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Introduction	
 

ManageBac is an online learning platform for IB schools. It is used by parents, students and 
teachers at International School of Hellerup to access and share academic information. It is 
used for all three programs (Primary Years, Middle Years and Diploma). 

 

This guide helps parents to use Managebac for Communication and Attendance. 
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How	Managebac	is	used	for	PYP	at	International	School	of	Hellerup	
	
What	is	Managebac	used	for	at	ISH?	

• Managebac	is	the	main	communication	platform	to	families,	and	includes	attendance,	class	information,	
assessment	and	grades.	

Is	there	a	Managebac	app	for	smartphone/tablet?	

• Yes,	but	unfortunately	the	Managebac	App	is	currently	only	for	MYP	students.	PYP	Managebac	needs	to	
be	accessed	from	a	browser	like	Chrome,	Internet	Explorer,	Firefox	or	Safari.	

How	do	I	contact	the	teacher?	

• Your	regular	email	is	used	for	individual	communication	between	parents	and	teachers.	You	will	find	the	
teacher’s	school	email	address	in	your	Managebac	account.	

How	do	I	receive	Friday	letters,	homework,	and	school	information?	

• Managebac	Messages	are	used	for	Friday	Letters,	Homework	Assignments	(for	Upper	PYP)	and	other	
communications	from	teachers,	school	staff	or	school	management.	

How	will	I	know	that	I	have	a	Managebac	Message?	

• For	regular,	urgent	or	important	messages	(such	as	Friday	letters,	weekly	homework,	urgent	reminders	
or	important	notices)	the	teacher	or	school	staff	member	will	send	a	notification	to	your	regular	email	
(Google,	Yahoo,	Hotmail,	work	email,	etc)	address	telling	you	that	you	have	a	Managebac	Message.	The	
email	will	include	the	message	details,	but	not	any	attachments	(so	as	not	to	fill	up	your	home	or	work	
email	address).	You	will	need	to	log	in	to	Managebac	to	view	any	attachments.		
On	your	Managebac	Home	screen	you	can	always	see	all	your	messages.	
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How	to	log	into	Managebac	
	

• If	you	haven’t	yet	received	your	Managebac	Parent	Login,	first	check	your	email’s	Junk	folder.	If	you	then	
still	cannot	find	the	parent	login,	please	contact	Stef	Fleet	at	sfleet@ish.dk	

• You	must	use	an	internet	browser	to	access	Managebac.	You	can	view	your	account	on	a	smartphone	or	
tablet,	 but	 open	Managebac	 through	 a	 browser	 such	 as	 Safari	 or	 Chrome.	 The	Managebac	App	 is	 only	
available	for	iOS	(not	for	Android).	It	is	only	available	for	MYP	students	at	present.	
	

1. Login	at	https://ishellerup.managebac.com/login	
	

		
	

2. Upon	logging	in,	you	will	see	the	home	screen.	
	

	

	 	

Attendance		

View	all	your	messages	

Your	teacher’s	email	address	
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Managebac	Messages	
	

1.	Your	messages	will	appear	in	a	box	like	this	(you	can	see	there	is	a	number	in	the	right-hand	top	
corner	that	shows	unread	messages).	This	view	combines	both	class	messages,	and	general	messages	
from	the	school:	

	

3. Click	on	an	individual	message	to	see	the	details	and	any	attachments:	
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Attendance	
	

• On	this	page	you	can	view	your	child’s	attendance.	
• You	can	also	notify	the	teacher	in	advance	if	they	will	miss	one	or	more	whole	days.	
• For	absences	longer	than	two	days,	there	is	also	a	form	that	needs	filling	out	from	the	

office/website,	in	addition	to	setting	an	attendance	excusal	in	Managebac.	

	

Submitting	an	Attendance	Excusal	

	

	 	

Write	the	absence	reason	

Absence	Date	

View	attendance	here	
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Notifying	parents	in	your	child’s	class	or	grade	level		
	

Click	the	IB	Parents	Association	Messages,	then	‘Post	New	Message’:	

	

Enter	your	title,	message,	and	click	on	the	‘Share	with’	option	(e.g.	PYP5).		

It	will	send	to	all	classes	in	that	grade	level	(e.g.	PYP5A	and	PYP5B),	so	you	should	specify	in	your	title	if	it	
is	for	one	class	only.	

Unfortunately	the	‘notify	by	email’	option	has	been	removed,	so	if	your	message	is	not	to	be	missed,	
you	should	ask	the	class	teacher,	or	parent	class	representative	to	send	it	for	you.	
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