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Managing PTA Members ï PTA Roster 

You do not have to reenter people into the Just Between Friends system year after year to mark 

them as paid PTA members in the system.  From year to year these individuals will only have to be 

check marked paid.  The following instructions will give you information on how you can perform this 

for your unit. 

Objectives: 

¶ You will learn how mark people currently in the system as paying PTA members 

Summary: 

Log into your ñAdministratorôs Dashboardò Č Click on ñView Your Peopleò Č  Use search to find 

your household Č  Click on the checkbox to the left of the personôs name to mark paid Č  Click on 

the ñActionsò button Č Select ñActions Affecting Selected Peopleò Č  Mark as Paid PTA Member 

Detailed Instructions:  

 

1) Log into your administrative side of your account.  You should see this screen: 
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2) Click on the blue words ñView Your Peopleò in the box with the  box 

 
 

3) Be sure you are in the correct school year ï see right hand side of listing. 

 

 
 

Hint:  Are you not seeing everyone you expect?  Look at the  button and click 

on it to get more options.   (See End of document for information on creating different views or on-

screen reports for your information):   

Hint:  If you do not see the membership year your permissions do not allow you to manage 

04! ÉÎÆÏÒÍÁÔÉÏÎ ÉÎ ÔÈÅ ÓÙÓÔÅÍȢ  0ÌÅÁÓÅ ÃÌÉÃË ÏÎ Ȱ#ÏÎÔÁÃÔ 5Óȱ ÉÎ ÔÈÅ ÕÐÐÅÒ ÒÉÇÈÔ ÏÆ ÔÈÅ 

system for assistance.  
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4) There will be five icons next to each personôs name indicating Approved, Email 

Validated, Member Status, Member Paid Status, Card Printed Status. 

a) Icons are as follows: 

i)  Approved 

ii)  Email Validation Status (member has an email in their account?) 

iii)  Member Status 

iv)  Member Paid Status 

v)  Card Printed Status 

 

 

 

b) The green circle with a white checkmark indicates a positive status  and the 

red circle with the white dash  indicates a negative status. 
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Hint:  You may wish to view more than 10 households and/or people at one time.  To do 

this, click on the number 10 to the right of the words ñPage sizeò, towards the bottom 

of the window, and select the number you wish to view at one time. 
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Creating Different Views or Online Reports ï see the end of this document for 

more details 

 
 

To mark someone as a member 
5. Check the box next to their name  
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6. Then click on  button.   

 

 
 

Select ñActions Affecting Selected Peopleò (not the whole group)   

 

 
Hint ȡ  Ȱ!ÃÔÉÏÎÓ !ÆÆÅÃÔÉÎÇ 3ÅÌÅÃÔÅÄ 0ÅÏÐÌÅȱ ÁÒÅ ÐÅÒÆÏÒÍÅÄ ÂÙ ÓÅÌÅÃÔÉÖÅ ÃÈÅÃËÍÁÒËÓ ÔÏ ÔÈÅ 

ÌÅÆÔ ÏÆ ÔÈÅ ÎÁÍÅ ÏÆ ÔÈÅ ÐÅÒÓÏÎȢ  Ȱ!ÃÔÉÏÎÓ !ÆÆÅÃÔÉÎÇ %ÖÅÒÙÂÏÄÙȱ ÏÎÌÙ does the following:   

¶ Print Community Roster  

¶ Print Cards for All Members  

¶ Print Blank Cards  

¶ Print Roster for All Members  

 

  




