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 It is our pleasure to introduce you to 

the latest enhancements to My 
BackPack. 

Account Lockout Option 
Added to My BackPack 
MY BACKPACK now allows you the 
option of automatically locking user 
accounts after a specified number of 
unsuccessful login attempts. This 
security feature is extremely useful in 
protecting accounts from unauthorized 
access. 

Preference Established to 
Allow Inactive Account 
Logins to Timeout  
A new security feature has also been 
established which allows inactive logins 
to automatically logout after a 
specified interval.  This helps protect 
accounts from unauthorized use if a 
user has forgotten to logout. 

The Student/Parent Directory 
is Available in the Student 
Parent Community 
The Student Parent Community 
now features a Student/Parent 
Directory where you can look up 
student and parent records utilizing a 
variety of search criteria.   

Preferences for the reports related to 
this feature are set up in the Admin 
Community’s new Student/Parent 
Directory Setup screen. 

  

 

   

 

Faculty Schedules Added to 
Faculty Community  
Faculty members can now view their 
schedules in the Faculty 
Community by selecting My 
Schedule from the main menu.  
Schedules can be viewed in either List 
or Chart format. 

View My Students Option 
Added to Student Directory  
Faculty members now have the option 
to filter searches in the Faculty 
Community’s Student Directory to 
include only their advisees, 
homeroom students, or students in 
their classes by selecting the new 
View My Students option. 

Academic History and Daily 
Grades Tabs added to 
Student Directory  
The Student Directory in the 
Faculty Community has added two 
new tabs to student records.  The 
Daily Grades tab displays 
assignments and grades entered in 
the Daily Gradebook feature for all of 
the student’s courses, including 
graded assignments, missed 
assignments, and upcoming 
assignments.  The Academic 
History tab displays the student’s 
academic history including courses 
and final grades.  
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General Changes 
Account Lockout Option Added to My 
BackPack 
MY BACKPACK now allows you the option of automatically 
locking user accounts after a specified number of 
unsuccessful login attempts. This security feature is 
extremely useful in protecting accounts from 
unauthorized access. Once an account has locked out, 
it can be manually unlocked in SYSTEM ADMINISTRATION. 
You can also specify an interval after which the account 
will automatically unlock.  

Users whose accounts have been locked out of their 
account will see this screen when they attempt to login: 

 

Settings for the Account Lockout feature are established 
in My BackPack >  Preferences  in SYSTEM 
ADMINISTRATION, where the following Account Lockout 
items have been added to the list: 

• Number of failed logins after which to lock 
account? This is the number of login attempts the 
user is permitted before the account automatically 
locks (e.g., a value of 3 allows the user to make 
three login attempts before the account locks). The 
default value of 0 can be allowed to remain if you 
do not want to activate the Account Lockout 
feature. 

• Email address to notify when locking an 
account. 
Specify the email address you want to use to be 
notified of when a user’s account has been locked. 

• Duration of account lockout in minutes?  
If the value for this item is set to 0, the account can 
only be unlocked in System Administration after an 
unsuccessful login. If you want the account to 
unlock automatically after a certain interval, enter 
the value for the number of minutes you want to 
use (e.g., a value of 60 would unlock the locked 
account after an interval of 60 minutes or one 
hour.) 

An account that is locked will show a checkmark in the 
Account Locked checkbox in My BackPack User 
Maintenance in System Administration, as shown below.  
The date and time the account locked will display next 
to the checkbox.   

To manually unlock the account, simply remove the 
checkmark from the checkbox and click the OK button 
to save. Once the checkmark has been removed, the 
name of the checkbox displays as “Lock Account”.  You 
can, if you want, lock an account at any time by placing 
a checkmark in this checkbox and clicking the OK 
button to save your changes. 
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Preference Established to Allow Inactive 
Account Logins to Timeout 
A new timeout feature has been established in MY 
BACKPACK feature which allows inactive logins to be 
automatically logged out after a specified interval.   

This helps protect accounts from unauthorized use if a 
user has forgotten to logout or has unexpectedly had to 
leave the computer unattended.  Once timed out, the 
user can login again. 

The following preference has been added to My BackPack 
>  Preferences  in SYSTEM ADMINISTRATION: 

• Specify the time in minutes that can elapse 
while a session is idle before it is terminated. 
Enter the number of minutes you want to transpire 
before MY BACKPACK attempts to notify the user that 
their session will expire.  (If you do not want to use 
this feature, enter a value of 0). 

An account that has been timed out will show the 
following message: 

Student/Parent Community 
Adding Student/Parent Directory to Parent, Student, and Admin Communities in 
System Administration 
The Student/Parent Directory feature has to be added to the Parent, Student, and Admin communities in SYSTEM 
ADMINISTRATION before it can be available in those communities in MY BACKPACK.   

To do this, log in to SYSTEM ADMINISTRATION and open MY BACKPACK > Group Maintenance > Edit Group Profiles.  The 
My BackPack Group Maintenance screen opens. Then follow the instructions detailed below. 

To add the Student/Parent Directory to the Parent, 
Student and Admin Communities, just click and drag 
the Student/Parent Directory menu option from the 
Menu area to the Groups area as shown here.

Click the OK button to save your changes.

Select the community you want to edit from this 
drop-down list (in this case the Parent, Student, or 
Admin Community).
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Setting Preferences for Student/Parent Directory in Admin Community 
MY BACKPACK allows you to choose whether or not to include information such as preferred names for students, work 
and other listed phone numbers in the Student/Parent Directory reports.   

You can also choose how you want student names to be displayed. These preferences are set up in Student/Parent 
Directory Setup in the Admin Community.  Click the Student/Parent Directory Setup link in the Admin Community 
menu to access the setup screen shown below. (You must have access to the Admin Community and Student/Parent 
Directory has to be have been added to the Admin Community, as described on page 2, to access this screen). 

The Student/Parent Directory honors the DNP (Do Not Publish) fields for addresses.  If an item is set to DNP in 
Registrar, it will not appear in the Student/Parent Directory screens or reports. 

Student Detail screens and Search Results reports will display the 
Parent 1 and Parent 2 phone numbers. You can also choose to 
include phone numbers from work addresses and/or other phone 
numbers listed in Registrar (e.g., cell phones) by placing 
checkmarks in the checkboxes provided.

This section is where you determine how you want student 
names to display in the Student Detail screens.  Select the 
student name format you want to use from the Student Name 
Format drop-down list. If you also want to include the 
student’s preferred name in the Student Detail screen, place a 
checkmark in the checkbox provided.

This section is where you determine how you want student 
names to display in Student Results reports.  Select the 
student name format you want to use from the Student Name 
Format drop-down list. If you want to include the student’s 
preferred name in the Student Results reports, place a 
checkmark in the checkbox provided. You can also choose to 
annotate students who have siblings enrolled in your school 
with an asterisk (“*”) next to their names by placing a  
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Student/Parent Directory 
Searching for Student Records 
When you select Student/Parent Directory from the Parent or Student Community menu, the Search Student/Parent 
screen opens.  To search student records, select the Search for Student tab, and enter your search criteria as shown 
below.   

The Search Result list can be sorted by student name, grade, or gender. 
Each item includes Parent 1 and Parent 2 names, phone numbers, cities 
and zip codes, as well as links to the Student Detail screen. You can 
select which column to use for sorting items in the list by clicking the 
Student, Grade, or Gender links in the column headers (e.g., click the 
Student link to sort by student name). An arrow icon shows in the 
header of the sort column, pointing up or down depending on whether 
students are sorted in ascending order or descending order. You can 
change the sort order by clicking the link in column header once.

Enter the search term(s) you want to utilize 
using the fields and drop-down lists provided. 
You can enter partial entries in a given field 
(e.g., "Mac“ Entered into the Student or Parent 
Last Name field will bring up every student or 
parent whose last name contains "Mac"). 

Click the Search button to submit the 
search. Search results display below in the 
lower table. If you do not utilize any search 
terms, the search will bring up all student 
names in the database.

The Detail link takes you to the Student Detail 
screen shown on page 4.

Click the Print Version link to print a 
report of your search results (See 
sample report on Page 7.)
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Searching For Parent Records 
The Student/Parent Directory also gives you the option to search parent listings.  This is handy if you want to sort 
the search results by parent name, with all of the parent’s children enrolled in the school listed as a sub-category.  
To utilize this option, enter your search criteria into the Search for Parent tab shown below. 

Enter the search term(s) you want to utilize 
using the fields and drop-down lists 
provided. Just as with the Search for 
Student tab described on the previous 
page, you can enter partial entries in a 
given field (e.g., "Mac“ Entered into the 
Student or Parent Last Name field will bring 
up every student or parent whose last 
name contains "Mac"). 

Click the Search button to submit the 
search. Search results display below in 
the lower table. If you do not utilize any 
search terms, the search will bring up all 
parent names in the database.

The Detail link takes you to the Student 
Detail screen shown on page 4.

The Search Result list can be sorted by parent name, phone number, city or 
zip code. Each item includes the names of all enrolled children, as well as 
their grades, genders and links to their Student Detail screens. You can 
select which column to use for sorting items in the list by clicking the 
Parent, Phone, City, or Zip Code links in the column headers (e.g., click the 
Parent link to sort by parent name). An arrow icon shows in the header of 
the sort column, pointing up or down depending on whether names are 
sorted in ascending order or descending order. You can change the sort 
order by clicking the link in column header once.

Click the Print Version link to print a 
report of your search results (see 
sample report on page 7.)
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Below is an example of a printed Student/Parent Directory report: 
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View Student Details 
Students listed in the Search Results area will always have a Detail Link next to their record which you can select to access 
more information about the student.  Clicking the Detail link opens the Student Detail screen, shown below.  

The student’s name, grade, gender, and class year appears in 
the upper part of the table in the Student Detail screen. Your 
school can also choose to include the student’s preferred name 
here by selecting the Include Preferred Name checkbox in the 
Student/Parent Directory Setup screen in My BackPack’s Admin 
Community, described on page 5.

Student siblings enrolled in your school are listed in in this 
section, along with their genders and grades. If the student 
has no siblings, the screen will read “No siblings attending.”

Street addresses, e-mail addresses, and phone numbers appear in 
the lower part of the table . Your school can also choose to include 
work and other phone numbers by selecting the appropriate 
checkboxes in the Student/Parent Directory Setup screen in My 
BackPack’s Admin Community, described on page 5.

Click this link to open the printable version of this screen in a new browser.
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Faculty Community 
Faculty Schedules Feature Added to Faculty Community  
Faculty members can now view their schedules in the Faculty Community by selecting My Schedule from the main 
menu.  The My Schedule screen, shown below opens.  Schedules can be viewed in either List or Chart format.  

The Schedule screen shown in this illustration is the List view. You 
can also view the schedule in Chart view by clicking the Chart icon.  
To return to the List view, click the List icon.

Select the term you want to view from 
this drop-down list. The screen 
refreshes automatically.

Click the Roster link to view the student 
roster for the course in a new browser.

Click this link to open a printable version 
of the schedule in a new browser.

Adding Faculty Schedules to the Faculty Community 
The Faculty Schedules feature has to be added to the Faculty Community in SYSTEM ADMINISTRATION before it can be 
available for viewing.  To do this, login to SYSTEM ADMINISTRATION and open My BackPack > Group Maintenance > 
Edit Profiles.  The My BackPack Group Maintenance Screen opens: 

Select the Faculty/Staff community from this drop-down list.

Click and drag the My Schedule menu option from the 
Menu area to the Groups area as shown here.

Click the OK button to save your changes.
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View My Students Option Added to Student Directory  
Faculty members now have the option to filter searches in the Faculty Community’s Student Directory to include only 
their advisees, homeroom students, or students in their classes.  To use this filter, select View My Students from the 
Student Directory sub-menu in the Faculty Community. The View my Students search screen, shown below, opens.   

Select the filter you want to use (i.e., All Students, My Advisees, My 
Homeroom, My Classes) from this drop-down list. The screen refreshes 
automatically, and the student list shows below in the main table. The 
Filter drop-down list carries over to the Student Detail screens in the 
Student Directory as shown on the next page, which makes it easy to 
change the filter at any time without having to go back to this screen.

You can sort the list by section ID, name, gender, or grade. To change 
the sort, just click the column header.

The Detail link takes you to the student record in the Student 
Directory, shown on the next page. 

 
Adding View My Students to the Faculty Community 
The View My Students Feature has to be added to the Faculty Community in SYSTEM ADMINISTRATION before it can be 
available for viewing.  To do this, login to SYSTEM ADMINISTRATION and open My BackPack > Group Maintenance > 
Edit Profiles.  The My BackPack Group Maintenance Screen opens:  

Select the Faculty/Staff community from this drop-down list.

Click and drag the View My Students menu option from 
the Menu area to the Groups area as shown here.

Click the OK button to save your changes.
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Daily Grades and Academic History Tabs Added to Student Directory  
The Student Directory in the Faculty Community has added two new tabs to student records.  The Academic History 
tab displays the student’s academic history including courses and final grades. The Daily Grades tab displays 
assignments and grades entered in the Daily Gradebook feature for all of the student’s courses, including graded 
assignments, missed assignments, and upcoming assignments.   

Adding the Daily Grades and Academic History Tabs to the Faculty Community 
The new tabs have to be added to the Faculty Community in SYSTEM ADMINISTRATION before they can be available for 
viewing.  To do this, login to SYSTEM ADMINISTRATION and open My BackPack > Group Maintenance > Edit Profiles.  
The My BackPack Group Maintenance Screen opens:   

Select the Faculty/Staff community from this drop-down list.

Click and drag the Daily Grades or Academic History 
menu options from the Menu area to the Groups area 
as shown here. If you want faculty members to only be 
able to view advisees and homeroom students you can 
select the menu options for only advisees and 
homeroom students.

Click the OK button to save your changes.

 

Academic History Tab 

Select the academic year you want to view 
from this drop-down list.

The Detail link opens the Detail screen for 
the course, where you can view more 
detailed information including assignment 
grades, credits attempted and earned, and 
comments entered by the faculty member.

Select how you want to sort the course 
information (i.e., Section ID, Course Name, 
Department, Transcript Group) on the main 
table from this drop-down list.

Courses and grades for the academic 
year selected above will show in the 
main table.
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Daily Grades Tab 

The Filter drop-down list only displays if 
you have accessed the student record from 
the View my Students search screen 
described on the previous page. You can 
use it to filter the student records listed in 
the Student Drop-down list on the right. 

The Student drop-down list displays only if 
you have accessed the student record from 
the View my Students search screen 
described on the previous page.  Otherwise 
you will see only the student’s name. It 
allows you to select the student record you 
want to view.

This tab lists future assignments entered in 
gradebooks for the student. course name, 
name of the assignment, the assignment 
group, the highest grade possible for the 
assignment, due dates for assignments, the 
date assigned and the date due. 

This tab shows a summary of the classes in which the 
student is enrolled, including current grade information, 
teachers' names, course descriptions, and student 
comments. There are also links next to each course name 
to the graded assignment, missing assignment, and 
upcoming assignment tabs for that course.

This tab lists grades for all the student’s assignments which 
have been graded. It includes the following information: course 

name, name of the assignment, the assignment group, the 
student’s grade, the highest grade possible for the assignment, 

the date assigned, the date due, and teacher comments.

This tab lists assignments that your child has 
missed or not handed in (e.g., homework 
assignments not completed, tests missed). It 
includes the following information: course 
name, name of the assignment, the 
assignment group, the highest grade possible 
for the assignment, the date assigned, the 
date due, and teacher comments.
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