
Planning Center Help

After you have created an account, you will get emails like this one:

Click the appropriate button to accept or decline your service. You can also view 

the service by clicking the blue button. 
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Once you’ve confirmed the service, 

looks like this:  

There are so many resources you can use on Planning Center. Be sure you are 

familiar with all of them.  

Once you’ve confirmed the service, you will be brought to the service page. It 

There are so many resources you can use on Planning Center. Be sure you are 

you will be brought to the service page. It 

 

There are so many resources you can use on Planning Center. Be sure you are 



You can view the lyrics, chord charts, and listen to audio samples of the songs by 

clicking the associated grey box to the right of the song. The box has a number in 

it, which represents the amount of attachments on the song. First, hover over the 

box like this: 

Then, click the attachment you’d like to view. Each song is different, but in t

example above, you can see there is a lyrics PDF, a choir PDF, an MP3 (audio file) 

and chord chart PDF. 
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You can also “rehearse” with 

all the songs. This is a really 

great feature. When you 

hover over the “rehearse” 

button (pictured to the left), 

you have the option to 

rehearse by downloading all 

PDFs (your lyrics & chord 

charts), or opening the 

media player to listen to all 

the songs in the service 

back-to-back. PLEASE take 

advantage of this tool. You 

can practice and learn so 

much on your own. 
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One other important thing to learn is how to make use of the calendar feature. On 

the upper part of the left-hand bar, you can click on: 

                     “Block out dates”                

Blocking out dates you know you can’t serve helps the Worship Director out and 

also keeps you from being scheduled on those dates.
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