
Adding a Token 
1. Log into your Admin account. 
2. After you have completed adding your groups go back to the tab <Groups 

& HH> and click on View / Modify Existing Groups 

  
3. Take a look at your structure and then double click  on your overall 

volunteer group, such as this case:  Fruit Volunteer Effort: 

 
4. Scroll to the bottom and click on the red words Add a Token 



5. Add the token (or invite) as you decide before.  In our case:  Fruit 
Elementary Volunteer 

 
a. Fill in the blanks the field of Token will be what you give the 

parents to join the various groups. 
b. The Start and end dates tell the system when people can use the 

token. 
c. The number of uses tell the system how many times it is allowed to 

be used.   

6. Click on the  button (or cancel to back out). 
7. Here is the response screen: 

 
8. Now click on the dropdown arrow to the right of Parents/Teachers and 

select all the specific groups under the volunteer effort not the overall 



group

a. Note:  if you later add more sub-groups you must edit the 
token here to reflect the need to include them in the parent’s 
selection. 

.  Please see below for example: 

 

9. Click on the  button. 
10. This is an example of part of your response screen: 

 

11. Click on the  button and you are completed. 
12. 

13. Remember to set up your Volunteer Chair if you wish (instructions at the 
end of this document)   

IMPORTANT:  Next step.  Check out how it looks and see if it looks as 
you would like it to look.  Add yourself to the groups by going back to 
your household side and click on the tab <Link to a Group> 

14. Enter your newly created token and see if it allows you to pull up the 
groups you need. 



a.  

b.  
c. Check off the ones you want to join.  Click accept and then finish. 

15. If it proves to be how you wish it to look, pass out the notice, send it 
through Notices on the Just Between Friends system, and/or post it on 
your web site and/or create flyers and hang-up around school. 

16. After members join, you will have a communication list to work with.  
Click on the <Notices> tab and when you click to create a notice you 
should have the options to select your groups. 

17. See sending notices instructions or take communications class both links 
on the www.learnjbf.com website 

18. Sample token distribution pages:  See www.learnjbf.com Useful 
Documents Page (Ready August 2009) 
 
 
 
After people have added themselves you must approve them into the 
groups:  

To Approve a Unit Member Using 
Bulk Approval Function  

http://www.learnjbf.com/�
http://www.learnjbf.com/�


1. Remember, whenever a member signs up for the system through the token 
process, an Administrator with the correct permissions must approve 
them. 

2. Login to your Administrative side. 
3. Click on the tab Groups and HH. 
4. Under the heading: Manage Directory – Households and Members, click 

on the red link “Bulk Member Approval”. 
5. The page return will give you the list of all potential members for your 

group which you have admin approval permissions for who are requesting 
entry.   

 
6. Place a check mark in the box to the left of the name of the person 

requesting approval - if you wish to approve them.   
7. You may also click on the “Select All” button which will, as it states, will 

select all by placing a check mark beside everyone in the list.  To deselect 
every line that has a check mark click on “Select None”. 

8. Once all are selected as desired; scroll to the bottom of the page and click 
on the button, “Approve All Checked”. 

9. If you decide to back out of this function click on the “Cancel” button. 

 
You are done!  Just start communicating. 
 
 


