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First Unitarian 

Online Photo Directory 

Frequently Asked Questions  

 
What is the online photo directory? 

An online photo directory is an electronic version, rather than a printed version, of 
names, contact information, and a photo for each member and contributing friend 

of First Unitarian Church of Providence. It gives easy, instant access to the church 
directory through your smartphone, tablet, laptop, or desktop computer. 

 
Who can see the directory? 

Only members, contributing friends, and church staff members can access the 
online photo directory and only after they sign in online to use it. Family members 

whose email addresses appear in the directory can also access the directory. 
 

Why are we doing an online photo directory?  
We hope that the online photo directory will help everyone to more easily connect 

with each other and connect faces with names. It will also help new members make 
connections and even to help our minister and staff get to know us. An online photo 
directory is also more economical than printed copies and will be easier to keep up 

to date.  
 

Will the information in the directory be used for any other purposes? 
No. The information in the directory is intended only as a benefit to assist members 

and friends of the congregation in identifying and connecting with each other and 
will not be used for any other purpose. 

 
Do I have to pay to be part of the photo directory?  

No!  The photo directory is a service of the church for its members and contributing 
friends. The cost is absorbed in the church’s technology budget and amounts to 

about 20 cents per person per year. 
 

Who is responsible for the photo directory project? 
The Online Photo Directory Team includes First U Membership Coordinator Jenn 

Nardone, Bev Koteff, and Bill Koteff. They are managing the project and serving as 
directory administrators. Members of the Online Photo Directory Team can be 

reached by email at firstuphotodirectory@gmail.com. 
 

Do I have to be listed in the directory? 
No family or individual is required to be in the directory, although we hope you will 
be unless there is a reason of personal privacy that prevents you from doing so. 

 
Can newcomers to the church be part of the online photo directory? 

Only members and contributing friends can be listed in the directory and access it. 
 

How do I remove myself from the photo directory? 
Send an email to firstuphotodirectory@gmail.com. 
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Getting Started 
 

How can I create an account to access the directory? 
Click on this link: members.instantchurchdirectory.com 

 
What mobile phones and devices are supported in the mobile apps?  

Photo directory apps are available for iPhones, iPads, Android phones and tablets, 
Kindle Fire, and others. To access the First U photo directory on your smartphone, 

tablet, or other mobile device, go to your app store and click on Instant Church 
Directory. It is a free app. Your email address with the password you created will 

work on all the Instant Church Directory apps on any device. 
 

Where did you get the information to start up the photo directory? 
All information comes from the official members and contributing friends database 

maintained by the church staff. 

 
How is the data in the photo directory organized? 

Entries in the online photo directory are organized by family. Within each family 
entry, specific information is listed for each individual, such as phone numbers, 

email addresses, different last names, etc. One adult in each family is designated as 
“head of household” and is the primary individual around whom the directory entry 

is organized and alphabetized. 
 

What information per individual and family is included in the photo 
directory? 

Family information includes family names, address, phone number, and email 
address. Individual information includes first name, last name if different from 

primary family last name, email address, and phone number. Absolutely no church 
financial information is included. 
 

How many phone numbers and email addresses can I have for my family in 
the directory?  

You can have an unlimited number of phone numbers or email addresses for your 
family. 

 
Either my partner and I and/or our children do not have the same last 

name. How will people be able to find both of us if we are listed as part of 
one family unit? 

The searching function in the photo directory software is quite good and will locate 
any name or part of it for any individual, either adult or child. 

 
How can I change my email address in the photo directory?  

Send changes in an email to firstuphotodirectory@gmail.com. You can also use the 
“Forgot Password” process from the sign-on screen. 

 
Can my spouse or partner have a different login and password? 
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Yes, as long as both email addresses are in the photo directory database.  Contact 
us at firstuphotodirectory@gmail.com if you would like to enter additional email 

addresses. 
 

Do I have to provide data for all fields in the photo directory?  
No.  Almost all fields can be left blank if you wish, although the more information 

you provide, the better the chance that someone who needs to get in touch with 
you will be able to find you. For children’s email addresses and phone numbers, you 

can choose to not include them in the photo directory. However, there MUST BE AT 
LEAST ONE EMAIL ADDRESS for each family, since this address serves as the 

username for that family to login to the photo directory.  This address can be 
hidden but will make you unreachable by anyone looking at the directory.  You will 

still be able to login to the directory either online or through a mobile app. 
 

Contact us at firstuphotodirectory@gmail.com if you would like to make any 
changes to the data for your family, delete information, hide certain fields, or more. 

 
If I have you update my information in the photo directory, will those 

changes be made in the church office directory as well and vice-versa? 
No!  The directories are not connected to one another, and changes to one do NOT 
propagate back to the other. 

 
How often will the photo directory be updated? 

Constantly. An online photo directory is by design constantly updatable, as opposed 
to a printed directory which is accurate only at the time it is printed and then 

quickly goes out of date. Your mobile devices will automatically refresh if it 
discovers that changes have been made to the directory since the last time you 

used it. 
 

You can update your own information as often as you need to.  Instructions for 
doing this are on our website on the Photo Directory Page at 

https://firstunitarianprov.org/member-information/first-u-photo-directory/.  We envision 

periodically reminding all directory users that they should update their information 
or photos to stay current.  If you need help, just send an email to us at 

firstuphotodirectory@gmail.com. 
 

I'm not sure what names or emails we provided for the official church 
office directory. How can I find out?  

Send an email to us at firstuphotodirectory@gmail.com, and we can tell you which 
email was used. 

 
How do I delete information from the photo directory or remove myself 

entirely? 
Send an email with your request to firstuphotodirectory@gmail.com. 
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Photos 
 

How many photos can I have in the directory? 
There can be only one photo for each family, and the space provided for the photo 
is square in shape.  You can add a photo, or update your current one, by following 

the instructions on the Photo Directory web page at 

https://firstunitarianprov.org/member-information/first-u-photo-directory/. 

 
How big can my picture be?  

All photos in the directory are almost square. After you submit your photo, the 
directory team will crop it to the necessary size and insert it. If there is a problem 

with your photo, we will let you know. 
 
Can I use a selfie or other phone camera photos for my picture? 

Yes. Try to keep people in the photo as close together as possible so that we can 
crop it to the square format as mentioned above. When using a phone camera, 

setting the format to “square” will help you frame the picture more easily. 
 

Can we have our picture taken by someone at the church? 
Yes. Just email a request to firstuphotodirectory@gmail.com and we will set up a 

date and time, usually Sunday after the service. 
 

I would like to use a print photo for my picture but don’t have a scanner to 
make an electronic copy.  Can you help? 

Yes! We’ll be happy to scan your photo for you. Mail it to the church office and 
mark it “Photo Directory” so we can get it to the right person. Be sure to also 

include the names of those in the printed photo, left to right, even if it is only one 
person. 

 
Do I have to include my photo in the photo directory? 

No, but we certainly hope you will!  In a congregation our size, many of us 
recognize familiar faces but don’t always connect names with faces. The photo 
directory is a great tool to help solve this problem. 

 
 

Security 
 
Where is the data stored for the directory?  

The directory information and photos are stored on the Internet on a commercial 
photo directory service. This service is secure and not scanned by search engines. 

 
Does the directory provider sell or share my data? 

No. They explicitly guarantee not to sell or share customer data. 
 

Is any of the data for the photo directory stored on the church website? 
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No. We will be providing a link on our church website to the photo directory service 
and some information about the service, but no data is stored on our church 

website.  
 

Will you be posting the full photo directory on the website so that we don't 
have to login to see it?  

No. Posting directories in any form, including encrypted PDF documents, is simply 
not secure; data is often compromised when this is done. Such documents can be 

scanned by search engines and are easily decrypted. 
 

Can I get a printed copy of the full directory?  
We are considering producing printed directories at a cost for those who do not use 

online tools and services, but we have not made a final decision about cost or 
availability. If you are interested in this alternative in the future, please send an 

email to firstuphotodirectory@gmail.com or send a note by postal mail to the 
church office, attention Photo Directory. 

 
If I am looking for someone from church who provides a particular service 
such as accountant, plumber, or grant-writer, will I be able to search for 

them in the directory? 
Good idea, but unfortunately, no. Only the name fields are searchable at this time. 

 
Who do I contact for help? 

Send an email to firstuphotodirectory@gmail.com, and one of the team members 
will get back to you as soon as we can. 
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