SeniorSystems

My BackPack Profile Changes for
Alumni/Development and
Student/Parent Applications
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My Backpack Profile Feature

Significant changes have been made to the way profile changes are approved for registered My
Backpack users. Please read this walk-through before approving any profile changes.

Composing a Note

Users of Student/Parent Addresses and Alumni Development can now compose a hote to
the school by clicking Enter a note to the school on the upper right corner of View/Manage
My Profile window.

r\i’iéw / Manage My Profile

Edit Privacy Settings| Preview

Enter a note to the school

{‘ Biography Edit Biography | &
Mr. James Smith - "Jim" Spouse/Partner Info
No Class Of: 1985 Name: Mrs. Susan Brown No
Image Gender: Male Class Of: Image
Available | Home Page: Gender: Female Available
Home Page:
Add Photo Add Photo

Figure 1. A new button in the upper right hand corner allows the user to send a note to the school.

The Add Note window appears allowing you to compose a note back to the school.

r%dd Note

Back to Profile

1f you need help making any profile changes, enter a note. The school will read your note and make the necessary changes to your profile accordingly.
Note:

I wanted to change my spouse's name as she never
goes by Susan, even though that is her legal name.
I put her preferred names, either 0livia or Liv in
the middle and nickname lines, but we would really
1like to remove any references to Susan if possible.
It doesn't seem to allow me to change our first or
last namesJ

Thanks,
Jim

Figure 2. Composing a Note to the School

This note then appears in the profile approval window.
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Editing Biographic Information

Users can no longer indicate a divorce by editing their own biography, nor can they alter their
first or last name or that of their spouse. This ability was removed to avoid the confusion
caused when a user had changed his/her spouse’s name.

In this scenario, Mr. James Smith has logged on to edit his profile. After adding some name
information for both himself and his spouse, he also changes his address. Up until this point in
the school’s part of the process, nothing has changed.

r Edit Biographic Information
Submit| Reset| cancel|
Spouse/Partner Information:
Title: Mr. - Title: Im
= First Name: |James * First Name: |Susan
M&ile Name: || Middle Name: I
= Last Name: |Smith = Last Name: |Brown
Maiden Name: I Maiden Name: I
Suffix: | j Suffix: | j
Nickname: I.Jim Nickname: I
Relation: | Relation: |
L | L |
Date Of Birth: I— [EE~ Date Of Birth: I— [EE~
Gender: © Male T Female Gender: T Male © Female
Home page: I Home page: I

Figure 3. Editing Biographic Information

After he submits his changes, we can review them by clicking on My Backpack in both
Student/Parent Addresses and Alumni/Development.
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B4l Approve Profile Changes - IEI Iil
— Sort Optiohs
Sort By INamE vl Sort Order f* Aszcending " Descending
I arme Family .0 | Date Changed Changes
kr. and krs. Jim Smith 0026470 08-03-2008 : Mote, Biographical, Changed &ddress

Heview |

[elete | ]

I

Figure 4. Approving Profile Changes

Changes can still be reviewed by double-clicking the desired row or selecting the row and

clicking Review.
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File Edit Tools Help

=10l x|

E?} Mew @ Edit @ Copy f:"..? Deactivate ‘;‘ Print _!I b ail ?] Cloge

r— Dizplay Options
[ Active Only

;

Farnily Options

amily 1.0. |nnzs4?n

Parent Wweb doccounts |

EMr and Mrs Jim Smith

Address Type

Statemnent | Active) AR

: Original

KIS

Changes submitted by:

br. and krz. Jim Smith
Mr. James Smitk

Bl Profile Approval

E--Home Addrezzes

-

B I;hange

bFielation

-Middle Mame
Relation

-Prefered Mane

r. and Mrs. Jim Smith
added '‘Baob'

added 'llI'

added 'Father'

changed from 'Susan’ to "Liv'
added 'Olivia’

added 'Maother’

Beview Accept Eeject

Figure 5. Student/Parent version of the new Profile Approval window

The Profile Approval window opens within the Address Maintenance screen for this parent
in Student/Parent Addresses and can be moved around the desktop and resized to fit your
needs.
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_ : =lolx|E
Prozpects I Giw. Summary I Giv. Detail I Track I Events I Media I Cusztom I Comments I ‘wheb D Ml
MName S alutations | Adiress | Info | Attributes | Fielation | Activity | Education | Solicitor | Mailings m
— Constituent ~ Spouse
.0 23074 gssign| .0, |239?5 .&gsign' [
Title |M,_ vl Title  [wr, - D
Firzt IJame$ Pref. IJ|m First ISusan Pref. ISu$an KE
Middle | Hiddle |
Last  [Smith Suffis [ =] Last  [Brown Suffix | =] £
M aiden I Gender IM j taiden I Gender IF j
Profile Approval ) o
Changes submitted by kr. James Smith
| | | | |
E--Mr. James Smith
B Biographical Accept Al Beject Al
-Middle Mame added Bob' Beview Accept Reject
-Suffie added I' Review Accept Reject
-Birth D ate added 04-23-1963 Beview Accept Beject
‘Homepage added "wwwe senior-systems. com' Fieview Accept Fieject "
E-Note
M ote | wanted to change my spouse's name a3 she never goes by Suzan, eventhc Beview Accept
El-Mrs. Susan Brown
= Biographical Accept Al Beject All
i Preferred Mame changed from 'Suzan’ to ‘Liv' Beview Accept Reject
-Middle Mame added 'Olivia’ Beview Accept Beject
-Maiden Mame added "Simpzon’ Beview Accept Reject
i Birth Date added 05-18-1969 Rewview Accept Reject
Brint | [ore

Figure 6. Alumni/Development version of new Profile Approval window.

FTITTLGUTE VETSTUTT

Within the Constituent Maintenance screen in Alumni/Development, you can now view the
current address/constituent record before approving or rejecting changes. Each change is listed
in a separate row, categorized by the type of change and can be expanded or collapsed using

the box beside the text
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Profile Approval

Changes submitted by:  Mr. James Smith

El-Mr. James Smith
---Bingraphical Aocept Al Beject All
---Main Addresses
H-Note

El-Mrs. Susan Brown
H-Biographical Accept Al Beject All

Brrint [Mome

Figure 7. Profile Approval window with rows collapsed

In this example, the Alumni/Development user is the first to notice the profile change.
Clicking the Review link next to the Middle Name that was added brings up the Name tab for

Mr. James Smith.

Profile Approval

Changes submitted by:  Mr. James Smith

| | | | il

El-Mri. James Smith
El-Biographical Accept Al Beject All

----- Middle Marne added Bob' Beview Accept Feject

----- Suffix added NlI' Review Accept Beject

----- Birth D ate added 04-23-1968 Review Accept Beject

----- Homepage added v, zenior-zpetenns, com' Beview Accept Beject
H-Main Addresses

E-Mote -
[« | Ll_l

Figure 8. Profile Approval window

Here, we can view the original values for each field on the tab. Clicking on the Accept link will
overwrite any fields that have changed with the values Jim submitted.
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EEl Constituent Maintenance - (Mr. and Mrs. James and Susan Smith) - IEllil N

Frospects Giv. Summary | Giw. Detall | Track | Ewvents | Media | Cusztom | Comments | YWweb 1D N
Marme [? Salutations | Address | Info I Attributes I Relation | Activity I Education I Solicitar | M ailingz
r— Congtituent —Spouze
1D [z3074 assiar] ID.  faors s
Tie [mr =] Tite W= ~ g
First |James Pref. |Jim First |Susan Pref. Im—
Middle IBuh Middle: |
Last ISmilh Suffix IIII j Last IBrown Suffis I j
Maiden | Gender IM j b siden | Gender IF j
Conztituency Iii From To Add Constituency IFli From To Add h
Alurnni v Al Spouse v -
Deete] g e
Clazz T Iﬁ Admizz le 't Left I Gradl j d 1 Clags™'r I Admizz 1 Left Grad I j d 1 i

Profile Approval 1

Changes zubmitted by Mr. Jamesz Smith

| | ﬂ

=| | BE-Mr. James Smith —
-Biographical Accept Al Feject Al J i
7l-Main Addiesses - F

&-Mote —
E-Mrs. Suzan Brown e
é---Biuglaphical Accept Al Beject Al (T IE

! Preferred Name changed from "Susan’ to Liv' Beview Accept Beject
tiddle Mame added 'Olivia’ Fieview Accept &ie_ct_lj —
3

Frrint | Mone |

Figure 9. Profile Approval window

So far we are comfortable with all of the changes, but when we click Accept on the Notes row,
we see that Jim in unclear how to change his spouse’s first name. This is because he is not
allowed to do so.
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| wanted to change my spouse's name as he never goes by ;I
Suszan, even though that is her legal name. | put her prefered
namesz, either Olivia or Liv in the middle and nickname lines, but

we would really like to remaove any references to Suzan if

pozsible, |t doesn't seem to allow me to change our first or last
hiaries.

I_hanks,
i j

Figure 10. Notes window

We can change Susan’s name by navigating back to the Name tab and overwriting the changes
we had just accepted moments ago.

— Spouze
D]y, [23075 Bssin]
Title Mrsz. -
First ISugan Pref. ||_i'||r
Middle |Dlivia
Last IB”:'W” Suffis I j
b aiden ISimpgun Gender IF j
Figure 11. Changing the Name tab
— Spouse -
10, [za07E Bssin]
Title Mrs. -
Firat |Dlivia Fref. ||_i...-
Middie |
Last IBn:uwn Suiffix I j
M aiden ISimpgun Gender I F j

Figure 12. Overwriting Changes in the Name tab
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As for the address changes, by comparing the original address to what Jim submitted, it seems
he’s just trying to fill in some blanks and correct a few mistakes we had. We can click Accept to
approve his changes.

— Display Options

Frozpects | Eiv.SumerryI

WE I S alutation

EZ Constituent Maintenance - (Mr. and Mrs. James and Susan Smith)

Give. Detail I Track | Events I
Address | Infa I Attributes I Relation

W Active Only

=loix|F
tedia I Cuztarn I Cormments I Wb D o
Activity I E ducation I Solicitor I tailings

Figure 13. Profile Approval window

Mame Code Address Type | Active In Use| Primary | Comments | Family |0 Hew
Mi. & Mrs. James Smith i Constituent Main i d 0026470 ¢ E dit |
Deactivatel
Copy |
Print |
refl Address [ Telephone Mumbers [ E-Mai o
1 Mair Sr TelMNo 555-6685-1212 James: Jimsmith{Ssenior-spstemns. com
Springfield, MA 01752 Fax Mo: @lfisfer
By Misc
Primary  Send Mail
o 4
®  Comments I
b
Changes submitted by Mr. James Smith
- B-Main Addresses — "
E|---C_hange Mr. & Mrs. James Smith Bietview Accept Beject =
-duddress Line 1 changed from "1 Main Sr'ta 1 Main Street’ — | |
~Zip changed from ‘01752 to '071103 _l
| o , Gende
~Phone changed from '555-555-1212" to '555-555-5555
- Other Number Tupe 1 added “Cell Phone' (EILE
“Other Mumber 1 added 'BR5-665-1212
B-Mote -
KT _>I_I
Frrint | [ane |
—

Development is now complete with its review of Jim’s changes. By clicking on Done, the
profile window is dismissed.

10
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Address Maintenance - ( Mr. & Mrs. James Smith ) il
Address |Genera|l .t'-‘-.ttlibutesl Eommentsl
— Mailing Address — Telephone Mumbers
Name  [Mr & Mrs JamesB. Smith, I =] - DNPS
~DNP; | | Tel No. |555-555-5555 r
Line 1 |1 Main Street [ Fax MNo. I I
Line2 | [-Cell Phone ~] |555-555-1212 r
Line3 | | =l r
City/St/Zip [Springfield & =] [o1103 r | =l r
Cauntry I j Fegion I j - I j I r
SortKey [SMITH, JAMES B. PR
Fieporting IS —— James —DMP+
City/Town pringhe IJimsmith@seniur-syﬂems.com o
[+ Send Household E-Mails
Swap E-M ailsl-
Olivia
| r
[+ Send Household E-Mails
[~ Do Mat Publish this Address record [ Do Mat Display in My BackPack
: - Do Mot Publizh flags are used to determing whether to publish the
II:WSN""EHt Mai cormezponding field's data in Reports, Mail Merge and Export dats files. QK. Lancel Delete

Figure 14. Address Maintenance window

Click OK to save the constituent record.

However, if Jim were to log in now, he would see that the approval is still not complete.
Student/Parent still needs to give its approval for certain fields.
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E=! Constituent Maintenance - (Mr. and Mrs. James and Susan Smith) - |E||i| B
Prospects I Giv. Summary I Giv. Detail I Track I Ewents I Media | Custom I Cornments I Web 1D o
Mame I S alutations Auddress | Info | Attributes I Relation I Achivity | E ducation I Solicitor I tailingz

r— Dizplay Options

[V Active Only
Mame Code Address Type | Active In Use| Primary | Commentz | Family 1.0, Mew b
Mr. & Mrs. James B. Smith_ 11l : iy _Constituent Main Do : Edi |
Deactivatel
Copy |
Pt |
refll Addess———————————————— Telephone Mumbers —Lﬁ] E-Mail I
1 Main Street Tel Ma: 555-555-5555 James: JimzmithiSzenior-gystens. com
Springfield, Ma 01103 Fep e Dlivia:
“Cell Phone: ABA-BRE-1212 ~ 8y Misc
Primary  Send kail
o o
~®. Comments
;I Indusztry !
Occupation I

b arital Statusl vl QE I Cancel | Etirt | 5

| MUM
_ I Tavsilakla] Hame Panes www seninr-avetams rom Cende
Figure 15. Constituent Maintenance window
r |
View / Manage My Profile
TI}L school is reviewing your profile change request. In the meantime, you cannot make further changes.
| {‘ Biography =

Figure 16. What Jim sees when he logs in while the approval is still in process

When Student/Parent reviews the profile change, we don’t see any address change
information because Jim's address is linked between the applications and approval of an address
change by one department applies to all departments. However, since other biographical data
is stored separately, both Alumni/Development and Student/Parent Addresses must
approve these changes (and can make different decisions about the data if they so choose).
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In Student/Parent Addresses, Jim's Birthdate or Homepage is not visible, but we do see

Middle Name, Preferred Name, Suffix, and Relation to the Student. We also see the note

he submitted.

Profile Approval

Changes submitted by

tdr. and Mrs. Jim Smith
br. James B. Smith, (11

El-Home Addresses

E-Change tr. and kre. Jin Smith Beview Accept Beject
; -Middle Name added Bob'
i Suffin added llI'
é-""F!elatiun added 'F ather'
b Preferred Names changed from 'Sugan’ to Liv'
cMiddle Narne added 'Olivia'
- Felation added "Mother’

El-Notes
5-----N0te | wanted to change my spousze’s name az she never goes by Suzan. e Bewiew Accept
Print [Done

Figure 17. Profile Approval window

By clicking Accept, we see what has been changed by Jim, not by Alumni/Development.

MY BACKPACK PROFILE CHANGES
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Address Maintenance - ( Mr. and Mrs. Jim Smith )

Parent/Guardian |.-’-‘n.c|c|less| Generall Eommentsl

— Father # Mame 1 — Mother / Mame 2
Title I - Title Mrz. -
First IJames First ISusan
Middle |Buh Middle |l:l|ivia
Last ISmith Last IBmwn
Suffic [Nl - sufe | 7]
Prefemed |Jim Frefered ILiv
Relation I Father j Relation I Mother j
55N | S5M |
Wweb D, JSMITHOT
— Full Mame
IMr. and Mrz. Jim Smaith, 11 j [~ Custody
IParent 1 lTl Cancel [elete

Names have been changed, yet the address fields appear to be unchanged because

Figure 18. Address Maintenance window

Alumni/Development has already approved the address changes and there is no opportunity
for these fields to be different between applications since the address record is shared.

14
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Address Maintenance - ( Mr. and Mrs. Jim Smith ) il
Parent/Guardian Address |Genera|l Eommentsl
— Mailing Address — Telephone Mumbers
Name  [Mr. and Mrs. Jim Smith, Il DN
~DNP; | | Tel No. |555-555-5555 r
Line 1 |1 Main Street [ Fax MNo. I I
Line2 | [CelPhone =] [555-555-1212 r
Lied | | ] | r
City/St/Zip [Springfield M =] [orros r | =l r
Cauntry I j Fegion I j - I j I r
SortKey  [SMITH. JAMES BOB PEuEl
[ [spingiei Father / Mame 1 E-Mail ~DNPS
City/Town pringhe IJimsmith@seniur-syﬂems.com o
[+ Send Household E-Mails
Swap E-M ailsl-
—Bill Codgs————— ¥ Send Grades Mother / Mame 2 E-tail
AR IDnglnaI jv [~ Send Grades [Summer School] I r
Loans IDliginaI "'I ¥ Attend Wisi [+ Send Household E-Mails
[~ Do Mat Publish this Address record [ Do Mat Display in My BackPack [ Paper Statement [~ Electranic Staterment
IP 1 Do Mot Publizh flags are used to determing whether to publish the ok C I Delet
aren cormezponding field's data in Reports, Mail Merge and Export dats files. = =anee =izt

We should remember, because of Jim’'s note, to change the name information for Liv, but if
school policy dictates that the Registrar and Business Offices require the parents’ legal
names to be on file, we can keep the record as it stands and just make sure to adjust Jim and
Liv’'s salutations appropriately. (Remember that Student/Parent Addresses and
Alumni/Development store separate name and salutation fields even when the parent record
is linked to a constituent record via the address record.)

Finish the approval by clicking Done.

Profile Approval

tdr. and Mrs. Jim Smith
br. James B. Smith, (11

Changes submitted by

#H-Home Addiesses

H-Notes

FBrint

Done

Figure 19. Profile Approval window
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This profile approval is now complete and Jim can begin to make more changes if he likes. If
Jim and Liv were to move, we would follow the same steps as before, unless we wanted to
archive a copy of their old address. Generally this is an Alumni/Development practice, not
typical for schools only using Student/Parent applications.

Before approving an address change, to keep a copy of the original address, we can simply click
Copy on the Address tab. We are still going to change the original address, but by making a
copy, we not only preserve the linking of the original address to the Student/Parent address,
but also have an Alumni/Development-only copy in case we ever lose touch with the family
after graduation.

B2 Constituent Maintenance - (Mr. and Mrs. James and Olivia Smith) - |E||i| -
Prospects | Giv. Summary | Giv. Detail | Track | Ewvents | Media | Custom | Comments | Wweb 1D | i
Mame I Salutations Address | Info I Attributes | Relation I Activity I E ducation | Solicitar I I ailings I

r— Dizplay Optiong
v Active Only

Marne Code Address Tupe | Achive In Use| Primany | Comments | Family 1.0,

Mr. & Mrs. James B. Smith, II] g Constituent Main IRV ‘0026470

Edit

o

Deactivate
Copy
Frirt
refll Addess——————————————— Telephone Mumbers————— —ﬁ-}] E-Mail I
1 Main Street Tel Ma: B55-555-5555 James: Jirnzmnith(@Eeniorn-systenms. com
Springfield, M 01703 Fau Mo lfieer
*Cell Phone: 555-555-1212 @y Misc
Primary  Send kail
o o
® Comments |

1

Changes submitted by:  kr. James B. Smith, [l

- El-Mr. James B. Smith, 11l — 1
E-Main Addresses

1

13" ]

E---C_hange br. & Mrz. James B. Smith, 1| Fiewiew Accept Feject
é-----.-’-‘n.ddress Line 1 changed from "1 Main Street’ to 100 South Street’
changed from 'MA" ta 'IL' Gend:
changed from '071103" to '62701° Home

changed from '555-555-5555" to '627-555-5555'

FErint [ane

Figure 20. Profile Approval window

After clicking Copy, we are prompted to pick an Address Code to use when storing the new
copy. “Other” is generally used for this purpose, though “Constituent Main” is valid.
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Copy an Address x|

Mew Addrezs Code
= =

Conztituent b ain Cancel

Figure 21. Copy an Address window

After selecting the Address Code and clicking OK, the copy is created, and we can then
approve the changes to the original address just as we did in the earlier example.

Address Maintenance - ( Mr. & Mrs. James B. Smith, IIT ) il
Address |General| Attribute&l Eommentsl
—Mailing Address — Telephone Mumbers
Mame  [Mr. & Mrs. James B. Smith, I | pLlilEs
~DNPy | | Tel No. |627-555-5555 r
Line 1 |1 00 South Street ¥ Fax Mo, I -
Line2 | [CelPhore =] |555-555-1212 r
Line3 | | = | r
City/St/Zip [Springfield I ~|[62701 | = r
Cauntry I j Region I j = I j I r
SortKey [SMITH.JAMES BOB ~ E-Mails
Reparting p—————" James ONPY
City /T own I pringre I.Jimsmith@senior-systems.com [
v Send Houzehold E-tails
Swap E-M ails|»
Olivia
| r
v Send Houzehold E-tails
v Do Mat Publizh this Address record [ Do Mot Display in My BackPack.
- - Do Mot Publizh flags are uzed to determing whether to publizh the
|Eunst|tuent Main cormezponding field's data in Beparts, kail Merge and Export data files. Ok Lancel Ueicie

Figure 22. Address Maintenance window

It's important to remember that since address changes only need to be approved by one
department, if one department wants to keep a copy of the old address, they need to make this
copy before the other office approves the change. One easy way of making sure this happens
is to make sure you send the biography change notifications to the right user.
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In the System Administration application, under My Backpack > Preferences, you can set
the email address to use when notifying users of profile changes. You can notify multiple users,
or you can notify one user, who then can pass on the email after he/she has processed it. Any
user with access to Approve Profile Changes will be able to check if there are any recent
profile changes, but alerting one user via email may help maintain a processing order.

Sysrem Preferences x|

App Dezcrption W alue ﬂ
SU ¢ Ligt of Change of Biography Emails [zeparated by ;] i Developmentl seri@zenior-zpstems. com

Figure 23. System Administration > My Backpack > Preferences

In our final example, Jim has added his work address, and this time, it's Student/Parent that
notices the change first. The process for approving the addition of an address is similar to the

previous steps.

To approve the addition of the address, we click Accept, which will launch the Address Code
selection screen. We select the proper address code, and search the constituent addresses by
clicking Search Constituents to see if Alumni/Development already has a work address on

record.
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Changez submitted by

]
i Profile Approval
1

br. and Mz, Jim Smith, 111

B-wWork

Addresses

E-Add

Carpary
DHP Compary
Addrezs Line 1
Address Line 2
DHP Address

DHP City/StatesZip
DHP Cauntry

Send E-Maill

Send E-bail 2

DMF Phone

DHP Fax

Parent 1 Father work
Senior Systems, Ino.
Unchecked

201 Boston Post Rid
Suibe 300
Unchecked

t arlborough

heds

01752

Unchecked
Unchecked
Checked

Checked
Unchecked

Parent 1 Father Wark

Search Constituents

Unchecked

----- DMF Other Humber 1
----- DMP Other Murnber 2
----- DMF Other Humber 3
----- DMP Otker Murnber 4

Unchecked
Unchecked
Unchecked
Unchecked

New Address

Mew Address Code

DMP Address
Emergency Contact
Send Grades

Unchecked
Unchecked
Unchecked

Erirat

Daone

T T T AVATEDIE [ HOMTE Pages Wi - SermoT-SySTens-com

Figure 24. New Address window

If they do, we’ll have to decide if the change Jim has made is superficial and we can safely

approve the change, or if we should let the Alumni/Development office process this profile

change first, so they can decide what to do with the address they already have.

MY BACKPACK PROFILE CHANGES
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Address Maintenance - ( New ) il

Address | Generall Dccupationl Eommentsl

— Mailing Address — Telephone Mumbers

Co. Name ISeniul Systems ~DNPS
Tel Mo I [

Line 1 |2l]1 Boston Post Rd 'w o Fax Mo I I
Lie2  [Suite 201 | ] | r
Line3 | | =l r
City/5t/Zip [Marlborough [Ma ~[| r | =l r
Cauntry I j Fegion I j - I j I r
Addressee [Mr. James Bob Smith, |1 [ E-Mails onp
Fieporting ‘wharle E-hail 1 » ]
Gl IMathnrough I r
Farent I [+ Send Household E-Mails
Campany Swap E-M ailsl-

rBilCodes——— [ Send Grades Yafark E-Mail 2
AR I jv [~ Send Grades [Summer School] I r
Loans I "'I [~ Attend Wisi [+ Send Household E-Mails

[~ Do Mat Publish this Address record [ Do Mat Display in My BackPack

IParent 1 Fathar Wtk Do Mot Publizh flags are used to determing whether to publish the ok

cormezponding field's data in Reports, Mail Merge and Export dats files. = Lancel Delete

Figure 25. Address Maintenance window

Since this is a work address, once we decide to add it, we need to associate a valid company
name. Most likely, we will have to add this company to the company list. Clicking on Search
from the Address Maintenance window opens Company Maintenance, where we can click
New to add Jim’s company to the company list. It's not necessary to add the company’s
address to the main company record, however the program will prompt you with the following
message:

Address Maintenance x|

? | The address and/or telephone numbers for the Company selected are different than those previously entered for this addresss. Would you like to
‘J{(J replace the address information with the selected Company information?

Figure 26. Address Maintenance window

The answer to this question is generally No, since clicking Yes overwrites Jim’s address
information with that of the company, which is oftentimes blank.
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The approval of Jim’s work address is now complete for the Student/Parent application.
Alumni/Development must now simply decide if it wants to approve the addition of this
address. Clicking Accept on the Profile Approval window will launch the Address
Maintenance screen for editing, but if there are no further changes for
Alumni/Development to make at this time, they can click OK, and the new work address will
be added and linked to the address previously approved by the Student/Parent application.

There are no system requirements for which office approves profile changes first. Many
biography changes pertain only to one application, and cannot be approved by a department
that does not have the ability to see these changes. Name changes, as well as additions of new
addresses, need approval by both an Alumni/Development user as well as a
Student/Parent user. Edits to addresses only need approval by an Alumni/Development
user or a Student/Parent user. This new interface should provide enough flexibility to
accommodate various policy decisions regarding the approval of online profile changes while
upholding the existing functionality available within the client-based applications.

Address Maintenance - [ ) il
Address |General| Elc:c:upationl Attrihutesl Cnmment&l
—Mailing Address — Telephone Mumbers
—DNP DNP-
(NS ET I S enior Suztems, [ne. r
Tel Mo. I I
Line1  [201 Boston Post Ad r Fax No. | r
Line2  [Suite 300 | ] | r
Line3 | | = | r
City/St/Zip [Marlborough M =] or7s2 | = r
Cauntry I j Region I j r I j I r
Addressee [Mr. James Bab Smith, I [ E-Maiis == o
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Figure 27. Address Maintenance window
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