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Adding an 
Administrator to 
Radius 
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Persons managing the enrollment contracts will need to be 

assigned security groups in Radius. The faculty record must be 

created in Ascendance and given time to sync to Radius. 

Faculty will continue to use My BackPack for attendance and grading. The Radius Portal is 

targeted for Parents and Students users. They will use the same credentials as an Administrator 

in Radius and to log into My BackPack.  

 

1. Add a Radius administrator 

2. Best Practice for changing administrator passwords 
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Add a Radius administrator 

Verify the new user is in Radius 
People | People | All People  

 
 

 

• Search for user using Quick Search 

• Select Name; blue text indicates a hyperlink in Radius 
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• From person menu select Role 

• The user must be set as faculty, additionally, they could also roles including be a  parent  

 

 

 

Assign User Security Groups 

Administration | Settings | Security Groups 

• Under SETUP submenu, select Merchant Accounts 
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• Select All Keys from Group column 

 

 

• Select Assigned Users from left side menu 

• Select Add button 
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• From the Add User window begin to type the name of person you are adding 

• Note that the system will filter the records based on name and role 

• Select the name from drop down list 

• You may add multiple users in this step 

 
 

• Select Save 
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Best Practice for changing administrator passwords 

Radius administrators who are in with a username that begins with the 2-letter school code 

(i.e. SA.username) will need to contact your school’s technical support. These users are not 

able to change a password in Radius through the reset password link.  

 

 

 
 

 

 

• Persons who sign in with XX.Username must have their password reset from the Cloud 

Admin tool in Ascendance.   

o An email is sent to the user with the password reset instructions. 

•  After the resetting the password: 

o Radius users will need to wait the allotted sync time before signing into Radius 

(up to 30 minutes) 

o Ascendance module users will have no delay in signing into modules.    

  

 


