How to Create a New Database User with My
Backpack Account?

Create the Cloud Account

Go to Advantage Cloud Administration (for Hosted Schools)

© © #E & &R |

Support Tools Tools Accounts Accounts General Ledger
Payable Receivable
Student Parent System
Address Admnistration

Highlight an existing user and click Add (this will copy the existing user’s access level to the
new profile, so be sure to select a profile with the same access the new profile should be
assigned)

File Help

scendance
UseriD » First Name Last Name Emal Address Role Last Logn
XP Abhosale Akshay Bhosale
XP alongo | Angela | Longo e b ekl s o CoudAdmn
XP angie |ange |ange e g el CoudAdmn
xp bkopp Brenda Kopp Basc
XP cgbert [Crvs | Gibet e e s s e | CloudAdmin 118/2021 721 AM
o chayes | coin hayes T N e b | Coud Admn 371172021 1025 AM
XP chupien Colleen Lupien (& SR N CoudAdmin 4172021 1245PM
XP dmoan Davd | Moan v e a e cum - CoudAdmn 12/1/2020 3:38 PM
XP Dshinde | Dhansshree | Shinde ' '
XP HSngh [ “sngh
XP jsciacca .XPpom [ Sl AT B T e | Gloud Admin 420201 738 AM

XP oovtastact nan tastor] Yy TR LR P S ] Clowd Admin R2/2020 1736 PM
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The Create New User window will appear

= Create New User

User Account Details

HA. |

User Name
First Name:
Last Name
Email Address
Phone S R —

Account Security:

User Role Basic v

* Passwonds are auto generated and emailed to the user

= User account must be assigned to a Senior Systems database account using the
atematelD field in the Senior Systems Admin module

[ Adduser | [ Cancel |

Fill in all of the Required information (User Name, First Name, Last Name, eMail Address) and
be sure to select a User Role under Account Security (again, select the same Role as the one
copied, in this case, Basic). Click Add User.

User Account Details

User Name |XP. | TrainingDoc ] |

e [Franng .

Last Name ~ | Documentation | |

Enol Address (% |trainingdoc@eamil com ] '

Phone : - |
Account Security:

User Role : [Basic v

* Passwords are auto generated and emailed to the user

** User account must be assigned to a Senior Systems database account using the |
altematelD field in the Senior Systems Admin module {

{
CONCES
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A message will appear noting that the new User Created. Click OK to close the natification.

[Cloud Admin )4

User Created

The new record will now appear on the list of Users.

= Ascendance Cloud Administration - m]

File Help
(4

scendance

UserlD ~ First Name Last Name Emai Address Role Last Logn

XP Abhosale | Bkshay Erom | |

XP_alonge | Angela Ll | CloudAdrmin

XP angie langie e CloudAdmin
i| = bkopp Brenda Kowm Basic

XP cgibert Cris o= CloudAdmin 1/14/2021 7:21 AM
| chayes colin hirs CloudAdmin 3/11/2021 10:25 AM
XP chupien |Colleen L | CloudAdmin |a/1/2021 1245 PM
XP dmorn | David N | CloudAdrmin [12/1/2020 3:38 PM
XP Dshinde | Dhanashree - |

XP HSingh Harbir o]
P jsciacca XP jsciacca Cloud Adimin 472472021 738 AM
1P kattyg Kathy [P Basic
XP pertester] |pan tester] | CloudAdmin 16/2/2020 1236 PM
XP pentester? |pen tester? | Basic 5/29/2020 4:36 PM
XP psingh Pankaj Singh | CloudAdmin 1111972020 139 PM
k| XP. TrainingDoc Training Basic
XP zgitonga Zachary . | Cloud Admin
XP_DevQA | |

Do not log out of Cloud Administration at this time.
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Create the Database User Account

Log into System Administration Module as the Schema Owner (ex. SENIORxx where xx is the
school’s 2-character code).

Ascendance System Administration Login X

Uzer Name SENIORKP
Password 00000000

Alscendance  [] Remember login details

0K Cancel Options >>

Go to File> User Maintenance> Creating New User Account (this function is only enabled for the
Schema Owner (ex: SENIORxx profile)).

B Ascendance System Administration

File My BackPack Documents Edit Tools Reports Help
Define Schools
Define School Grades

Code Maintenance
Global Updates »

Duplicate Schools Merge >

Duplicate Companies Merge
Student Grade Update
Delete Old Students

Media Import *
Set Background Image

Security Options >

User Maintenance ¥ Change My Profile

Group Maintenance ¥ e

Systern Maintenance Edit User Profiles l
Y
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The Create New User window will appear. Enter a User Name (max. 8 characters) and the
Domain/Alt. ID for the new record (Domain/Alt ID is the Cloud User account) and also turn on
the LDAP flag. Click OK to save the new record. If a second, empty Create New User window
appears, click Cancel to close the screen.

User Infarmation Account Valid Dates
User Name From To I:‘
Domain/alt, 1D IXP.TlainingDuc ‘ Leave Dates Blank for Unlimited Access
E::::CES:: login for this user Password Securty
Allow Single sign-on for this user Last Changed On
Mext Scheduled Change
Password ooeoeseseeeee (30 chars max) Force Change By
E:;}slﬁqenrd 0000000000000 Revalidate Password on Next Login
Failed Logins Fieset
Full Name [Traihing Documentation | [ IEeareenr
JobTite |

Emai | | Cancel

5,
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The User Maintenance window will open, and your new account should be visible. Add
necessary permissions by clicking a module on the right-hand, Applications list, and, while
holding the left mouse button down, dragging the selected item to the Users list on the left-hand
side of the screen. Hover over the new user ID and release the left mouse button to “drop” the
permission to the ID. Continue this process until all required permissions are applied. As you
continue to add permissions, they will each display beneath the user ID

..
Usei-Aocmes Flighls |Uge[—ﬁ|gupg|
l Usgeaz - [12) Applications
-,"E' CGILBERZ - [Chiiz Gibert] E.ﬁ.cadamc Hizboay ™
-,‘E‘ CGILBERT - [Chriz Gibert) ﬁ.ﬁ.cmunbﬁ Payable
T CLUPIEN - (Colleen Lupien] || Arcounts Recervable
P DMORIN - (D ave Mosin) (] || B Admissions )
F4JSCACCA - st Scisa) | | [ 13 Ahami Dvalopmans
{E:EAMF'LE - [Training Dncum‘lati::lfi]} i Budget Management
El hdmismions #fy Camipus Store
ﬁl Errolment Management @+ Campus Store POS
ﬁ Regiztrar o College Placement
fﬁ‘ ZGITONGA, - [Zachary Gkonga) ‘ Dashboard
TE PSINGH - () @M Deans Office
]‘ﬁ‘ DSHINDE - () ﬁ E nrcliment Management
P& PENTEST2. () G Evens
P& PENTEST1- () @ Financaal Aid
T ABHOSALE - ) @y Fined Asset
=4l General Ledger
£3 Schedulng
B2 Student Loans
i[5 Shedert/Parent Addresses g
€ > < ¥
Mew Liser Edit Delete
Ok Cancel
N . o o | HUM |

Once all desired permissions are added, click OK to close the User Maintenance window. Do
not log out of System Administration at this time.
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My BackPack permits access using Communities (Parent/Student/Faculty/Constituent/etc.) In
order for My BackPack to “know” which Community a user is assigned, there must be a record
in the system. Since most Database users are also School Employees, there should be a
Faculty record in place.

Create a Faculty Account

Go to Registrar and select the Faculty/Staff icon

Ascendance Registrar - | Middle )

Maintenance View Scheduling Grading Eeports Mailings Esperts My BackPack Help

- & iy i . s 3 Coarert 5
S €. ® .2 Vo -2 WD =~ et S
Swudent: Clwses  Scheduing  Geading % F bt el 5/F Mading ‘rour Repoits: Find i 1 Show D athboand Middis Schaoal

-

In the Faculty Search screen, click New

: =] Faculty / Staff Search

a M e E Edit B Delete Optiohs I_E_: Ewport - qij Cloze

Search By Additional C

Enter 1.0, |:| Open Active O
[ TInchude El

Y
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The Faculty/ Staff Maintenance (New) window will open.

Fill in all Required Information (ID, First Name, Last Name, E-mail) and any other information
you would like to complete.

*Email Address information is required. If left blank, the system will not allow the My
BackPack account to be created. *

Click OK to save the new Faculty account.

B Facu ity f Staff Maintenance - [ TE 5T1:Tr-:'|i|'1ir".|:._| Documentation )

Mame | Adcress| Empioymert | E ducation/Cent| Schedule| Advisor Roster | Homerooe Raster| Media] Custom| Comments| web D |
Facuky Spouse
1.0,
Titke Title v]
First | First | |
Middie J | Ascive Midde | |
Last | {] Digplay inDivectony~ Last | |
Suiiix Sulfix ~|
Infcimation
RoomNuber | a] Gender  ~|oos |
Intemal TelNo | S5M ' |
E Ml Aleigies |
Emesgency Contact | Medications | I
Emesgency Tel No | TE Test Date
Ethricity | w Heakth Form Date

] Childian fftending
[ Summer Schoal Drly
Teday's Schedule ' Cancel Dielete Pririk
| [ NUM |

Close Registrar
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Create the My BackPack User Account

Go back to the System Administration module.

From the main menu, go to My Backpack>My Backpack User Maintenance.

_H Ascendance Systemn Administration

File =My BackPack Documents Edit Tools Reports Help
Group Maintenance ¥
Preferences
My BackPack User Maintenance
Auto-Assign Web User 3
Assign Groups to Web Users
Remove Groups from Web Users
Remaove Online Web Users 3 »
Web User Mailing »
Maintain My BackPack Uzers MLk
My BackPack User Search
[ Mew [ Fdt = L] Delets [¥] Options v 363 Expont + € Close
Search By Additional Criteria
EtErllE Only Show Group: | Faculty/Stsff -
Eilter Results [ Last Name =] [Begins with ¥ 1 Users In Community: [ &) -
Riefresh List
1.D. Name Constituent| Faculty | Pai % | Student Online: E-Mail 1] E-Mail 2] Family ID | Addr. Code|  Constituency
FBENHAMOU Mg, Florette Benhamou =] [] :tbenhamou@hilelhebrew: DocRubens@aolcom | BENHOZ M Current Parent
EBROMER Rabbi Eli Braner 1 7] elb76@hatmail.com talbioner@hotmail com : BRONDT P Cunent Parent
MACOHEN M. Maya Cohen =] [] Dnen2ny@anl com Nedicohen@amail.corn - COHECS P Cuirrent Parent
[ [] i y.frankek@shalhevet.org § bfrankel@aol. com FRANDT P Current Parent
canigarelick@gmal.cam SENTOT P Cunent Parent
Rabbi Zev Goldherg I [[] :zevgoldberg@uice.org  : michaldGoldberg@gmail s 0001331 P1 Past Parent
ZHALPERT Mz, Ziva Halpert | 7] | zivacp@amail. com jhalpert@ci glendale. ca.u HALPO [l Cunent Parent
SMAMANHARDSH : Mis Sigal Maman Harosh 1 [7] . Sigal70@hotmail.cam HARDO2 P Cunent Parent
| AHENDELES [T ] alisonhendsles@amail co alew@unsimplystiched.cc HENDOT P Cunent Parent
YHORWATT Mis. Tirat Honwatt [ [] :yhomatt@yahoo.com  { joshhowatt@yahoo.com: HORWOT (Pl Current Parent
LIBGUI Mg, yl Ibgui = [7] | cibgui@hilelhebrew.org IEGUIOT P
EEOHAN s, Karin Kohan M [7] i Karin_bensiman@hotmaik KOHAD4 P Current Parent
ANEWMAN Mrs, Alssis Newmnan =] ] lexie111@a0l.com cheflounewmnan@amail. ¢ NEWMOT P11 Current Parent
DORENSHEIN s Daphne Drenshein =] [T dorenshein@gmail.com : orershein@amail.com - ORENDT z Past Parent
=] [] ' dorenshein@gmail.com : orenshein@gmail.com | ORENDT P Past Parent
W] 7] ] ] iksim brew.org bsimon30@&Esocal.r.com | SIMO0T P Current Parent
W W T 1T izswigad@gmalcom | devillprib@acleom  SwIGOT Pl Curent Parent
7l Il I [[] | ytsaidi@hillelhebrew.org ; emunahby@icloud.com  TSAIO (&l Current Parent
Mrs ‘rael Woolf =] 7] ywooli@hillelhebrew.arg : chaim.woali@wafllp.com  wW0OLOT [l Cunent Parent
s llanaZadok (=] 7] izadadl il brev.org | zadok25@yahoo.com | ZADOOT P Current Parent
JABLIN M1, Jason A =] [7]. igblin@hilethebrew.org JablindS@gmail. com
BaBUKASIS ¥ & [] | Babukasis@hilelhebrew.i batela2001 @yahoo.com
EALLEN ] W T T T T edlen@hilehebiew.org ; elsed6e@amail.com
JAPPELBA Ms_Jennifer Appelbaum [ ¥ [ M 7] iappelbaurn@hillelhebrewve
LARNOLD Wis Lisa Amold (Schulman [ 1 [ [ lemold@hilshebrew.org
T [ = T i R T T

-.—Qs
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Click New.

_g, Mew ) 7 Edt ~ ﬂ Delete | %] Options + [X2 Expor « €| Close

Search By Addtional Criteria
Enter |D. Ordy Show Group: | {al] v]
Fiker Rezukz | Lact Mame V| |Enn!m.s V| ] Userz In Commurity: |[N|] Ul

The My Backpack User Maintenance - New window will open.

E2l My BackPack User Maintenance - New

Step 1 - Create Account

Account Walid Dates

[ atabaze User |

[ Allows LDAP login for this user  End Date |

V| Start D ate |

User 1.D. ||

| Last Login

Pazsword (11111 1]]
Confirm Pazsword | #eeeeeee

Step 2 - Azzign to Individuals

b ail zert date I:I

P Rezet Sent Date

Carmments |

Pazsword Security
Last Chanaged On
Mext Scheduled Change

Faorce Change By

Failed Logins

[] Revalidate Paszward on Mext Login

Type 1.0

Database Uzer 1.0,

Exizting web Uszer 1D,

Step 3 - Assign Groups

Aszzigned Groups

Aailable Groups

Admin Full dccess
Adrinistrators
Admizsions
Careflow

D azhboard

Step 4 - Azzign Student Access

Family 1.0V, | Student |.D. | Grade

Student Group Student Mame

Academid
Access

Biling
Acces

Y
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Ok

| | Cancel




Step 1 — Create Account

At the top left-hand side of the window, click on the drop-down arrow next to Database User
filed and choose the Database User you just set up. This step will automatically populate the
Password, User ID, and the LDAP flag, as well as the Last Changed on Date.

E=l My BackPack User Maintenance - New

Step 1 - Create Account Account Valid Dates Pazswiord S ecurity

D atabase User v Start D ate | | Last Changed On I:I
.E\IBDIII'IS]SALE br  EndDate | | Mext Scheduled Change I:l
CGILBERZ

Liser LD CGILBERT L) Lo Force Change By [ ]

[ CLUPIEM

Fassward DSHINDE Mail sent date I:l [] Revalidate Password an Mest Login

Canfirm Password PSINGH P Reset Sent Date Failed Logins I:I
ZGEITOMGA,

| Comments |

Step 2 - Aszigh to Individuals

B My BackPack User Maintenance - Mew

Step 1 - Create Account Account Valid Dates Pazzward Security
Database User | SAMPLE v|  StatDate | | Last Changed On 04-27-2021
&llovs LDAP lagin for this user | End Date | | MewScheduledChange | |
User|.D. |S'&'MPLE | Lazt Login e E g 2 I:I
Paszword (117117 b ail zent date Revalidate Paszword on Mext Login
Confitm Pazzword | @@eeee e Feset Sent D ate Failed Logins El Hesel
Comments |

Step 2 - Aszign to Individuals

5.
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Step 2 — Assign to Individuals

Click Add

Step 1 - Create Socount

Sooount Valid Dabes Faspword Seousty

Dalabors User [ siaPLE | Swbae [ | LeaChepsdon  [mezra
T S — (L —
User 1D [samPLE | Last Login Forcs Change By |:|
Pastavcnd Rttt Mad sent date Rewalidste Passwoid onbest Logn
Corfim Patzvod | 000008 P Fieset Serk Dale Faed Loz [0 ](Reset
Comiment |
Step 2 - Agsgn to Indhviduals
Type Lo, Mt _D«llﬂml.lﬂllﬂ'. Existing ‘wieb User |.D ( Aadd
i Femoee
Step 3 - Ansign Groups

Select the Faculty/Staff option in the Search For section and look up the profile that was just

created in

Faculty/5taff Sea

Registrar.

rch

Search For: Sort By Somt Order
() Constituert C®) Faculy/Staif ®) Azcending () Descendng
Firzt Mame
Ofe E.':;,,m Lost / Deceased | 21
| DOCUMENT | &, Consthumrt Type (13
Last Mame
[ Inciude Wb Users
1.0, Marme Depanment ‘Web User LD, Databa: ~
TEST1 | Training Diocumentation i
WORRA | Mrs, Angels Amanda Edwaids Phwsical Education / Health! EDWARDSAN
FINES | Mr. Benjamin Wilie Edwaids Physical Education / Health®
|JA$SD Ir. Billy Michael Edwards Physical Education / Health: JASS0C
THORT | Mr. Carl Anthony E dwards Business Office { EDWARDSCA,
|THORL | Mz, Darvslle Kimberly E dwards Pre-Elementany i
GREEW | Mr, Dawid Zachaey E dwards Jr, Dthes H
| BRAY M. Gerald Biyan Edwads Technology | EDWARDSGE
MARTC | Ms. Jarice Martha E dwards Physical Education / Healh EDWARDSIA
|RAMBR | Ms. Jubie Mancy Edwards Fine Atts i )
CONNM_ iMs Kelhleen SamarthaEdwards  iScience o dde
[BHDL‘.K Mrz. Kathy Jenniler Edwards Physical Education / Health! EDWARDGKA
THORK | M Maths Gioia Edwads ElmeniaySchod L L
| DIFFI D1, Oivia Helen Edwands Math !
CORTP | Mz Sara Jean Edwards Elamantary 5chaool w
g D ¥
. Shiowe Linkoed Sbadants m

23
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Select the correct Faculty/Staff person and click OK.
Step 3 - Assign Groups

This step grants specific access to My BackPack.

Assign the appropriate Group(s) by highlighting an Available Group from the right-hand list and

using the left-facing arrow to move the Group to the Assigned Groups list

Skep 1 - Creale Scoount Accound vl Diabes Passwond Secunty

Dstsbase User | SAMPLE *| S Dae |:| Last Changed On 2720
| Abowr LOAF login for this user  End Dabe Wt 5 chaydubed Changs:

Uzea LD, [sAMPLE Furce Changs By
Password aaseae Fievaldate Pasbeoid on Nesd Logn
Covfum Pasowod | @amaae Faded Logns E Rzl

Step 2 - Assgn o Individual:

Type | LD, Databve User |0, Existing Web Uzer LD
Facultp/Stalf | TEST1 | |

Shep 4 - Asign Sludent Accers
Famidy |.D. | Student LD, | Grade Student Group

Click OK to save the new profile.
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A message will appear asking to send a New Account Notification email to the user.

Do you want to send & New Account Notification email te SAMPLE?

Click NO

A New Account Confirmation window will appear.

Edit Confirmation Message

The MEBP account has been created.

Click OK to close the window. Log out of System Administration.
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Reset the New Profile Password
Go back to Cloud Administration and highlight the user’s row.

Click Pwd Reset at the top.

File Help
14
Ascendance

1 @~ B PwiRes ffw$w+mewe¢e

UsedD = First Name Last Name Emal Address — Last Logn

XP Abhosale [ Akshay B | [

XPslongo Angela | Lo | emten S oty | CloudAdimin

XPangie |ange | v | ten sl CloudAdmin
i| %0 bkepp | Brenda | Wi | | Basic |

XP cgibert Chiis |G | e e g o e Cloud fdmin | 171472021 7:21 AM
|| chayes colin higss il P i gl [ | Cloud Admin /1172021 10:25 AM
XP clupien Colleen [ e |l s, | CloudAdmin |4/1/2021 1245 PM
XP dmonin David .".‘- j.-\..- Bl e e e T _Omm j12;-’1!202ﬂ3.38PM
XP.Dshinde | Dhanashree B

XP.HSingh Harbir s

XP jsciacca |XP jsciacca | .,.l.- e - ] A W Cloud Admin |4/24/2021 7:38 AM
%P kathyg .Kathy .(u.- Lr\.-l.l.qm..ra -Basic [

XP pentester] pen [testert R s d e CloudAdmin |6/2/2020 12:36 PM
XP pentester? pen Ileaterz I|-l-' L T Basic IWZS!ZOZD!.BS P
XP psingh Pankaj I&wd'\ .l-r“'-'l-'l'\-l'I-I'I'-I -QGWM .111194-'20201:35 PM
XP TrainingDoc Training trainingdoc @eamil .com

XP zgitonga Zachary T vty g ] e aeral, CloudAdmin

XP_DevQA [ [ | |

A confirmation from Cloud Admin will appear

Passwaord has been reset!

Click OK to proceed.
Log out of Cloud Admin.

A temporary password email will be sent to the account associated with the new profile once the
password has been set, the user will log into the Cloud, any assigned Senior Systems modules
AND my BackPack with the new account (in this example, XP.TrainingDoc).
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