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1. First-Time Password Setup 
1. Account activation details are sent on the opening day of your district’s reporting season.

2. Search your email inbox for the account activation message from districtreports@wesleyan.org 

titled, “Welcome to TWCHub - Pastor Database and Home of 2021 ASR/LCSR Reporting.” If 
you do not immediately see it, be sure to check your spam or junk folder.


3. Note your username (typically the email address associated with your Wesleyan Church profile). 
You may wish to save or print this email for future reference.


4. Click ACCESS ACCOUNT. 
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5. Due to the addition to donor services to TWC Hub, a browser window will open and prompt you to 
review the Privacy Policy & Terms of Use. Please take time to review this policy and when you are 
ready, check the acknowledgement box at the bottom of the page and click next. 


6. If you already have an account with Donor Services, you may not be prompted to approve the 
privacy policy or create a new password. For everyone else, create and confirm a new password. 
All passwords must be eight characters long and include both letters and numbers.


7. Please keep a record of your username and newly created password for future reference!
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2. Verify & Update Your Profile Information 
1. From any page on TWCHub, click the “My Profile” tab.


2. On the “My Profile” page you can view and verify your personal profile with The Wesleyan Church. 
If there are changes required, click the “Edit Profile” button on the right hand side of the page.


3. A pop-up window labeled “Edit Profile” will appear. Update your information in the provided fields. 
Required fields are marked with an asterisk.
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4. To save your updated information, scroll to the bottom of the Edit Profile page and click the 
“Save ” button.


5. A green message will appear at the top of the page letting you know that your information has 
been saved. Your updated information will take a moment to appear on your profile page. Please 
wait a few moments, then refresh the page (Windows: Control+R, Mac: Command+R) to see your 
updated information.
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3. Completing Your Annual Service Report (ASR) 
1. To navigate to your Annual Service Report (ASR), click the ASR/LCSR tab.


2. Your assigned ASR will be listed. If you do not see your ASR, please wait until 5 P.M. local time of 
the day your district reporting opens and revisit the ASR/LCSR page.


3. To begin work on your ASR, click the pencil icon to the left of the report.
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4. You will see is a page welcoming you to your ASR. Click “Continue Report” to continue working 
through your ASR. Required fields are marked with an asterisk. The report language can be 
changed to Spanish using the language drop-down.


5. Next, you will come to a screen asking if you have updated your profile information. If you have 
updated your information, choose “Yes,” and click “Next” to continue to your report. 
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6. If you have not updated your information, choose “No,” and click “Next”. You will be directed to a 
screen with a resource video showing you how to update your information. On this screen there is 
also an “Update My Profile” button that will open your profile in a new tab on your browser so that 
you can make changes (This will not close the tab you are currently working in). Once you have 
updated your information, you can close the tab and continue filling out your ASR report.
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7. You may save your ASR at any time and return to work on it later using the “Save” button at the  
bottom of each page of the ASR. In addition, moving to the next page of the ASR using the “Next” 
button will save your progress. 


8. On the final page, you will be asked to sign your report. You can sign using your mouse or click the 
pencil icon and type your name. 
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9. Before submitting your ASR, you can preview your entire report by clicking “Preview Responses”.





10. Click “Submit” to complete your report. Please note: When your report has been submitted, you 
will be unable to make further edits without contacting your district administrator for assistance.
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11. A successful submission will be given a “Thank You” message. Clicking the “Thank You” button 
will return you to the TWCHub Ministerial Community home page.
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4. Completing Your Local Church Statistical Report (LCSR) 
1. If you are assigned an LCSR, you will find it in the ASR/LCSR tab.  


2. Your assigned LCSR will be listed. If you do not see your LCSR, please wait until 5 P.M. local time 
of the day your district reporting opens and revisit the ASR/LCSR page.


3. To begin work on your LCSR, click the pencil icon to the left of the report.
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4. The first question of your LCSR will be visible. Click “Continue Report” to continue working 
through your LCSR. Required fields are marked with an asterisk. The report language can be 
changed to Spanish using the language drop-down.


5. You may save your LCSR at any time and return to work on it later using the “Save” button at the 
top and bottom of each page of the LCSR. In addition, moving to the next page of the LCSR using 
the “Next” button will save your progress. 
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6. On the final page, click “Submit” to complete your report. Please note: When your report has been 
submitted, you will be unable to make further edits without contacting your district administrator 
for assistance.


7. A successful submission will be given a “Thank You” message. Clicking the “Thank You” button 
will return you to the TWCHub Ministerial Community home page.
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4.1 Expanded Local Church Statistical Report (LCSR) 
Instructions 
1. Expanded definitions and instructions for the LCSR are available in the space above the report. To 

access the definitions and instructions, open your LCSR using steps 1-3 of Completing Your Local 
Church Statistical Report (LCSR).


2. Expanded instructions can be found by clicking the “available here” link.


3. If helpful, print these instructions using your browser’s “Print” feature (Windows: Control+P, Mac: 
Command+P). 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5.1 Logging in After First-Time Setup 
1. To log in again after completing the first-time setup, visit www.wesleyan.org/twchub.

2. Enter your username (typically the email address associated with your Wesleyan Church profile. 

Your username can be found in the account activation email referenced in “First-Time Password 
Setup”) and Password.


3. Click “Log in.”
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5.2 Printing Your Annual Service Report (ASR) 
1. From any page on TWCHub, click the “My Profile” tab.


2. Click the “View Completed ASRs” button on the right-hand side of the page.


3. Click “View Responses” in the row of the ASR year you wish to print. Note that as of April 2021, 
previous years ASR responses have not yet been moved to TWCHub. You will only see an ASR 
here if you have completed your 2021 ASR.
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4. Data from your ASR can now be printed using the “Print” button in the upper right corner.
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5.3 Printing Local Church Statistical Reports (LCSRs) 
1. To print your LCSR, navigate to your church record by searching for your church in the universal 

search at the top of TWCHub.


2. A handful of results will appear. If you do not see your church listed, click the search icon or press 
the Return or Enter key on your keyboard. Further search filtering options will be provided. 


3. When you have found your church’s record, click, “Related.”
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4. Here you will see your church’s LCSRs. To view and print the data, click “View Responses” in the 
line correlated to the year you’d like to have printed.


5. Data from your LCSR can now be printed using the “Print” button in the upper right corner.
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