To Modify a Group

Permissions Required: Administrative: Create, delete and modify sub-groups
1. Log into your Just Between Friends Admin account

2. Click on the <Groups & HH> tab.

Managing: Apple Elementary (Attached to PTA 00054581

Your Private, Secure, Social Manager

S&{justbetweenfriends"‘

GROUP ADMINISTRATOR DASHBOARD

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

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

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

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

3. Click on the red words: View/Modify Existing Groups

Your Private, Secure, Social Manager

%{justbetweenfriends‘"‘

GROUP M

MANAGE GROUPS
Create New Group
View / Wagify Existing Groups
Assig @bm 10 Groups

MANAGE DIRECTORY — HOUSEHOLDS AND MEMBERS
Bulk Member Approval
Indhidual Member Approval

5. You should see a listing of your communication groups. . 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. Below is an example how a unit may
look:

GROUPS
Create a new group ]
Moddy the sslected group |
Removs the selected group |
Search
Search for a group: Swaich | Clear

1 Apple Elementary [Attached ta PTA 00054581)
G 15t level
2nd Grade
[ 3rd Grads
1 4th Grade
= 5th Grade
G Apple PTA
G Kindergarten
[ Talent Show
& Test Natice Group
B Volurteer Oppotunities

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.



8. Click on the group you wish to change. Let us say in this example, that we would like to change Volunteer
Opportunities to Volunteer Activities.

O

= Apple Elementary (Attached to PTA 00054581)
1st level

2nd Grade
3rd Grade
4th Grade
5th Grade
Apple PTA
Kindergarten
Talent Show

Double click

Test Motice Group
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Your Private, Secure, Social Manager

EDIT A GROUP

Use this tool to edit a group.
GROUP NAME

This is the name assaciated with this|

Change
the name
here

\d

This is the type associated with this group

Volunteer Opportunities

GROUP TYPE

Voluntser (School) -

PARENT GROUP

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

[ Apple Elementary (attached to PTA 00054581)

SFjustbetweenfriends;"

Your Private, Secure, Soial Manager

Groups & HH

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

Valunteer Activities

GROUP TYPE
This is the type associated with this group.

Volunteer (School) -




11. After you make your changes click on the Update button at the bottom of the window.

set privacy options for it. Also, a group that does not have this
awn list on the Households page.
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12.

= igop |
Remove the selected group

Search . =
Search for a group. Search | [ Clear |

5} Apple Elementary (Attached to PTA 00054581)
G 15t lovel
[ 2nd Grade
) 3rd Grade
[} 4th Grade
[} 5th Grade

&1 Apple PTA

Note the
B Kindergarten oty
) Talent Show
&) Test Notice Group

(&) Volunteer Activities




