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.
Not e: PTA permissions expire with the officeros

Objectives:

1 You will learn how to create a new admin
1 You will understand to have PTA permissions you will be required to add a person as an officer

Summary:

Log into your AAdmi CiGltiramMaadge DA mib@iaGdinak oars 0AAct i o
C selec tGroﬁpM«dlrdinistratorc‘)C Find the person you would like to add C click on the green plus
sign to the right of the person you wish to add C Entera password if requested to do so C Checkbox the

permissions that apply C click on the green save button

Detailed Instructions:

1. You must have current permissions to set up hew 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 vy
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3. Click on the blue words fiVlanage Administratorso

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 ons .button

»‘k justbetweenfriends”

8 KA ~)

&) | «|national L #00198548 Vv

Actions
+ 0%

Officer Permissions: C: ications/N Chair/VP (200198546), 7/1/2010 - 6/30/2012
alane, James U + %

User Name: jbftest+janejomesla@gmail.com
Group Permissions: national PTA (PTA #00198546)
Approve Households
Cleanse and Create Group Directories
Create new administrators
Create Notices
Create, delete and modify sub-groups
Import Email Addresses
Manage Activities and Templates
Manage Activity Participants
Move records (household or person) from subgroup to subgroup
Publish Newsletters
Select Groups to Participate in Activity
Set permission levels for existing administrators
Officer Permissions: President (#00198546), 7/1/2010 - 6/30/2011
Master PTA Roster
Member Main Page

Membership Stats
PTA Master Control

5. Next, c¢click on the AAdd Group Administratoro sel

 Actons | button

( gtjustbetweenfrlends"
(8 A 7)

@) | ««|national PTA #00198546 Vv

@Wions ‘ @ Show Me... L

Add Group Administrator

Manage: rs
Return t Your People”

Officer Permissions: Communications/Newsletter Chair/VP (#00198546), 7/

]

alane, James U
User Name: jbftest+janejamesla @gmail.com
Group Permissions: national PTA (PTA #00198546)

Approve Households
Cleanse and Create Group Directories
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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

ADD - Step 1: Select a Member

Last Name First Name
Run Search

al kane -
al Leif %

a James o

a Julie

a James

A Sue +
al Sam =

B Scott 4

C r Nancy o

D kane e

« ¢[1]23456 » » 59 items in 6 p

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 ARun Searcho to the far right of the se

ADD - Step 1: Select a Member

Last Name First Name
Run Search

al kane e @
al Leif =%
a James e
a Julie £
a James e
A Sue =%
al Sam o
B Scott =
C r Nancy e
D kane @

« «[1]23456 » » 59 items in 6 pages
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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.
b.

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

Select the permissions you wish the new admin to have by placing a check mark in the boxes to
the left of the permission

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.
Doné6ét see that group?

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.

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 ANewslettero group

' ADD - Step 2: Select Permissions

| New Admin: Sue Ajim Which group will this person administer?

h Group: national PTA (PTA #00198546) BN - national PTA (PTA #00198546) I

| Email: b3b5c008-823b-42b5-95¢1-3cb43e9ed 123 +- €& 2nd Grade

Sue Ajim isnt currently in our system as an administrator for any group. Please & 3rd Grade
enter a password for this person so that we may create their administrator record B

d Password: passwordexample & 4th Grade

n Confirm: passwordexample & 5th Grade Classrooms

4 Permissions: | [~ CHECK ALL - & First Grade

o [”] Approve Households [ 1want Communication from PT

d = . .

.A( []Cleanse and Create Group Directories. @ Liiaitts Valontess

al [] Create new administrators
o Create Notices |2 @ Newsletter

te [ Create, delete and modify sub-groups @ Newsletter List

4 | :
| ‘r Import Email Addresses + [l Reflections -Beta

"] Manage Activities and Templates

| O = - o i Talent Show B
5| [T]Manage Activity Participants

s [] Move records (household or person) from subgroup i Test Notice Group -
3 to subgroup 8| K m ] »

=

Cancel “Save & Create Another

Sa

S

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

Roster Setup
Setup or Modify Officer
Ajim, Sue
User Name: Leif.aDale
Group Permissions: national PTA (PTA #00198546)
Create Notices

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
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Set permission levels for existing administrators

iil. 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
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