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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: 

 

 

Your ID is óadminô. At the password prompt, type 
your password óISIô and click on óLogonô.   
  
Note: For more information about User IDs and 
passwords, see ñUtilities ï Account Security 
Managementò. 
 
You will see the Main Menu, also known as the 
Favorites screen.  
 

 
 
 

  
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 such as óAdd/Remove 
from Groupsô, óEnrollment Listô and óManage 
Bundlesô.  
 
To access ñStudent Managementò, click on 
ñStudentsò located in the top row of buttons in the 
Manager. 

 

 
 

 

Enrolling Students 

To enroll a new Student, go to the ñStudent 
Managementò window and click on the ñAddò button 
located on the bottom left.   
 
Select an available ID #ô from the box on the lower 
left portion of the óAdd New Studentô form. Enter it in 
the blank ID field. Alternatively, double-clicking on a 
range in the óAvailable Student IDô 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. 
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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 
may add courses to the studentôs record, add 
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, click on óSaveô. A confirmation 
of the enrollment and the Studentôs ID will appear: 
 

 
 
Click óYesô to carry over the Account Type, Course 
List and Group Enrollment to the next Student. 
Click ñNoò if you do not want to carry over the 
same selections.  
 
Please Note: The Manager default is set to 
automatically assign a User ID. To change this, go  

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

Adding Courses to a Student 

To give the student access to ISI courses from the 
óAdd New Studentô screen, click in the óCourse Listô 
box. 
 

 
 
In the óStudent Management ï Add/Delete Coursesô 
window, click on the course(s) on the left that you 
wish the student to study and add them to the 
studentôs record by clicking on the right arrow.  
 

 
 
To remove courses, select courses from the right 
hand column and use the left arrow to remove them 
from the studentôs record. 
 
To select a full curriculum bundle rather than an 
individual course, go to óSelect Bundleô on the lower 
left corner of the óAdd/Delete Courseô window. 
 
Click on the bundle of your choice to highlight it. The 
courses from the selected bundle will immediately 
appear in the óSelected Coursesô column. 
 
Click on óDoneô to return to the óAdd New Studentô 
form. 
 
For instructions on how to create a course bundle, 
see the ñCourse Bundleò section of this guide. 
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Adding Comments  
 

In the ñStudent Management ï Add New Studentò 
window you may add a comment to a studentôs 
record. Click in the Comments field and type your 
comment. After clicking save, the comment will be 
visible in the studentôs record. 

 

 
 
If you choose, you may also view the comment on 
the enrollment list. Here is an example: 
 

 
 
See óAccessing Enrollment Listsô for more 
information.  

 
 

Attaching Comment File 
 

The ñAttach Comment Fileò feature of the ISI 
Manager can be used to store additional student 
specific information. These text files can be 
created with either ó.docô or ó.txtô extensions.  The 
extension used will be determined by the word 
processor you use. 
 
 
 
 

  
To attach a file, click on the óSet Pathô button 
positioned to the right of the óAttached Comment Fileô 
box in the lower portion of the ñStudent Management 
ï Add New Studentò window.   
 

 
 

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.  
 

 

 
 

Be sure to end your new file name with the 
appropriate file extension, i.e. ó.txtô or ó.doc.ô 
 
Click on the óOpenò button located to the right of the 
óFile nameô box. The name of the comment file has 
been established and its path will now appear in the 
óAttached Comment Fileô box. 
 
Click on Save.  
 
Click on the óViewô button to the right of the óAttach 
Comment Fileô box to access the comment file. 
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Attaching Photos 

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

 

In the ñStudent Management ï Add New Studentò 
window, click on the óSet Pathô button to the right of 
the óPhoto File (Directory Path)ô box.  

 
 
 

 
 
 
Choose the photo you wish to add. Your photo can 
have any one of the following file extensions: 
ó.bmp,ô ó.gif,ô or ó.jpg.ô 
 
 

 
 
Click on Open. 
 
 

  
The photo will now appear in the Studentôs individual 
enrollment file. 
 
 

 
 
 

 
Please Note: when attaching photos, the image to be 
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 óSaveô. 

Viewing Student Records 
 
From the Student Management window (accessible 
via the Students button), you may search for and 
view student records.   
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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 
would enter ñ1-25, 60ò.   
 
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. 
 
Note: only click the ñExactò box if you are sure of 
the exact spelling and/or full name of the group. 
 
You may also search by User ID and Enrollment 
Date. Additionally, by clicking on the ñMoreò button, 
you may search by ñAccount Typesò, specific 
courses or by Group Name. 
 

 
 

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

 

 

  
To View more information about the selected 
records, click on View on the bottom row of buttons. 
This will take you to the ñStudent Management ï 
Viewò screen: 
 
 

 
 
 
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 you to the ñStudent 
Management ï Edit Student Recordò. 
 

 
 
. 
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In this screen, you may edit all available fields by 
erasing and entering new information, or by 
clicking on ñChangeò and ñSet Pathò, where 
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 
ñStudent Management ï Delete Studentò. 
 
 

 
 
 

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

 
 
 
 
 
 

  
 
Click on Delete once you have made your 
selection.  
 

 
 

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

 
 
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 ï Restore 
Records screen.  
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Group Management 

 
The óGroup Managementô window allows for the 
addition, deletion, modification and viewing of 
group information. To access this window, click on 
the ñGroupsò button. 
 

 
 

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

1) A ómouse overô feature which provides 
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, click on ñAddò at the 
bottom left of the window. This takes you to óAdd 
New Groupô. 
 

 
 
 

  
 

The ñAvailable Group IDsò column on the right side 
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. 

 

 
 
Be sure to click on óSaveô when finished. You will see 
a confirmation: 
 

 
 
 

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. 
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Adding Students to a Group 

 
To add students to a group, in the óGroup 
Managementô window, find the desired group by 
entering its Group ID and click on óSearchô.  If you 
do not know the Group ID, enter the Group Name. 
 
Note: only click the ñExactò box if you are sure of 
the exact spelling and/or full name of the group.. 
 
The group listing will appear in the box below the 
search fields. Select the group by clicking on its 
row and click on óEditô on the bottom row of 
buttons. 
 

 
 
From this window you may edit: 

- Group Name 
- E-mail 
- Courses 
- Student(s) 
- Comments 

 
 
 

  

To add students to the group, click on the óChangeô 
button next to the óStudent(s)ô box. This will take you 
to óAdd/Remove Student from Groupô. 
 

 
 

Select students from the óAvailable Studentsô column 
on the left and move them to the group by clicking on 
the arrow pointing to the right.  
 
Conversely, to delete students from a group, select 
students from the óStudents in Selected Groupô 
column on the right and delete them by clicking on 
the arrow pointing to the left. 
 
When you are finished, click on óDoneô. 

 
Adding Courses to a Group 

 

To add courses to a group, in the óGroup 
Managementô window, pull up the desired group by 
entering the Group ID or Group Name and click on 
ñSearchò. 
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To add courses to the group, click on the 
óAdd/Delete Coursesô button at the bottom of the 
window. 
 
This takes you to óAdd/Delete Coursesô.  
 

 
 

Select the courses you wish to add from the 
óAvailable Coursesô column on the left. If you have 
created course bundles, you may select them from 
ñSelect Bundleò on the lower left.  
 
Click on the arrow pointing to the right to add the 
courses. The selected courses will then appear 
under the column on the right. 
 
 

 
 
 
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. 
 
 

  
Be sure to click on ñSaveò when you have finished. 
You will see confirmation that the data has been 
saved. 

 
Deleting Groups 

 
To delete a group, select ñDeleteò from the Groups 
Menu. 
 

 
 
This takes you to the óDelete Groupô window, where 
you may delete one group or multiple groups. 
 

 
 
To delete an individual group, use the ñSelect Groupò 
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 then click on ñDeleteò.  
 
 
 

 
 
 

 
The system will ask you to confirm. Click ñYesò if 
you are certain: 
 
 

 
 
 
 
A message will confirm the deletion of the group: 
 
 

 
 
 
To delete multiple groups at one time, use the 
ñMultiple Group Deletionò option on the left. 
 
Select the groups you wish to delete by clicking on 
them in the right hand column. 
 
 

  
 

 
 
Press Delete once you have selected all groups.  
 
 
A message will appear asking you to confirm that you 
wish to delete the selected groups: 
 
 

 
 
 
Click ñYesò if you are sure and you will see the 
following confirmation including group numbers: 
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Viewing Group Information 

 

To view group information, go to the óGroup 
Managementô window. Select the desired group 
and click on the ñViewò button located at the 
bottom left of the window. 
 

 
 
After clicking ñViewò, the Manager will display the 
following information for the desired group: 

 

 
 

Please note: This window is only for viewing the 
group information. To edit, you must select the 
ñEditò button from the ñGroup Managementò 
window. 

Batch Enrollments 

Using the óBatch Enrollmentô feature offers a fast 
way to enroll a large number of students.  
 
To access óBatch Enrollmentsô, go to the Students 
button, select óBatch Enrollmentô from the menu  
 

  
and click on óOpen Excel File Templateô. 

 

You will see a blank excel template with headings 
and óhelpô instructions. Fill out the template and save 
it when you are finished. Here is a sample: 

 

 

After saving the excel file, go to óRun Batchô from the 
Student menu: 
 
 

 
 

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 
óEdit Existing Excel Fileô to solve the problem.  
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Please note that óBatch Enrollmentô does 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 button and select ñEnrollment 
Informationò.  
 

 
 
Enter a group number. If you have not placed 
students in groups, you may enter a range of 
Student IDs (e.g., ñ1-25, 60, 100ò will present a list 
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 
ñDisplayò on the lower left. 
 
Please Note:  

- Default settings for selection criteria are set 
via Preferences ï Manager screen ï 
Enrollment Preferences ï Enrollment Criteria 
tab. 

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

 

 

 

After clicking on Display, you will see an Enrollment 

List (below).  

 

 

 
 



16 
 

 
 
To print the Enrollment List, click on the printer 
icon at the top. 
 
 

 

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

 

The Enrollment Summary report is also 
accessible from the óStudentô menu. It allows the 
user to view enrollment numbers by week, month, 
quarter, trimester and year.  
 

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

 
- There is an option to show or hide usage 

information.  
 

- Time periods with no student enrollment 
may be omitted from the report by using 
ñOmit Zero Periodsò. 

 
 

 
 
 
 

  

Notes 
 
The Notes feature, accessible from the óStudentô 
menu, is for adding, editing, viewing, deleting and 
printing notes written by instructors to students.  
 

 
 

To create a note, enter the desired Student ID(s) or 
Group ID(s), select the Enrollment Date range and 
Course. Click on ñAddò at the bottom left.  

 

 
 

 
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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When you are finished, click on óAddô. You will 
receive confirmation that the note was successfully 
added. You will be returned to the Notes window. 
 
From the Notes window, you may also óViewô, 
óEditô, óDeleteô, óDisplayô and/or óPrintô Notes. 
 

 
 

Record Management 
 
Under Record Management, accessible from the 
óStudentsô menu, are features that allow you to: 
 

- Edit Student ID 
- Merge Student IDs 
- Export Student Data 
- Import Student Data 
- Archive, Restore & Purge Records  
 

 
 

  

Edit Student IDs 
 
The óEdit Student IDô feature allows you to change a 
Student ID. 
 

 
 
Enter the óOld Student IDô and the óNew Student IDô, 
and click óUpdateô. 
 

Merge Student IDs 
 
óMerge Student IDsô is for merging all or a subset of 
data for two student ID numbers into one record.  
 

 
 

You have the option of either keeping or deleting the 
old ID number. You must choose whether to merge 
the data under the óSecond Student IDô, the óFirst 
Student IDô or to assign óA New IDô. 
 
After filling in the Student ID fields, click óMergeô. 
 

Export Student Data 
 
óExport Student Dataô and óImport Student Dataô 
allow you to move student records and usage data 
between sites using the ISI Management System. 
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In the óExport Student Dataô window, you will be 
asked to indicate the Student IDs you wish to 
export. 
 

 
 

Select the óDestination Folderô by clicking on 
óBrowseô.  
 
You may deselect the data you do not wish to 
export. The default is set for óStudent Activityô, 
óComments Fileô and óPhoto Fileô. 
 
Click on óExportô when you are finished. 
 
 

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 óImport Student Dataô from 
the óStudentsô menu. 
 
 

 
 
 
Click on óBrowseô, select the file containing the 
exported data and click on óImportô. 
 

  

Archiving, Restoring and Purging 
Records 

 
 

 
 
 
 
 
The Management System Archive feature offers 
three functions: 
 

1) Archive allows administrators to move 
Student enrollment 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 records, go to the ñArchivesò 
button and select ñArchive Recordsò. 
 
 
Enter the Student ID at the top and click on óViewô at 
the bottom of the window. The Studentôs ID, name, 
enrollment date and courses will appear below. Click 
on óArchiveô at the bottom of the window. 
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To restore the data, select óRestore Recordsô from 
the óArchiveô menu, enter Student ID(s) and click 
on óRestoreô at the bottom of the window. 
 
To permanently purge data, select óPurge Recordsô 
from the óArchiveô menu, enter Student ID(s) and 
click on óPurgeô at the bottom of the window. 
 

 

Course Management 

Under the óCoursesô button, you have access to: 
 

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

b) Third-Party Applications 
c) License Information 
d) Bundle Management 
e) Delete Course From Students/Groups 
f) Create Assignment 
 

 
 
 

 
 
 

  

Accessing Course Information 

The óInstructional Course Informationô feature gives 
you the option of viewing important details about ISI 
courses such as chapter and lesson titles, number of 
lessons and questions in each course, and grade 
level of content. 
 

 

 

After selecting the desired information, click on 
óDisplayô.  
 
Sample óInstructional Course Informationô for ISI 
Math II, also known as College Remedial Math: 
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You may print via the printer icon at the top.  

 

 
 
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. 
 

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

 
 
 
A red box will outline the lesson containing the 
desired skill/content. Click ñFind Nextò to see more 
lessons with the desired word(s) in the lesson title. 
 

 
 
 

  
óAssessment Course Informationô offers details 
about ISI Assessments. Place a checkmark in the 
desired categories on the right and then click 
ñDisplayò at the bottom left. 
 

 
 
Sample óAssessment Course Informationô for 

Adult Basic Skills: Mathematics 
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Third Party Applications 
 

 
 
 
The óThird-Party Course Informationô window 
offers details about third-party software that may 
be embedded within your ISI Manager: 
 

 
 
Here you have the ability to add or modify a third 
party application. After selecting ñThird-Party 
Applicationsò from the ñCoursesò menu, you will 
see this window: 
 
 

 
 

  
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 óLicense Informationô from the óCoursesô 
button. 
 

 
 

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 
óBundle Managementô via the óCoursesô menu: 
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From this window you may óAddô a bundle: 
 

 
 

 
Clicking on óAddô opens ñAdd Custom Bundleò. 
 

 
 
 
In this screen, you will: 
a) Type a three letter bundle code of your choice. 
b) Assign a óBundle Nameô (e.g., Beginning Math). 
c) Enter a description (optional) 
d) Select courses for your bundle by clicking on the 
desired courses in the left-hand column. 
e) Move the courses to your bundle by clicking on 
the right arrow. 
f) Click óSaveô when finished.  
g) You will see a confirmation that your bundle has 
been created successfully. 
 
 
 

  
To modify a custom bundle, select it from the 
óAvailable Bundlesô column in the Bundle 
Management screen and click on ñEditò. 
 
To delete a custom bundle, select the desired bundle 
from the óAvailable Bundlesô column and click on 
óDeleteò.  

 

Deleting Courses 

To delete courses from Students or Groups, select 
the delete option from the óCoursesô menu. 
 

 

You will see the óDelete Courseô window which asks 
you to select a course and the Students or Groups 
from which you wish to delete the course. The 
window contains full instructions. 
 

 
 

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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From the óCoursesô menu, choose óCreate 
Assignmentô. Enter the title of your program, 
Student ID(s) or Group ID(s), the due date of the 
assignment and click on óAdd/Remove Course(s)ô 
to select the content you wish to assign.  
 
 
Please note: Clicking on the plus signs in the 
óAssigned Lessonsô box will open the course 
chapters and lessons. 
 
 

 
 

 
 
When finished, you may print or click on óDisplayô 
to see the assignment before printing it.  
 
 
 
 
 
 

  
 

 
 

To save the assignment, click on ñSave Asò. 
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Utilities 
 

 
 

 
 
The óUtilitiesô feature allows lab administrators to: 

a) Check the existence of the database, the 
registry, tables and queries in the 
database via óData Consistency Checkô. 
Administrators may also check for 
database corruption. 

b) 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 
available via óRecord Managementô in the 
óStudentsô menu.) 

c) Diagnose problems by viewing the SQL 
statement used in the reports. This is via 
óSQL Debugô 

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

 

  

Security 
 

Via the Utility menu - Security, you have access to 
the óAccount Security Managementô window, which 
allows administrators to define the level of ISI 
Manager access given to instructors and students. 

 

 
 
 
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 óAccount Security Managementô window you 
have the option of adding admin, auxiliary and 
user access via the óAddô button.  
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Clicking on ñAddò takes you to this window, where 
you enter the Password Type, User ID, and 
Password. On the right hand side, you select the 
functions that you wish to assign to this user.  
 
 

 
 
 
When you are finished, click on ñAddò. 
 
To view user access, go to the ñAccount Security 
Managementò window. Select the user you wish to 
view and click on it. Click on the View button at the 
bottom.  
 
You will see ñView Manager User Informationò, 
which displays, on the right, the various Manager 
functions to which this user has access. 
 

 
 
 

  
To edit user access, go to the ñAccount Security 
Managementò window. Select the user from the list 
and click on the ñEditò button.   
 
You will see ñEdit Manager User Informationò, where 
you may change the userôs password (on the left) 
and add/remove access to the ISI Manager functions 
(on the right). 
 

 
 
Be sure to click on ñSaveò 
 
 
 
To delete a userôs access to the ISI Management 
system, click on his/her record in the ñAccount 
Security Managementò window and click on Delete at 
the bottom of the screen.  You will receive the 
following message: 
 

 
 
Click ñYesò only if you are sure you wish to delete this 
userôs access. 
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Changing Student Passwords 

To change a studentôs password, go to the 
óAccount Security Managementô window accessible 
via the Utilities menu under the óSecurityô function. 
 
 

 
 
 

Scroll down until you find the desired student and 
click on his/her record. Click on the óEditô button. 
You will be taken to the ñEdit Manager User 
Informationò 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 column, you also have óUser 
Functionsô that allow you to expand or limit the 
studentôs range of access to the ISI Manager. 
 
Click óSaveô when finished. 
 

  
 

Favorites 

The main menu of the ISI Manager is your óFavoritesô 
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 change ñStudentsò to 
ñCustomersò or another wording of your 
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 choose ñRenameò or ñDeleteò. 

 

 
 
To create a new button for a frequently used feature, 
go to the desired screen (e.g., ñEdit Student Recordò 
screen). Click on the Favorites menu at the top and 
select ñAdd Currentò. 
 

 
 


