Setting Up Your Group

Once you login to your Mylifegate account, you will see your group over on the
lefthand side.
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Select your group, then here is what your screen will look like. Select edit to edit what is
displayed on our website.
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Now you can edit the information for your group. See the screen shot below for examples.



Name your group with this format:
Group type | Day it Meets | Last name of leaders

Group Schedule needs to be set. Select how often, day and time. If this is not entered, you will
not get the attendance reminder emails sent to you!

You are not responsible for uploading your image. Please let us know if you need your picture
taken!!!
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As you scroll down further, you will see more options of information to add for your group.
What is optional and required has been noted. Remember to hit save after you have made
selections.
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Attendance Taking: This is located on the “home” screen for your group when you first clicked
on it from your profile page. You will see the roster or attendance tabs.
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Select the “Attendance” tab
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Adding Members to your group: New members can be added to your group if they have
requested to join your group specifically through the website. You will see a blue box at the top
of your roster with “Pending Members” listed there. To make those members active, hover over
their names and a pencil icon will appear. Select that and there you can change their status to
member and active if they have decided to join your group.

If you have a new member you have personally invited to join your group and they did not use
the website, you will need to send their information to your coordinator or campus lifegroup
lead and they will manually add the member to your group.



