
HOW TO MANAGE YOUR SMALL GROUP 

1. Go to Valley’s webpage at www.valleybible.org 

2. At the very bo�om of the page under Quicklinks, you will see a link to InFellowship.  

3. Click on this link and it will take you to the login page for InFellowship 

4. Login with your email address (or mobile number) and password.  If you do not have an account you can 

create one using the Sign Up link. 



5. Once you have successfully logged in, you will see the Home tab.  Click on Your Groups. 

HOW TO MANAGE YOUR SMALL GROUP (con+nued) 

6. This window shows all the groups you are a member of.  Click on the group name you want to manage.  
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7. If you are designated as a Leader in your group, you will see an A�endance tab. Click on it. 
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8. Select Enter a&endance.  
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9. Select the date your group met from the dropdown list. 

 

10. Check the box next to each member that a�ended that session. Click Save a&endance when done. 

 

11. If you need to add people to your group, simply select the Roster tab and click on Add or Invite someone 

to join located on the right side under ACTIONS. 
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10.  Select Add to group and this person will now show up on the Roster and also in your A�endance list.  

9. Type in the person’s complete First and Last name (required).   

 



If you add new people to your Roster a
er your first mee+ng, you will need to modify their ‘join date’ in 

order to show they a�ended previous mee+ngs. 
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1. Click on the Roster tab and find the name of the group member who's "joined date" needs to be 

modified and click on their name. 

2. No+ce at the bo�om where it says Member since with a date and the Edit bu�on. Choose the Edit 

bu�on and you have the ability to change the date to a date in the past via the drop-down calendar. Be 

sure to click Save. 

Once complete, this ac+on allows the group leader to post a�endance for the member from the very first 

+me they a�end a group mee+ng.   

Now when you go back to A&endance (see page 4 of 6), this person will show up in the list and you can 

select the box next to their name and add them to your a�endance. 

If you have any ques+ons, or need help with anything pertaining to InFellowship and managing small groups, please 

call or email the FellowshipOne Administrator, Michelle Filbert, at 510-799-3171 x124 or mfilbert@valleybible.org 


