How DO | SEND A NOTICE (COMMUNICATION)

Sending a basic communication is an easy and fun functionality in the system. Of course the
required permissions must be possessed in order to send a communication.

In addition, the more households and individuals who have email addresses in your group the more
successful the communication function.

Objectives:

e You will learn how send the basic notice
Summary:

Log into your “Administrator’s Dashboard” =>» Select a type of notice to send under the Magic Wand
=>» Address each field as needed =2 Click on “Send/Post Notice” button

Detailed Instructions:

1. Log into your admin side of the system, you should see the “Administrator Dashboard”.
(Please, contact customer support if you do not see this page. You may not have the proper
permissions).
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2. Here, take note of the box with the / icon.
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3. There are three types of Notices you may send, Event, Deadline and Announcement:
a. An event has a beginning and ending date and if desired a beginning and ending time.
i. Example PTA meetings.
ii. Open Houses
iii. Book Fairs
iv. Room Parties

4. For an Event click on the link in orange words: An Event
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5. You will get a screen something like this one below (you will have to scroll down to see everything)

| SF Justbetweenfriends” Sheffler Home ~ JBF  fdmin  StatePTA |

Earn Money

200050018 Strodics

neighborhood
businesses

Send this Notice on behal of | JaF to JBF Gifts

using the s =] ter
g the | JBF Colorul Short (Defaut) [ tempiate. Click here
-~

D w—

TYPE OF NOTICE WHEN IS THE EVENT? . .
Begin Event End Event
ot -~ B
= =
s N @ officeMax:
WORK WITH US™
i . - Save exclusively at y .
Py — OfficoMax., a PTA
T Member Benefits
L — i i— Provider.
T - - o=z
AP
_ Accept Recpent List Your natice wil be sent to the groups ksted above.

Notices will be sent 10 ail checked groups and any
6roups (5ubgroups) below the checked GToup.

ACCENTS AND CUSTOM ELEMENTS.
You may upload a ogo mage and group name to appear at the 1op of your natice, and may decorate and brand your notice with
‘oroup. The logo, 520

The logo may be 3 gi, jpg o png fle 1o larger than 25KB, with a pixel size of no larger than 200 wide x 50 high

Group Name.
Primary Accent Color
‘Secondary Accent Color
Save ColorsiLogo for fuure use?
SUBJECT [7) NOTICE DESCRIPTION

50 characters remaning. =
250 chasacters remaining

YOUR COMPLETE MESSAGE (BODY OF EMAIL)
Your emal body . -

(B8 an- =0 9-0-:

B Z UdA-EEFIEE FiF - [

fontName | Real..~

ATTACH A FILE FROM YOUR COMPUTER
Ioclude n @ Virgnia PTA © My Fies

ATTACH PREVIOUSLY UPLOADED FILES

any rwmber of fles
from the files listed below, or 1o open you
display of your s, or < here 10 refresh them immedately

By fies |

4 Adding an Administrator ng

& Parent Forms.
75 Adding an Administrator ng (509 87KB)
2 adding logo (883 94K8)
22 adding members (1 45MB)
€ decat (14.23KB)
5 image2 (45 49KB)

WHEN THE NOTICE WILL APPEAR ON THE STARTPAGE

Startto display notice. Remove notice from display

a0 \ 1 EE 12[3) o[z Az

PUBLIC CALENDAR

1 Dispiay on Publc Calendars?

SEND EMAIL ALERT WHEN TO SEND INTIAL EMAIL ALERT
1t you wousd ik to accompany this nolice with an &-mal Scheduled alerts wl be sert wihin 15 minutes of the tme
alert, please check the "Send Emai Alert” checkbox you enter

¥ Send Emad Alert 972011 W

1211
‘Send immedately (+/- 15 minutes)

SEND EMAL REMINDER

You may sesect up 1o three reminders for this natce after the intia alert. (Reminders il be sent at 3.00 AM Eastem Time)

@ Dayof Event 71 1 Day Before 17 2 Days Before.
13 Days Before 1] 5 Days Before 1 7 Days Before
14 Days Before

WHAT DO YOU WANT THE EMAIL REMINDER TO SAY?
Choose what to display onthe reminder when & goes out
© Same as the orignal subject

‘Same as the onignal notice descripton

‘Same as the ful body notice
Let me customize the reminder

REPLY OPTIONS
" y
1wl accept reples by email Use my emad address a5 the Reply-to address:
# | il nat accept emai rephes to this message.

| wi accept phane reples. Include my phone number

0P right H

account,

You are logged i a5 Jua Consoino.
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When entering an event the required fields are:

a. Beginning and Ending date (and time if desired).

b. Recipient (Group) you wish to send the communication. If you do not see your group, be
sure to click on the unit name or the highest group you have permissions for in the arrows
above to “backup”to a level you can see all your groups. Example:

7] national PTA

a. Who do you wish to send it to? The whole school? One of the classrooms? A sports
group?

Hint: If you wish to change the recipient list click on the button “Change Recipient List”. You may also select
more than one recipient group at a time; such as first and second grade parents by placing checkmarks in
the boxes to the left of the group.

c. Group Name

d. Subject

e. Start to display notice: The next fields you will encounter are the ones designating when
the notice will appear on the members, of the group(s) you are sending to, “Start Page”.
(This is the page you first land on when you log into your account at
www.justbetweenfriends.com). Fill in the “Start to display notice” and then the “Remove
notice from display”.

Hint: You can set notices to appear on the Start Page in the future. Example you could set up your PTA meetings for
the year and set them to appear in the correct month they are scheduled.

f. Remove notice from display

6. Recommended fields:

a. Description

b. Body of notice — of course we usually wish to write something here

c. Attachment(s)

d. Send Email Alert: Do you wish to not only post this to the “Start Page” but send an

email notice too? In most cases people do. The check box for “Send Email Alert” or
to send an email, is automatically checked. Deselect if you wish to just post to the
“Start Page” or “At A Glance” page. In addition do you wish to change the default
time of the email alert (when it will begin to be sent out)

Hint: Click on the “Send Immediately” box if you wish to override the default time for the notice to go out. If
you have a large group it may take an additional time to get all emails out.
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.Preview.

7. When you have completed filling in the blanks click on the - button and it will show you
and example of your notice you are about to send. For an announcement you may see something like
this:

.p Preview: Meeting Change of Venue

PTA Members |

Announcement

an
nd

- Meeting Change of Venue
nal Room Change for PTA meeting
olie Please note that the PTA Meeting has been changed to room 100.
s Thank you and see you there.
< T 4

Cancel I

8. Click on the button when you are done viewing

X

Send/Post Notice

9. When happy with your entries click on the button
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REPLY OPTIONS
Choose how or if you want members to be able to reply to this notice
| will accept replies by email. Use my email address as the Reply-to address.

@ | will not accept email replies to this message.

[T I will accept phone replies. Include my phone number.

W Send/Post Noti Cancel
SEEEERN Y g

The notice preview doesn’t show the sections at the top, right side or bottom (surroundinz| lJu: message) that include
login to the recipients’ account, unsubscribe/change delivery instructions, or side messa that go out on every
notice.

Cancel
10. Either click on the button if you do not wish to send or the button if you do

wish to send. By clicking on the button, your notice will be sent to all group members you
have selected and there is not a way to stop the notice from being emailed at that point

Ready to save? X

10t
All Announcement Details

Email notice will be sent 01/12/2011

Notice will be displayed on recipients’ StartPage from 01/12/2011 12:00 PM to 01/20/2011
12:00 AM

Cancel

Sending a Deadline or Announcement

The second type of notice is a deadline. A deadline notice has an ending date and if desired an
ending time.

12/19/2011HOW DO | SEND A NOTICE.docx

Page 6 Revision 5 HOW DO I SEND A NOTICE.docx



Hint: You can always change the type of Notice you send when you arrive at the “Add a Notice”
page

8 o WA

) national PTA
Type ofF NoTICE WHEN IS
@ Event Beqgin Eve!
) Deadline
@ Announcement [T]Begint

Sl 1 want to Volunteer a

1. Examples of deadlines might be:
i. Fund Raisers
ii. Permission Slips
iii. Healthcare Forms

2. . For a deadline click on the words in orange words: “A Deadline” from the “Administrator

/

Dashboard” in the box with the icon
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3. Or if you are already on the “Add a Notice” page, select the radio button beside the word
“‘Deadline”
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using the | JBF Colorful Short (Default) [~ | template.

TYPE OF NOTICE WHEN IS THE DEADLINE?
Deadline Date

) Event =
© Deadline

> Tnnouncement

Sl Virginia PTA

+ ] Abingdon Elementary School
41 ACCOMACK COUNTY "VA"

[] Deadline has time

imf »

4. The third type of notice is an Announcement. An announcement has no beginning or end date
and time.

a. Examples of Announcements might be:
i. Newsletters
ii. New teachers
iii. Lunchroom Monitor Schedules

5. For a deadline click on the link in orange words: “A Non-Calendar Announcement” from the

/

“Administrator Dashboard” in the box with the icon
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6. Orif you are already on the “Add a Notice” page, click on the radio button to the left of the word
“‘Announcement”

using the | JBF Colorful Short (Default) [ v | template.

TYPE OF NOTICE

@ Event
@) Deadline

? Announcement
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