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Entering the Management System

To use ISI courses, a student must first be enrolled
in the ISI Manager.

On the desktop, look for the ISI Manager Release
4.0 icon:

Double-click on the icon to open the Login Screen:

2 Welcome to 151 Management System 4,0

Please enter your ID:

——
—

Please enter your password:

@ P
Logon Help

Management System Version 4.0 by

Your
your

| D @Asthe@assword prompt, type
password 61 SI 6 and

Note: For more information about User IDs and
passwor ds, & Aceouri&kturity i t i ¢
Management 0.

You will see the Main Menu, also known as the
Favorites screen.

" ISTManaEemant System  Accass Level: Adminietrator

Student Groups
Student Management Group Management
My Favorites Courses
I o et

For instructions on how to customize your Favorites
screen, please see the Favorites section of this
guide.

Student Management

From the Student Management screen you may add,
view, edit and delete students. This window is also a
quick link to other functions suchas 6 Add/ Re m

from Groups6, O6Enroll men
Bundl esd.

To access AStudent Manag
AStudentso | ocated in th

Manager.

ISThanagEment System = Aecess Levels Administrator

File View Tools Fawortes Help

W@ @& @ JB8 /] 8B &8 /& | & (0 o
FReparts Courses. Students Groups Certificates Archive. Preferences Utilties Favoites Search Help | Logoff
Student Management

Find Student

sudent D(s) |
S e |
N _ cear |
User ID e Show All
Enrolled from = © -IE

to - - v E More.

Clase |

Logon time: Thursdsy, ugust 28, 20081218 PM _ Elapsed Time: 0056:08

Enrolling Students

To enrol |l a new Studen
Manage mindowandc | i ck on t
located on the bottom left.

ty
he

Select an available ID #6from the box on the lower
left portionoft he 6 Add New Stenitdne
the blank ID field. Alternatively, double-clicking on a
range in the Available Student ID&field will fill the
number in for you.

Note: The ISI Manager can automatically fill in an ID
number for you each time. If this has not been set up
on your Manager, see the Preferences section of this
manual for further instructions.

i




Student Management - Add New Student

Enrollment Data Dermographic Data Tritial Grade Level

m | Secondary ID | Account Type|Smdent  ~|
Last Name | First Name| Middle Name |
Course List

Add To Group

Enroll Date [01/07/2008|  comments ‘

Attached Comment File |

Photo File (Directory Path) |

Available Student IDs

86-93 A

108-110 H

112236 [v] J Close ],

Logon time: Manday, Januay 07, 2008 10:43 AM _ Elapsed Time: 05, 15:50

Enter all relevant Student information:

a. ID (See Available Student IDs on lower left)
b. A Secondary ID (optional)

c. Account Type (Student)

d. Last Name

e. First Name

f. Middle Initial (optional)

You may save the record, but before doing so, you
mayaddcours es t o t he student
him/her to a group, enter comments, and/or attach
a comment file or photo. See the following sections
for instructions on each feature.

To exit the record, cli(
of the enrol | me slIDwilappeart H
anager 1.1 1
P Record successfully saved,

\‘_ﬁ
‘r/ Student's User ID is '"Clones'.

Do wou wish ko carry over

- Accounk Type

- Zourse Lisk

- GGroup Enrollment

For the next entry?

Mo

Click 6Yesd to carry oV
List and Group Enrollment to the next Student.
Click ANod if you do not

same selections.

Please Note: The Manager default is set to
automatically assign a User ID. To change this, go

to Preferences i Manager - Enrollment Preferences
- Add/Edit Student(s).

Adding Courses to a Student

To give the student access to ISI courses from the
0Add New St udlieknntthe 6 € 0 U esstrf,
box.

Course List Change

Add To Group |

Int he énSManagementi Add/ Del et e
window, click on the course(s) on the left that you
wish the student to study and add them to the
student ds record barow | i cH

Student Management - Add/Delete Course

Student: 000000086 - JONES, JAMES

Selected Courses

[ 2EL Adult Basic Skills: Language

[ 2Em1 A dult Basie Skile: Mathematics

W 2Er A dult Basic Skills: Reading

[ ol A dult oeabulary Development

| Kol A dult Vocabulary Development: Level |
27D A dult Vocabulary Development: Level 2
v A dult Vocabulary Development: Level 3
W -rc Advanced Reading Comprehension
W= Essay Wiiting Practice

> ntid Integrated Mathematios Plus

[ e Intstnet Explorer

[Mcor Introduction to Reading =l

W Keep the associated course data for reporting

* Clourses marked with an asterisk are not currently licensed

Clear
Selection

Reverse rerse Clear
SelectAll Selection Selectall Selection Selection

Select Bundle =

Daone

** Denotes existing ST bundles/courses that. are
notinchided in your package Close

Logon time: Monday, January 07, 2008 10:49.AM _ Elapsed Time: 05 36:34

To remove courses, select courses from the right
hand column and use the left arrow to remove them

from the studentds recor (

To select a full curriculum bundle rather than an

individual course, go to
|l eft corner of the 6Add/
Click on the bundle of your choice to highlight it. The
courses from the selected bundle will immediately

appear in the 6Selected (
Click on éDoned to returHy
form.

For instructions on how to create a course bundle,
see the ACourse Bundel eodo s




Adding Comments

I'n the
window you may add a
record. Click in the Comments field and type your
comment. After clicking save, the comment will be
visible in the

Student Management - Add New Student
Demographic Data Initial Grade Level

ID (000000072 Secondary 1D Account Type |Student -
Middle Name

First Name‘MJchasl

Last Name ‘]onss

Course List - Change
Dl Fom Foundations of Mathematics
B cr Remedial Mathematics
| [ Remedial Reading =
| ‘ LIJ
Add To Group ([ Hame =

Dl 000000036 Office Skills

Comments Student is preparing for the GED and is interested in the

Office Skills program |

Set Fath
Set Fath

pmment File

Directory Path) |

Close I,

iStudehAddMaNawy e
C oI

student 065

If you choose, you may also view the comment on

the enrollment list. Here is an example:

Student Enroliment List

Report Date: ‘August 27, 2008 Sort By: Student D
Student 1D(s): 7
Student Student Enrollment User ID Course Code(s)
1n Name Date
00000072 Jones, Michael 08/27/2008 Mlones CRM, CRR, CRW, FCM

Comments: Student is preparing for the GED and is interested in the Office Skills program,

Grand Total: 1 Student

See O6Accessing Enrol |l mer
information.

Attaching Comment File
The AAttach Comment Fil ¢

Manager can be used to store additional student
specific information. These text files can be
created with either 0.
extension used will be determined by the word
processor you use.

d

To

TAdd

attach a file, click
positioned to the right of th e
box in the | ower porti

Wi

New Student o

6Attached
on
ndow.

Student Management - Add New Student

t Data Demographic Data Tratial Grade Level

Account Type \Smdem j

Middle Name

Change

I (000000073  Secondary ID |

Last Name ‘Jones

First Name 1\fichelle

Course List

Foundations of Mathematics
Remedial Mathematics

Remedial Reading

< \ﬁ

Add To Group [l RIS T
HDDDDDDDZﬁ Office Skills

Comments ‘

Attached Comment File |

Set Path

SexPath | [

Photo File {Directory Path) |

Right-click on an unused space in the window pad,
select New and choose the application you wish to
use for your comments. Name the document.

L ——

Look jn: |_;l comments j IfF B~
Wictic, doci
IE_]New Micro:
lﬂ_]sonya.doc
@ sonya.bxk
] tast doc

View »

&

My Recent

Arrange [cons By »
Documents 95 X Y

Refresh

3

& Elier

"/ Propetties m  Shortout
My Documents L ———

a Briefrase

S Bitmap Image

'@. I t Jocument
uiter Interactual Skin
Eﬂ Microsoft Office Access Application
cﬂ Microsoft PowerPoint Presentation

>
My Network  File name: ¥ 4dobe Photoshop Image

Flaces 2] mMicrosoft Office Publisher Document

Files of bupe: Al Files M doc “kd S vcenan e

Be sure to end your new file name with the
appropriate file

Click on the 060Openo
6 Fi | e baox.a heem@me of the comment file has

been established and its path will now appear in the
eo

6Attached Comment Fil
Click on Save.

Clickonthe6 ¥wdb ut t on t o t he
Comment Fto dcee$s thb aomment file.

extensi

butt g

q

q

[




Attaching Photos

The process for attaching photos is similar to that
of attaching comment files.

INnt he AStudenti AMhd aNjewneti
window, click on the &Sc¢
the 0Photo File (Direct (

Student Management - Add New Student

it Data Demographic Data Initial Grade Level
ID 000000073  Secondary 1D Account Type|Smdent -
Last Name [Tones First Name|Michelle Middle Name |

[ [

Course List Change
D Fcm Foundations of Mathematics
Wl cr Remedial Mathematics
W crr Remedial Reading v
o | _»IJ

Add To Group [ ENEN Clargs
DM oooooozs — Office Sills 4

Comments

Attached Comment File | SetPath
Photo File (Directory Path) | SetPath
[lent IDs

Choose the photo you wish to add. Your photo can
have any one of the following file extensions:
6. bmp ,00r 006 .gjipfg .60

apen E @
Lok jn: | | Photas ﬂ o ol
'2, =) nonos.bmp
My Recent
Documents
=
L
Desktop

My Documents
My Computer
by Metwork File name: ‘ j Open
Flaces
Files of type: \An Picturs Files [* BMP.* JPG,* JPEG.” JPE " JF j Cancel

Click on Open.

The

enroliment file.

phot o wildl now appeaft

s N [S1Management Systom - Atcase Level Administrator

Fle Wew Took Favorites Help

E

Student Management - Add New Student

Enroll Date

Data D Data Tuitial Grade Level
ID [000000073  Secondary ID | Account Type | Student =
Last Name [Toncs First Name|Michellc Middle Name |
Course List Change
Foundations of Mathematics
Reme dial Mathematics
Remedial Reading, o
BT
4dd To Group [ Y CT N ..

[Mooo000035— Office Skitls

Comments ‘

Attached Comment File | SetPath

Photo File (Directory Path) |Cisiiay7\nan agerPhotos\00005 by Set Path View.

73T
78-851
853-9999339499

Na report selected

Available Student ID's

E e |

Logen time: Wednesday, August 27, 2008 11:05AM _ Elapsed Time: 06:39:27

Please

used must be readily accessible. That is, you must
save it beforehand to the default path for photos
which is C:\isi\ap7\manager\photo.

Be sure to click on 6Savség

From the Student Management window (accessible
via the Students button), you may search for and
view student records.

Note: when attaching photos, the image to be

Viewing Student Records

ISTHahagement Syster = Aocess Leval: Administrator

Ele Vew Tools Favaorites Help

W @ | & @ Ja | B8 |8 [ & | & [@| 4§
FReports Courses. Students Groups Certificates Auchive Preferences Utilties Favorites Search Help | Logoff
Student Management

Find Student
Student ID(s)
Group ID{s)
Last Name
First Name
User ID
Enrolled from
to

[ searen |

r . Reset

I Exact Clear

I Exact e
= = = st |
= = =@ _ Moe..|

e
Manage
Bundles

Enrollment
List

f‘i@‘ !

Close |

Logon time: Thursdap, August 28, 20031218 PM _ Elapsed Time: 02:0323




You may search for students and groups by
entering Student IDs or Group IDs.

A range of students/groups would be indicated by
a dash (e.g., 1-25 represents the first 25 students).
You may also use commas to search for multiple
students at one time (e.g., 1, 3, 5). For example, if
looking for the first 25 students and ID # 60, you
woul d eh3,er6 @d

Note: This search convention using dashes and
commas works in all features of the Manager
where a Student or Group search field appears.

If you do not know the Student or Group ID, you
may enter the Student or Group name.

Not e: only c¢click the AE
the exact spelling and/or full name of the group.

You may also search by User ID and Enrollment
Date. Additionally, by
youmay search by fAAccount
courses or by Group Name.

~
Account Types gt:;em Search
Chuest [V]
Reset

et Enrolled in Course(s)
et Adult Basic Skills: Language [A] Clear

Achlt Basic Zkills: Mathematics
let Adult Basic Skills: Reading

Adult Vocabulary Development [V] Show All

Enrolled in Group Name
| " Exact

After filling in your search field, click on Search
and you will see alist of records. Clicking on
the desired records will highlight them.

TSI Management System - Access Level Rdmmnistrator
Bl diew Jooks Favgrkes el

i - Ja |8 .| B |]& | & |A ol 4 |
Couses | Shuderss Cotbicoes " duckive | Prefemences | Uilties | Foveites | Seach | Hep | Logoft

Find Student

Student 1Dy |57
——

T — =

First Name [ e (=

User 1D o 3 Show All |

Enrolled fram | | S S <

wil

From Growp

B @
Enrollment | Manige

List Bundles Close |
Logon tne: Thuredey, At 20, 2008 1218 P Elapeed Time: 01,1546

+ | B /‘:z
A View

Delete

q

To View more information about the selected

records, click on View on the bottom row of buttons.
This will take you toithg
Vi ewd screen:

= NISTIHanagement System ® Access Lovel: Administrator
Fle View Tools Favorites Help

n d =] s | w5 | #w 0| qg |
eports Students Groups Preferences s Favortes | Search | Help | Logoff
Student Management - View
D Secondary ID | | Account Type Sudent ]

Name [Wang, Yuchen |

D 55 A dult Basie Skills: Lengnage

| et A dult Basic Skills: Mathematics
W 2R A dult Basic Sklls: Reading
W :vo Adult Vocsbulary Development
[ +voLt Adul Vo sbulary Development: Level 1 |
Group(s)
User ID Enrolled In
Enwoll Date |07/15/2008
Comments

Attached Comment File
Photo File (Directory Path)

] | « N‘* o
Next | Last
Search Close 1)

Browse Records

Logon time: Thursday, August 28, 2008 12:18 PM _Elapsed Time: 01:16:42

Use the buttons on the bottom of the screen to
browse through the records.

Editing Student Records

To edit these same records, choose Edit after

highlighting the records on the Student Management
screen. This will take vy
Managementi Edi t Student Recor

= 1[5/ hfanagement System = Aocoss Lievel: Adminstratorn
File View Tools Favorites Help

Student Management - Edit Student Record

Data Demographic Data Tnitial Grade Level
[Wang Yuchen ] P IS Secondary ID Account Type|Srudent  ~
Last Name [Wang First Name| Tuchen Middle Name |
Course List (Cace] Change
D n:n dult Basic Skills: Langnage =
| PN ebult Basic Skills: Mathematics
| Adult Basic Skills: Reading
W Adult Vocabulery Development. |
Group(s)
User ID Enrolled In Change
Enroll Date [07/15/2008
comments ‘
Attached Comment File | Set Path
Photo File (Directory Path) | Set Path

R 2] el 2=
Search ave NExy/RC 2y
& Close I,

Logon time: Thursday, August 28, 2008 1218 PM _ Elapsed Time: 01:22:07




In this screen, you may edit all available fields by
erasing and entering new information, or by

ci cking on fiChangeo and
applicable.

Be sure to click Save after you are finished
making changes.

Deleting Student Records

To delete student records, search for the record(s)
in the Student Management screen, highlight them
and click on the Delete button. You will be taken to

iStudent MabebementBSt uder

= "[S1\Wanagement System = Aoeess Llevel? Admimstrator

Ele View Tooks Favories Help

Fiepotts

Archi lties 7| Seach 7| Hepp | Logoft "
Student Management - Delete Student

Delete options: & Individual Student Deletion
" Multiple Student Deletion

Individual Student Deletion Multiple Student Deletion

D [oogomooes -] Q
Last e e |
Pt e |
Exrollment Date Q

Select Studens Enrolled

from (] &
w [E] &

o

Logon time: Thuusday, August 28, 200812 18PM _ Elapsed Time: 01:23:45

Here, you have the option of deleting individual
student records or multiple records at one time.
Make your selection on
on the left.

Click on Delete once you have made your
selection.

i S| o nagement System = Leoess Level, Admimstrator

——

File View Tools Favorites Help

=8
W @ | @ | @ Je | 28 |8 | & |& |4 |
Fiepotts | Courses | Students | Groups | Cerlficates | Archive | Preferences | Utikies | Favoites ~| Search | Help | Logolf

Student Management - Delete Student

Delete options: ¢ Individual Student Deletion
@ Multiple Student Deletion

Individual Student Deletion

Multiple Student Deletion

D 3 Select Range
Reverse
Selection
Clear ATl
Enrollment Date 558 |

Select Students Enrolled

from [Jawery v 01 ~2008 ~| [ Select
w ey von vme -] @

gzlzem Close J,

Logon fime: Thursday, August 28, 20081218 PM Elapsed Time: (1:28:46

You will be asked if you are certain you want to
delete the records.

Manager 4.0

\?/II Are ol sure you want bo deleke student Butler, Sandy?

Please note: Once you have deleted a student,
his/her records reside in archiving. If you find that you
have deleted a student by mistake, you may restore
the records by going to the Archive i Restore
Records screen.




Group Management

The 6Group Management 6
addition, deletion, modification and viewing of

group information. To access this window, click on
the AGroupsod button.

= IS ianogement System - ACDEss Level: Administraton
Fie Wiew Took Favorites Help

[ . | i i J J = . & o @
Repors sfereroes Sesch | Hep | Logolt
Group Management
S
Group Name I Exact _ Clear |
Student ID(s) Show Al

how

[iniructor __[Couse Code(sy _[studentisi s [emat _Jcon|

DMooooo0034  GED Erep Collins Tanus

Bl | |
AR IR
Add View Edit Delete Courses Students Display Print Close L,

Logon tive: Friday, Januayy 11, 2008 1:12PM _ Elspsed Time: 00:04:09

The data grid in the above window has two useful
features:

1) A 6mouse overd featu
more information about a desired cell once
you place your mouse over it.

2) The columns may be sorted by clicking on
the column headers.

To create a new group, c
bottom | eft of the windqd
New Groupé.

-m ISThnagement System = Access Levels Adminetrator:

Fle Wiw Took Favortes Help

Group Management - Add New Group

Group Information
Available Group IDs

Check for an available group ID in the List on the right 35-49

51

54.55
D I 57

59.61
Name ‘ 63.65
o 67.98
nstructor

! 101665

Otionah 667-999998
E mail [ 1000000-33
e 35.999999999
Comments
(Optional)

Save

Close f,

Logon time: Fiday, Januay 11, 2008 1:12PM _ Elapsed Time: 00:08:56

The AAvail able Group | Ds{
contains the numbers that are available and may be
assigned to new groups. Select a number from

this column and type it into the ID field on the left

hand side. Or, you may double-click on a range in the
Available Group ID field and the number will be filled

in for you.

Enter the name of the group, which generally
corresponds to the class or program at your site
(e.g., GED Prep, Office Technology, etc.).

The next three fields are optional:
- Instructor
- E-mail
- Comments: you may use this field for your
program code, semester (e.g., Fall 2008) or
other information identifying the group.

m ISThianagement System = Access Levels Adminstrator:
El

Took Favgrites telp

Group Management - Add New Group

Group Information
Available Group IDs

Check for an available group ID in the Liston the right 36-49

51

54.55
D 000000036 57

59-61
Name ‘Ofﬁte Skills 63-65
Instruct [yanet & fore
nstuctor [Janet Garry 101-665
(Optional) 667-999998
E-mail [ 1000000-33
(Optional) 35-999999999
Comments [ Spring 2008
(Ontional)

Save

Close

Logon time: Friday, January 11, 2008112 PM _ Elapsed Time: 00:13.42

Be sure to click on 6Savség
a confirmation:

manager 4. 0= User Information

- ) aroup 000000036 - OFFLCE SKILLS has been added to your group list.

Once you have created a group, you may edit it in a
variety of ways:
- Add/Delete Students
- Add/Delete Courses
- Edit the Group Name, Instructor, E-mail,
and/or Comments.

10



. To add students to the gt
Adding Students to a Group button next to the 6Stud g
fo

to 6Add/ Remove Student
To add students to a gr (

Ma. n a g ement 6 W| n d 0 W, f | n 0 na\enmAccessLevel:Adminislmtnl
entering its Group IlDoua W e m |8 RN ER

Groups | Certficates | Archive | Freferences | Utities

do not know the Group ID, enter the Group Name.

Group: 000000036 - Office Skills

N 0 t e : 0 n I y C I I C k t h e (ﬁ E) Available Students Students in Selected Group
the exact spelling and/or full name of the group.. I T —

(I coooo1005 Robinson, Craig

(Il coooo1006 Oladapo, Kayode -
. . . . [Mooooo1007  Lindsay, Monica

The group listing will appear in the box below the Wi v s

[ooo001009 McRae, Dencino

search fields. Select the group by clicking on its T e
row and click on O6Editéo ES&S&S}SE e v

b UttO n S . [oooonio1s Stokes, Joquan

LIS

N [SThShagement System = Access Level: Adminictraton P Reverse
= Selection

Cearat ‘ | | ‘

Fle Wiw Took Favortes Help

3

e glns:u,
Group Management
Logon tine: Fiiday, January 11, 2003112 P Elapsed Time: 00:42:36

Growine 1%
Group Name ’7 I Exact Clear
B o an Select students from the

on the left and move them to the group by clicking on

([P Theme —— Tinstructor JcourseCodetsy [studentiist —Jemar —com| o .
oo e T e the arrow pointing to the right.

Conversely, to delete students from a group, select
students from the O6Studenr
column on the right and delete them by clicking on
the arrow pointing to the left.

1l | i |
& £ R[] | | B .
M‘%‘m e | | o | ] | s When you are finished, cl

Logon tme: Fiday, Januay 11, 2008 112 PM _ Elapsed Time: 003 15

From this window you may edit: Adding Courses to a Group
- Group Name
- E-mall To add courses to a grouf
Courses Management 86 wi ndow, pull
Student(s) entering the Group ID or Group Name and click on
- Comments iSear cho.

p——

ST hianagement System = Access Level: Administrator 1

Fle Vew Iook Favories Help

J & | & |o|4a
; W e | @ | @ Jeg J 8 |8 |« | nw |o4@ |
Group Management - Edit Reports | Couses | Studenis | Groups | Ceilficsles | Archive | Prefsiences | Ulities | Favaites | Search | Help | Logoff

Croups . 000000036 Group Management
Group with Long Commants fame [otice Se Group ID) 0
Local Group Instructor  |Janet Garry

Group of All Students Group Name I Exact _ Clea |

Development Grou's E-mail [
Building Maint Capentey
Buiding Meint Elecisicel Cet) Change

Building Maint Plunising

Student ID(s)
Show AlL

[insirctor__[Cowse Code(s) _—[studenciisi —Jemal _Jcond

[DMoooooozs  office Skils Tanet Gany 1008-1012 Sprin

lower case tile

Assassments
OFFICE SKILLS PROGRA
OFFICE WORKER PROCR
[comoo00iz  CUSTOMER SERVICE
Student(sy Change
[cono000tz  INTRO TO OFFICE TECH _Ctangs |
Mcon0o00ta  SECURITY GUARD
[con0o00is 1S PROFICIENCY MATH
Mcon0o0is 1S PROFICIENCY READI
[con000017 S PROFICIENCY WRITI
Mconoo0is  COLLEGE REMEDIAL MA
Mcon0000is  COLLEGE REMEDIAL RE
Comments
0000020 COLIEGE REMEDIAL WR Spring 2008

[MMoo000002L. FOUNDATIONS OF COLL

il | ol
000000022 WORKING WITHFEOPLE .| =] H-a
Save Replicate Close [, 4] %\ e b4 .g]m mm &5
A View e Student

&
Logon time: Frday, Januay 11, 2008 1:12PM _ Elapsed Time: 00:3:42 Delete Courses nis Display. Close L,

Print
Logon time: Fiday, Januayy 11, 2008112 PM _ Elapsed Time: 0055135
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To add courses to the group, click on the

6Add/ Del ete Coursesod but

window.

Thistak es you to O0Add/ Del et

1SThianagement System = Access Level: Adminstrator

Fle Wi Took Favortes Help

Selected Courses

» = A dult Basic Skills: Language

W -5 Adult Basic Skills: Mathematics

W :5r A dult Basic Skills: Reading

o Adult Fosabulary Development

| B A dult Focabulary Development: Level |
| B=F Adult Focabulary Development: Level2
| BE] A dult Focabulary Development: Level3
W= Advanced Readin

Mo e &=

[ e For of M.

W Integrated Mathematics Flas

MSIE Internet Explorer
= It Bglorr -l
* Courses marked with an asterisk are not currently licensed

Reverse
Selection

Select Bundle B

** Denotes existing ST bundles/courses that are

notincluded in your package Close

Logon time: Fiday, Januay 11, 2008 1:12FM _ Elapsed Time: 005505

Clear

SREtall Selection

Select the courses you wish to add from the
60Avail able Coursesd col
created course bundles, you may select them from
iSel ect Bundled on the

Click on the arrow pointing to the right to add the
courses. The selected courses will then appear
under the column on the right.

p—

Ele Yew Iooks Favaries Hep

= (S kianagement System = Acress Levels Aamiistraton ]

w e o |8 | o g | 8 /&8 | % | & |0 49,
Repats " Couses | Studenis °| Groups | Ceificates | Archive | Preferences | Uiiiies ~| Favoites | Seach | Hela | Logoff

Group Management - Add/Delete Courses

Select Group 000000034 - GED Prep -

ilable Courses Selected Courses

A dult Vocabulary Development: Level |
Adult Vocabulery Development: Level2
Adult Vocabulery Development: Level3
Advanced Reading Comprehension
Essay Witing Practice

Integrated Mathematics Flus

Intemet Bxplorer

Introduction to Reacling

Introduction to Writing

Mathematics [

Mathematics I

Reverse Clear Reyerse Clear
Rekat U Selection Selection SelectAll ‘ Selection Selection
Save
Close

Logon time: Frday, January 11, 2008 1:12PM _ Elapsed Time: 0055612

Conversely, to remove courses from a group, click
on the courses listed in the right hand column and
use the arrow pointing to the left to remove them
from the group.

4

Be sure to click on ASave

You will see confirmation that the data has been
saved.

Deleting Groups

To delete a gr oup,theGmupe c {

Menu.

= SIS ITManagement System - fccess Levelr Admnistrator

Fil=  Wiew Tools Faworites Help

W @ | = @, O

Reports Courses Studentz Groups Certificates | 4
_ i
Add Mew
Wigwm

Edit
Delete

AddiRemove Students
AddiDelete Courses

Student

This takes you to the 0Dg¢

you may delete one group or multiple groups.

ST hianagement System = Access Level: Administraton
e View Tools Favorites Help

Joemo | d i i ] i i i
Group Management - Delete Group

Delete option

o . Individual Group Deletion
 Individual Group Deletion
Select Group

O —

Name [

Student(s)

e 1

Logon time: Fiday, Januayy 11, 2003112 PM _ Elapsed Time: 011204

To delete an individual
option on the right and find the desired group.

¢
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The group information will appear on the right hand
side of the window. Confirm that you are deleting
the correct group and tH

s STIManagement System - Access Levelz Rdministrator w1 f
Fie Wiew Took Favorites Help
] e il g = A1 s |o|a
Repors | Couses Studeris | Groups | Cerifcates | Archive Ui Favaites | Seach | Help | Logol
Group Management - Delete Group
Delete option

o . Individual Group Deletion
 Individual Group Deletion

 Multiple Group Deletion

»

Name [OFFICE SKILLS PROGRAM ]

Student(s)

[l 000000003 Oke, Dina

[ 000000065 12304506 7dE A3 dadbie, 1
[l 000000502 Guest, Guestsn2

[ 000010635 Griffith, Tikata

[ 000046447 Orozso, Odalis

[ 000123456 Tom, Uncle

[ 000134850 Alexander, Augustina

O |

Logon time: Fiday, Januay 11, 2008 1:12PM _ Elapsed Time: 01:14:31

The system will ask

you are certain;

you

Manager 4.0

Manager 4.0 User Information

\lj) Group 000000010 - OFFICE SKILLS PROGRAM was successfully deleted.

To delete multiple groups at one time, use the
AMul ti ple Group Deletior

Select the groups you wish to delete by clicking on
them in the right hand column.

nagement System = Acoess Level: Amimstrator

W ® | & 4 Jo8 ] B |8 [ & & (0|49
Groups. Certificates: Archive Preferences Utiitiess Favoiites. Search Help | Logoff
Group Management - Delete Group

Delete option

o . Multiple Group Deletion
 Individual Group Deletion

@ Multiple Group Deletion

[ 000000001 Group with Long Comments

[ 000000002 Lacal Group

[ 000000003 Group of All Students

[ 000000004 Development Group's

[ 000000005 Building Maint Capentry

[ 000000006 Building Meint Electrical

[l 000000007 Building Maint Plusbing

I 000000008 lower case tile

[ 000000005 Assessments

[l 000000010 OFFICE SKILLS PROGRAM

[l 000000011 OFFICE WORKER PROGRAM

[ con000012 - CUSTOMER SERVICE

[l 000000013 INTRO TO OFFICE TECHNOLOGY
[l 000000014 SECURITY GUARD =

o,

Logon time: Fiday, January 11, 2008112 PM _ Elapsed Time: 01:07.09

Press Delete once you have selected all groups.

A message will appear asking you to confirm that you
wish to delete the selected groups:

Managen 4.0

Click AYeso if you are s
following confirmation including group numbers:

manager 4 0= User Information

\%) Groups 5, 6, 7, 8, 9 were successfully deleted,

|
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Viewing Group Information

To view group informati
Management 6 window. Sele
and click on the AViewo
bottom left of the window.

m = Access Lovels Admimstrator.

b

w e @ |8 | o g | 8 /&8 | % | & |04,
Repats "| Couses | Studenis °| Groups | Ceificales | Avchive | Freferences | Liiies ~| Favoites | Search | Hela | Logoff

Group Management

Growp In) 1
Group Name I Esact _ Clear |
Student ID(s)
Show All
[instructor —[courseCodels) _[stwdentlist _—[emat _[con]
uD[I[I[I[IEI[IZQ GED Prep Callins CRM, CRR, CRW, FC 1006-1012 Jamu
4l | ,
2 Vg 1] [ = &
& ‘ ‘ x Add/Delete ‘Add/Remove Q
ol = = Delete | Courses Swiems | Digly |  Prim Close )
Logon tme: Fay, Jsnuay 11, 2008 112 PM_ Elapsed Tine: 01 35 44

After clicking AViewod, t
following information for the desired group:

= IS ianogement System - ACDEss Level: Administraton

Fle Wisw Took Favortes Help

p——

B o B b bt | et ol 9 s [ e 4] e 1 62
Group Management - View

Note:
This screen s for viewing group enrollment information. No editing is allowed.
To view a group’s information select the group from the Group List.

Select Group !

o - Student(s)
(o e ]
Name [GED Prep | |DMoooonioos  Gtadapo, Kayode
[ 0001007 Lindsay, Monica
Vizcarands, Brandi

Instructor  [Collins |

E-mail [ |
Course(s)

W cr Mathematics IT

W crr Reading Comprehension

[ [ Writing Mechanics

Comments  [January 2008 ‘ View Selected Student Information ‘
Close

Logon tive: Friday, Januayy 11, 2008 112PM _ Elspsed Time: 01:32.50

Please note: This window is only for viewing the
group information. To edit, you must select the

AEdi to button from the i
window.

Batch Enrollments

Using the @atch Enrollment6feature offers a fast
way to enroll a large number of students.

0 Bat goho thestudemts 1
0 B thé ncehu E 1

To access
button, sel ect

and click on

60pen Excel

'-‘" ISITanagement Systen - Access Level Ddministrator:

File Wiew Tools Favorites Help
W e = @ | o g B
Feports Courses Students Groups Certificates Archive Freferenc|
Skudent Management
Add Mew
Wigw
Edit
Student I
Delete
Add To/Remove Fram Graup

Open Excel File Template
Edit Existing Excel File
Run Batch

Eatch Enroliment
I Enraliment Infarmation

I Enrollment Summary

Motes

Record Management 3

You will see a blank excel template with headings
and 6helpd instructions.
it when you are finished. Here is a sample:

E) Fle Edt Vew Inset Format ook Data Window Help Adohe FOF
DEHRSISLIVHEIS B -F9- B E-4% o @i
a E=l A E] u
BEEd
J28 hd &

A B c D E F G H
1 /ID Number First Name Last Name Middle Initial Secondary ID Account Type User ID Password
2 76 Abel Williams Student Awilliams Abel
3 77 Bob Young Student Byoung Bob
] 78 Cathy Wong Student Cwong Cathy
5 79 Doug Brand Student Dbrand Doug
[ 0 Ellen Watson Student Ewatson Ellen
7 81 Frank Jones Student Fjones Frank
8 2 Gary Young Student Gyoung Gary
9
10

After saving the excel file, go to O6RunN

Student menu:

ST TapEment Systen o Accosseve L rdministraton

B View Tools Favorites Help

w0 | = | n "0 | g )

eports Caurges Students Groups Certificates drchive | Preferen
_ Student Management
Add New
Wigt
Edit
Student
Delets

Add TojRemave From Group
(Open Excel File Template
Edit Existing Excel File

Batch Enroliment
I Enrallment Information

I Enrollment Surmmary

Maotes

Record Management 3

You will be prompted to select the file you just saved.
You will then see a note indicating whether or not
your records were enrolled successfully.

If the records were not enrolled successfully, go to
OEdit Existing Excel Fil

(¢
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SIS Management Systenn - Accessileve " Admimstrator

ile  Wiew Tools Fawaorites Help

d . Jo@. . d
Feports Courzes Students Groups Cerlificates Archive Preferences
Student Management
Management Syst
Add New
Wiew
Edit
Student G
Delete
Add TojRemawve From Group
Eatch Enrallment Open Excel File Template
K Edit Existing Excel File
Enroliment Information
Run Batch
Enroliment Summary
I Motes
Record Management: 3

Please note that Batch Enrolimentédoes not
automatically assign courses. The fastest way to
add courses after enrolling in Batch format is to
complete the following three steps:

1) Create a group

2) Add Students to that group

3) Assign courses to the group

Accessing Enrollment Lists

An ISI Management System Enrollment List may
be compared to a class roster.

To access the Enrollment List feature, go to the
Students buttonand sel ect AENTro
I nformationo.

W . ® | = 8% . O

Feports Courges Students Groups Certificates
_ i Management m
Add Mew
Wien
Edit

Delete
Add To/Remove From Graup

Bakch Enrollment »
I Enrollment Information

I Enrallment Surmmary

Student

Mokes

Record Management »

Enter a group number. If you have not placed
students in groups, you may enter a range of
Student | 25601009 .w,i A1l pr
for the first twenty-five students in the system as
well as students 60 and 100).

You have a choice in the information to be displayed
(i.e., Student ID, Student Name, User ID, Group ID,
Group Name, Student Enrollment Date, Course
Codes, etc.). After making a selection, click on

ADi spl ayowertefh t he

Please Note:
- Default settings for selection criteria are set
via Preferences i Manager screen i
Enrollment Preferences 1 Enrollment Criteria
tab.

- Default settings for field selection and sort
order are set via Preferences i Manager
screen i Enrollment Preferences i
Enroliment List Display tab.

m ISThanagement System = Access Lovel Admimetrator:

Ele Took Favgrites telp

.}
Student Management - Enrollment Information

student ID(s) |12 _ Clear |
Group ID(s) More...
Last Name v Exact

First Name v Exact

User ID ¥ Esact

Enrolled from | ~-| @
w [ [ @

1. Data to Display | 2. Demographic Data| ¥ Hide report row if data blank Sort Report by
B G @ Stadent ID
© Student Name
¥ Stdent ID W Course Code(s) Enralled In ® St e B
¥ Student Name I Course Tile(s) - Acomant Type
¥ User ID I~ Account Type ~ Stuent Angiary D
I Group ID I Comments pe
I™ Group Name I Test Informanon P
& Smdent Enrollment Date I Tnstial and Target Grades
I” Student Ausaiary ID =
4 ] %
Display in Display in Exportio Exportio &
Display Grid Etit Browser Excel Text File Brint Close ],

Logon time: Tuesday, January 08, 2006 10:34 AM _ Elapsed Time: 00:24:00

After clicking on Display, you will see an Enrollment
List (below).

T

Student Enrollment List

Report Date: January 08, 2008 Sort By Student ID
Student ID(s): 125
Student Student Enrollment User ID Course Code(s)
Name Date
000000001 Plotnick, Daniel 0373012005 dplomick  ABL, ABM. ABR, ARC. AVDLI, AVDL2, AVDL3,

BAM, BAR, BMC, BME, BMP, CCC, CCE, CCF,
CCI, CCP, CDM, CDR, CDW, CRM, CRR, CRW.
CSPHI, CSPTT, CSR, ELL ELM, ELP, ELS, ELU,
FCM, GED, HCA, HICCNA, HICEKG, HCEKGA,
HCMLT, HCP, HCPBT, HCPBTA, HCPCT, HPM,
HPR, HPW, IMI, IOT, LSP, LSPA. M1 1, MI5,
MSX, MSACC, MSC, MSC2, NAP, OFF, OSP, $G4,
SGA, SGC., SGI. SGO, SGP, SGT, SOP, TMH,
UIEL, WPB, WPM, WPR, WPSCS, WPSHS,
WPSSS, WWP
ABL, ABM, ABR, ARC, AVDLI, AVDL2, AVDL3,
MC. BME,

000000002 Guest, Guest 051212005 2

ELS, ELU, F( GED, HCCNA, HCEK ICP,
HCPBT, HCPBTA, HCPCT, HPM, HPR, HPW,
IMIL, 10T, LSP, M11, M15, MSX, MSC, MSC2,
NAP, OFF, 0SP, $G4,8GA, SGC, SGI, $GO, SGP,
SGT, SOP, TMH, WPB, WPM, WPR, WWP
000000003 Oke, Dina 107262005 dOke ABL, ABM, ABR, AVDL1, AVDL2, AVDL3, BAM,
BMC, BME, BMP, CCC, CCE, CCF, CCI, CCP,
CDM, CDR, CDW, CRM, CRR, CRW, ELU, FCM,
GED, HCCNA, HCEKG, HCEKGA, HCMLT,
HCPBT, HCPBTA, HCPCT, HPM, HPR, HPW,

IMI ISP [SPA MSC MSIE MSPPT MSWRD
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To print the Enrollment List, click on the printer
icon at the top.

= student Enroliment 55t

PSS & Q-

Preview }

Student Enroliment List

Report Date: January 14, 2008 Sort By: &
Student ID{s): 1-99090990%

You may also export the data into other file formats
(e.g., .pdf, xIs, .doc, .rtf) by clicking on the
envelope icon.

The Enrollment Summary report is also
accessible from t bllewsth&t
user to view enrollment numbers by week, month,
quarter, trimester and year.

- The report can be filtered by enroliment
date range, number of student sessions,
and total time.

- There is an option to show or hide usage
information.

- Time periods with no student enroliment
may be omitted from the report by using
AOmit Zero Periodso.

m ISThianagement System = Access Level Admimstrator:

Ele iew Iook Favories Help
Reports_*| Couses ”| Students | Groups | Cetifcates | Archive | Preferences | Uiilies " Favoites | Seaich | Help | Looff ~
Student Management - Enroliment Summary
Show Enrollments by
R Enrollment from - S ]
+ [Wael
s = [lm
 Month
© Guarter
© Trimester Students with at least
i
Year session(s)
C AND © OR
o
C puels)  oftotal time
I Show Usage Statistics
I Gmit Zero Periods
& & ] =
Display in Egortto Exportto 3 2
Display Edit Browser Excel TextFile Print Reset
Close §l,
Logon time: Suncly, January 20, 2008 348 PM_ Elapsed Time: 000338

Notes

The Notes feature, accessibl e from t he
menu, is for adding, editing, viewing, deleting and
printing notes written by instructors to students.

File Wiew Tools Fawarites Help

wm | @& | ¢ . n" .| &

Repaorts Courzes Students Groups Cerhificg

Student Managerent

add Mew

Wiew

Edit:

Delete

Add TofRemowve From Group

Student

Batch Enrollment: k
I Enrollment Information

I Enrallment Surmmary

To create a note, enter the desired Student ID(s) or
Group ID(s), select the Enroliment Date range and
Cour se. ClI iatthe baitom léitAd d 0

S35 Wianagement Sys{em = ACcess Level: Adminitrator
Ele View Tools Faverites Help
W e & 4 [ o /g | B [&= | & |#& | @|49.,
Reports Courses. Students Groups. Certificates Archive Preferences Utiltiess Favorites Search Help | Logoff
Notes
Student ID{s) [as]
Group ID(s) [
Enrolled from pasay <] for <] foos -] 03 ctear |
to [y <] 0 | [mo <] @
Course (ARG Advanced Reading Comprehension =

ISIEW - Essey Witing Practice

FCM - Foundations of Mathetuatios

IMP - Integrated Mathematics Phus

CDR- Introduction to Reading H
CDW - Introduction ta Weiting

CDM . Methematics |

Notes from. Tamay  v| ot v| J2006 < [EClear

to e N T B T I
* B 7 X &
Add View Edit Delete Display Erint Close [,

Logon time: Sunday, Januaty 20, 2008 348 PM__ Elapsed Time: D0:21:41

You will be taken to another window which asks you
to select the chapter and lesson about which you
wish to write a note to the student.
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Student TD(s) |45

Group ID(s) |

Enrolled From  [January  ~| J0u  ~| [2008 ~| (8 Clear
Enrolled To [Tamwery v Jo | [2002  ~| [

Course |CRM - Reme dial Mathematics j
Chapter |FA - Fundatentals of Algebra j
Lesson |FA15-Express petimeter as a variable j
Note Please repeat this lesson and continue with the rest of

the lessons in this chapter

Add Clear | Close |

When you are finished, (
receive confirmation that the note was successfully
added. You will be returned to the Notes window.

o

rom
Edi

Record Management

Under Record Management, accessible from the

6Student sé mesrtthatalloa yoeto:f e ¢

- Edit Student ID

- Merge Student IDs

- Export Student Data

- Import Student Data

- Archive, Restore & Purge Records

e . & 0 0 o g . B
puUrses Students Groups Certificates Archive Frefere
Student Management |
- Management S
Add Mew
iew
Edit
ttudent Delote

Add TofRemowve From Group
I Batch Enroliment 3

Enraliment Information

Motes

I Enrallment Surmmary

Edit Student ID
Merge Student IDs
Export Student Data
Import Student Data
Archive Records

d Management

Restore Records
Purge Records

Hx Favorites

Edit Student IDs

The6 Edi t
Student ID.

St teatwenatiowd ybudo change a

x|

Old Stadent D

|

New Student TD
Update |

Close |

d eStouNdeewn tS tlul

Enter th I
i C pdat ed.

e 60
and cl k o6U

Merge Student IDs

Merge StudentIDsd i s f or mer gi ng
data for two student ID numbers into one record.

This function allows you to merge two different Student IDs into one ID.
Tou can select the destination ID you want to keep for the student IDs are
merged. All the recerds under previous twe IDs will be combined under

new ID
Merge Data A1 =
+ Delete O1d ID
After Merge
" Keep O1d 1D
Merge Student ID's As |SECOHd Student ID j

Enter First Student ID
Enter Second Student ID

Merge Close

Zi|

You have the option of either keeping or deleting the
old ID number. You must choose whether to merge
the data under the 6Secor
Student 1 D6 or to assighn

After filling in the St ugd
Export Student Data
Export St uadaedhpordStudand Datad

allow you to move student records and usage data
between sites using the ISI Management System.
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I n the O0Export Student I
asked to indicate the Student IDs you wish to
export.

5 FExcport Student ata S

Student ID(s) ‘

Destination Folder

Additional Data to Be Exported

W Student Activity ¥ Comments File

¥ Photo File

Export Close

|

Sel ect the o6Destinati on
6Br owsebo.

You may deselect the data you do not wish to

export. The default i s ¢
6Comments Filed and O0Phc
Click on 6Exportd when

Import Student Data

You may now take the file you have exported and
import it to the ISI Management System of another
site. To do so, select ¢
the 6Studentsd menu.

= Simport Stident Data

Source Folder

Import Close

Click on 6Browsed, sel eq
exported data and click

Archiving, Restoring and Purging
Records

e . & N ., o |8 ., B8

Courzes Students Groups Certificates Archive Freferences

&rchive Records
Restore Records

Purge Records

Student G

Add New

Student Management

The Management System Archive feature offers
three functions:

1) Archive allows administrators to move
Student enrolliment and history records into
an archive where they are not visible in the
ISI Management System, but are not deleted
and are retrievable.

2) Restore reinstalls an archived record so that
it is visible in the Management System.

3) Purge allows permanent deletion of
previously archived student enrollment and
history records from the Management
System.

To archive student recor (
button and selecti Ar chi ve Recor ds(

Enter the Student I D at {
the bottom of the window.
enrollment date and courses will appear below. Click
on O0Archived6 at the bott g
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Accessing Course Information

Fle Wiw Took Favortes Help

W e (& |4 [ o [§g | & | & |n |e|9 | L. .

Feports. Courses Students Groups. Certificates Ammve Freferences Utiities Favaiites Seach | Help | Logoff T h énStKDlCtlona| Cours e I n f O r m a t | 0 n
Archive Management . . . . .

The achi subeysom alow adinlators fomore Sidea. enrollmect and bty vcasd i e archiv where th s ot you the option of viewing important details about ISI
currently visible to the management system, but not permanently deleted from the system .

R R courses such as chapter and lesson titles, number of

elect student(s) by ID(s) elect student by dates . .

Swwm - - lessons and questions in each course, and grade

Axchive option Fom [ ] [ e ] level of content.

W Student enrollment data

%) Chsimntrn ey dtin o E (] [l
Selected Student Information 5 JSI'Management System - Access Level- Administrator
Student1D  Name Enrollment Date | Enrolled Course Code(s) File View Tools Favorites Help
» 000000045 Lisa Johnson 9/13/2007 ABL, ABM, ABR, ARC, AVDL1, AVDLI, AVDL3, BAM, BAR, BMC, BME, B 1“ ‘ m ';‘h‘ E E :\% ﬁ ) @ ¢ﬂ
Reports Courses Students Groups. Certificates Archive. Preferences Utiltiess Favorites Search Help | Logoff

Instructional Course Information

I I T ouuns to Display
[ IS5 Adult Vocabulary Development
MATDLL  Adult Vocabulary Development: Level | I Course Title I Content Grade Level

=AVDLZ Adult Vocabulary Development: Level 2 W Chapter Title I Reading Grade Level
| AVDL3 Adult Vocabulary Development: Level 3

~ i r i ipti
R e I T e “ Lesson Title Completion Description
T — T MSEW  Eesay WeitingPractics ¥ Chapter Count [ Teacher Approval
: = = = = W rc Foundations of Mathematics ¥ Lesson Count | Course Type

| g Integrated Mathematics Plus
[ cor Introduetion to Reading

[ cow Introduction to Writing

[ com Mathematios |

[ crn Mathematics 1T

[ s Mathematics [IT * Default © Grade Level
W cEr Reading Comprehension

W mssL Topics in Science, Social Studies and Literature

=ssLt Topics in Seience, Socisl Studies and Litersturs Level 1 m

s Topics in Science, Social Studies and Literature Level 2 Reverse Select

M5ss03 Topics in Seience, Social Studies and Literature:Level 3

e Wiiting Mechanics Clear All

Logon time: Wednesday, Januay 16, 2008 5:02PM _ Elapsed Time: 01:05:45 ¥ Question Count [~ Estimated Length

I~ Advanced Parameters

Lesson Order

To restore the data, sel e ¢ t 6 st
the O0Archived me

Re
nu
on O6Restored6 at t h

T ® o
o S =

e

, t €

e tf
permangntly_pu[ge dat /] 08| Ea| 2| @

om the OArchived menu, Em )l |l B B || T ] B o= U]
C o}

i K on Pur ge & wiadbw. t h e ogon e Tussda. oy 0, apse i

To
fr
cl

After selecting the desired information, click on
Course Management 6Displayo.

Sample o6l nstructional Co

Under the &é6Coursesd but
Math IlI, also known as College Remedial Math:

a) Course Information: Instructional,
Assessment and Third-Party

b) Third-Party Applications

¢) License Information

d) Bundle Management L i

DAOI

e) Delete Course From Students/Groups o

DALD

f) Create Assignment pan

Instructional Course Information
Ropori Duiei 1071007
: o

B ASITManagement System - Access leve = Admimstrator
File ‘Wiew Tools Favorites Help

.| © =z W . 0o | @

Reparts Coursss || Students Groups Certificates Archivel

Course Information Inskructional
Assessment
Third-Party

Third-Party Applications
License Information
Bundle Management
Delete Course From Students/Groups
Create Assignment
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You may print via the printer icon at the top.

r-v Instrictiohal Conrser Information

P M

Preview }

Instructional Course Information

‘qunnam: 1/14/08

Courses: CRM
Chapter Chapter Lesson Lesson
Code Title Code Title

You may also export the data into other file formats
(e.g., .pdf, .xls, .doc, .rtf) by clicking on the
envelope icon located to the right of the printer
icon.

To search for specific content or skills, click on the
binoculars on the top right.

Instructional Cotrse Tnformation

(N

& & X -

Preview l

You will be asked to enter the content/skill you are
looking for (e.g., fractions).

Find what:

|fracti0ns

Find Mest |
Cancel

A red box will outline the lesson containing the

desired skill/content.
lessons with the desired word(s) in the lesson title.
| tructional Course Information ]

D& & Q- M

o

Instructional Course Information

Cone T Cone” e |
Code Title Code Title

Content

Question
Count

CRM Mathematics 11 Find what

Chapters: 5 o 831

MGO9 Calculate 1] |ractions Find Nert - 10

MGI0 Identify si 6

MGl Find the m| Bz 10

MGI2 p v = . 1

MGI3 Identify an objeet under a rotation 5

NO  Numerical Operations 210
001 Solve a word problem with coins 10

Noo2 Compare nuinbers written in scienific notation 10

NO03 [identify equivalent fractions | 10

NowM Compare two decimal expressions - 10

NO0s Identify why one number is not a factor of another 876-8.79 10

Assessment
about ISI Assessments. Place a checkmark in the
desired categories on the right and then click

AiDi splayo at the bottom

ISTMahagement System ® Access Lovel Administrator 1

Fle View Tools Favories Help

Assessment Course Informati

Columns to Display
Aduit Basie Skils: Language

Axcult Basie Skills: Mathematics ¥ Course Title I Content Grade Level
Adult Basic Skils: Reading ¥ Skill Area Title | Reading Grade Level
¥ Question I Completion Description
I $kill Area Count [ Teacher Approval
= I Course Type
¥ Question Count | Estimated Length

" Advanced Parameters

Selectall
ReverseSelect
Clear Al

* Courses marked with an ssterisk are ot cvsrently censed

B | 7 |l ok | 2| @
isplay in ortto Export o 5
Display Edit Browser ‘Excel Text File Print Close §,

Logon time: Thursday, January 17, 2008 1:44 PM _ Elapsed Time: 00:48:45

Sample O0Assessment Cour

Adult Basic Skills: Mathematics

Cour s efferkdefails r m

Assessment Course Information
Report Date: 111708
Courses: ABM
Skl Skill  Question  Question Content Question
Arca  Area  Code Title Grade  Count
Code _Title Level
ABM Adult Basic SKills: Mathematies
SKill Arcas: 4 2-9 106
NI Number Operations - Level 1 2.00-3.19 20
N101 Write a word expression in numerals 2.00-2.05 1
N101 Wrile a number in words 2.06-211 1
N101 Multiply a number by zero 212217 1
Nio1 Find a fractional part of a number 218223 i
N101 Express a fraction as a percent 229 1
N101 Add three one-digit numbers 1
N101 i numbers 1
N101 nd three-digit numbers 1
N101 Subtract two two-digit numbers 1
N101 Subtract a two-digit number from a three digit number 1
N101 Subtract two four-digit numbers 1
N101 Multiply a two-digit number by a one-d 1
N101 Multiply a two-digit number by a one-di 1
N101 Multiply a two-digit numbe 1
N101 Divide a threy it number by a one-digit number 1
N101 Divide a four-digit number by a one-digit number 1
N101 Divide a four-digit numbsr by a two-digit number 1
N101 Subtract two fractions 1
N101 Add two decimals (money) 1
N101 Subitract two decimals (money) 1
Pl Problem Solving - Level 1 20
PIol Compute take-home pay 1
Plol Compute savings in an installment purchase 1
PIO1 f a purchase 1
P01 Compute total time with fractional hours 1
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Third Party Applications

W . = .0 .

Heportz Courzes Studentz Groups

Zourse Information 3

Third-Party &pplications

License Information

Thed6 THWPRrty Cour se wnddwor |
offers details about third-party software that may
be embedded within your ISI Manager:

-m ISThanagement System = Access Levels Admintrator: ]

Fie Wiw Toos Favories Help

Third-Party Course Information

I N TN TS ;1.1 1o Display

> |I&i TPS  Intermet Explarer

W= TPS  SteckVaughn 21 st Century GED ¥ Course Title ¥ Content Grade Level
[ Entt TPS  Steck-Vaughn 2l st Contury GED Manager © Chapter Tifle | Reading Grade Level

% Lesson Title I Completion Description
I Chapter Count [ Teacher Approval

¥ Lesson Comt [ Course Type

¥ Question Count [~ Estimated Length

I~ Advanced Parameters

SelectAll
Reverse Select
Clear All

<2
&
Print

]
Egortts
TextFile

Close ],

Logon time: Thursday, Januery 17, 20081:44 PM _ Elapsed Time: 00:52.35

Here you have the ability to add or modify a third

party application. Af t er s el eRatyi ng
Applications o sfor onme ntuh,e Vi
see this window:

5 (S ianogement System ® ACCess Lovelt Amimstraton

48 | 8 |= % | # |o|@
er Archive Preferences Utiities Favoiites. Search Help | Logoff
Third-Party Applications
[ [ivpe Jeode [Name __________ frath _____[rileName ___[Arguments |
HTFS MEIE  Intemet Explorer CPROGRAM FILESUNTERNET EX  [EXFLOREEXE test
ITFP:  SVG  SteckVaughn 215t Century GED CProgram FilestSteck Vaughe\GED 2 gedstudsnt exe test
TS SVM  SteckVaughn 215t Century GED Mana  C\Program Files'Steck Vaugh\GED 2 gedmanagerers test
1 i
TPS - Third-Party Software - is & non 151 spplication installed by 51
TPC - ThittPaty Ceurse - fs a course code created by the end user localy at the sie. D
| 2| X
Add Edit Display Print Close
Logon tie: Thursdey, Januery 17, 20081:44 PM _ Elapsed Time: 00:56:24

There are two categories of Third Party Software:

1) Third Party Software (TPS): this is a non-ISI
application provided by ISI.

2) Third Party Course (TPC): this is a course
code created locally at the network by the
end user.

Contact your ISI Trainer regarding questions about
adding/editing Third Party applications.

License Information

To view information about your site/course license,
select O6License I nformat
button.

[STMaagement Systen - Access Leve EmAdinimisti

YWigtw  Tools  Favorites  Help

BN TR - -
poarts Courses Studentz Groups Certifica
Course Information »

Third-Party Applications

License Infarmation

Bundle Management
Delete Course From StudentsfiGroups
Create Assignment

Course Bundle Management

To save time, some instructors choose to bundle ISI
courses and assign them to students as a course
bundle rather than clicking on individual courses in
the enrollment process.

To create, delete or edit a course bundle, go to
6Bundl e

File Wiew Tools Faworibes Help

W | @ | &= | 0o

Reportz Courzez Students Groups

Course Information
Third-Party Applications
License Infarmation

Bundle Management

Manalye me@do br vyé 0 {
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From this window you

= "[51hanagement System - ACEss Level: Administraton

Fle Wi Took Favortes Help

—

w e @ |@ | o g | 8 |=8 | @ | & |6/ 4]
Reports | Couses | Students | Groups | Cetifcates | Archive | Preferences | Uilties | Favoites | Seach | Hep | Logolf

Available Bundles

Selected Bundle:
Custom NGE - National Guard Bundie  CDS - Introductory Academic Series
- - Description
1T CRS - Academic Series
1ST MPT - Microsoft Productiviy Tools
15T TPS - Third Party Softwase
Courses

CDR - Introduction to Reading
CDW - Introduction to Writing
CDM - Mathematics I

Show [ ISI Bundles

¥ Custom Bundles * Coutses marked with an astetisk are ot cutrently licensed

e y) % %
Ald Edit Deleie y ¢ Close J,

Logon time: Thursday, January 17, 2008 1:44 PM _ Elapsed Time: 01:1358

Bundle Management

Clicking on

Add Custom Bundle
Bundle Code |AEC

Bundle Name [Beginning Math Buadle

Deseription | This buade is for beginning math stadents

Available Courses

ISIEW - Essay Writing Practice [&]
FCM - Foundations of Mathemnatics

DMP - Tntegrated Mathematics Plus

MSIE - Internet Explorer

DR - Introductien to Reading El
CDW - Introduction to Writing

Bundled Courses
ABM - Adult Basic Slafls: Mathematics
CDM - Mathematics T
CRM - Mathematics IT

SV - Steck-Vasghn 21st Century GED Manager
R3SL - Topics in Srience, Social Shadies and Literature
R3SL1 - Topics in Seience, Social Studies and Lireranav]

*Courses marked with an asterisk are ot currently licensed

2 2] e

Logon time: Thursday, January 17, 2008 1:44 PM__ Elapsed Time: O1:18:11

In this screen, you will:

a) Type a three letter bundle code of your choice.
b) Assign a 6Bundl e
c¢) Enter a description (optional)

desired courses in the left-hand column.

e) Move the courses to your bundle by clicking on

the right arrow.

f) Click O06Saved when fi
g) You will see a confirmation that your bundle has
been created successfully.

Na meé

d) Select courses for your bundle by clicking on the

I

To modify a custom bundle, select it from the
0Avail able Bundl esd
Management screen

co
and

t he
eteo.

from
6Del

6AV i cabluennB &

Deleting Courses

the delete option from

To delete a custom bundle, select the desired bundle

To delete courses from Students or Groups, select

| u
cl i

m d |

t

m . @

Fepartz Courses

£a pF]

- -
Groups

-

Studentz

Course Information
Third-Party Applications
License Information
Bundle Management

relete Course From Studen

Create Assignment

You will see the 0Del et
you to select a course and the Students or Groups
from which you wish to delete the course. The
window contains full instructions.

e

ST hianagement System = Access Level: Administrator
e View Tools Favorites Help

E

ote
To delete course from muliple studenis:
1. Select m the Courses hox OR type course code in it and click "Show' hution
3.Click 'Delete’ button

Courses
ARC - Advanc

Show

From ¢ Students

" Grouns

- Smith, Jane
000000075 - Johnson, Cynthia
000000076 - Willams, Abel
000000077 - Young Bob
000000075 - Wong, Cathy
000000079 - Brand, Doug H
000000080 - Watson, Ellen =
000000081 - Jones, Frank

000000082 - Young Gary

000000083 - Jones, Wade [v]

ik
Delete

Select
Select Al
Reverse Selection
Clear Selection

Close §l,

Logon time: Thursday, Januery 17, 2008 1:44 P Elapsed Time: 01:2313

Courses - Delete Course

Create Assignment

You may create and print out assignments for your
student(s), which detail the courses and lessons of
study, as well as the due date.
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File Wiew Tools Faworites Help

wm e | = N0 . /&

Reports Courzes Students Eroups Certifica

Course Information 3
Third-Party Applications

License Information

Bundle Managemenk

Delete Course From Students/aEroups

From thes®Cmnemws,e choose
Assignment 6. Enter the

Student ID(s) or Group ID(s), the due date of the

assignment and click on
to select the content you wish to assign.

Please note: Clicking on the plus signs in the
0Assigned Lessonsd box
chapters and lessons.

Hanagement System - ACCess Level: Administraton
iew Tooks Favortes Help

& | m @

Courses " Stuents 7| Cetificates | archive 7| Favoites " Seach | Hep | Logolf

Create Assignme

@
Program Title |GED Preparation| Clear
s Specs...
Group ID(s) Sawe As

Due Date Febuay  ~|j07 ~|2o0z  ~| @

Assigned Lessons |- [7] CDM - Mathematics | )
I [] WH - Whole Humbers Ag"/RE""""
= []FR - Fractions rurse(s)
% []DC - Decimals
« [JPC - Percents
4 CIME- Measusement
1 []SH - Signed Numbezs
+ 14 - Introduction to Algebra
+ [ SE - Solving Equations
+ [ GE - Geometry.
= [ CRM - Muthematics [T
% [C]DA - Data Anslysis
) P4 - Fundamentls of Algebra
= []MO- Measutement and Ceometry ]

Student ID{s)

@

w
]

Close

Logon time: Thursday, January 17, 2008 1:44 PM _ Elapsed Time: 01:38.23

When finished, you
to see the assignment before printing it.

may

t

v

EGd Q-
GED Preparation
Student Name: Johnson Lisa
Due Date: February/07/2008
Course Title
[ Chapter Title
Completion
Lesson Code Lesson Title Score 1 | Seore 2 Seore Date
Mathematics [
Introduction to Algebra
1405 Application problems with algebraic expression
1A01 Algebraic expressions
1A02 Evaluating expressions
1A04 Grouping symbols
1403 Simplifying expressions
Solving Equations
SE09 Application problems with equations
SE02 Solving equations with multiplication or division
SE03 Solving multi-step equations
SE04 Solving equations with parentheses
SE05 Simple word problems
SE06 Multi-step word problems
SE07 Formulas
SEOL Solving equations with addition or subtraction
skos Ratio and proportion problems
Geometry.

To save the assignment,
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Utilities

2 [ &

Utilities Favarntes

%
Ukilikies
Svskem Skatus

Security

License Inforrmakion
Skakion Reservation

ST IST Managemmen Sysen) - Access LVl AGmintetrator
Iocis Favgrites Hielp

W e | @m a4 A J 82 /& | & |[& /0|4,
Repoits Coursss Shuderes Groups: Canificate: Aachive Praferences Utiiies Fawortes Search Heb | Logolf
Data Cansistency Check Student Record Maintenance
e oE MDEBs | Cheek | Edit Student D~ =
I~ Esistence of Registry Keys Clear Morgs Sl IDs =]
I” Emstence of Tables and Quenes in MDE
Export Student Data =
I Database Corniption
Check Results Lmport Student Data =
Archive Student Data =
Restore Student Data =
SQL Debug
™ Store SOL Statement  View Query
1SI Log Files
" Manager Log.
© Curicdham SqiLog  _ ViewLog |
" Database Purge Log
Chose
Logen tme: Monday, Jaruaiy 21, 2008 239PM  Elapred Time: 00.05.48
The DUesdifeature all ows
a) Check the existence of the database, the

b)

<)

d)

registry, tables and queries in the

dat abase via O6Data (C
Administrators may also check for
database corruption.

Maintain student records such as changing
an existing student ID, merging two
different IDs into one, exporting specific
student data, importing student data,
archiving and restoring student data.
(Please note: these options are also
avail able via 6Recor
6Studentsd menu.)
Diagnose problems by viewing the SQL
statement used in the reports. This is via
0SQL Debugb

Open and print ISI Log files for the
Manager, Curriculum, and Database
Purges.

Security

Via the Utility menu - Security, you have access to
the O0Accounnaemeni by wMa
allows administrators to define the level of ISI
Manager access given to instructors and students.

B LI kilitie
Ltilikies
Svyskem Skatus

W

Fawvorites Se

There are three levels of access:

Administrative (ADM): provides the highest level of
access and can be modified.

Auxiliary (AUX): an administrator can set up this level
of access to limit instructors to the records of specific
classes and students.

Student (USR): allows students to view their own
reports and course information in the ISI Manager.

In the O60AccMamagsSmenutr dtwi
have the option of adding admin, auxiliary and
useraccessvi a the 6Addd butt g

IS Hanagement System - Access Level: Admimstrator:

File View Tools Favorites Help
W e | & & |8 g | 8 |= | & | & |0 @
Repotts Courses Students Groups Cerificates. Auchive Preferences Utiities Favorites Search Help | Logoff
Account Security Management

[ usermioe g
Ilonesl 000000088 Jor Ji
ISmith 000000073 Smith John
I5mithl 000000074 Smith Jane
Jthomas isi 000000852 Thomas Jodnn
Twilliams Tohn 000000062 Wiliams John
Kaboubacar  kabu 000783439 Aboubacar Kaba
KCheap Kara 000000104 Cheap Kara
KRokhlenko  Katerina 000000095 Rokhlenko Katerina
Lomp Lary 000000060 Comp Lary
LCruise Lora 000000064 Cruise Lora
Lichnson Linda 000000044 Johnson Linda
Lichnson Lisa 000000045 Johnson Lisa
Ltyuhdl Lora 000000059 tyahdl Lora
MBetter Momis 000000057 Better Mornis
MLinksys Matia 000000031 Linksys Matda
MPorada Matk 000000050 Porada Mark
Nlohnson HNaney 000000085 Johnson Naney
otester one 000000041 tester one
....... oo naeninn it B | LI_I

Show ¥ Kl Hr Level”
" i ﬂ%\‘f‘x | &
¥ Student Level Add View Edit Deleie Display Print Close |,
Logon time: Monday, January 21, 2008 2:33 P Elapsed Time: 00:26:13
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Clicking on fiAddo takes Toedituseraccess, go to the f@AAc
you enter the Password Type, User ID, and Management 0 window. Sel eg

Password. On the right hand side, you select the andclickontheA Edi t 6 button.
functions that you wish to assign to this user.

You wi Il see AEdit Managg¢
you may change the user 63
D b e s s il i — and add/remove access to the ISI Manager functions
e A A e (on the right).

= VST anagement Systern - Accass Leval kdministrator:

Password Type A dmimistrator = Functions for Aceount Type: ADMINISTRATOR Lﬂa View Tools Favorites Help
= @Courses

[ View Third-Party Software Information " "
Edit Manager User Information
it Third Party Software Information

o W e | m @ | O |8 | B |8 |[|& | & [@ 4§
User ID FACourse Information Fieports | Couses | Students | Groups | Certficstes | Achive | Preferences | Uiitis | Favortes | Seach | Help | Logoff
Add Third Party Softwars Information 3
Password EADetete Thisd Party Software Information
Confirm Password APt Third Pasty Softwase Information Password Type .

| t:ssnnAppmVs.l e

Course Informati
[ View Group Information User ID ourse Information
] View Third-Party Software Infomation

e Group Information

= EStudent
Delete Group Information. ]
E it Croup Infoemtion n=xEnjBas View Student Information
View Student Enrollment List

4d Student to Group
FADelete Student fom Group Confirm New Password = OPreferenses

[ 4dd Cousse To Group [ Manager Preferences
[ Dslete Course From Group
= [@5tudent =
Select ALl B Erm View Fassword Information
E Selection Selection [ Esit Passward Information

ﬂ ﬂ N
Add Reset Close L

Logon time: Thusday, August 28, 2008 1218 PM _ Elapsed Time: 03:30:33

Clear
Selection

. . =] 2
When you are finished, ( M Cloee B

Logon time: Thursdap, August 28, 20081218 PM _ Elapsed Time: 03:40:30

Reverse
BRI ‘ Seleetion

Toview useraccess, go to the HAA . .
Managemento window. Sel g Be sure to click on fiSavg
view and click on it. Click on the View button at the
bottom.

Youwi I | see AView Manage:l Todel et e a us®théISI Managereents

which displays, on the right, the various Manager system, click on his/her

functions to which this user has access. Security Managemento wi ngd
the bottom of the screen. You will receive the

following message:

= N[5 Mariagement System - Aooess Level: Aaministrator
File View Tools Favortes Help

w | ® | @& '@ | =8 /g | & |85 | | & [6|4.
Repars | Cowses " Studerts | Groups | Cetiicates | Achive | Picferences | Uillies | Favailes | Seach | Help | Logoff

Manager 40 'R‘]

User Functions

p—

Password Type

= EACouses )
o e e ? #re you sure you wank to delete user Mlones?
Password Chitra - [AStadent

View Student Information
View Student Enrolient List
Student [T 000000070 = [JFreferences

IIIII i

[Mansger Preferences
Student Last Name adii - @Reports Mo
Reparis ik
Student First Name  |Chira 5 [ASecurity
View Passwor d Information

[ Ecit Paseword Information

oy

Clic
r

k fiyeso only if you
user 6

S access.

Clase

Logon time: Thusday, August 28, 2008 1218 PM _ Elapsed Time: 033554
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Changing Student Passwords
To change a st
60Account Securi
via the Utiliti

Scroll down until you find the desired student and
click on his/herrecord.Cli ck on t he 6
You will be taken to t he
I nformationo window.

Here you will be able to enter a new password.
You will have to type the password twice to confirm
it.

In the right hand col umr
F un ct that allevyou to expand or limit the

student 6s range of acces:s
Click 6Saved when finisik

Favorites

The main menu of the | SI
screen and may be customized in the following ways:

1) The individual buttons may be edited,
replaced with other functions, or removed
altogether.

2) The button labels may be changed. For
example, you may chan
ACustomerso or anothe
choice.

3) The size and position of the boxes and
buttons may be adjusted, as needed.

1 - To edit or remove the buttons, right click on the
desired button and choosei Rename o o.r

To create a new button for a frequently used feature,
go to the desired screen
screen). Click on the Favorites menu at the top and
select AAdd Currento.
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