7= SeniorSystems

Quick Reference: Approve My BackPack Profile Changes

When parents or constituents submit changes to their profile information via My BackPack, those
changes must be approved by a staff member before any record(s) are updated in the system. For
parents who are ALSO constituents, the changes will often require separate approvals in BOTH the
Alumni/Development application AND the appropriate Student/Parent application (Student/Parent
Address, Registrar, Admissions, Accounts Receivable or Summer School), depending on which type(s) of
information have changed (see table below for reference). Note that in some cases, the change can be
approved in EITHER place (first approval updates all records); in other cases, the change must be
approved separately in BOTH places.

Required Approvals for Parent and Constituent Profile Changes in My BackPack

Type of Information Changed in My Requires Student/Parent | Requires Alumni/
BackPack approval Development approval
Title, Name (First, Middle, Last), Maiden ‘/ &

Name, Suffix, Nickname and Relations

Notes

L 8

Date of Birth, Gender, and Home page

Residential Address changes *

New Work address (adding an entirely new
work address)

Work address changes *

Other Address (Z on the student record) *

'SR G NN

Other Contact

T e ™

Education ‘/

* The red asterisks indicate that the change only needs to be approved in one place; either a
Student/Parent approval or Alumni/Development approval will accept the change.
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To approve a change in a Student/Parent application:

1. Open the Student/Parent Address application or other appropriate application (Registrar, Accounts
Receivable or Summer School).

2. Click the My BackPack icon and select Approve Profile Changes.

§&d Advantage Student/Parent - ( Haverford School )

Maintenance Reports Mailings My BackPack Help

8 ® m @ ol @

: ¢ | -~
Addiesses Companies  S/P Maiing  Family Maling  Directories My BackPack =~ Show Dashboard

Approve Profile Changes

Approve Profile Changes
Sort Options
Sort By Sort Order @ Ascending _) Descending
- ~ Name Family1.D. | Date Submitted | Date Changed | Changes
Mr and Mrs. Mike D. Parkswell 0008049 11-08-2012 11-08-2012 | Biographical, Changed Addiess
Mrs. Hattie Smith ALEXM 11-08-2012 11-08-2012 | Biographical, New Address
Paul Willson and Mary Willson 0006044 11-08-2012 11-08-2012 | Biographical, New Address

Alternatively, you can click the Addresses button and search for an address that has been changed.

i Advantage Student/Parent - ( Haverford School ) T 1 I ——

Maintenance Reports Mailings My BackPack Help

aQ (F e = &

B 53 i - h
Addiesses | Companies  S/PMailing  Family Maiing  Directories My BackPack  Show Dashboard

When you click the address that has been changed, you’ll see the Family Profile Changed screen. Click
the Go to Approve Profile Changes button.

[z8] Student Search =8 =
Bopen - Options ~ | X3/ Export q| Close
Search By Additional Criteria
Enter Student |.D. Show students in group: m
Filler Results {L,sm...g vJ [gmw.gh vJ PARKSWELL
Show Addiesses | Parent 1 - Relresh List ]
Student Name ‘, ID Grade | Gender = B/D Famiy D | Addess Code Pd@rl::_
| EDSDF | 1 | M_ | D_000BM3 | Paentl i Wik Paskom
| Famity Profile Changed 2

The Family you are trying to edit has made changes to their profile
= | from My BackPack. These changes need to be reviewed and
.| | posted before you can edit this Family information.

[ Gotoapprove Profie Changes | [ ViewFamy | [ Cancel

Page 2



7= SeniorSystems

Note: If a user in Alumni/Development is approving changes at the same time, you will receive a
message in the changes column stating that the item is locked by another user. Once the user has
finished accepting or rejecting their changes in Alumni/Development, this item will be unlocked.

Changes
Address

Biographical

addre

* Locked by another user **

3. Either method will bring you to the Profile Approval screen. Click Accept to accept profile changes.

-
Profile Approval

Changes submitted by:

Mr Mike Dan Parkswell, , Esq.

ElHome Addresses

B Change Parent 1: Mr and Mrs. Mike D. Parkswell Beview Accept Beject
- Middle Name changed from 'Dan' to 'Daniel
Suffix changed from ', Esq.' to . D.M.D.'
Middle Name added R.'
= Suffix added’, D.M.D.

4. The changes to review appear in blue. Additional changes can be made to the profile information at
this point. Click OK to accept these changes.

Address Maintenance - ( Mr and Mrs. Mike D. Parkswell )

Parent/Guardian lAddress] General] Cnmmer‘lsl
Father / Name 1 Mother / Name 2
Title il - Title Mis. -
First Mike First Misha
Middle Daniel Middle R.
Last Parkswell Last Parkswel
Suffix .D.MD. ~ Suffix .DM.D. ~
Prefered  Mikey Prefered  Misha
Relation  Father - Relation  Mother -
SSN 000-00-0000 SSN 000-00-0001
weblD. PARKS
Full Name
Mr and Mrs. Mike D. Parkswel + [ Custody
Paen

Page 3



7<= SeniorSystems

To approve a change in the Alumni/Development application:
1. Open the Alumni/Development application.

2. Click the My BackPack icon and select Approve Profile Changes.

4 Advantage Alumni/Development - ( The Haverford Sc’hnoi] . el - ¥
Maintenance View Giving Reports il E
ad -l n
Constituents Gift Posting Export Global My BackPack | Show Dashboard [otficatior emplate Manager
Approve Profile Changes
Class Notes Global Delete
Class Notes List
Approve Profile Changes
Sort Options
ST YL —
Hame Primary Constituency 1D Date Submitted | Date Changed Changes
Mike Kumar Alumni 46586 11401-2m12 11012012 Addhess
Mr and Mrs. Mike D. Parkswell, D.M.D. Alumni 46538 11-08-2012 11-08-2012 | Bi ical, Address
Mr. and Mrs. Jason Srith Current Parent 39859 11-08-2012 11082012 | Address
Mr. and Mrs. Richard A. \Warden ‘81 Alumni Parent 05520 01-24-2011 06-01-2011 | Address
Paul Willson Alumni 46533 11-08-2012 11-08-2012 : Address

Alternatively, you can click the Constituents button and search for an address that has been changed.

e Advantage Alumni/Development - ( The Haverford School ) . e
Maintenance View Giving Reports Mailings Exports My BackPack Help

3 R 2 Q@ -8 - =

Constituents Gift Posting Export Global My BackPack  Show Dashboard !ctfications Template Manager

When you locate the Constituent click Go to Approve Profile Changes.

- B s g =8 =
[l New [ Edn » [¥] Dptions v (X3 Expont » € ] Close
Seaich By Additional Ciiteria
Erlo Lo e
[
Select Quen (A1) - a Displey lxu _]
= GoToTsb
Change Runtime Parametess Gt Option:
EterResults  [SonKey - [Bmwm v| PaRKS
L Feresh Lit ][] Display Inactive Constituents
Name & 1D. Tgpe |  Prmay Cons Class'Year | Lost/Dec Addre
46557 P | Al 2023 791 Ocean Bhd
46550 P |Akanei 791 Ocean Bhed
46539 I ] 791 Ocean Bhvd
| Constituent Profile Changed =
The C: e liying to edit has made changes to his/her
pre from My BMPlck These changes need to be reviewed
and posted before you can edit this Constituent information.
[Gubwﬁdﬁﬂuwl! [VNEMM] [ Cancel J
» »
3 rows retumed.
| HUM
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Note: If a user in the Student/Parent Address application is approving changes at the same time, you will
receive a message in the changes column stating that the item is locked by another user. Once the user
has finished accepting or rejecting their changes in Alumni/Development, this item will be unlocked.

Ehanges
Address
Biographical

* Locked by another user **

3. Click Review, Accept or Reject on specific Profile changes, or click Accept All, or Reject All to accept
or reject all changes at once.

-
Profile Approval

Changes submitted by: ~ Mr Mike D. Parkswell, Esq.

E M1 Mike D. Parkswell, Esq.

El Biographical AcceptAll  Reject All
Middle Name changed from ‘Dan’ to 'Daniel Review Accept Reject
- Suffix changed from ', Esq.'ta", D.M.D." Review Accept Reject
Elldtls. Mike D. Parkswell
B Biographical AcceptAll  Reject All
added R’ Review Accept BReject
= Suffix added ', D.M.D.' Review Accept Reject
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4. The changes appear highlighted in blue. Make any further profile changes that are necessary on this
screen. Click OK to save changes. The Parent or Constituent can now view the saved changes on My
BackPack.

r I
2] (M . Mi Misha P. 1) - SR R
[Z2] (Mr and Mrs. Mike and Misha a_rl‘_swe) / . o p el :
Prospects i Giv. Summary I Giv. Detail I Track I Events I Media I Custom I Comments I ‘Web ID
Name | Satations | Addess | Info | Awibues | Relion | Aciviy | Educston | Soictor | Maiings
Constituent Spouse
1.D. 46598 Assign| 1.D. 46539 Assign
Tite  Mr - Title  Mrs. -
Fiist  Mike Pref.  Mikey First Misha Prel.  Misha
Middle Daniel Middle R.
Last  Parkswell Suffix  ,D.M.D ~ Last  Parkswell Sulfix  [DHTIDN ~
Maiden Gender @ Maiden Gender
gl Constituency Pii|  From To | Constituency Pi|  From T o
!Alum L] Delete Ak ] Delete
Class Yt Adriss Yr i Left Grad » 21 (Casy Admiss Yt “YrLeft Grad v =1
School | v - School | - -
Giving Level Student Giving Level Student
| [ NUM [
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