
Planning Center Online  
 

 
Planning Center is an online system we use to schedule team members and communicate 
throughout the week. As a part of our Chat Moderator DreamTeam you will need to understand 
how to use Planning Center Online (PCO) and how to interact with it. Don’t worry! It’s easy and 
we will walk you through it below. 
 

1) You need to log in to Planning Center Online: 
https://login.planningcenteronline.com/login/new  

 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Your DreamTeam leader added you as a user and you should have gotten a welcome e-mail! You 
will need to type in your e-mail and password. 
If you don’t have one yet you can click “Need a password” in the bottom. 
 
 
 
 
 
 
 
 
 



2) Once you Log In there are 2 tabs that you will use regularly, “My Schedule” and “Plans”: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3) “My Schedule” looks like this: 
 
 

 
 
 



 
 
Here you have a few different options. First, “Blockout Dates” 
 

 
 
 
You can click “Blockout Dates” to let your leaders know when you won’t be available to serve. 
You don’t need to provide a reason but you can! 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
In “My Schedule” you will also be able to sign up for services by clicking “Sign Up” under “Sign-
up Sheets” 
 

 
 
 
When you click on it you will see all the available sign-up opportunities for each weekend 
(weekend on the top) and each platform (on the left column). You just click the green sign-up 
button and you are automatically confirmed for that weekend!  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
In the bottom you can see the plans you have confirmed to serve: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4) The “Plans” section looks like this: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



When you click on a plan you can view that weekend service and see the order of service:  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
You can also view the team you are serving with; you can click each service time and view the 
names of the people confirmed for each platform: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


