a ministry! 
 

 
 
Check safeguarded needed when it is a ministry that is within children or vulnerable 
adults and you will later want to track their legal permissions to do that.  
 
You can create oversight for ministries using "Parent ministry" – as an example we 
have Small Group Coaches to oversee our Small group leaders, so we edited the 
Small group leader ministry to add the parent. As we grow, we may have Zone 
Pastors to oversee the coaches and so on! 
 
Lastly you can add people to a ministry here or by editing their people entry and 
checking the box. 
Click Save Ministry to finish. 
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Children Tab 

 
 
The children tab allows you to create age range groups for your children’s ministry. If 
dates of birth are stored in the directory, then children are automatically sorted into 
the correct group, unless you check the override option. 
 
Start by clicking Add a kidswork age group – but make sure you create a ministry for 
it first  
 
 

 
 
Clicking the Youngest and Oldest brings up date pickers – our kids work revolves 
around school years so we use 1st Sept as oldest and 31st Aug as youngest. 
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Safeguarding 

 
Currently I have been given what is needed in the UK and Australia or safeguarding 
children. 
Place people in to ministries that require safeguarding first – see p# for details. 
Then set up your jurisdiction – get in touch with details for your nation to 
support@churchadminplugin.com 
 

 
 
I’m going to go with UK where I am based!  
Next you can adjust which ministries require safeguarding… 
 

 
 
Now I discover I don’t have anyone doing a safeguarded ministry – and actually elder 
should be too! They shepherd some interesting sheep ;-) Go back to your ministries 
page to edit who’s in a safeguarded ministry or edit the people individually. 
 
Sorted it - That’s better 
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You can then edit the entry and keep track of safeguarding requirements. 
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Search 

 
At the top of the people module, there is a search box. 
 

 
 
People can be active or inactive (useful if you have lots of people in the directory but 
who don’t attend!) 
 
The search results allow you to click through to where you want to go… 
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Classes 

American churches typically have Sunday school for everyone before the service, so 
this where the Classes feature comes in handy. We run Alpha, Life Group leaders 
training and Members classes too. 
 

 
 
 
Start by clicking Add a Class. 
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The led by field will allow those people to check in class students if you want to keep 
attendance records. 
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Small Groups 

A church Small group ministry is one of the best ways of helping people stay 
connected to church life. As a church grows, small groups need overseeing and so 
Church Admin allows multi levels of small group oversight. 

Organising Small Group Structure. 

Moses couldn’t cope with looking after the whole of Israel on his own, so Jethro told 
him to organise the people of God into thousands, hundreds, fifties and tens. 
Churches using the Church Admin plugin vary in size from 20 to 2,000, so will need a 
different size structure if you have small groups in your church. If you don’t have 
small groups – why not? Acts 2 shows us the early church meant all together and in 
homes – it’s a place where people really do get to know one another, care for one 
another and disciple each other in the faith.  
 
A structure 
I’m assuming that you have set up a directory first with people who will end up being 
in small groups, coaches, zone pastors etc. 
 

 
In the plugin a structure like that is shown by clicking Groups and then Small Group 
Structure 
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You can add an oversight level using the form field and clicking save. The levels can 
be put in order using simple drag and drop. 
 
Next you can start to populate the levels. 
 
Start that process by clicking on the Oversight Level submenu 
Each level has a name and then people who are in that level. For Zone Pastors they 
might look after a section of your city or town like East, West. John Smith may look 
after East and Jane Smith West. 
 

 
You can edit the names of people at a level on creation and in the table. 
 
Lastly you can start adding and editing the small groups themselves 
 
Adding some small groups will allow you to display a map of when and where they 
all are on a page or post. 
 
To add your first group, click Add a small group… 
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Once again most of the fields should be self-explanatory and you can geolocate the 
address for the map by clicking "Please click here to update map location…" 
 
You can quickly build your small group list… 
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Sites Module 

You need to set up your site(s) and service(s) ready to use in shortcodes and blocks 
and for the schedule/rota. 
Out of the box, the plugin just has a main venue set up - you can edit it to give it a 
new venue name and address 
 

 
 
The interface should be familiar now, with the ability to drag and drop the marker pin 
for accurate geo-location. This is important as other maps are centred from your first 
venue! 
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Services 

Are setup in a similar way – just make sure you add the site first! 
 

 
 
The Service Day drop down has an "As arranged" option for special services that 
have varied day and time – e.g. weddings and funerals 
 

 
 
 
Since the global Coronavirus pandemic the services edit screen has options for 
setting up pre-booking for services.   
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Attendance Tracking 

 
You can track attendance with just numbers of you track individual attendance too. 
 

 
 
Rolling averages is a way of smoothing out the weekly ups and downs to see 
underlying trends on graphs – it’s an average of the previous year, taken each week. 
See it on the graphs below as our church doubled in size over a period of two years! 
 

 
 
 

Individual Attendance  

allows you to track individuals! 
 
The first screen allows you to choose which meeting and member types and then the 
second to individually check in people 
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Sessions 

 
Is a feature to track small groups in more detail with notes. 
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Bulk SMS 

 
You can also send SMS messages. Over the years I have learnt that if you really need 
very one to communicate something and be sure people open and read it - the ping 
of an SMS message does that. 
 
We have set up bulk SMS sending with 3 providers, but recommend Twilio, who work 
globally to ensure your people will receive SMS sent from your Church Admin install. 
 
If you want to get set up to send SMS to your congregation, then here's what to do. 
 
Firstly get yourself an account at twilio.com – the link is an affiliate one that gets you 
and I some free credit 
 

 
 
Twilio require you to get an incoming number for replies, but this will allow you to 
respond to replies in the plugin! Get registered and confirm your email with them. 
Then get your incoming number – top right at 
https://www.twilio.com/console/phone-numbers/incoming 
 

 
 
Then you will be able to do a webhook to listen for SMS replies. 



 68 

Go back to https://www.twilio.com/console/phone-numbers/incoming and click on 
your number 
 
 

 
 
Then scroll down to this section 

 
 
Where is says “A MESSAGE COMES IN”, make sure the dropdown is “Webhook” and 
paste in the URL and click Save. That’s it! 
https://YOURDOMAIN/wp-admin/admin-
ajax.php?action=church_admin_twilio_listener 
 
Next you will need to get an SID and token so Church Admin can communicate with 
Twilio and send SMS. 
They will be on the main dashboard at twilio.com once you have logged in. 
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Now you are ready to go back to your Church Admin install and setup SMS there! 
Go to Church Admin>Communications>SMS Settings 
 

 
 
 
A couple of things to note: 
 
You can get the Twilio SID and token from https://www.twilio.com/console 
The Twilio SID is the "ACCOUNT SID" and the Twilio token is the AUTH TOKEN 
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For the SMS sender cell number field you need to put this in the e164 international 
format. 
 
Here’s the format 
E.164 phone number formatting entails the following: 

• A + (plus) sign (replacing the International Call Prefix like 011) 
• International Country Calling code 
• Local Area code 
• Local Phone number 

 
US Example 
The White House switchboard number is 202-456-1414, sometimes written as (202) 
456-1414 
The 202 is the Local area code and 456-1414 is the local phone number. 
In e.164 the number would be +12024561414 because the US international calling 
code is 1 
 
UK Example 
The Buckingham Palace switchboard number is (+44) (0)20 7930 4832. 
44 is the International dialling code 
So we remove the leading 0 of the rest of the number to get +442079304832 
 
The rest of the form should be simple to fill out. Then click save! 
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Sending a bulk SMS is similar to sending an email via the plugin. 
 

 
 

You have 160 
characters to play with 
for a message and then 
you can choose the 
recipients using the 
filters or type names in. 
Don’t forget to click 
"Send Message" at the 
bottom of the screen  
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Bulk Email 

 
Check your server sends email happily first by sending yourself a test message. If it 
doesn’t work, do some tweaks in the Settings area. 
 
Sending email from websites is notorious. Lots of ISP’s block emails they think have 
come from websites as spam. We have set up a MailChimp account (free for under 
2000 contacts and 12,000 emails per month ) and sync’d Church Admin with 
MailChimp.  
MailChimp does all the heavy lifting to make sure your email will get through. 
 
But if you don’t want to do that and the test email works, then go ahead with the 
Send Bulk Email link. 
 
The first part allows entering names or using the filter to find recipients, then fill out 
Subject, From name and email (Or click Use me!) and upload any attachments and 
the finally create your message 
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MailChimp 

My preferred way of sending email to our church is using MailChimp. They are very 
good at getting email into inboxes rather than spam folders! 
 
MailChimp are an email list service (free for under 2,000 subscribers and 12,000 
emails a month). The advantage of using them is that are great at making sure emails 
end up in the inbox not a spam folder. 
You will need to get an API key from https://us2.admin.mailchimp.com/account/api/ 
 
Simple click on the grey "Create A Key" button and a new key will be created.

 
 
Then head over to your Church Admin dashboard and select  "Sync MailChimp" 
 

 
 
The first step is to paste in your API Key and click save. 
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Then choose the list you want to sync to – you may only have one! 
 

 
 
Then finally you can sync to MailChimp, by clicking "Sync" 
 

 
 
Be patient! 
The results will then show and the plugin will add a webhook so any changes people 
make to their MailChimp subscription will be logged in Church Admin. 
An example is when someone unsubscribes, Church Admin sets their directory entry 
to no email sending. 
  



 75 

Rota / Schedule 

A rota is list of people doing certain jobs at a service. US English uses the word 
"schedule" to describe rota (which as a Brit I find confusing a schedule is a list of jobs 
with times attached to it!) 
 
Is one of the key features of the plugin, giving you the ability to organise and 
communicate church service and gatherings.  
 

 
 
Firstly, you need to setup some tasks – which can be different for different services. It 
is worth setting up your ministries first so they appear on the add/edit rota 
(schedule) jobs screen. That makes manning the schedule (rota) faster later. 
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Once you have some jobs set up like below, you can then create a rota/schedule for 
your services. 
 

 
 
Go back to Rota tab and then Add rota date. 
That will bring up a form which allows you to enter the date, pick people from a 
checklist or type their name in for the various jobs. 
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You’ll then be able to build your rota for as far ahead as you like. A date will only 
appear in the table if at least one job is filled. 
 

 
 
When you have more dates filled, you can copy from previous dates for a repeat. 
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Communicate the schedule 

You can email or SMS out the schedule to the people involved for a particular 
service. 
 

 
 
Firstly you can automatically email a schedule/rota out each week on a particular. 
Secondly you can email out a particular occurrence of a rota with a message. 
Lastly you can SMS participants the rota. 
 

Schedule PDF 

Produces a PDF form of the rota – if you have lots of people slotted for a task and it 
looks messy on the PDF, then use initials. 
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Calendar 

The main advantage the Church Admin calendar has over Google calendar is that 
you can arrange recurring events to be on the nth day (e.g. 3rd Wednesday) of the 
month. 
 
The Calendar tab starts out like this… 
 

 
 
It’s best to set up some categories for your events first which come out different 
colours on the front end. 
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When you add a category there’s a neat little colour picker you can use too! 
 
 

 
 
 
To edit an event on the calendar click on it – you’ll get the option to edit that single 
event, or as a series and delete the single item or whole series. 
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Facilities 

The facilities tab piggybacks the calendar to allow the booking of rooms or 
equipment. 
To use it create some facilities and then use the calendar below to track usage and 
bookings. 
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Media 

We have learnt that almost every visitor to our church checks out the website and 
listens to a sermon or two before coming. So having your sermon audio and or video 
on the site is well worth doing. 
 
You can either host your own audio or use external services as long as you can find 
the direct download URL. 
 
If you are hosting your own files – watch that you can upload the size of files you 
need from your browser. Your webhosting company can adjust the settings on your 
server for you quite easily, or you can do it yourself by adding a php.ini to the root of 
your installation of WordPress. 
The lines to change are.. 
upload_max_filesize = 80M 
post_max_size = 80M 
upload_tmp_dir = 80M 
 

 
 
 
You may want to upload mp3s directly using an FTP program – the folder to put 
them in is 
 
Yourdomain/wp-content/uploads/sermons/ 
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If you upload with FTP click the grey "Add already uploaded files" button to add the 
files to the database, otherwise use the blue button. 
 
If you are using an external server to host your files, enter the URL when using the 
grey button. 
You can add in the scripture passages and even notes/transcripts of the sermon. 
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Setting up iTunes And Spotify Podcasting 

 
iTunes and Spotify are pretty fussy about what your Podcast xml feed looks, which is 
where they get your podcast feed from 
Head over to your Church Admin>Media>Podcast Settings and fill out the fields – 
including the image, which needs to be 1400px square and a JPG or PNG. You won’t 
be able to fill in the “iTunes Link” yet! 
Click on save and then copy (right click and click copy) and browse to your “Podcast 
RSS File” – which will be shown on the page after saving and on your media page. It 
should display without any errors. 

Spotify 

You will need  a Spotify account to start off with – create a free one 
at www.spotify.com 
Next Go to https://podcasters.spotify.com/ , scroll down the page and click on “Claim 
your podcast” 
 

 
On the next page paste your podcast rss feed url, which you copied earlier – mine is 
https://www.thegatewaychurch.info/wp-content/uploads/sermons/podcast.xml 
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You may need to adjust some things, but it should eventually get you to a screen like 
this 
 

 
 
The nice thing about Spotify is that they will show you stats of how many people 
have listened to your sermons! 
When you are done, open Spotify and search for your podcast. Right click and then 
click on “Share” and then “Copy Show Link” to grab the link to put in Podcast 
settings 
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Go back to Podcast Settings in Church Admin>Media and paste in the Spotify Show 
Link and click Save. 

 
 
Now the Spotify Podcast link will show on your sermons page… 
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iTunes 

Then go to https://podcastsconnect.apple.com/my-podcasts/new-feed 
You’ll need an Apple ID – you don’t need a Mac or iOS device to have one! 
 

 
Then paste in your feed URL which will be domainname/wp-
content/uploads/sermons/podcast.xml 
If all is well with your feed you’ll get a page like this 
 

 
And you just need to wait for it to be approved to start! 
Once it is live, search for your podcast on iTunes or Podcasts app on a Mac. Once 
you have found it, click on the three dots and then “Copy Link” 
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Go back to your Podcast Settings in Church Admin>Media and paste it into the 
iTunes Link section 
 

 
 
Then it will show the link on your sermons page… 
 

 

 

  



 89 

Giving Module 

 
From v2.6927 Church Admin Plugin has a Giving module that allows you to record 
giving to the church. For those with the Premium version, you can also accept PayPal 
one-off and recurring donations that will be recorded. 
 
For app subscribers the initial Giving admin screen asks you to setup your PayPal 
email address, currency and currency symbol. 
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Manually Logging Donations 

Just click on the Add donation button or menu item. 
V3.4.118 onwards allows a gift to split into multiple funds. 
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Pledges 

The shortcode for pledges for the year is [church_admin type=pledge] or use the 
Block. It will ask the user to login and then will show a form for making a pledge and 
what they have given so far. 

 
  



 92 

PayPal Giving 

Premium plugin users unlock the PayPal giving feature too. 
You can purchase the premium version for USD$99 (GBP £75) from your Church 
Admin screen in the app section. 
 
To use the PayPal giving forms… 
 
Firstly set up the PayPal settings at Church Admin>Giving 
 

 
 
Then you can use the shortcode [church_admin type=giving] or the Block.  
 
That will display this form. If the user is logged in the email address is pre-filled. 
Once they have given if the email is the same as their directory entry, the gift will be 
logged in their name. As you can see the form allows for one-off gifts and monthly 
recurring giving. 
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Bible Reading Plan 

The Bible Reading plan allows you to upload a reading plan for your whole 
congregation to follow. 
It needs to be in a CSV format – the plugin ships with the BiOY plan. It was previously 
an app only function, but is now available for all plugin users. 
 
You can create your own in a spreadsheet program, using one reading per column 
and one day’s 
readings per row. Don’t forget to save in the CSV format! 
 

 
 
If you use the Bible Readings custom post type – that day’s reading and notes will 
override any uploaded plan. 
 
 
There’s a shortcode to display this style of Bible readings [church_admin type="bible-
reading"] 
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Bible readings posts with notes 

There is a preferred way of delivering daily Bible readings now, using the Bible 
Readings custom post type. The app and shortcode will pick a bible reading created 
there and use the previously uploaded CSV if there is no Bible reading for that day. 
 
The edit and posts screen is exactly the same as that for pages and posts. At the 
bottom of the screen you add the Bible reference. 
 

 
 
Our church has found an increased take up of the congregation reading the bible 
daily with notes we produced. This year we have got members of the congregation 
to record themselves reading and a short prayer and post those each day! 
 
For a few years during the Coronavirus lockdowns, we published daily Bible 
Readings that people recorded. It was nice to hear a familiar voice and be reading 
the same Scriptures. 
 
This year we are following the Bible in One Year plan – you can bulk publish a whole 
year of readings in one go – they are scheduled to post once a day as at a time you 
specify. The advantage of this method of having a Bible reading plan is that it goes 
out as a daily email to those who want it and push notifications to app users if you 
are a premium plugin user. 
 

Bulk Publish a Bible reading plan 

In the settings area of Church Admin, pick “Bulk Bible reading publish” 
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Then you get this screen. You can upload a featured image and CSV file of your plan, 
similar to this example  
 
https://www.churchadminplugin.com/wp-content/uploads/2023/01/bioy.csv 
 
Set a publish time and click upload. 
 

 
Your CSV file will be published as a daily readings, with each row as a separate day.   



 96 

How to add Bible readings and Prayer requests to your website 
menu 

 
Are you using acts of courage, prayer requests and/or Bible readings? 
If you are you may want them to show up in your site menu. That is quite easy to do! 
Here’s how. 
 
You need at least one post of the Bible reading, Prayer Requests or Acts of Courage. 
 
Firstly, on the dashboard of your site click on “Appearance” and the “Menu“ 
 

 
 
Then you will see a screen like this which includes “Prayer Requests” and “Bible 
Readings“, “Acts of Courage” which are “custom post types”. To create a menu item 
to show them, you will need to follow these steps. 
 

 
 
Firstly click on Appearance> Menu to bring up the menu page. 
Then click on “Screen Options” at the top right of the admin screen 
 
Check Prayer Requests and Bible Readings and then you can minimise Screen 
options. 
Prayer Requests and Bible Readings will now show as menu options… 
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Expand each one and click “View All” and then check “All Prayer Requests” or “All 
Bible Readings” or “All Acts of Courage” and then “Add to Menu. 
 

 
 
You can then drag and drop them to where you want them in your menu and then 
click “Save Menu” over on the right hand side. 
 
Your site will then show all your prayer requests or Bible readings in the same way it 
would show all your posts, using the same template. 
 
You can make acts of courage and prayer requests only visible to logged in users 
in the settings section of Church Admin settings where you can also add some text 
to explain how to submit a prayer request! 
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If you have the premium version of the plugin, there is an option to send a push 
message to an admin when a prayer request comes in, so they can quickly approve 
or edit it for publishing to everyone. 
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Bible Version 

 
The app uses Biblegateway.com to serve Scripture readings, you can set the default 
version for your install using the dropdown menu. 
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Inventory 

 
The Inventory section allows you to keep track of things that have been issued to 
people like keys. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Click “Add Item” to add an item 

 
The form allows you to create an 
inventory item name and description 
and assign an ID number (between 1 
and 20) for each item given to a 
person. 
 
When someone gives back the item, 
just delete that form field and “save” 
and they will be removed from the list 
and it can be given to someone else.  



 102 

 

Shortcodes and Gutenberg Blocks 

Most of the manual so far has dealt with the plugin in the admin area (backend of 
the site). There are lots of shortcodes that can be inserted into pages and posts to 
automatically produce output from the plugin for your congregations to see. A 
shortcode is a short command inside square brackets, that WordPress then 
programmatically uses to produce output. 
 
Church Admin shortcodes are mostly of the form [church_admin type=""]  
 
The type tells Church Admin what to output. 
 
Most of the shortcodes that output personal data require the user to be logged into 
view for personal data security reasons. If you really want anyone to see people’s 
data (which is illegal in most countries without explicit permission of everyone!), then 
you can added loggedin=FALSE to a shortcode. 
 
All the shortcodes are listed in your site back end at Church 
Admin>Support>Shortcodes. 

Address list 

[church_admin type="addresslist"] outputs the address list 
 

 
 
There are a few options you can add to this shortcode 
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[church_admin type="address-list" member_type_id="#" photo="1" map="1" 
site_id="0" pdf="1"] 
 
member_type_id specified which member types are shown 
photo=1 will show individuals photos 
map=1 will display a google map if you have a Google Api Key stored 
site_id will specify which site 
pdf=0 no PDF link a value of 1 or 2 shows links to the two types of address list PDF 
 
As of version 3.1.3 I've added a "colorscheme" option to allow for darker themes 
colorscheme="bluegrey" will give output like this (the black background comes from 
the theme itself). There will be more colour schemes coming 
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If you are using the Gutenberg Block "Church Admin 
Address List, you can choose the options on the right 
hand side.  
 
The member type option can be typed in as the 
member_type_id or the name of the member type. 
 
If your choices fail to show anyone then you get a 
helpful error message to show you what is wrong… 
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Video 

[church_admin type="video" url="https://youtu.be/ep_k2yCkF_w"] 
 
This will show your video embed in a responsive way (sizes correctly for all screen 
sizes) with a constant aspect ratio. 
 

 
 
If you have enabled the YouTube Data API v3 it will show how many views too. To set 
up that API, make sure you already have the Google API key stored in Church Admin 
for your site. 
 
Head back to https://console.developers.google.com/apis/dashboard 
 
And then click on "Enable Apis" 
 

 
 
Scroll down to the YouTube Data API v3 and click on that. 
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Then make sure it is enabled. 
 

 
 
Changes to Google API keys usually take 5-10mins to work properly, so be patient. 
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If you are not seeing a map, then right click on a white area of that webpage and 
then "Inspect", 
Any errors will be shown in red, like this one. 
 

This error has the words ApiNotActivated in it which shows that the relevant API is 
not enabled. This was on an address list page, so the Static Map API was not 
activated. 
 
Head to https://console.cloud.google.com/apis/library?filter=category:maps 
 

 
 
The APIs that are needed are Geocoding API, Maps Javascript API, Maps Embed API 
and Maps Static API. Click on those in turn and make sure they are enabled.  
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Service Pre-booking 

As I first wrote this in July 2020, many countries were coming out of first lockdown 
due to the Covid-19 global pandemic. In many jurisdictions we have social distancing 
measures still in place, requiring us to limit attendance numbers in our facilities. With 
that in mind, Church Admin now has service prebooking in place. 
 
It relies on adding a service to the calendar from the service edit screen (so the 
plugin knows when services are) 
 
So edit the service 
 

If you had already independently 
added the service to the 
calendar you can connect it 
using the "Connect to current 
calendar event" dropdown. 
Or just check "Add to Calendar" 
to create a new event. 
 
Make sure you fill in all the fields 
including max attendance and 
click "Save Service" 
 
The main services screen shows 
you the shortcode you can use 
on your service pre booking 
page. 
 
If you want to make it open to 
anyone to book make sure you 
include loggedin=FALSE  
 
 
 
 
 
 
 

 
Users are then able to pre book their service attendance without going over the 
maximum allowed. Email and contact number are required fields so effective track 
and trace can happen if needed. 
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You can check who is booked at Church Admin>Services>Service Prebooking 
including printing a PDF 
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App 

Smartphone ownership is rising fast... 
 

 
95% of Americans own a cellphone and 77% a smartphone.  
 

 
(Source: https://www.pewinternet.org/fact-sheet/mobile/) 
 
If you don't have the app yet, it's a worthwhile investment for most age groups in 
your church - it's free for your congregation to install on their device and a one off 
payment of US $99 (other currencies available!) for the church to buy into. It will 
mean your congregation can catch up with sermon mp3s, your schedule/rota/roster, 
calendar, groups, classes and even check into services and classes. 
 
If they browse to https://ourchurchapp.online on their device they will be taken to 
the correct app store page. 
 
Before subscribing you will see this screen on the App module… 
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If you want to sign up and I hope you do as the subscription helps pay my time 
working on the plugin , simply fill out the simple form on your site to choose your 
currency and make the one off payment. Once that is done the premium version of 
the plugin is automatically activated and you can get started.  
 
You can also buy the premium version at https://www.churchadminplugin.com/app 
which will send you an activation plugin on purchase. Buying from your site is 
quicker though! 
 
The app requires your site has an SSL installed – that means the web address of your 
church starts with https:// not http:// Occasionally SSLs are badly installed which 
stops the app being able to access data on your site – so it is worth checking it here 
https://www.sslshopper.com/ssl-checker.html - if all is green ticks, then you will be 
fine. 
 
  



 112 

App Settings  

Here you can change the title at the top of the app screen and add custom CSS (for 
details of classes you can customize, see appendix 1) 
 
Underneath you can select which member types are viewable on the Address section 
of the app to logged in users. 
 

 
 
Don’t forget to click "Save" to finish. 
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App Content 

 
There are three editable pages that come with the initial install of the app – Home, 
Giving and Groups. 
You can remove giving and groups from the app menu later if you wish, but please 
don’t delete the 
pages. 
App Content is a custom post type – that means it has the familiar WordPress editing 
tools, that you 
should be familiar with. 
The App Content menu is over on the left of your WordPress dashboard. 
 

 
  
 
Add pages and edit content to your heart’s content! 
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App Menu 

The App Menu section of the Church Admin>App dashboard gives you control over 
what appears on 
the app menu on your device. 
 

 
 
The left hand column allows you to set what is visible on the app – some pages are 
already 
permanently ticked – Home, Account, Messages, Settings and Logout. They are 
required to make the 
app work properly. All other items can be checked or not. 
 
The second column allows you to offer different menu items to logged in and not 
logged in app users. 
 
You can change the order by using drag and drop with your mouse. 
 
Don’t forget to click Save Menu 
 
Just under App menu is App categories 
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App categories 

App categories allows you to add a post category to the menu of the app, to pull in 
posts from a 
specific category of your normal posts. Simply use the drop down menu and click 
Add category. 
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App Member Types 

 
You may not want all your member types visible to users in the Address section. 
Check which ones 
you want to be useable. 
 

 
 
The Address section of the app is only available to logged in users. This is for data 
protection reasons. 
 
If your directory entries don’t yet have user accounts for your website, you can do 
this very simply  in the People module, select item "Create Users". 
 
First check you are happy with the email message they will get sent in the Settings 
selection item of the Settings module. 
 

 
 
It’s obviously important to keep [SITE_URl],[USERNAME],[PASSWORD],[EDIT_PAGE] in 
the message 
which are replaced by the links to those things! 
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Click Save Settings at the bottom if you have made any changes. 
Now you can create user accounts automatically for all your directory entries that 
have an email address stored. 
 
Select Create user accounts link in the People Sub menu. 
 

 
 
Then check which member types, you would like to create user accounts for… 

 
 
The plugin will scan all the directory entries of those member types, check whether 
they have a user account connected and either connect it if necessary or create a 
new one and send them an email. 
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Push Notifications 

Push notifications are a way for apps to receive a notification of new content. If your 
app users have 
allowed them when installing or later in their phone settings, they will receive push 
notifications. 
These are sent when you publish a new blog post, bible reading notes, or prayer 
request. 
A new feature is sending a Push Message – this is useful for emergencies and can be 
found as a submenu item of the App menu item 
 

 
 
You can also send push messages with filtering – but they will only go to logged in 
app users who are targeted by that filter choice. 
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Appendix 1 Page HTML for adding custom CSS 

This is the stripped down body of the app to give an idea of classes and ids for 
adding your own custom CSS. 
 
 
<body data-spy="scroll" > 
<div data-role="page" id="page" > 
<!—Menu-- > 
<div data-role="header" id="header"> 
<h2 ><span id="menu" ><i class="fa fa-bars" aria-hidden="true"></i> <span 
id="church" class="tabbutton" 
data-tab="#home">Home</span></span> </h2> 
<ul data-role="listview" class="menu ui-listview"> 
<li id="home-tab-button" class="tab-button" data-tab="#home" data-type="app-
content">Home</li> 
<! – MENU ITEMS ADDED AUTOMATICALLY -- > 
</ul> 
</div> 
<div data-role="main" id="main" > 
<div id="rendered" > 
<! -- MAIN CONTENT GOES HERE -- > 
</div> 
</div> 
</div> 
</body> 
Page content is rendered dynamically in #page #rendered, so any styles need to be 
under that. 


