
Creating Groups in PCO People 
 

Step 1: Create Custom Fields for Group Names  

1. Log into PCO – People App – People tab 

2. Click on the Gear icon, select “Customize Fields” 

 

 

 

 

 

 

 

3. From the menu on the left-hand side, select “Add Tab” (ex: Groups) 

4. Create a New Field (ex: Element Group Membership) 

a. Type: Checkbox 

b. Add: list each small group by name 

c. SAVE 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

5. Create a New Field and Options for every group you are exporting. For some churches, 

this may include small groups from the Groups app, volunteer teams from the Services 

app, and check-ins (both kids and volunteers) from the Check-Ins app.  It’s desirable to 

make sure every team/group is accounted for in its original context. Merging/re-

organizing can be done in Churchteams. More examples on the following page: 
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Step 2: Create a List for Each Group 

1. People App – Lists tab 

2. Select “New List” 

 
3. Create the following Rules: 

a. List Name: You will create a lot of lists (one for each group, so make sure you 

know what it is!)  You might go with the PCO app then individual group Name 

(Examples include: Element Groups – CORE, Check-Ins: Element + Wednesday HS 

Girls, Volunteers: Element Production Team). 

b. List Options: “Return people matching ALL of these” 

c. GROUPS 

i. Rule 1: include GROUPS – member - of a group - active – specific group 

type – specific group name – any tag groups – any options – led by any 

leader – role: check both leader and regular member 

ii. Rule 2: exclude PEOPLE – specific custom field tag – specific field – 

includes any – specific group name - SUBMIT 
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d. CHECK-INS 

i. Rule 1: include CHECK-INS – attendance – attended – specific Check-In 

event – specific classroom/group – anytime – after date you last 

promoted – any number of times (or your preference of attendance) – 

include (check guests, regulars, and volunteers) 

ii. Rule 2: exclude PEOPLE – specific custom field tag – specific field – 

includes any – specific group name - SUBMIT 

 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 

e. VOLUNTEERS 

i. Rule 1: include SERVICES – scheduled – to – specific team name – specific 

team subset or “any team” – specific time frame or “anytime” – check: 

unconfirmed, confirmed, declined. 

ii. Rule 2: exclude PEOPLE – specific custom field tag – specific field – 

includes any – specific group name - SUBMIT 
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f. Duplicate and repeat as needed. Remember that you will need one list for each 

group and think about the time parameters you want to set.  For example, you 

might run all groups as the last two years, except for child and student check-in 

groups. Those could be run from a date after your last classroom/grade 

promotion. 

 

Step 3: Mass Update 

1. Once you submit each list, you will be moved over to the Results tab. From there, select 

the Bulk Actions icon (dark box with a gear in it). 

2. Application – People 

3. Action – Select the name of your custom tab under the bold “Update Field” list, then the 

specific field you wish to change (ex: Groups – Update Check-Ins: TrueKidz – Sunday). 

4. Find the specific subset group to wish to update and select “Check” in the drop-down 

menu (ex: 3K). You will ONLY select “Check” for that specific group. 

5. Click “Perform Action” and then “Confirm”. (You can always refresh results on the list if 

you need to double check that you updated its members. Results should come back as 

“0” if you did.) 

 
 

6. Repeat for every group you want to export.  

 

Pro-tip: Consider creating an org chart of all the PCO apps with your groups, teams, subgroups, 

etc. Then cross each one off in a different color as you created that custom field, then list, then 

run the bulk update. Each field will create a new column in your main PCO export file, with each 

appropriate group listed in that column. If you have a large number of groups, with a large 

number of people, this will be much easier than starting from scratch in Churchteams. 


