How do Import Photos to My BackPack

The Media Import feature allows you to import large groups of media files. If a
photographer is able to provide you with the photos in an electronic format, you could
then import those portraits to the records using one of the Media Import functions.

The Student Media Import, Faculty Media Import, and Constituent Media Import
work the same.

1. Log into System Administration module.
2. Select to import to the Student record from the Media Import item (System
Admin>File>Media Import>Student)

i: Ascendance Systern Adrministration

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 ¥ Student
Data lmport Faculty
Set Background Image Constituent

. . Vend
Security Options > endor
User Maintenance *
Groun Maintenance >
. '-4_%-

communitybrands



3. Select New
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4. Fill in the Required information on the Media tab
a. Description
I. Name the media file (ex. Student 2021- 2022 Portraits
i. )
b. Category
I. Select Portrait

c. Make sure Default Image to Display option is checked, so that the new photo
will replace anything from past imports.

d. The Transfer checkbox actually has 2 different functions, depending on
where you are importing the media. If you are attaching media in a student’s
ADMISSIONS record, it indicates whether the file transfers to ACCOUNTS
RECEIVABLE and REGISTRAR or not. If, however, you are working in either
AR or Registrar, that flag determines whether the attachment will transfer to
ALUMNI/DEVELOPMENT when the student graduates.

e. Owned by

I. Set to Registrar or Accounts Receivable, depending on what module
will “own” the image.

f. Media Security Group

I. Leave set to the default option
g. File Storage Method
I. Make sure it is set to Internal, so that the image can be published to
My BackPack
5. Enter the Location of the Media

a. This is the file path to the actual image document (for my example, the file is
stored on the L: drive, but the path can be longer if it is stored within a folder
or two on the drive)

6. Import File
a. The .txt file containing the Student IDs and the file name
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File

Dezcription |Student 2021- 2022 Partraitz

Defaults

Media | Pubishing

Edit

Cateqaory | Fuortrait

Drefault Image ta Display Tranzfer
F.eyp Words
Owined by R egistrar w
Available in R egistrar and Accounts Feceivable

Media Secunty Group | 1]

File Starage Method | |ntemal [Stored in D atabaze]

[only internal files can be publizhed]

Location of Media |'x'atsu:|ient"~l'\

Irmpart File |"~"~tsclient'xl'xmedia imnpork. bRk

NOTE: Make sure the photos are all in a folder easily accessible by the system and will
need to create the import file that points the system to the correct image as a comma
delimited file, with a .txt extension. The file MUST contain the Student ID in field 1, and
the image file name in field 2. Below is a screenshot of a sample file created for this
document. The easiest way to do this is to create the file in Excel, then save it as a text

OF.

Cancel

document.

Mj Test Image Import - Motepad
File Edit Format View Help
['20142","26922606-alar-IMG_0078. jpg”
"20618","26922606-alar-IMG_0083. Jpg”
"20594","26922606-alar-IMG_0089. Jpg”
"20688","26922606-alar-IMG_0092. Jpg”
"20206","26922606-alar-IMG_0096. Jpg”
"20255","26922606-alar-IMG_0100. jpg”
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7. Go to the Publishing tab to enter when the file should be available, and who should

see it.
a.
b.
(of
d.
e.
55

Aol

Turn on the Publish Document flag
In Publish Beginning on, enter the Date and Time that the file should be
available for viewing
Display Group Folder
I. Leave this field blank, so that the photo will display on the “main”
page of My BackPack
If the Student should see the file, place a check in Visible to Student box
Visible to Parents allows you to determine if P1, P2, or Other Parents
should see this document (you can check all boxes to show it to all
associated “parents” of the student, if you so choose).
i. Only those with Academic Access and Only those with Billing
Access flags relate to what Student Information the parent’'s WeblID
is set to view in My BackPack
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File

Dezcription |Student 2021- 2022 Partraitz
Defaults

Medis Publizhing ]

Publizh Document
Publizhing Options
Publizh beginning o 02-15-2021 ﬁ at 12:03 P

Dizplay Group Folder o

The document dizplays in this folder.
Yizible to Student
YWisible to Parents Parent 1 Parent 2 [ ] Other Addresses

] Only those with Academic Access |
[ ] Orly those with Biling Access

B

Location of Media |'\'\tsclient'\l'\

Irmpart File |'\'\tsu:|ient"\l"amedia imnpork. bRk
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k. Cancel
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8. Click OK to start the import process.
a. You may receive a notification stating that the Display Group Folder was left
blank, and that the document will appear at the top level in My BackPack.
Click Yes to continue the import process.

Document Publish Options

the document will appear at the top level (not inside any

e The Display Group Folder is blank. If a folder is not selected,
folders) when displayed.

Are you sure you wish to continue and publish this document
without a falder?

Yes Mo |

9. When the import has completed, you will receive a confirmation message that the
media was successfully loaded.

Update Confirmation Message

Media Files were successfully loaded.

10. Click OK to continue
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At the Import List screen, the user should now see the list of students for whom the import was
executed, and for the highlighted row, a preview of the image will also appear.

Student Media Import List
File Edit Tools Help
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11. On the lower left-hand side of the window, click Post to post the images.
12. An option message will appear.
a. Choose to Replace the existing Portraits
b. Selecting to Archive will save the image to the database, but not as the
default image. Not checking that flag will remove the old image in favor of the
new one.

Media Posting Options

FReplace Portraitz

[ ] &rchive Existing Portrait
E xisting portrait record will be deleted.

Carce

When the posting process has completed, the window will automatically close. The images will
now be published in My BackPack to the parents’ web accounts.
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