
• Most of you already 

have profile in The 

Square. 

• Login with your email 

address. 

• If you have forgotten 

your password, click 

“Forgot Password”

• If you do not have a 

login, click “Request 

Account”

You can log into The Square by going to our website:  
https://noblesvillefirst.ccbchurch.com/goto/login

https://noblesvillefirst.ccbchurch.com/goto/login


• You will be directed to a form asking 
for you to complete a profile. Your 
email address must match what is 
on your profile record.

• Please be sure to add your mobile 
carrier like AT&T or Verizon. 

• This enables us to send you text 
messages



• Complete the form by adding 
your address and what your 
relationship is with 
Noblesville First. 

• If you choose to add your 
birthday, your year of birth 
will not be visible to anyone 
outside church leadership 
and staff.



Once you log in, view the options you have 

available to you in the menu on left. 

A non-leader will have fewer items in the 

menu.

A leader will have 

more options 

available.



After you log in, your screen may default to the “HOME” screen, if so, let’s choose 
“PEOPLE” by double-clicking on it.



If you type in a 
name multiple 
people have, you 
can choose which 
person is the one 
you are looking for, 
like “DUCK”  brings 
up multiple people.

In the next slide, 
I typed in “TEST”
and it shows one 
profile for Test 
Walker.

Type the name of someone next to the magnifying glass.



In order to make our database work like
a church directory, you need to edit your 
privacy settings.

• Click on the “ACTIONS” tab
• Select “Privacy” settings
• Choosing EVERYONE as your selection 

for your personal information will
allow anyone with a login to our 
church database to see your 
information.

• You can also choose “Group 
Members” which would allow 
members of your groups to see your 
information.





You can see someone’s address, phone number and birthday, but not the year of their 
birth.



Let’s click on “MY GIVING.”  You can see how to make a one-time gift or set up 
a repeating gift.



Choose one of several 
specific areas

It is easy to set up a repeating gift.



Choose “SCHEDULES / HISTORY” to see your giving. You can see the date, how 
your money was designated, type of transaction and the amount.



Click “PLEDGES” to see your pledge status.



Click on “GROUPS” to find your groups. If some are missing, let your 
leader or Anita Walker know.



A member of a group can see the leaders, not the members of the group.
Click on the leader’s name to send an email.



If you are a leader, you can see a list of participants of the group. Click to 
send an individual an email or click “Group Actions” to see other options 
available.



Send a text or “TWEXT” to your group.  All members of this group can receive emails and 
Twext messages as you can see the .



Send an individual an email, OR If you choose “Mail Merge” you can send 
the entire group an email. 



Step 1 : Compose

• Name your 
reoccurring message

• Fill in the subject line

• Write your message

• Save

• Click 
“Choose Recipients”



If you choose “Mail Merge” you 
can send the entire group an 
email. 

You can also send the email to 
specific selected people, primary 
contacts, spouses, etc.



Step 2: Select recipients individually or check the box next to “Recipient” to 
select all.



Step 3 Send  :  You can create an email version, print version and a spreadsheet
that contains the recipients. Click “SEND” when you have made your selections.



Click on “EVENTS” to view some of the church events. Unfortunately, the calendar 
on Square doesn’t show all meetings scheduled. 

Visit https://www.noblesvillefirst.com/events to view most of our events or call the office.

https://www.noblesvillefirst.com/events


Questions?
Email Anita Walker at 

awalker@noblesvillefirst.com


