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As a Group Leader, you have been invited to use Realm. Not everyone in 
the congregation has been invited yet. Please keep that in mind as you 
begin to use Realm for your group management.

To sign up for a Centenary Realm 
account, you must be invited. 
If you have not yet received 
an emailed invitation, please 
contact the Centenary office at 
office@mankatocentenary.org.

If you have not yet created an 
account, please follow the “Account 
Sign-up”  tutorial first.

1 .... To manage your group, first click Groups, in the left sidebar. You will then 
get an expanded menu of all the groups you lead or are part of. Click on the 
name of a group you are a leader of.

Leader designations are made by 
the Centenary office, so let the 
office know if there are corrections 
needed.

This landing page will show 
differently for every user. This may 
not be exactly what you see.

If your screen is narrow, Realm 
resizes the screen and the left menu 
with the Centenary logo is collapsed. 
To see the menu, click the three 
lines.
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2 .... Once you click the group name, you will 
first go to the News tab for the group. The newsfeed 
will most likely be empty and that is good. Not 
everyone has a Realm login, so DO NOT start posting 
on group newsfeeds yet.

 3 ... You may first need to populate your group with those 
who participate in your group. To add people, click 
the Participants tab in the top blue bar.

4 .... In the Participants tab, click the 
Manage Participants button.
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5 .... Click the + Add Person button to start 
adding your group members.

6 .... Search by a person’s name to 
add them. It is easiest to start by 
using their last name.

7 .... Once you locate the person you 
wish to add, check the box next to 
their name and they will be added. 
You can add more than one person 
at a time.

8 .... You can add group Members, or group 
Guests. If you need to add a leader to the 
group, ask the office to do this for you.
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9 .... Once you have all of your group members added, you 
can see their contact information and make sure you 
have the correct information. If you have received new 
information from your group members, please let the 
church office know, so records can be kept up-to-date. 
It is easiest to see the information when you click the 
Manage Participants button. 
You can also click on the person’s 
name to see all of their information.

10 .. As a group leader when not everyone has a Realm 
account, we are asking that you go very slowly when 
using Realm. Please at this time only use Realm to 
   1) Keep your group participant list current 
   2) Keep up to date with contact information 
   3) Print a roster 
   4) Print an attendance sheet and mark attendance 
   5) Print mailing labels
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1 .... To print a roster, navigate to the group you 
want to print the roster for, click Participants, 
click Manage Participants, and then click on 
the gray printer icon. 
In the pull-down, click Roster.

2 .... Check the information you would like to include 
in the roster. Email, phone, address, birthday 
and allergies are self explanatory. 
Primary Contact is used for 
children, and lists their 
parent/guardian. We are not 
currently using Attributes, so 
that is blank right now.

3 .... You can choose to get a PDF 
file to print or save, or, download 
a CSV file that you can open with 
Excel or a different spreadsheet 
program.

4 .... Click run to get your roster.

Including an address on the roster 
will use the Home Address on file. If 
the person has an Alternate Address 
(such as a winter residence), this 
will not include that. The roster only 
shows Home Address.
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5 .... If you chose to get a CSV file, 
when you click Run, the file 
will be downloaded to your 
computer. If you chose PDF, a 
new dialog box opens and you 
can preview the roster.

6 .... Click Download to download the 
PDF to your computer.

7 .... This button will also 
download the PDF.

8 .... Click the printer icon 
to print the roster without 
downloading it.
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1 .... To print an Attendance Marking Sheet, you 
must first have the office schedule an event 
to attend. Contact the Centenary office to 
schedule the event.

2 .... Once an event is scheduled by the office, you 
can print out an Attendance Marking Sheet 
for one or multiple events.

3 .... Choose the date range that includes the event 
or events you want an attendance sheet for. 
Check the information you would like to include 
in the roster such as event name, event time, 
email, phone or other information.

4 .... Click run to get your sheet. 
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5 .... A new dialog box opens and 
you can preview the Attendance 
Marking Sheet.

6 .... Click Download to download the 
PDF to your computer.

7 .... This button will also 
download the PDF.

8 .... Click the printer icon 
to print the sheet without 
downloading it.
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1 .... To print mailing labels, navigate to the 
Manage Participants page. To print labels 
for everyone, click the box at the top of the 
column. To select just  some people, 
click the box next to only the people you 
wish to get mailing labels for. This will 
generate a PDF that could be printed directly 
on to mailing labels. Each person in your group 
will get their own mailing label.

2 .... Once you check at least one person, the 
Select an action drop-down menu 
becomes active and you can choose 
Print Individual Labels.

Using these steps to get a mailing 
label will provide you with the 
person’s current mailing address. 
Some people have multiple 
addresses on file (such as a winter 
temporary residence). The office 
maintains the dates when people 
switch between mailing addresses. 
Using this method will give you 
the mailing address based on the 
current information the office has. 
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3 .... Realm will ask how you would 
like your labels ordered. Click 
the button next to the choice you 
would like.

4 .... A new dialog box opens and you 
can preview the labels.

5 .... Click Download to download the 
PDF to your computer.

6 .... This button will also 
download the PDF.

7 .... Click the printer icon 
to print the labels without 
downloading the PDF.
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1 .... To Mark Attendance for an event, you must first 
have the office schedule an event to attend. Contact 
the Centenary office to schedule the event.

2 .... After an event has happened, you can mark the 
attendance in Realm. If you would like to have 
an attendance sheet at your event to assist with 
tracking, please refer to the earlier section about 
printing an Attendance Marking Sheet. 

3 .... To mark the attendance of an event, navigate 
to your group and then click Attendance. 
You will then see a list of events that you can mark 
attendance for.

4 .... Click the event name and you will see your group 
members. Mark each person who was there.

5 .... To add someone who is not in your group, click the 
+ Add Person button and search for their profile.

6 .... When you have finished selecting your 
                       attendees, click Done.
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At this time, please do not use Realm for other functions, such as 
posting to the Newsfeed, emailing group members, or creating events.

We will be working to use these features in the future, as more people create 
Realm accounts and are familiar with the settings.


