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ADDING AN ADMINISTRATOR TO  
JUST BETWEEN FRIENDS 

There are two sides to permissions in the Just Between Friends system: 

1. Administrative side.  This allows individuals to do such things as manage households and send 

communications. 

2. Officer Side. To do PTA work you must also have officer permissions.  If a person needs these 

permissions, please set the individual up as an officer first.  Then return here to add admin permissions.  

Note:  PTA permissions expire with the officerôs term. 

Objectives: 

¶ You will learn how to create a new admin 

¶ You will understand to have PTA permissions you will be required to add a person as an officer 

Summary: 

Log into your ñAdministratorôs Dashboardò Č  Click on ñManage Administratorsò Č  Click on ñActionsò button 

Č Select ñAdd Group Administratorò Č  Find the person you would like to add ČClick on the green plus 

sign to the right of the person you wish to add Č Enter a password if requested to do so Č  Checkbox the 

permissions that apply Č  Click on the green save button 

 

Detailed Instructions: 

1. You must have current permissions to set up new administrators in the system.  Master and Alternate 

group admins have these privileges.  (please, contact customer support if you do not believe you have 

the proper permissions). 
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2. Log into your admin account.  When you log in you should see the ñAdministrator Dashboardò 

 
 

3. Click on the blue words ñManage Administratorsò under the box with the  icon on the Administrator 

Dashboard 

Hint:  Be sure you are in the correct group you wish to add your administrator into.  Such as the Volunteer 

group or homeroom parent group 
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4. Click on .button 

 

 
5. Next, click on the ñAdd Group Administratorò selection in the drop down you receive by clicking on the 

 button 
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6. A dialog box such as this one will appear.  Everyone who is available to be set up as an administrator is 

listed here.  Click on the sign to the right of the person you wish to make an administrator 

 

 
 

7. If you do not see the person you wish to promote to administrator use the search feature by putting in 

the first letter of their last name or by their complete last name in the search field and then clicking on 

the words ñRun Searchò to the far right of the search field 
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Hint:  If you do not see the person you are looking for, one of the following things may have happened:   

 

You are not looking for the person in the correct group 

They have not been added to the system 

They have not been approved into your group 

 

8. You will then be prompted to create their admin password and set their permissions level.  

Hint:  If the person exists in the system as an admin for one of your groups or some other group you will 

not need to create a password. 

 

 Do the following: 

a. Add a password and confirm if one is requested.  Write this down. 

b. Select the permissions you wish the new admin to have by placing a check mark in the boxes to 

the left of the permission 

c. Find the group you wish them to have permissions for on the right hand side of the dialog box.  

Such as a homeroom parent may have permissions to communicate only with her homeroom.   

d. Donôt see that group?   

i. Be sure to click on the plus signs, if any, to the left of a group, to see if the one you are 

looking for is there.   

ii. If not, does the group need to be added? 

Here is an example of a newsletter admin who will be able to send only communications, 

to anyone in the ñNewsletterò group: 

 

 
 

9. Click on the green  button when complete 
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10. You should find your admin listed with the new permissions 

 

 
11. Finally be sure to notify your new admin of their status and password, if appropriate and ask them to 

take a class for their appropriate position by visiting www.learnjbf.com 

12. Here are a list of typical permission settings: 

 

i. Volunteer Chair 

Approve Households 

Cleanse and Create Group Directories 

Create new administrators 

Create Notices 

Create, delete and modify sub-groups 

Import Email Addresses 

Move records (household or person) from subgroup to subgroup 

Publish Newsletters 

Set permission levels for existing administrators 

 

  ii. Homeroom Parent 

 

Approve Households 

Cleanse and Create Group Directories 

Create new administrators 

Create Notices 

Create, delete and modify sub-groups 

Import Email Addresses 

Move records (household or person) from subgroup to subgroup 

Publish Newsletters 

http://www.learnjbf.com/
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Set permission levels for existing administrators 

 

iii. Membership Chair 

 

Approve Households 

Cleanse and Create Group Directories 

Create new administrators 

Create Notices 

Create, delete and modify sub-groups 

Import Email Addresses 

Move records (household or person) from subgroup to subgroup 

Publish Newsletters 

Set permission levels for existing administrators 
 

iv. Directory Chair 

 

Approve Households 

Cleanse and Create Group Directories 

Create new administrators 

Create Notices 

Create, delete and modify sub-groups 

Import Email Addresses 

Move records (household or person) from subgroup to subgroup 

Publish Newsletters 

Set permission levels for existing administrators 
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v. Communications 

 

 

Approve Households 

Cleanse and Create Group Directories 

Create new administrators 

Create Notices 

Create, delete and modify sub-groups 

Import Email Addresses 

Move records (household or person) from subgroup to subgroup 

Publish Newsletters 

Set permission levels for existing administrators 

 

 


