[bookmark: _GoBack][image: http://www.learnjbf.com/images/transparent_logo.png]
Scroll down to find important instructions 
We have changed the way you view and find your groups.  The following information will help you discover this easy, new, functionality.
Selecting and Finding Groups – New Bread Crumb Method 
You can pick and choose which group you want to see by a simple click or two.  To do this, you will be clicking around the arrow like boxes which we call “Bread Crumbs”. 
You should always see your unit’s name and number here: 
[image: http://www.learnjbf.com/images/clip_image002.gif]
To see any additional groups click on the caret ([image: http://www.learnjbf.com/images/clip_image004.jpg]) to the right of your unit name.  All of your subgroups will appear in a separate box.
[image: http://www.learnjbf.com/images/clip_image006.gif]
Pick the group you wish to manage and click on it.  Here we selected 
“I want to Volunteer”.
[image: http://www.learnjbf.com/images/clip_image008.gif]
Notice the caret on the next group indicating there are yet additional subgroups under “I want to Volunteer” as indicated by the magnified [image: http://www.learnjbf.com/images/clip_image004_000.jpg] below:
[image: http://www.learnjbf.com/images/clip_image010.gif]
To go back to your unit level merely click on its name 
and number to the left.
Searching All Groups
To Search all groups under your administrative rights you may wish to use the search function, indicated by the compass icon [image: http://www.learnjbf.com/images/clip_image012.jpg]. By clicking on this compass you will receive options to search for or show all of your groups.  In addition, you will also notice that you have a selection of groups you recently viewed:
[image: http://www.learnjbf.com/images/clip_image014.gif]
When you select "Search for Groups," you'll be able to type the group name or Unit ID number (if a PTA unit) in the field provided. You will then click on the orange words "Run Search" 
[image: http://www.learnjbf.com/images/clip_image016.gif]
When you select "Show All Groups" instead you will see a list of "all" your groups from which you can select the group you wish to view.
[image: http://www.learnjbf.com/images/clip_image018.gif]
-----------------------------------------------------------------------------------------
Here are some other important instructions for working in the 
Next Generation of Just Between Friends 
1. Uploading Members with Spreadsheet functionality 
2. Managing your PTA Membership 
3. Printing PTA Cards without Member Names (blank)
4. Printing PTA Cards with Member Names
5. Print all in your Community (Shows who is in the system, it is not your PTA Membership Roster report) 
6. Outline for steps to use the system. Please always use online for easy instruction access as well as the latest updates to the document. 
To print reports and cards from the Just Between Friends system your internet browser will have to allow popups. If you do not see any reports or cards come up please check your popup settings. Here are two documents that may help. Both these come from the Help sections of the respective browsers. 
Firefox - Allowing Popups
IE - Allowing Popups 
Google Chrome - Allowing Popups
For more instructions for the "Next Generation" click on the "How Do I" link in the sidebar, at the top. 
 
Click on the picture below to hear more about the tools available: 
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1. Welcome
How Do I? (Includes Next
Generation Instructions)
0. Get My Unit Started 
0. Groups & Household 
0. Notices 
0. Administrators 
0. Managing PTA Roster 
0. Invitations 
0. Add Members
0. Print Directory 
0. View All How To's 
0. Sample Parent Correspondence 
0. Volunteer/Activities Manager 
Online Training
0. Prerequisite to Webinar Training 
0. Click Here for Complete List of Trainings Available 
Membership Value
Support
Login
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