
Updating Administrative Email 

1.  Log into your admin side of the system. 

2. Click on the Administrative tab. 

 

 
3. You will now wish to select the red words: Modify a Group Administrator. 

 
4. Then find the admin you wish to update and click on Modify to the right of 

the name.  

 



5. Click on the editable field you wish to update and change. 

6. The fields you may update are as follows: 

a. E-Mail Address 
i. To change the email address click in the email address field. 

 
 

ii. Change as needed 
b.  Change group permissions 

i. Move to the permissions boxes towards the bottom of the 

page by scrolling down. 

 

  



ii. Select the group that you would like to change or add 

permissions to. 

 
 

iii. Checkmark the permissions and then click the button Add 

Group & Permissions button. 

 

 
 

iv. If you wish to change the permissions for admins current 

groups perform the action as if you are adding them anew.  It 

will replace the old permissions. 

  



c. To delete permissions (do not delete your permissions, you will not be 

able to do admin work in the system) click on the Remove button to 

the right of the group permissions.  See below:  

 

 
 

d. Password 

i. Checkmark the change the Reset password box. 

 

 
 

ii. When you check mark the box, two new fields will appear 

requesting the new password and new password confirmation.  

 

 



iii. When you complete scroll down to the bottom of the screen 

and click on the Update button.  This will only change the 

password to the admin side not the log in at 

www.justbetweenfriends.com.  This must be completed 

separately. 

 

http://www.justbetweenfriends.com/

