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Welcome!  
Thank you for using the Here I Am App! The Here I Am team is excited to work with you and 
help your church have a presence on the smartphone.  

The Here I Am Team put together this “playbook” to have all the resources for the app in one 
place and to answer commonly asked questions. If you cannot find what you are looking for, 
please contact customer support at support@hereiam.church 

Additional Services 

Throughout the playbook ‘additional services’ are mentioned. If you church would like to sign 
up for these services, please head to https://hereiam.church/sign-up-now/ 

App Lingo 
Users – Anyone who is on the app. Users register by downloading the app, searching for their 
church, then entering their first and last name. 

Administrator/Admin - Users who manage the app can approve or deny members and delete 
any post. There is no limit to how many admins a church can have but it is recommended to 
have 1-3 per church.  

Members – Users who are approved by the admin in the app page. They can view everything 
on the churches page as well as see information of other users. They can also make posts on 
the app unless designated otherwise. 

Guests – Users who enter the app as a guest can only see posts made by the church and cannot 
access any personal information of users. Guests enter their first and last name to enter the 
church page but not their phone number.  

Church Page – An individual churches’ private page on the app.  

Notification – A message that is sent out to users when a post is made, or an event is about to 
start. Users must allow notifications on their device to get these messages.  

Home Feed/ Home page – Located on the bottom bar by a "house” icon. This is the first thing 
users see when they enter the app. The most recent posts are located at the top with later 
posts being shown as the user scrolls down. Posts can be clicked on and interacted with by 
clicking on the “heart” button to like, or the “comment bubble” to comment.  

Event tab – Located on the bottom bar by a “calendar” icon. This is where users can see all of 
the upcoming events. Users can interact with the events by liking, commenting, or letting 
people know they are attending by clicking the going star in the upper right.  
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Info tab – Located on the bottom by an “I” icon. This page is home to a giving button that can 
be linked to an outside giving system as well as four customizable slots for other platforms. 

People tab – Located on the bottom bar with a “person” icon. This is where you can see all the 
information of people in the app. Admins will be listed at the top with a gold star next to their 
name. Users who are registered in the app will have a blue dot next to their name. Names that 
have been uploaded to the app but are not yet active will be gray and not have an icon next to 
their name 

Hamburger icon – the three lines in the upper left-hand corner of the app that can be clicked to 
open the menu for the app, access settings, as well update a user's profile.  

Search Icon – a magnifying glass in the upper right-hand corner of the app that can be clicked to 
search through posts, events, and people  

Force close – a method to reset the app if a user is experiencing issues. This is accessed 
different ways on all phones and will be touched on later in the playbook  

Using the App  
Creating a post  

View the screenshots below on how to make a post to the app. Note: a notification is sent out a 
few minutes after posting to give you time to edit or delete the post if need be. Checkout the 
“Administering the app” section for the best cadence and times to post! 
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Events 

Creating an Event 

View the screenshots below on how to create an event. As an additional service, the Here I Am 
will post recurring events to your page every week, as well as upload PDFs to the event.  

           

Once you have entered all the information click “Create Event” at the bottom of the page  
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Using the Event Feature to Check-in to Events 

15 minutes before the event start time, a banner will appear at the top of the home-feed with 
the name of the event and an option to click “Here I Am” as a way for users to check in to the 
event. Users can click “Here I Am” to signal that they are at the event in person or tuning in 
remote. Once “Here I Am” is clicked, users can see the info about the event, who is in 
attendance, and access the info tab. 

After the event admins can scroll down to the event on the home feed to see who was in 
attendance. As an additional service an event attendee report will be emailed to admins.  

 

   

Approving Members 

When a new member joins the app, the admins will receive a notification that they are 
requesting to join. To approve or deny them, navigate to the people tab and click the blue bar 
at the top of the screen. Admins can then choose to approve or deny them, depicted in the 
images below.  

Churches can have the option of turning auto approval on. If this is activated, admins can 
remove members by clicking on their profile, and clicking “remove user” 
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If the admin does not recognize the name, the Here I Am team recommends reaching out to the 
person by phone to confirm who they are.  

   

Access Types  

When registering for the app, users can enter the church page as guest or a member. If they 
enter as guests, they can only see posts that are made by the church and do not have access to 
any private information. If the admin denies someone from joining the app, they will be put in 
permanent guest access.  

Member Upload 

If you would like to preload names and phone numbers into the app so that the people tab is 
prepopulated with information, email Support@hereiam.church for the CSV template to do so. 

Notifications  

Users who sign up for notifications through the app will receive a notification a couple minutes 
after a post is made and 15-minutes before an event starts. The app sends smart notifications 
so that users won't be bombarded, but we recommend spreading out posts. We find that it is 
best to send notification between the times of 3pm and 9pm on Weekdays.  

App Settings 

To access the settings for the app, click the hamburger / three lines icon in the upper left-hand 
corner of the app. As an admin there several things that you have access to in the settings, 
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including changing the churches profile picture, the message on the info tab, and the default 
image for event creation.  

 

Administering the App 
Choosing Admins for your church 

The Here I Am team recommends having 1-3 people administer the app for the church. This can 
include employees of the church (i.e., pastors, associate pastors, admin assistants) as well as 
volunteers, lay persons, deacons, etc.  

It is best to designate one person to be responsible for approving members into the app to 
avoid confusion.  

What to post  

As an app centered around user content and creating posts the Here I Am team has created a 
list of post ideas. A steady stream of content throughout the week is encouraged. We find the 
best engagement occurs when there are 3-10 posts a week. Look at the list below for ideas of 
what to post.  

Prayer Request for Sunday – Share with us in the comments below what your prayer request for the 
week is! 

Newsletter hype – Here is a link to our monthly newsletter, if you aren’t signed up you can reach out to 
___ to do so.   

Picture of people meeting – Share a picture of your small group meeting this week by posting on the 
Here I Am App. Just click the plus button in the lower right-hand corner and attach your picture!  

Sermon Preview - share an excerpt of this week’s upcoming sermon with the congregation.  

Sermon Recommendations - comment below any topics you would like Rev ___ to cover in their 
upcoming sermon series. We love your feedback!  

Where are you watching – Share a photo of where you are watching the livestream this week! Use the 
post button in the bottom right corner to share a photo with us!  

Life events - The Here I Am App is a great place to share life events with the church! Users love seeing 
picture of any birthdays, baptisms, graduations, weddings, or births!  

Donations needed - need more donations for a school supply drive or food drive? Post on the app to get 
a message out to all congregants that there help is needed. 
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Event posting – Planning a gathering? Figure out who can make it with the events feature! Make an 
event and anyone can rsvp to let everyone know they are going. Can’t make it? Let everyone know in 
the comments section.  

Mission Update - Have an ongoing mission that needs more donations or volunteers? Post about it on 
the app to notify people that you need more help. 

Daily Devotional - share a snippet of a daily devotional and encourage conversation in the comment 
section. 

Daily Bible Verse - post your favorite bible verse to the feed in the morning to give users in the app 
encouragement for the day!  

Congregation Highlight - highlight someone in the congregation who is spreading god’s love in the 
community. People don’t like to brag about themselves, so brag for them! 

Best times for posting  
There is no bad time to make a post, but we find that the app is most active in the evening during the 
weekdays, with lower activity on Friday and Saturday, and the highest activity on Sundays!  

For a post to reach the most users, the Here I Am team recommends posting between the hours of 3pm-
9pm Sunday-Thursday.  

Allowing church members to post  
The app is designed to allow everyone on the app to post. User generated content is what makes the 
Here I Am App unique! Posts centered around missions, volunteer activities, and upcoming events are 
best made by the volunteer at the church who oversees it. 

It is understood that churches may not want everyone to be able to post. The Here I Am team can turn 
on a feature where only admins of the church are able to post to make the app a great way for one way 
communication. With this feature turned on, users can still leave comments on the posts.  

If admins do not want users to be able to post, they can let the Here I Am team know during setup. 

Removing posts  
Posts can be removed by admins by clicking on the post, clicking the delete button (marked by a trash 
can), then confirming the deletion via the popup window.  
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Reporting Posts  
Reporting posts is a standard that the Google and Apple require for social media apps. This feature is 
rarely used, but in the case it is, users can report a post that doesn’t belong on the app. If a post is 
reported by three people, it will be automatically deleted. When a post is reported the admins will also 
receive a notification to review the post and then have the option to delete it.  

Rolling out the app to the congregation  
The most important step of using the Here I Am App is rolling it out to the congregation. We have listed 
out recommended steps below on how to do this. Please reach out to support@hereiam.church to 
receive marketing material that will best help the Church download the app.   

 Finding the App  
There are several ways to initially find the app to download: 

1. Scan a provided QR code on a smart phone to either be taken directly to the App Store / Play 
store  

   
2. Scan a provided QR Code to be taken to the Here I Am App Link Tree 
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3. Searching ‘Here I Am Church App’ on Google and visiting our website and going to ‘Download 
the App’  

 
 

4. Searching ‘Here I Am Church’ in the App Store / Google play and downloading from there 
 

   

 

Steps to follow  
The Here I Am team find that it takes about 3-5 weeks to get the first group of users onto the app! It 
takes time to adopt new technology and we recommend constantly mentioning the app during services, 
in weekly communication, and during small groups to get the best coverage! Steps are listed out below 
on the best way to roll out the app.  

1. Show a small group of users the app and get them onto the app  
2. Send out an email to the congregation introducing the app with steps on how to download it  
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3. During your service’s announcements mention how you have a new app to keep the church 
connected and engaged on the smartphone  

4. Have youth or younger church members stay after service to help people download the app and 
work through any bumps in the process 

5. Include link to download the app at the bottom of church emails 
a. https://linktr.ee/HereIAmChurch 

6. Place marketing material around the church with QR codes to download the app  
7. Include bulletin inserts in the sanctuary with steps to download the app  

Marketing Materials 
As an additional service the Here I Am team will provide a variety of marketing material to help your 
congregation download the app.  

Channels to Use to Announce the App 
Depending on what communication channels your church already uses, the Here I Am team will work 
with you to best spread awareness of the app via email, social media channels, and word of mouth. 
Every church is different with their main avenue for communication and the Here I Am team will help 
you find the best one to spread awareness and make the app the one of your best communication tools! 

 

Desktop Portal 
As an additional service, there is a desktop portal available to aid in the creation and scheduling of posts. 
This can be accessed at the below link. The Here I Am team will setup the churches login credentials 
once signed up.  

Link to posting portal: http://hereiamfront.azurewebsites.net/auth/login 

Video tutorial for portal: https://www.youtube.com/watch?v=Hpt7hHnREF4 

Weekly Emails  

As an additional service, the Here I Am Team will send emails to keep track of how the app is being used. 
These are identified below. 

First Tuesday of every month emails 

The first Tuesday of the month, the admin(s) will receive an email identifying the number of users in the 
app, number of new users that month, and posts made that month  

Tuesday Tip emails  

During the first 6 weeks of the Church using the app the Here I Am team will include tips in the weekly 
data email to help your church get the most out of the app and to help with rollout  

Attendance emails  
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When users check into events via the app the Here I Am team will send the admin a list of the users so 
that you can track who was in attendance.  This occurs every Monday.   

Guest entry 

If there is a guest entry into the church page, the Here I Am team will send the admin an email of the 
guest’s name and any other information that they give us  

New Member reminder 

If a new member enters the app and they are not approved within 24 hours of joining. The Here I Am 
team will send the admin an email reminding them to either approve or deny the new user in the app.  

Common Issues and Fixes  
The app will occasionally experience bugs. If this happens there are a couple of remedies to solve the 
issue. If these do not work, please contact Support@hereiam.church and the team will promptly 
investigate the issue and make a fix as quick as possible.  

Most issues can be fixed by force closing the app. This is done differently on different phones – the most 
common ways to do this are listed below. 

iPhones with “home buttons” - Double click the home button then swipe up on the Here I Am app to 
close it  

iPhones without home buttons- Drag up from the bottom of the screen until you see all your opened 
apps. Then swipe up on the church point app  

Androids- Click the three lines on the bottom of the screen to show all your apps, then swipe up on the 
Here I Am app  

Other androids- Swipe up on the screen until you can see all your opened apps, then swipe up on the 
Here I Am app 

Other Android issues 

Androids store data differently than other phones. If the app is closing out randomly or not working at 
all it is recommended to delete the app from your phone, then go back to google play to reinstall it.  

This is a last resort. The Here I Am team will notify the administrators if they expect significant 
downtime.  

Registration Issues and Fixes  
All phones go through the registration process in different ways. Some common issues that we have 
seen are listed below 

App Store password 
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If a user is trying to download the app via the app store on their iPhone, they may have to type in a 
password to download the app. If they do not know their App Store password, they will not be able to 
download Here I Am until they remember the password or reset it.  

Google Play Account 

If a person goes through the Play Store to download the app, they may be asked to create an account 
before downloading the app. In most cases, people can choose to skip this step and go straight to 
downloading the app. 

App Store and Google Play 

Different phones place the app in different places on the phone once it is downloaded. It is 
recommended to either open the app directly from the respective store once it is done downloaded, or 
use the phones built in search function to search for ‘Here I Am’ once it is downloaded.  

Older LG Phones - Oct 12, 2022 

On a small number of old LG devices, users are not able to see the ‘Request to Join’ button, we are 
working on a fix for this issue. In the meantime, it is recommended for users to continue as a guest 
instead of creating an account.  

 

 

 

Thank you!  
We greatly appreciate everyone using the app and are excited to see how it can enhance all the great 
things that churches are already doing! Any feedback is appreciated, please send an email to 
Support@hereiam.church or text/call (804) 401-6184 get in contact with us. 

Blessings, 

Tom and Will 

Here I Am 

https://hereiam.church/ 
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