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HOW TO LOGIN TO MY 
CHURCHSUITE 
 
IMPORTANT 

It is not possible to login to My ChurchSuite until you have completed the form on our website and have 
received an email invitation for you to set your password. Head to the ‘My ChurchSuite’ section of our 
website if you haven’t yet done this. Once you have followed these steps you are ready to proceed with 
logging in. 

 

Logging in 

It’s possible to login to My ChurchSuite from either: 

• A web browser on a computer/tablet/smart phone 
• The ChurchSuite App on a smart phone/tablet (this can be downloaded from your App Store) 

 

How to log into My ChurchSuite 
from a web browser 

Follow these steps: 

• Go to 
https://stjohns.churchsuite.co.uk/my  

• Enter your email address 
• Then enter the password you created 
• Make sure the final box says : take 

me to ‘My ChurchSuite’ 
• And finally click ‘Log in’ 

 

How to get My ChurchSuite on a smart phone or tablet 

Follow these steps:  

• Head to the app store on your phone (App Store or Google Play) 
• Search for ‘ChurchSuite’ (all one word) 
• Download and open the app to bring up the login screen 



• When choosing a church, search for ‘stjohns’ (no spaces). You should 
see St John’s Harborne, with the appropriate logo pop up! 

• Use your email address and chosen password to login 

 

Security 

Please remember that you will have access to people’s details, so please 
ensure your phone or computer access is security protected. On a tablet or 
phone you can even set a PIN or fingerprint security for My ChurchSuite, 
(particularly useful if your phone doesn’t already have a pin). Adding this level 
of security means that you don’t need to log out of the app and log back in 
every time!  

 

To set up a pin: 

• Open your My ChurchSuite app 
• Click on the menu button 
• At the top of this menu there is a ‘PIN/TouchID’ button, click on this 
• Click to ‘Require PIN/TouchID at launch’ 
• Set your pin or touch identification 

 

 
 

Please note 

Currently My ChurchSuite is only available to over 18s for safeguarding reasons. 

 



 

 
GETTING STARTED WITH  
MY CHURCHSUITE 
 
After you’ve logged in 

Once you've successfully logged in, you're taken to the My ChurchSuite home page. You will always get a 
quick overview of the ‘Featured Events’ at St John’s, your profile and your ‘My Communication’. From here 
you can also access the user-friendly menu, which provides access all the features of My ChurchSuite.  

 

Check your details 

A great place to start on My ChurchSuite is to check your details! You will have filled in a lot of these 
through the My ChurchSuite sign up page on our website, but you can always update your details if you 
want to add anything else or make changes. Feel free to add a picture of yourself! 

 

Amend your privacy settings 

When you first get My ChurchSuite all of your details are completely hidden from others. To get the most 
out of My ChurchSuite it’s really helpful if everyone makes their name and at least one piece of 
communication (email or phone number) visible. My ChurchSuite is a closed group of committed St John’s 
members so rest assured your details are only visible to those who have permission to access them.   

To amend your privacy settings:  

• Click on the ‘My Details’ section 
• At the top of this page there are a series of tabs, click on ‘Privacy’ 
• Here you will see a list of the information you can make visible to others  
• Simply tick the relevant boxes for the information you want to be made visible 
• (No other personal details, such as your DOB, marital status or job, are ever made visible to others) 

 



 

 
HOW TO USE MY 
COMMUNICATION 
 
My Communication 

By clicking on the ‘My Communication’ section you can easily view previous emails that have been sent to 
you from St John’s. This may include things like your My ChurchSuite invitation, rota reminders, event 
booking confirmations and emails from your ministry leader. 

Instead of spending valuable time searching through your email inbox, the My Communication page is a 
simple and quick way of viewing recent messages from St John’s. Click on any message to view the email, 
(which will also include the date and time it was sent). Please note that My ChurchSuite is not an email client, 
so it's not possible to forward or reply to messages from your ‘My Communications’ page - for this you would 
need to use your preferred email application.  
 

 

 

Weekly Roundup 

Please note that you will not be able to view the Weekly Roundup email through the ‘My Communication’ 
page. This is sent using a different email provider and so can only be located through your regular email 
inbox. 



 

 
 
HOW TO USE MY DETAILS 
 
My Details 

Clicking on the pencil icon in the top right corner of your details from the homepage, or selecting the ‘My 
Details’ menu option will open your profile page. There are four tabs at the top of this page: ‘Details’; 
‘Login’; ‘Subscriptions’; ‘Privacy’, all of which can be edited to amend your details and settings on My 
ChurchSuite. 
 

 
 

Details 

This page gives you can overview of your profile, here you can review or update your details to add any 
missing information. Why not add a photo of yourself? Rest assured that only you can see this information 
until you choose to make it visible to others. 

 

 



Login 

The login tab allows you to change your password at any time.  For data security we would encourage 
users of My ChurchSuite not to save your password in your browser. 

 

 

 

Communication 

The Communication tab is where you'll manage how we contact you - opting in or out of receiving general 
church communications and/or rota reminder communications. We recommend that you don’t opt out of 
SMS or emails through My ChurchSuite as you will no longer receive rota reminders, small group emails or 
important updates from St John’s. The option to opt out of specific mailing lists (namely the Weekly 
Roundup email) is not possible within these emails - you would need to contact the church office for this. 

 

 
 

Privacy 

While your contact details are never visible to anyone outside of St John’s, you can easily manage the level 
of personal contact information you are happy to have visible to other members of St John’s in My 
ChurchSuite. We would strongly recommend that you allow at least a contact phone number and/or email 
address to be made visible, so that people can organise things like rota swaps. Note that only your 
address, telephone, mobile and email can be set visible (or not). No other personal details, such as your 
date of birth or marital status, are ever visible to others.  

 



 

 

Don’t forget… 

REMEMBER TO SAVE ANY CHANGES THAT YOU MAKE!! 
 

 



 

 
 
HOW TO USE MY CHILDREN 
 
My Children 

The ‘My Children’ menu is only visible to parents who have registered their children at St John’s. It’s a 
fantastic tool for allowing parents to manage the information we have for their child[ren]. You can even 
add new children without needing to ask someone in the church office to do it for you! 

 

 
 

Updating your child’s information 

Just like the ‘My Details’ page for adults, clicking on the pencil icon in the top-right corner of a child will take 
parents into the details page so that they can update or add missing information, such as medical 
conditions, allergies or special needs. There are different tabs which can be used to navigate through 
different categories of information.  
 

 



Only a child’s parents (and a very limited number of the St John’s Staff and the St John’s Children’s team) 
can see this information - it's never made visible to other St John’s church members. 

 

Visibility 

Importantly, no children’s contact details are ever displayed in My ChurchSuite. Parents may be able to 
see and manage their own children's details, but it is never possible to view the details of other children - 
the only exception to this is if a child is serving on a rota - in this case only their name is visible to other 
rota team members and ministry overseers. 

 

Don’t forget… 

REMEMBER TO SAVE ANY CHANGES THAT YOU MAKE! 

 

 



	

 
 
HOW TO USE MY EVENTS 
 
My Events 

The ‘My Events’ page in My ChurchSuite shows an overview of the St John’s calendar, listing our upcoming 
and featured events. Simply select a date from the calendar and this will filter a list so you can see what is 

happening on this date.  

 

 

 

 



Signing up for events 

Clicking on an event will bring up details such as time and location, as well as a short blurb about the 

event. Events that have a small tick in a circle (see below) mean that you can sign up to this event! You can 

also pay for events quickly and securely through My ChurchSuite. 

 

Simply click on the events ‘Sign Up’ button and this will take you through to the sign up page. My 

ChurchSuite will even enter your personal details into the form for you, so buying tickets is quick and easy! 

 

Record of sign ups 

As well as sending a confirmation email to your ‘My Communication’ when you sign up for an event, My 

ChurchSuite will put a small tick next to events you have signed up to attend (see below). This serves as a 

handy reminder, so at a quick glance you can see if you have successfully signed up for something! 

 

 

 

 

 

 



 

 
 
HOW TO USE MY GROUPS 
 
My Groups 

My Groups is all about the small groups at St John’s. The top of the page, shows the group(s) that you are 
already a member of or are signed up to. Click on a group to see an overview of the key details, such as 
time and meeting location. You are only able to view groups that you are a part of from within My 
ChurchSuite.  

 

Members visibility  

If you're a member of a small group, you'll be able to view a list of fellow group members on your small 
group page. Clicking on a member's name in the list will pop up their contact details, this is of course 
subject to their privacy settings within My ChurchSuite. No children’s contact details are ever shown. 

 



 

 

Email Communication 

My ChurchSuite makes it easy to communicate with your small group. The group email button can be 
located in the top right corner of the small group page. This is ideal for circulating prayer requests or 
group information. 

 

Some points to note about the email function: 

• Originators of group emails can set whether replies go to just themselves or to all other group 
members. 

• Only group members can use the group email address - it's a closed group email system. 
• It's not possible to add attachments to emails, but you can include hyperlinks; perhaps to files 

stored in Dropbox, for example. 
• It's not possible to restrict email circulation - it goes to all current group members that have an 

email address. Therefore, one-to-one private messages cannot be sent using this feature. 
• On receiving a group email, the message makes it clear whether replies are sent to the entire 

group, or just the sender.  
• Group emails sent, and any replies, are all recorded in your ‘My Communication’ page.  
• Group emails are sent to all group members who have a valid email address and have not opted 

out of receiving church emails in their communication settings. 



• Group emails sent with "Send replies just to me" will disclose the sender's email address in the 
reply-to field of the email so that replies are routed back to just the sender (irrespective of whether 
"email is visible in My ChurchSuite" has been set to not be visible) - it's not possible to send an 
email requesting replies to "just me" and not have your email address disclosed.  

• A group email sent with "Send replies to me and all other [group] members" will disclose the 
private group email address in the reply-to field of the email so that replies are routed back to all 
group members without disclosing all the group member email addresses. 

 

Adding new members to your group (Small Group Leaders Only) 
Click on the small green plus sign (+) to search for new members. When adding new people to the group, 
you'll only see, or be able to search, for those people who have signed up to My ChurchSuite and whose 
privacy settings permit. You'll need to speak to the church office if you can't locate a new member through 
searching, or get the individual to sign up for My ChurchSuite through our website.  

 

Removing group members (Small Group Leaders Only) 
Removing members from your group can only be done by group leaders. To do this, click on the three 
dots next to an individuals name, and then select ‘Remove’.  

 

My ChurchSuite will always ask for a confirmation, to double check you definitely want to remove 
someone. Removing a group member prevents them from being able to participate in group emails. If you 
don’t feel comfortable removing someone, you can always contact the church office who can assist you.  

Assigning roles to members (Small Group Leaders Only) 

Group leaders can easily amend the roles of their members by clicking on the three dots 
next to an individuals details. This will ask if you wish to ‘Add role’ or ‘Edit roles’ (if one has 
already been assigned). Roles such as Leader, or Host can be assigned to someone through 
My ChurchSuite. 

 



 

 
 
HOW TO USE MY ROTAS 
 
My Rotas Overview 

The ‘My Rotas’ section displays all your upcoming serving commitments. You’ll only see the ‘My Rotas’ page 
if you have future serving dates on a current published church rota, or if there are rotas published that 
you can sign up to, or if you are a ministry overseer. 

 

Next serving 

At the top of the ‘My Rotas’ page, it will show you the dates of when you are next serving (see below), as 
well as your team and role position.   

 

Dates shown in red indicate a rota date clash. Some clashes are legitimate - it's perfectly possible to be on 

multiple teams in a Sunday service! Some clashes, however, might require you to swap, or to ask to be 

removed from serving. 

Dates shown in red strikethrough indicate 'unavailability' that you've scheduled and where your ministry 

overseer has not yet replaced you on the rota. When you add unavailability, you might see entries in your 

'next serving' section change to red strikethrough - that happens when you're already on a rota and either 

you need to swap with someone else, or your ministry overseer now needs to remove/replace you on the 

rota. 



 

Unavailability  
Scrolling down the ‘My Rotas’ page further is the Unavailability section. Here you can add your unavailability 

- perhaps holidays or known dates when you won't be available to serve. Adding unavailability sets you as 

unavailable for all rotas in that range of unavailable dates - it's not possible to set yourself unavailable for one 

rota but available for another - in that scenario you'd need to liaise with your ministry overseer. 

 

By adding unavailability overseers can manage rotas much more effectively; planning ahead and identifying 

gaps and shortages ahead of time. Unless your overseer has already encouraged everyone to add their 

unavailability, we encourage you to still communicate with them to let them know if you have added 

unavailability, especially if added at short notice. Note that adding unavailability doesn't send a notification to 

the rota overseer. Also, you cannot edit unavailability once it has been added, but you can remove it and add new 

unavailability, if applicable. 

 

Viewing rotas 
Below the ‘Unavailability’ section is a list of all the rotas that you are set to serve on. Once a rota lapses or 
your final serving date on a rota passes, the rota will disappear from the list. Rotas with a green traffic light 
on the right-hand side are published rotas - the rota is live and visible to all rota members.  

 

 
 



Clicking into a rota displays the rota dates and the members and roles serving on those dates. It is also 
possible for rota members to sign up to future dates on the rota, to organise swaps with others and to 
add your unavailability. 

 

 

 
Organising a swap 
Selecting ‘Organise swap’, allows you to record details of the person with whom you have already made 
arrangements to swap with - you can't ‘inflict’ a swap on someone! Also, you can only process a swap with 
people who are an existing rota member or member of the underlying ministry. Select their name from 
the ‘Swap with’ drop-down list, and then add details of any ‘Return swap’ you may have agreed. Saving the 
changes will update the rota immediately. 

 

 
 



After adding a rota swap, an email confirmation will be sent to you confirming you are no longer serving 

on that date, and to the swapee confirming to them that they are now serving on that date, including a 

note of their role(s) on that date. A further email is sent to the ministry overseer advising the swap 

transaction. 

Note that it's not possible for rota members to edit their roles - this is an overseer function that must be 

amended on a rota by them. When swapping, a swapee will inherit the same role(s) as the swapper. If in 

doubt, contact your overseer to advise them what is happening and let them update the rota for you, as 

they have further functionality that allows them to manage team member roles from within My ChurchSuite. 

Some rotas will have sign-up enabled so overseers might publish empty or part-completed rotas, and 

then invite ministry members to sign up to future dates based on their availability. It's a great way of 

recruiting and helps team members too, because they can manage their serving commitments based on 

their known availability. You can sign up to a rota date whenever you see "Sign up for this date" on the 

rota. 

 

Rota functionality for ministry overseers 
Overseers have full rota management functionality within My ChurchSuite. If you're an overseer you'll be 
able to: - 

• Manage teams, team members and roles within your ministry, including adding/removing members to 

teams and assigning roles to team members. 

• Create draft rotas, publish and distribute them. 

• Manage rota members on the rota page, including adding/removing people from rota dates, swapping 

people, and adding/removing dates on the rota. 

• Add notes to dates on the rota, to communicate important information for rota members about 

something happening on that date. 

• Enable rota sign-up and manage maximum sign-up numbers for individual dates or the entire rota. 

• Add and manage unavailability for all serving team members and themselves. 

• Receive clash notifications and manage responses. 



 

 
 
HOW TO USE MY PODCAST 
 
My Podcast 

Head to the My Podcasts page to catch up on any sermons you have missed! It’s particularly useful on 
your smart phone or tablet, allowing you to listen to whilst on the go, all from within My ChurchSuite.   

 

 
 

Simply click on the sermon you want to catch up on, and hit the play button! 
 

 



 

 
HOW TO USE SEARCH FOR 
OTHERS 
 
Search for Others Function 
The ‘Search for Others’ function is St John’s contact directory dedicated to its church members. St John’s 
only permits committed church members to have access to this feature (this is monitored carefully by the 
office staff). Remember, you'll only be able to view the contact details of others based on their personal 
privacy settings, and they'll only be able to see your contact details based on your privacy settings. 
Individuals have complete control over how much information they make visible in the search for others 
section. It's therefore possible you might not find the person or information you are looking for. If this is 
the case you can contact the church office, who may be able to assist in contacting someone on your 
behalf. 
   

 
 
 

Communication made easy 

If you have My ChurchSuite on your smart phone, calling or texting someone is easy - just click on their 
phone number through the ‘search for others function’. Your phone will most likely prompt you, asking if 
you want to call or send a message to the individual - you don’t even have to dial the number! Equally, 
emails can be quickly composed, simply by clicking on the email address of an individual. 



 

 
FREQUENTLY ASKED  
QUESTIONS 
 
What is My ChurchSuite and why bother? 

My ChurchSuite is your way of accessing all aspects of church life at St John’s, with it you can: 

• Keep your personal details up to date (and those of your children) 
• Keep all emails and communication from St John’s in one place 
• Book tickets for events and check what’s on the church calendar  
• Communicate with your small group  
• See when you are next serving on a rota (and make swaps)  
• Listen to the latest podcasts 
• Search for the details of other members of St John’s (this is subject to both parties agreeing to their 

personal details being visible to other members of My ChurchSuite) 
• Quickly access St John’s social media and website 
• Use the latest small group resources 

 
My ChurchSuite isn’t just about how it benefits you – our aim is that it will help to build community and 
communication within St John’s. We think it’s totally worth it!  

 

How secure is My ChurchSuite? 

It’s roughly as secure as your bank – but if you want the technical stuff, read on!  

All of ChurchSuite uses SSL encryption, meaning that all the data passing between your device and the 
ChurchSuite server does so using 256-bit military grade encryption. SSL is an industry standard 
technology and one you're probably familiar with if you use online banking; it's the same technology used 
by all the major UK and international banks. 

 

Can I ask for my details to remain confidential? 

Yes, of course. When you first login to My ChurchSuite, the default setting will not show any of your details 
to other church members (not even your name). Until you tick the relevant boxes and make them visible, 
other church members will not be able to see your details. The ‘Search for Others’ feature is the new 
church address book and as such remains a reciprocal process, so we ask that if you want to find the 



details of another church member, you make your name visible as well as either your telephone or email 
address.  

 

How confidential are my personal details? 

Church members may access their own individual details and have the option of making their name, 
address and contact details (email and telephone) available to other St John’s members. 

 

A small number of St John’s Staff Team are designated administrators for ChurchSuite and therefore have 
wider-access to personal data on the main database. Collectively this group maintain ChurchSuite and act 
as system managers. St John’s Harborne and ChurchSuite themselves, are continually working to ensure 
ongoing compliance with GDPR (General Data Protection Regulations 2018). 

 

Are children’s details also held on My ChurchSuite? 

Yes – Children’s groups and activities are recorded in a separate section under the direct control of our 
Children’s and Youth Pastors. The ‘search for others’ function will not reveal the names or details of any 
children. A child’s record is linked to their parents and only parents have access to the data held on their 
children through My ChurchSuite. Parents can update or amend the details as they wish. One important 
feature is that parents will be able to record information such as their children’s GP, allergies and special 
needs.  

Please note that if your child is on a rota, their name (and only their name), will be visible to those who are 
also on a rota. 

 

Is it easily accessible? 

It is! Once you have a unique login for My ChurchSuite you can login from your computer, or even get the 
app for your phone or tablet, making it easy to check information whilst on the go!  

 

Why are Small Groups included? 

My Groups is a great way to keep in contact with your small group. You can use it to share resources, keep 
an up to date record of who’s in your group as well as details such as time, date, location etc.... This 
information is a really handy tool for new members of your group.  

 

What’s so great about My Rotas? 

My Rotas allows you to instantly find out when you are next serving for any given ministry you are involved 
in. A significant benefit of My Rotas is that it identifies clashes clearly, which can so easily be overlooked by 
volunteers with busy lives. Equally you can add in your unavailability in advance to help your ministry 
leader when scheduling rotas. And if you ever find you need to swap with someone you can quickly and 
easily arrange this; my ChurchSuite will even email the ministry leader for you!    

 



How about Church members who do not have a smart phone, iPad, access to 
a computer or an email address? 

Existing communication routes will continue for members who cannot, or prefer not to receive emails. 
One of the many advantages of ChurchSuite is that we can easily identify church members who do not 
have email addresses and make sure that they receive information in another form. 

 

What if we only have a shared email address? 

Families who share an email address can still use My ChurchSuite. Each family member is sent a My 
ChurchSuite email invitation, which will have a unique login link, so each individual can set their own 
personal password (just make sure it’s different from the rest of your family).  

 

What do I do if the app freezes? 

In the unlikely event of this happening, we advise you to close the app entirely (there are different ways of 
doing this depending on your phone model) and then reopen the app to try again. We also recommend 
that you are within easy reach of a good wifi or mobile data connection, as this will really help! If the 
problem persists, please email churchsuite@stjohnsharborne.org 

 

Will there be a printed version of Church members details? 

The 2018 GDPR legal framework (new EU Data Protection rules) gives every individual specific rights to 
their data which in essence prevents us from being able to produce a printed Church address book. 
Fortunately for us the search for others function in My ChurchSuite provides a GDPR compliant solution to 
this! 
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