
Once you log into the 
APP using the Admin 
information that I sent 
to you, this is similar 
to the screen that you 
should see on your 
computer

Move your mouse over the 
icon that looks like books  
and click on it once

Now your 
window 
should look 
like this one

Click once on the icon that 
looks like a group of people

the window will 
expand down to 
show the people 
listed in the church 

APP so you can manage, 
add, delete and modify 
the people in the church. 
Once you make the 
changes, it will take a 
little time to update on 
the phone side of the 
APP... the changes are 
not instantaneous and 
may take up to a half 
hour to refresh on the 
phone part of the APP these are the unique identifier 

codes that the families would use 
to log into the APP on their phones

Clicking on the link I sent you 
in the email for the APP or 
Typing in the address  
mobileadmin.ucdir.com 
to your web browser will take 
you to this page

Put in the username and 
password that I sent to you for 
your church Admin here...
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MyUCD Church APP - Adding/Changing Photos
(this can only be done in this main administrators control panel)

To change information for 
any of your families or to 
exchange a photo - you 
must click on edit member 
information

A dialog box will then pop up 
where you can add a photo 
from your desktop

To further change individual 
family information, scroll 
down and click on edit 
family member information
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(You cannot add or delete members in this control panel)

MyUCD Church Desktop Directory
for Church Administrators (getting started)

Once you log into the APP 
using the Admin information 
that I sent to you, this is 
similar to the screen that 
you should see on your 
computer - PLEASE read 
through this.

Clicking on the link I sent you in the 
email for the APP or Typing in the 
address directory.ucdir.com to your web 
browser will take you to this page for 
the Desktop version of the APP

This is the dialog 
box to for the  
members of the 
church so you  
may see their  
photo and contact 
information. 

If you click on the email address of the family, the 
MyUCD APP will open your default email installed on 
your computer, so you are able to email them - or - you 
may copy and paste it if you have web based email.

If you use the mouse 
and click on the 
address, it will open 
a new window and 
allow you to map 
directions to their 
address

Put in the username and password 
that I sent to you for your church 
Admin here...
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Clicking on the this icon of 
the two people will bring up 
the groups control panel. You 
can start a group by clicking 
on the + icon and naming the 
group (ie: staff, council, etc.)

To add people to the group, 
you need to click this icon...

Once you have everybody 
added to the group desired, 
click on the little envelope 
in the dialog box and the 
MyUCD APP will open your 
default mail application to 
email the whole group

..... which will open a dialog box 
similar to this on your computer 
where you can choose from the 
members and staff in the church ...

....and click on the + symbol  
to add them to the group
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