To Create a New Group

Permissions Required: Administrative: v Create, delete and modify sub-
groups

1. Loginto your Just Between Friends Admin account
2. Click on the <Groups & HH> tab.
3. Clickon

Your Private, Secure, Social Manager

Groups & HH

GROUP MANAGEMENT

MANAGE GROUPS
Create New Group
View NModify Existing Groups

Assigh bers to Groups

MANAGE DIRECTORY — HOUSEHOLDS AND MEMBERS
Bulk Member Approval

4. Note the section below that says: Manage Groups

5. Next click on the red words: Create New Group

6. You will get a listing of all the groups you have. Take a moment to hit the plus sign beside the
groups to see if there are any sub-groups.

Remove the selected group

Search

R —

(- Apple Elementary (Attached to PTA 00054581)
1st Grade

2nd Grade

3rd Grade

4th Grade

(+F- 5th Grade

Apple Chorus

+- Apple PTA

Homeroom Parents

Kindergarten
Not PTA Members

7. We will use volunteer scenario for our demonstration. Please use the generalization to add all
other groups. With this view of your groups in place take a few minutes to decide how you want
to look to set up your groups. In this example we are creating volunteer groups.

a. Fillin the blanks of these questions before starting:
1. What is the name of my Volunteer Effort in my unit:
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2. What are the volunteer opportunities and dates in my unit this year?

Opportunity

Date

EX: Book Fair

Oct1

b. Determine a token (or invite) word that you would like to use. ( Let’s say Fruit

Elementary Volunteer) What is your token?

i. Notes: Atoken can only be used once system wide.
ii. You should reset the parameters of the token once per year.
iii. Make it as simple as possible yet identifying why they are using it.

8. Once this is complete click on the button

Create a new group

9. Answer the questions as follows on the page. Pay special attention to the Parent Group. For
example if your unit is called Apple Elementary and you are creating a group for Mrs. Smith first
grade, then your parent group would be 1% grade. Apple ElementaryC First GradeC Mrs. Smith
first grade. The parent group for Mrs. Smith’s first grade is First Grade. You should make your

parent group for the volunteer effort the unit.
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Managing: Apple Elementary (Attached to PTA 00054581

Your Privat Social Manager y Freddy FullAdmin

%{justbetweenfriends‘"

ADD A GROUP
Use this tool to add a group.
GROUP NAME
This is the name associated with this group.

Fruit Volunteer Effort

GROUP TYPE
This is the type associated with this group

Activty Provider (Actiity Group)  ~

PARENT GROUP

This is the group that will contain the group you are trying to make

Apple Elementary (Attached to PTA 00054581)

Terms & Condilions | Contact Just Between Friends

10. Click on “Update Group button” or click on “Cancel button” if you would like to discontinue your

action of adding a group.

11. Now repeat the process for each of your sub-groups but this time making the name of the

overall volunteer group (our example Fruit Volunteer Effort ) the parent group:

This is the name associated with this group.

Book Fair - Oct 1

GROUP TYPE
This is the type associated with this group.

Activity Provider (Activity Group) =

PARFENT GROUP

This is the group that will contain the group you are trying to make

Fruit Volunteer Effort

ArTIVATE THIR (IROITR
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12. After you have completed adding your opportunities go back to the tab <Groups & HH> and click
on View / Modify Existing Groups

Your Private, Secure, Social Manager

Groups & HH

GROUP MANAGEMENT

MANAGE GROUPS
Create New Group
View MModify Existing Groups
Assigh bers to Groups

MANAGE DIRECTORY — HOUSEHOLDS AND MEMBERS
Bulk Member Approval

13. Take a look at your structure and then double click on your overall volunteer group, such as this
case: Fruit Volunteer Effort:
Ath Grade
Apple Chorus
Apple PTA
Fruit Valunteer Effort
Bo@ir— Oct 1

-

Double click to
modify

Valentines Party - Feb 14
Zoo Field Trip - Dec 15
Homeroom Parents
Kindergarten

Mot PTA Members
14. Scroll to the bottom and click on the red words Add a Token

[
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15. Add the token (or invite) as you decide before. In our case: Fruit Elementary Volunteer

ADD A TOKEN

Token
Group
Mame “ruit Elementary Volunteer
Description ‘ruit Elementary Volunteer
Token ruit Elementary Volunteer

Start Date

71112009
10/31/2010

Number of Uses 200|

Continue | cancel

End Date

a. Fillin the blanks the field of Token will be what you give the parents to join the various
groups.

b. The Start and end dates tell the system when people can no longer use the token.

c. The number of uses tell the system how many times it is allowed to be used.

16. Click on the button (or cancel to back out).

17. Here is the response screen:

Groups your members can join

CHILDREN/STUDENTS

|
PARENTS/TEACHERS

|
VOLUNTEERS

|
EXTERNAL GROUPS

|
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18. Now click on the dropdown arrow to the right of Parents/Teachers and select allthe specific
groups undetthe volunteer effort not the overall group Please see below for example:

CHILDREN/STUDENTS

PARENTS/TEACHERS

=+ [C] Fruit Vaolunteer Effort :
Book Fair - Oct 1 db
Talent Show - Sept 23
Teacher Appreciation
Zoo Field Trip - Dec 15

Holiday Party - Dec 20
Valentines Party - Feb 14 -

a. Note: if you later add more sub-groups you must edit the token here to reflect
the need to include them in the parentQ@ selection.

19. Click on the button.

20. This is an example of part of your response screen:

TOKENS

These are the tokens for this group.

NAME TOKEN START DATE END DATE Uses UseD
Fruit Elementary Volunteer Fruit Elementary Volunteer 07/01/2009 10/31/2010 200 0 Edit Delete
Add a Token. ..
[ Cancel ][ Update Group

[ Update Group
21. Click on the button and you are completed.

22. IMPORTANT: Next step. Check out how it looks and see if it looks as you would like it to look.
Add yourself to the groups by going back to your household side and click on the tab <Link to a

Group>
23. Remember to set up your Volunteer Chair if you wish (instructions at the end of this document)
24. Enter your newly created token and see if it allows you to pull up the groups you need.
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25.

26.

27.
28.

b.
C.

LINK TO A GROUP

ENTER YOUR TOKEN HERE:

Please enter your token here that was given to you by your group

Token: *
Next |
Name
fler Choose Groups... Choose. . Clear
prTTCETCeT e
B[ 1 High School Volunteer Opportunities f
= [7] College Greeters - Fall & Winter =
[C] Homecoming Parade - October 3
[Z] Senior Recognition - October 17
fler [7] Homecoming Dance - October 25
[7] Holiday Show Rehearsal Dinner - Dec 15
[C] Door Decorating Contest - October 31
fler [T] Holiday Show - December 16
[C] Camation Day - February 12
[C] Snowball Dance - February 28 =
fler ] Senior Recaption - May 20

,
A C |

[ Prom - June 4

[7] Cap & Gawn Distribution - June &
[C] School Mailings - various days
[7] Blood Drive - November 14

[T] Blood Drive - February 20 N

v

Check off the ones you want to join. Click accept and then finish.
If it proves to be how you wish it to look pass out the notice, send it through Notice capability or

a combination thereof.
After members join, you will have a communication list to work with. Click on the <Notices> tab
and when you click to create a notice you should have the options to select your groups.

See sending notices instructions or take communications class.

Sample token distribution pages: See www.learnjbf.com Useful Documents Page (Ready August

2009)

a group.
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