
1. Log in to http://accounts.planningcenteronline.com using your username and password 

 

2. After logging in, you will be taken to the main dashboard 

 

3. On the Left side of the screen, you can View Master Calendar, add Block-out Dates, or sync 

Planning Center with your personal calendar. In the center screen, you will find My Schedule 

and MC3 Kids (upcoming plans).  



4. To  add Block-out dates, click the button, enter in the date or series of dates which you are 

unavailable, and click ACCEPT. 

 

5. After blocking out dates, click on the View Master Calendar button to review that your block out 

dates are confirmed. 

 



6. The first heading on the dashboard, My Schedule, shows you all dates which you are currently 

scheduled to serve. If you need to cancel on of your dates, move the cursor over the selected 

date, and click the DECLINE button that appears. 

 

7. By clicking on one of the plans under MC3 Kids, you taken to an overview of the week’s lesson 

plan. On the Left side, you can see others scheduled for the week 

 



8. Below the list of scheduled people, you will find the ATTACHMENTS section. If you need to 

download the lesson plan, click on the appropriate attachment. 

 

9. On the Right side of the overview, you will find attachments for each time block. Here, you can 

download the TRU documents or images to be used during the lesson. Just highlight the section 

and click on the desired attachment. 



 

 

10. Under the MC3 Kids section of the dashboard, you can click the MATRIX button to view several 

plans at once. 

11. At the Top Right of the screen, click the LOAD PLAN button to add as many plans as you want to 

view. MATRIX will give a sketch outline each week’s plan, along with the list of people 

scheduled. This can be especially useful if you would like to switch dates with someone. 

 



 

12. Finally, when you receive an email invitation from Planning Center, make sure you can see 

images in the message. As below, the invitation should show you the date scheduled (9-1-2013), 

ministry (MC3 Kids), and role (JAM 1st-2nd grade). At the bottom, you have 3 buttons available 

(ACCEPT, DECLINE, and VIEW SERVICE). By clicking ACCEPT or DECLINE, your response to the 

invitation is entered in Planning Center. Please select one upon receiving an invitation. VIEW 

SERVICE, you will be taken to the week’s lesson plan, as explained in pts. #7-8. 

 


