Attachments for Notices

1. Loginto your admin account on www.justbetweenfriends.com
2. Click on <Notices> tab
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GROUP ADMINISTRATOR DASHBOARD

Your group leader typically fills the role as your Master Group Administrator. He
assigns specific permissions to each person with an administrative account so
that person can perform one or more of the following activities:

¢ Directory Management — You'll be able to create and manage your directory
(online and printed).

« Communication — You'll be able to send messages to your group by email or
postthem on the start page so they can be seen by the intended audience
(and only the intended audience).

s Group Administration — You'll be able to perform other tasks related to
administering your group’s Just Between Friends account

Your Master Group Administrator must assign you permission before you can
perform any of these activities, and can assign those permissions to you for your

3. Select the type of notice you wish to send. In this example it will be an announcement.
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GROUP NOTICES V 2.0 BETA

Create a New Event Notice
Create a New Deadline Notice
Create a New Anpoungement Notice
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4. Enter all appropriate fields (work top to bottom — left to right)
5. When you reach the field for attachments ( see diagram below), you will click on the
Browse button.

ATTACHMENTS
You Currently have uploaded 6 of 24 possible attachments in the past year.

Only file types txt, pdf, doc, docx, xIs, xIsx. ppt. pptx, gif. png. Jpg, dat, and mp3 are allowed. Max file size 500 KB.

File to Upload: Browse Don't forget to click [Add File]

WHEN THE NOTICE WILL APPEAR ON THE STARTPAGE

Start to display notice Remaove notice from display
11312010 2 v.15 v PM ~ 1/29/2010 12 »-00 v AM -

6. This button will ask you to search for your file to attach. Select your file.
7. Next click on the Add File button. Your file will not be added to the notice unless you
click on the Add File button.

ATTACHMENTS
You Currently have uploaded 6 of 24 possible attachments in the past year.

Only file types txt, pdf, doc, docx, xls, xlsx, ppt, pptx, gif, png, jpa. dat, and mp3 are allowed. Max file si;

File to Upload: C:\Users\Just Between Fr Add File | Don't forget to click [Add File]

WHEN THE NOTICE WILL APPEAR ON THE STARTPAGE

8. You will see your file is now listed above the File to Upload field.
9. If you decide to remove the file merely click the <Remove> button.



You Currently have uploaded 6 of 24 possible attachments in the past year.

Only file types txt, pdf, doc, docx, xIs, xlsx, ppt, pptx, gif. png. jpg, dat, and mp3 are allowed. Max file size 500 K

Winter event flyer.pdf
File to Upload: Browse... Add File | Don't forget to click [Add File]

10. Complete the notice and the attachment will be part of the email and available on the
notice as listed on the member’s start page.

NOTES:

1. The attachment can only be one of the listed file formats.

2. You have a limit of 24 attachments per calendar year.

3. Don’t forget to click on <Add File> button.

4. You may upload more than one file per notice.

5. Remember when attaching a file the end member must be able to open that
document on their computer. PDF’s are a fairly universal application to send.



