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GETTING YOUR UNIT STARTED IN JUST BETWEEN 

FRIENDS 

You will only need to start your unit one time in the Just Between Friends system.  Therefore if any 

officer or chair previously started your unit in the system you will need to skip this process and go to 

the transitioning instructions.  

How do you know?  You could ask your previous president or proceed as if your unit is not currently 

in the system.  Once your reach the page where you input your National ID number, the system will 

inform you if your unit is already in the system.  If it tells you that your unit is already input we suggest 

that you use the contact us (customer support) so we may assist you in obtaining admin and officer 

permissions within the system.  

 

Objectives: 

 You will be able to use this guide to add your unit in the system for the first time 

 

Summary: 

Go to www.justbetweenfriends.com and click on “Groups”  Click on “Get Started”  If you’re a 

PTA that’s not using the system, it’s easy to enter your unit, just Click Here  Follow the prompts 

Detailed Instructions: 

1.  Go to https://www.justbetweenfriends.com/Wizards/NewGroup/  and enter your unit National 

ID number 

 

 

2. If you are new to Just Between Friends or if you already have an existing account. 

http://www.justbetweenfriends.com/
http://www.justbetweenfriends.com/PTAquickstart
https://www.justbetweenfriends.com/Wizards/NewGroup/default.aspx
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a. If  you are new to JBF then you will be asked to fill out your first name, last name and 

enter an email address so that you can create your own personal account. Once entered 

click the green Enter button to continue. 

 

b. You will now check your email account for a validation code we have sent to you.  Please 

do not close this page when going to check your email for the code. Simply open another 

browser window to access your email. Once you have the code type it exactly as you see it 

into the box marked validation code.  Click Next to Continue. 

 

 

3. Next you will enter your group’s information.  Please take note of the National ID and PTA 

name listed on the screen. If this is not your school, click the contact us link. 

Otherwise, fill in the start of your PTA term, approximate number of students in your school, 

approximate number of families, school name (and phone and email address for the school if 

available.)  Check the mailing address of the school and update if necessary.  Then click on 

the  button. 
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4. On this page you will now be asked to enter the other master group administrator of the 

system for your unit. One MUST be the president. The other will be an alternate officer of your 

choosing.  Typically someone that will be working in the system such as a membership chair, 

communications or technology chair.  Once your unit is set up you may add more officers and 

administrators, but only 2 are required at start up, you and another person. 

a. Indicate by selecting the proper radio button on the left side of screen if you are the 

president or the alternate. (In this example I will select president)  You will then be asked 

for the other person’s information. You will need their name, phone and email. Also their zip 

code is required. 

b. Click on the  button. 

 

 

5. On this page, please indicate the grades and additional groups in your PTA by checking the 

appropriate choices. Click Next to Continue. 
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6. On the next screen if you know your classroom information for each grade you may enter it 

now. If not, you can do this at a later time. Once completed or if not known now, click Next to 

continue.  

a. If  entering the classrooms make sure to select the grade first and then enter the necessary 

information for each teacher. Make sure to click Save Class after each entry and then click 

Next when all entries are completed. 

 

7. On the next page, if you never had an admin account you will be creating your administrative 

password for both you and the alternate administrator.  These must be a minimum of 7 

characters and are case sensitive.  Please type in something you will remember. You will also 

select the officer positions for each of you.  Again, one of you must be the president.  Please 

write down these passwords and let your alternate admin know theirs. Click next to continue. 
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8. Take a moment to read our terms and conditions, privacy pledge and terms of use.  Once you 

have read each, make sure to check each of the boxes and then select Finish.  

 

9. Your final step if you did not have account will be to finish creating your own personal account 

and then you will be able to log in.  At the next screen,  click on the green Household Wizard 

button. 

 

10. You will now create your personal username and password to log in. 

You can choose to make your personal password the same as your admin password. Just 

remember it must be a minimum of 7 characters and is case sensitive.  Often username is your 

email address as these must be unique in the system.  Type in the image you see in the 

shaded box and then click Next.  
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11.  On the next screen, confirm your last name, type in your household phone and address 

information(zip code is required).  You will also be asked to enter your family members. You 

will be listed as the primary adult. Simply click on the green add person to Household to enter 

the next person in your household.  

 

a. When adding each additional member make sure to enter first name, last name if different than 

yours, and their role in family by using pulldown.  Gender and birthday are optional.  Click 

Save when finished with each entry. When everyone is entered click Next.  

 

 

12. You will now be asked to agree to having your information included in a school directory. We 

recommend this. Check the appropriate button and then click Next. 
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13. The next page is a review of everything you have selected. Please take a moment to review 

everything. If you need to change something, simply click on the previous button. If the 

information is correct then click Finish.  

 

14. You will now be able to log on to your account and complete the process.  You will see the 

username you created pop up on the screen and will be asked to type in your personal 

password.  Then enter the code in the shaded box and click the green log in button.  

 

15. The final step of the process will be to select the groups you and your family members should 

be a part of for your school. You will want to be linked to the school itself, your children to their 
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grade and/or classroom if known. Click to select groups where option is available, check the 

appropriate one and click OK.  Click Save once completed.  
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16. Now you are ready to explore the system. Click on the admin tab at the top of the page to 

access the PTA side of the system.  

 

17. Enter your administrative password that  you created and click to LogIn 

 

 

 

18. You will now come to the administrator’s dashboard. As a new admin we highly recommend 

training. Dates, times and helpful information can be found at www.learnjbf.com 

 

 

http://www.learnjbf.com/

