
Realm Quick Start Instructions 

To Connect Using an Android or iPhone Device 

1. Go to Google Play for Android or iTunes for iPhones and type in “Realm.” The link will be from 
ACS Technologies. Download and install the app. 

2. Go to the “Realm Invite” email you received based on the email address listed either on your 
church application or from your previous profile in “The City.”  

3. If your email address has changed since you submitted the information to the church, please 
request a new “Realm Invite” along with the new email address to connect@zbcmarietta.org. 
Once you receive the new invite, resume log in instructions to Realm. 

4. If your email address has not changed, then follow the prompts, create a password, and you are 
ready to log into the app. 

5. Once you create a password for login, you can use your email address on file and password to 
login to Realm on any electronic device. 

To Connect Using a Desktop or Laptop 

1. Go to the email marked “Realm Invite.” Click on the Realm box located towards the bottom of the 
email. Follow the prompt and create a new password, then log into Realm. 

2. Once you create a password for login, you can use your email address on file and password to 
login to Realm on any electronic device. 

Add Group Events 

1. Click Community > Groups and click the group’s name. 
2. To create an event, click Send Communication and click Create an Event. 
3. Select the group where you want to create the event. 
4. Enter an event title and description. 
5. If you have an attachment, click Attach files. 
6. Enter an event time and location. 
7. To add an item list to the event, click +Add item to bring. Enter the item description and the 

quantity. 
8. Click Advanced Options and select the options that apply to this event. 
9. Click Post. 

 Manage Group Roster as a Leader 

1. To manage group participants 
a. Click Groups, then select the group from the drop-down menu. 
b. Click the Participants tab, then click Manage Participants. 
c. Add, edit, or delete members on your roster. 

2. To accept or decline a pending group join request 
a. Click Groups, then select the group from the drop-down menu. 
b. Click the Participants tab. 
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Mark Attendance for Events as a Leader  

1. Click Groups, then select the group from the drop-down menu. 
2. Click the Attendance tab. 
3. Click the event you want to mark attendance. 
4. Select the checkbox to the left of each group member who attended the meeting. 
5. Click Add Person to add new members or guests to the group roster. 
6. To add unnamed attendees, click the + next to Additional.  
7. Click Done. 

Group Members Without Logins 

• Newsfeed – A member without a login will receive email notifications when someone in the group 
creates a post, shares a photo, or makes an event. There will be no notification about replies. The 
member can reply to the original content through the email they received. 

• Realm Chat – A member without a login will not receive any notifications from chats. You also 
cannot send them a chat invite. 

• Inbox Messaging – A member without a login will receive email notifications for the original 
message you send and the replies when replies are set to “Entire Group.” They can also reply to 
the message and message replies by these emails. 

View Members Who Are Missing Emails 

1. Group leaders can see which group members don’t have an email address associated with their 
Realm account. To view members who are missing emails: 

a. Click Community > Groups and click the group’s name. 
b. Click the Participants tab. 
c. To see a list of members who don’t have an email address associated with their profile, 

click View in the Missing Emails section. 

Posting to Your Group’s Newsfeed 

1. Each group has a newsfeed where you can create posts for all members of that group to view. If 
you lead more than one group, you can also post the same content across multiple groups. To post 
to your group’s newsfeed: 

a. Click Community > Groups and click the group’s name. 
b. To add a post, click Send Communication and click Create a Post. 
c. If you are a leader of more than one group, you can post to multiple groups at once. Toggle 

Post to multiple groups that you lead then select the groups, and click Next. 
d. Enter the post title and body text. 
e. If you have an attachment, click Attach files. 
f. Click Post. 

2. In each group’s newsfeed, you can share photos for all members of the group to view. If you lead 
more than one group, you cal also share photos across multiple groups. To post a photo to a 
group’s newsfeed: 

a. Click Community > Groups and click the group’s name. 
b. To add a photo, click Send Communication and click Create a Photo Post. 
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c. If you are a leader of more than one group, you can post to multiple groups at once. Toggle 
Post to multiple groups that you lead then select the groups and click Next. 

d. Select the image you want to post. 
e. Enter a caption below the image. 
f. If you want to add another photo to the gallery, click Add more photos. 
g. Click Post. 

Chat With Your Group 

When you need to get the word out about something to your group quickly, or if you want to start a 
private conversation with someone, you can use Realm chat. There are two types of chat in Realm: one 
for your entire group, and private chat with individuals in your church. 

You can send chat messages to your entire group. Realm Chat will email group members who have a 
login or account. You can also start a chat with an individual or select people in your group and see 
replies. 

1. Click Community > Groups and click the group’s name. 
2. Click Send Communication. 
3. Click Start a Chat. By default, this messages everyone in your group. 
4. To select specific people in the group to message, click Message Specific People, then remove 

people you don’t want to include. 
5. Enter a message. 
6. If you want to add an image, click and select the image to include. 
7. Click Send. 

 

Realm Inbox 
The inbox is where you can send messages to everyone in your group. If you enable replies on your 
messages, you can also view comments written by your group members and respond to them. 

When you send a message to your group, each member receives a notification for that message based on 
their inbox notifications settings for your group. Someone may want to get an email for each new group 
message. Or, they may choose to view messages only in the Realm Inbox. 

When you create a group message, you determine who receives replies from that message. There are three 
different options: 

• Sender Only – If you want feedback, but want to keep the replies private, this setting makes it 
so only you can see each member’s reply. 

• Entire Group – If you want to create group discussion about a message, you can allow 
everyone to see all replies. 

• Disabled – If you just want to send an attachment that doesn’t require feedback or comments, 
you can disable replies. 
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To Message Your Group 

1. Click Community > Communications > Inbox  
2. To create a new message, click. 
3. Select the group you want to message. 
4. If you want to message only certain people in the group, click Message specific people and 

click       next to the names of the people you want to remove from the message. 
5. Enter the message subject and body. 
6. Select how members can reply to your message. 

• Sender Only – Members can only reply to you, and no one else will see the reply. 
• Entire Group – When a member replies, the whole group can see it and respond to the 

reply. 
• Disabled – No one can reply to this message. 

7. Click Send. 

 

To Delete A Group Message 

If you created a group message in the Realm inbox, you can choose to delete it. Deleting a message 
permanently removes it and all the replies associated with the message. 

1. Click Community > Communications > Inbox. 
2. Click the message 
3. In the top right corner of the message click .            
4. Select Delete Thread. 
5. Click Delete. 

 

To Delete a Reply 

If you need to moderate the conversation in a group message you sent, you can delete a group 
member’s reply. Deleting a reply is permanent and will remove it for everyone viewing the message 
in the inbox. 

1. Click Community > Communications > Inbox. 
2. Click the message that contains the reply. 
3. In the top right corner of the reply, click        . 
4. Select Delete Reply. 
5. Click Delete. 
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