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Entering the Management System

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

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

2 Walzome to 151 Manapement System 4.0

Please enter your ID:
Please enter your password:

J E
Exit Help

Manzgement System Yersion 4.0 b

Your ID is “admin”. At the password prompt, type
your password “ISI” and click on Logon.

Note: For more information about User IDs and
passwords, see Utilities — Security.

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

g 1. e log: .. cm 18
| Gover | Corllvolss | ivcterw | Profweces | Lhieey | F
I1S| Management System
Student Gromps
My Favorites. Coarses
Mamager Preferences Bundle Management
Logon rme: Monday. danussy (0 2008 1049 AN Elacoed Time: (31300

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
Add/Remove from Groups, Enroliment List and
Manage Bundles.

To access Student Management, click on Students
located in the top row of buttons in the Manager.
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Search |

Reset |
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Enrolling Students

To enroll a new student, go to the Student
Management window and click on the Add button
located on the bottom left.

Select an available ID # from the box on the lower
left portion of the Add New Student form. Enter it in
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.
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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 student’s 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 Save. A confirmation of
the enrollment and the student’s ID will appear:

Manager 10 1

Record successfully saved,

‘? "
\._‘:4/
Student's User ID is '"Clones'.

Do wou wish ko carry over
- Accounk Type

- Zourse Lisk

- GGroup Enrollment

For the next entry?

Click “Yes” to carry over the Account Type, Course
List and Group Enrollment to the next Student.
Click “No” 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 — Manager - Enrollment Preferences
- Add/Edit Student(s).

Adding Courses to a Student

To give the student access to ISI courses from the
Add New Student screen, click in the Course List
box.

Course List Change

Add To Group

In the Student Management — Add/Delete Courses
window, click on the course(s) on the left that you
wish the student to study and add them to the
student’s record by clicking on the right arrow.
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To remove courses, select courses from the right
hand column and use the left arrow to remove them
from the student’s record.

To select a full curriculum bundle rather than an
individual course, go to Select Bundle on the lower
left corner of the Add/Delete Course window.

Click on the bundle of your choice to highlight it. The
courses from the selected bundle will immediately
appear in the Selected Courses column.

Click on Done to return to the Add New Student
form.

For instructions on how to create a course bundle,
see the “Course Bundle” section of this guide.




Adding Comments

In the Student Management — Add New Student
window you may add a comment to a student’s
record. Click in the Comments field and type your
comment. After clicking Save, the comment will be
visible in the student’s record.

Student Management - Add New Student

Demographic Data | Initial Grade Level ‘
ID 000000072  Secondary ID Account Type Student -
Last Name ‘Jones First NamE|M:hael Middle Name
Course List . Change
DlFcm Foundations of Mathematics
[ [sads Remedial Mathenatics
[ [sad Remedial Rearfing -
4 [ B
Add To Group [ EHEEEFY =
hange
DWoooooo0zs  Office Skils
Comments Student is prepating for the GED and is interested in the
Office Skills program|
omment File | SetPaih
Directory Path) | SetPaih

-1
Save Close u,

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

Student Enrollment List

Report Date: August 27, 2008 Sort By: Student D
Student 1D(s): 72
Student Student Enrollment User ID Course Code(s)
D 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 “Accessing Enrollment Lists” for more
information.

Attaching Comment File

The Attach Comment File feature of the ISI
Manager can be used to store additional student
specific information. These text files can be
created with either ‘.doc’ or ".txt’ extensions. The
extension used will be determined by the word
processor you use.

To attach a file, click on the Set Path button
positioned to the right of the Attached Comment
File box in the lower portion of the Student
Management — Add New Student window.

Student Management - Add Mew Student

W Data Demographic Dt Tratial Grnde Lewel

ID 000000073 Secondary ID | | Account Type|Studeut -

Last Name |Joaes First Name|}ichelle Middle Name

Course List | N N ...
[l o Foundalons of Mathemstics | ]
W Remaclisl Mathematics =1
W= Fermadhal Heating -

[+ 0
Add To Group [l R o

Dl oocoo00ds  Office Sialls e |

mments ‘
Attached Comment File | |
| Photo File (Directory Pathh | _ SetPuih |

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.

Look in | () comments j cf E-
3 [HRetedod
L\ﬁ 9 e Micro: 1% '

Edy Hecar;t Iﬂ_]sonya.doc Arrange [cons By »
COUMENTE I Z] sonyatxt  mefrash

FT 'l—r’l_]test.dac
Desktop
4 153 Folder
// Propetties @ Shortout
My Documents S ———— e
Eriefcase
.3 Bitmap Image
3113 Jocument
My Computer Interactual Skin

Eﬂ Microsoft Office Arcess Application
@ Microsoft PowerPoint Presentation

@ Adobe Photoshop Image

Flaces ) Microsoft Office Publisher Document
Files of tupe: |l Files (“ doc " bt S L

by Metwork File hame:

Be sure to end your new file name with the
appropriate file extension, i.e. “.txt’ or ‘.doc.’

Click on the Open button located to the right of the
File name box. The name of the comment file has
been established and its path will now appear in the
Attached Comment File box.

Click on Save.

Click on the View button to the right of the Attach
Comment File box to access the comment file.




The photo will now appear in the student’s individual
enrollment file.

Attaching Photos

“ 181 Kkannprmnnt Systam - Aeeecs Davl: Adminktratar
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The process for attaching photos is similar to that
of attaching comment files.

1D (000000073 Secondary 1D | Arcount Type|Srudest =
Last Namp Ilums First Nams Wfichells Middle Nmi
T | ey
In the Student Management — Add New Student iﬁiﬁ e
window, click on the Set Path button to the right of e 5

the Photo File (Directory Path) box. A ToGory, [ O R |

| Cffice Shalle

et [750] |

Attached Comment File | St Path Vv
Student Management - Add New Student Sy () e ———rrr - e
[fData | DemogwplscData | Iutal Grade Level | T =
ID (000000073 Secondary 1D | Account Type|Smdenr = gl H
553599999992 oLl Clase |

Last Name [Tones First Name|Michelle Middle Name e T e R i
Course List | L - ..

o Fourdntinna of Mathemutica J T

W Fetmna lisd M athematice

| et Riemedin Rending -

2] ]

B e rerr—C Please Note: when attaching photos, the image to be
used must be readily accessible. That is, you must
FE/20/2000 | save it beforehand to the default path for photos
‘ which is C:\isi\ap7\manager\photo.

Attached Comment File | SetPan| v |
Phota File (Dirvetory Path | setfate | Vi | Be sure to click Save.
ent 1Ds

Viewing Student Records

Choose the photo you wish to add. Your photo can
have any one of the following file extensions: From the Student Management window (accessible
.bmp,’ “.gif,” or “.jpg. via the Students button), you may search for and
view student records.

open PR 81 anngamnnt System - Aecocs Lol Adminktratar
K e Wew Tods Favgrites Hebp
Look iri | () Photas Bd 5 E-
_2 [ 00005 bmp
My Recent Find Student ——
Documents Student 1D(s) r d
— Group 1Dsh Resei |
T8 Y
l‘ Last Nams r ™ Bt =
Desktop First Name i e Clear |
User 1D [ I” Bt Show Al |
N N = o ~Sow Al
=~ w | _ Mae.. |

My Documents

My Computer

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

R 7[x]0] B8
Click on Open. o o s g B30 (LA oo e WE0520




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 “1-25, 60"

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 “Exact” 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 More button
on the right, you may search by account types,
specific courses or by group name.

”~
Account Types gtﬁem o) Search
Cuest M
Reset
kot Enrolled in Course(s)
Lt Adult Basic 3kills: Language E’ Clear
Adult Basic 3kills: Mathematics
\et Adult Basic Skills: Reading
Avdult Vocabulary Development M Show All
Enrolled in Group Name
| [~ Exact

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

e pem [oc Favgrtes b

W le e 410 g | B 8 1a ;8 (@
Fegosts *| Cowwon | Shatertr | Guups | Coficwms | ahve | Prolerces | Ules | Fvostes ") Semch " Hob | L

Find Stuent

Student IDgs) 477 _
Growp 1D{3)

Last Nama R
First Nase Eaat
User 1D R L Show All

L F b4 i ®
| B X | L. | Bl W2
i s [ From Crwey List | Busfles | Chose B,
Login tne Thuesebay, Augcn 28 20081218 PM Blagred Trne 011545

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

& | & |o|®# |
| Favoes | Semch 7| Hep | Logetl |

i Secandary (D | | Account Type|Studezs |

Namp  [Wemg |

Course Line N EE Y *
e Achult Baste Shabis: Language N
| E Achuht Basic 51as: Mathematics
| Aduli :
| Chd Adub
| EueE =

Croup(s) |

ser 1D Enrolled In
Ty
Enroll Dare 771572008

Comments l

Attached Comment Fil v

Photo File {Directory Pathy

n | «| ]|

5 v ot | Lt

Search [riind e s 2 |

et Beawse Records Cen B

Logan . Thuaseay, Augast 20, 2000 1210 PH_ Klsgioed Tie: 01:18:42

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

Editing Student Records

To edit student records, go to Student Management
from the Students button. Search for desired record,
highlight it and select the Edit button. This will take
you to the Student Management — Edit Student
Record.

~ TIST MRt Syt - KCCess Level: Adnimisirnn

[ e

‘Enrollment Data Demnographic Data Lrenal Grade Level |
Wang, Yucen I TS Secondary ID Aceount Type | Stoden -]
 Lasttame [Way  Fwst Name ucten Migdie ame |
Course Liz | DT LY ¢ .. |
| ABL "4 ne Bk s
D
W
W Al Vs bty Do viiprned
Gromp(z)
User ID Enrallad In b}
Enroll Dags (07711520028 "
Comments |
Artached Comment Fle | | smram | |
Photo File (Dlrectory Path) | | Serak |
* E“ - L4 ]!. ;
. First | ext t
Search Save | 1 1 i Wmamadl| Clase .;l
Logon bme: Thursdey, Sugust 211, 2000 1218 PM  Elapsed Troe: 07:2207




In this screen, you may edit all available fields by
erasing and entering new information, or by
clicking on Change and Set Path, 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 Student Management — Delete Student.

T CIST MmNt SystEm - RCiess Level: Aanimistrtor

Fls Yew Tooks Favarbes pelp
S =

o el m ol 2 o B
ook | Coums | Swowes | Gesps | Comfcies | buches | Piaivences | Ulber |

Student Management - Delste Studs

Delete options: = [Tndividual Stadent Deletion |
 Multiple Stadent Deletion

Individual Student Deletion

D [onenones -l |
Last Name s e |
First Name [fuchen —'—I

Enrollment Date frisam |

Select Srubents Frolied
from 3 |
. S I |

o

Delete Dl 8|
Logon frse: Thuascy, Augunt 21, 2008 1218FM  Elgsed Troe: 072145

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

Click on Delete once you have made your selection.

Delete options:  — Individual Student Deletion
= Multiple Student Deletion

Last Namp

First Name

Enrollment Datn

. |
_ D Shore B |

Wingon teve Theasclny, hugpost 76, J008 1213 PM Bl T 01 3045

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

Manager 4.0

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 — Restore
Records screen.




Group Management

The Group Management window allows for the
addition, deletion, modification and viewing of
group information. To access this window, click on
the Groups button.

Growp oy [H =]
gy " Fant __qn'-_l
Student ID(5) _ swowan |
o
ooooom034  GED Frep

® [

AddDejee | AddTRemere ‘ #
Comrees. Studeas Display Erine

Lagon ime: Frdap, Jamary 11, 2008 1:12PM Elapned Time: (10401

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

1) A mouse over 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 Add at the bottom
left of the window. This takes you to Add New
Group.

S T oy = s o
derks | Gangs | Coificties | ichos | Profumncel

Group Management - Add New Group

Group Information

Available Group 1Ds
Check for an aallable group I in the list om the Tight 3549
51

455
57

5961
£3-65

67.58
101-665
667959598
1000009-33

|

r

r

|

3 35595949959
Comments ’

Do |

Lagon e Frdap, Jarsary 11, 2008 1:12PM Elapned Time: (010655

The Available Group IDs 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:
e Instructor
e E-mail
e Comments: you may use this field for your
program code, semester (e.g., Fall 2010) or
other information identifying the group.

Group Information

Check for an avallsble growy [0 in e lstan the right (2649

s 54-55
n [pannooais 7
561
Mg [offce st £3-65
ls7.98
Instructor  [lanet Grery 101-655
(O ) : |eeT 959508
E-mail [ 1069000-33

e — . (35-9959959959
Comments | Sgeing 2004

{€imtiomal)

e g

Logen tme: Frelay, Jaruay 11, 2008 112PM  Elapred Time: 007942

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

Manager 4.0 User Information

1 ) Group 000000036 - OFFICE SKILLS has been added to wour group list.

Once you have created a group, you may edit it in a
variety of ways:
e Add/Delete Students
e Add/Delete Courses
e 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 Group
Management window, find the desired group by
entering its Group ID and click on Search. If you
do not know the Group ID, enter the Group Name.

Note: only click the Exact 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 Edit on the bottom row of buttons.

ane | mﬁ..‘ E| =
o | s | vy | po | g

Legon e Frdap, Jaruary 11, 2008 1:12FM Elapned Tre: (03515

+‘_'&, »" ®

From this window you may edit:
e Group Name

Instructor

E-mail

Courses

Student(s)

Comments

[Dce ol

Instruetor [t Gy

Emall |

[ Dy Mt Pk
ooooooes  ower case title
|-rm'm\m Adsrasmens
|Iloo00i0. CEFICESKILLS FROGRA
|00y OFFICE WORKER FROGE
| ooo0o0nsz  CUSTOMER SERVICE | Seadumtn ch
[Mooooenss TR TOOFFICE TECH L
| ooo0conse SECURITY GUARD
[Io000s  HEPROFICTERNCY MATH
|Ilco000is WS PROFICHRNCY READ
000000087 3 PROFICTENCY WRITE
COLLEOE RIMEDIAL M4
COLLEGE REMEDIAL RE
ooo0oonzn  COLLECE REMETEAL WR
ooo0oonz1  FOUNDATIONS OF COLL
ooo0conzz  WRRKINOWATHFROPLE | B a-a

Bave BHeplicate Chase I

Lagon e Frdap, Jaruary 11, 2008 1:12FM Elapned e (5842

Commpnts | Sgemp, 2008

To add students to the group, click on the Change
button next to the Student(s) box. This will take you
to Add/Remove Student from Group.

Group: 000000036 - Office Slcills

Availahle Studests Students in Selected Gronp

(Moo R, e
[loconsins Cdaps, Kagnds =1
(Moot Lindsay, Menies |
AC0n0cs: Vizswrsada, Brandi —
Mooy Sicien, Deneno
|MMeomnin Conton, Hicdle
(Mloxon0n  Semes, Ty < |
|MMocoosin:  Waskingion, Faith —!
(oo Vicwroedn, Vectos
[Mocoiis Mesna Disting
[ooons  Siores, oguen
[IsmoaniT  Jenes, Giymne

st | B | ot | s | B | et |

e g

Logen tme Frebay, Jaruiary 11, 20008 11290 Eiapred Tive: 0042 3

Select students from the Available Students 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 Students in Selected Group
column on the right and delete them by clicking on
the arrow pointing to the left.

When you are finished, click on Done.

Adding Courses to a Group

To add courses to a group, click on the Groups
button to pull up the Group Management window.
Find the desired group by entering the Group ID or
Group Name and click on Search.

e e [t oo codis)
| Clnonoooms  cemicy Sette Tanwt Gy 20081093 prin

al | g |
Dl n.. Soudes Displuy Er-! ‘
urves nis
il ot A e | Chaun ]

Logen ime Freday, Jaruiary 11, 20008 11290 Elapred Tive: 0051:38

11




To add courses to the group, click on the
Add/Delete Courses button at the bottom of the
window.

This takes you to the Add/Delete Courses screen.

Seteet Graup | -
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[ e
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W Tnts grated Mathamaticg Phas
(e Inbeznel Explorss ol

Select Bundie
| s =
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Select the courses you wish to add from the
Available Courses column on the left. If you have
created course bundles, you may select them from
Select Bundle 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.
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Conversely, to delete 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 Save when you have finished.
You will see confirmation that the data has been
saved.

Deleting Groups

To delete a group, select Delete from the Groups
menu.

B S Management System - Access Level: Admimstrator

Fil=  Wiew Tools Faworites Help

e £

Courses | Students

¥

Groups 7| Certificates

-

Reportz

-

e

Group Management

Add Mew
Wiew

Edit
Student : I

Delete

addiRemove Students

‘ AaddiDelete Courses

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

Delete aptian
& Individual Group Deltinn ':::‘::"’” Ll it
ke B DR [

G

Logen ime Frelay, Jaruiary 11, 2008 11290 Elapred Tive: 071204

To delete an individual group, use the Select Group
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 Delete.

Deletn aptian

= Individusl Geoup Delution
 Multiphe Group Deletion

Name [oFFIcE BKILLS PROGRAM ]

Stadent(s) _—__ﬁ
| 000000003 Olkce, Tana
nononoodd  d1dadidedsdedTiadadadhde, x1x
MOON00N2  Guest, Guendn:

100010838 Griffih, Tikata

00046447 Crwozes, Odake
100123456 Tern, Uncle
!ennlmsn Adeander, Augusting

000172051 Defesus, Midpa

o |

Legon e Frdap, Jaruary 11, 2008 1112 PW  Elsped Time: (31431

The system will ask you to confirm. Click “Yes” if
you are certain.

Deletn aptian
 lndividasl Greup Deletinn Stosclive Baeton =
£ Ml Ceup Dobeeon UOO00001  Greoup with Lang Comments il

000000002 Local Groug
000090003 Crvup uf Al Studems
000030004 Development Croug's
000000005 Braliieg Maint Capentry
000020006 Buldsg Munt Electrcal
100030007 - Braldeg Mait Phasking
0000R000E  lower exce tiede
[ 000020008 Assessmments
000000010 OFFICE SKILLS PROGRAM
000030011 OFFICE WORKER PROCRAM
000030012 CUSTOMER SERVICE
000030013 IMTRO TO OFFICE TECHHOLOGY
000BSOU14 . SECURITY GUARD 4

e g

Logen ime Frelay, Jaruiary 11, 20008 11290 Elapred Tive: 07:00:08

>

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 “Yes” if you are sure and you will see the
following confirmation including group numbers:

| Manager 4.0 User Information

. | } Group 000000010 - OFFICE SKILLS PROGRAM was successfully deleted.

To delete multiple groups at one time, use the
Multiple Group Deletion option on the left.

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

To view group information, go to the Group
Management window. Search for and select the
desired group. Click on the View button located at
the bottom left of the window.

e — ]

Growp Name | " Pt _ Clear |

Swdem D) [

= stowan |

I O T [Sden ot ——— Tl —Jcond
| Elnoonconzs. | e Py Celine CRM,CRR, CRW, B 10061012 T
Lad |

i Fg b4 L 13}

Lagoe e Fadag. Jarsay 10, 2008 1:12PW Elspaed Time: 0135044

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

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

Select Growp G0

I el
Poame [FED Frep

Instructor  Coline
E-mail [
Courze(s) [ Y. oo ones,

Commpnts View Selected Student Informeation. |

e

Lingor ime: Frdap, Jaruary 11, 2008 1:12PM Elapned Time: 013260

Jaaraary 2008 l

Please note: This window is only for viewing the
group information. To edit, you must select the
“Edit” button from the “Group Management”
window.

Batch Enrollments

Using the Batch Enrollment feature offers a fast
way to enroll a large number of students.

To access Batch Enrollments, go to the Students
button, select Batch Enroliment from the menu

and click on Open Excel File Template.

I = s TManagement System = Access Leveldmimstrator

File Wiew Tools Favorites Help

i il 4]

Reports " Courses N Students | Groups Certificates Archive T Freferent

Student M 3
e ananEen Management Sy
Add Mew

Vigw

Edit

Delete

Add To/Remove Fram Graup

Eatch Enrallment Open Excel File Template
Edit Existing Excel File
Enrallment Infarmation
Run Batch
Enrollment Summary
Motes
Record Management »

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

Fow gk fov pot Fomd Tk [t Wndw o Adderce
SR A YR S QB-79-7 - RE-UEH O -l
a ] S E
CEED
pir] - £

A B c o E F G H
1 10 Namber First Name Last Hame Middle Initlal Secondary ID Accoum Type LUser [ Magzword
2 76 Abel Wiliams Studinl Fowliams Abel
< 7 Beb foung Student Dyoung Bat
4 T8 Cathy ‘Wong Student Cwang Cathy
5 19 Dayg Hrand Studini Dhrand Deugy
B &0 Efln Winlson Studunt Ewalson Eilin
il 01 Frank Jonas Student Fjones Frank
8 B2 Gary Young Student Cyoung Gary
B
10

After saving the excel file, go to Run Batch from the
Student menu.

ISTTREhagement Systenm = Access CevelRdministrator

E View Tools Favorites Help

= R | D

eparts T Courses y Students | Groups Certificates " Archive " Preferent
Student Management

I Management S
Add New
Wiew
Edit

Student Delete
Add ToJRemove From Group
Batch Enrallment Open Excel File Template
) Edit Existing Excel File

Enraliment Information

Enraliment Summary
I Motes

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
Edit Existing Excel File to solve the problem.
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IS anagement Systen - Access Leve E Admmstraton

ile  Yiew Tools Favaorites Help

W 0 & 8 | o g | B

Feports Courses Students Graups Certificates Archive Preterences
Student Management:
Add Mew
Wi
Edit
Student G
Delete

Add TojRemawe From Graup

Open Excel File Template
Edit Existing Excel File

Batch Enrollment
I Enralment Information

I Enrollment Summary

Run Batch

Motes

Record Management 3

Please note that Batch Enrollment 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 Enrollment
Information.

W @ . = | W .
Reports Courzes Students Groups Certificates
_ — Management m
Add Mew
Wi
Edit
Student
Delete
Add TojRemove From Group
Batch Enrollment r
I Enrollment Information
Enroliment Summary
I Miokes
Record Management ¥

Enter a group number. If you have not placed
students in groups, you may enter a range of
Student IDs (e.g., “1-25, 60, 100" 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
Display on the lower left.

The other buttons on the bottom of the window allow
you to Display in Grid form, Edit, Display in Browser,
Export to Excel, Export to Text File or Print.

Please Note:

- Default settings for Enrollment Information
selection criteria are set via Preferences —
Manager screen — Enroliment Preferences —
Enrollment Criteria.

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

Group IHs) | Marr. |
Laxt Nasme | ¥ Exset
First Name | ¥ Exact
User 10 | ¥ Exact
Enralled trom | x|
wo| =@
1. Dta 1o Display | 2, Demographic Data ~ Hide repert row if data blank Sort Rapart by
- Check Al  Scodent (D
 Szodent Hame
 Studest [0 ¥ Courss Codefs) Exealed In e e
™ Studest Name Courss Title(s) r~ Arcoust Type
& User ID ~ Accous Type ¥ nades Aeitary D
" Group 1D [ Commests 3
I~ Growp Hame I Test Intormasen
= Studeet Enzolimest Date "~ Inteal and Taewet Crades
" Smudses Ausbary 1D
= = 7’ e | ¥ | 2 ’
Display in Tigpliyln | Fgert | Fgperis
Display G e Brewser | fwel | Textfie Erint Chase |
Logen tme: Ty, Jarvsaey (0, 008 1030 M Elapoed Taver 00:2400

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

Student Envollment List
Wepart Date: Sort By: Swdent (D)
Stubent 1D3):
Seudest Student Emroliment User 1) Course Codefs)
in Name hase:
DOOOOI0T Phoick, Daniel 0200 Giotick ABL, ALV, AR, ARC, AVDLT, AVDLY, AVDLY,
EHLAM, BAR, BMC, BME, BMP, CCC, COE, CCF
CCL COP, COM, COR, COW, CRM, CRE. CRW,
CSPHILCSPIT, CSR, ELL ELM, ELP, ELS, ELL,
FOM, GED, 1CA, 1ICTNA, 1ICHKG
BCMLT, IICP, HEFDT, 1ICPITA, ICRCT, 1PM,
S0, SOC. SO1 SG0, 5GP, SGT, S0F TMIL
UIEL WP, WPM. WFR. WFSCS, WPSHS,
WESSS, WWP
D002 G, Liuest 122008 ’
NAP, OFF, OSF. S8, S04, SO0, $01, S00, SGP,
SGT. SO, TMIL WRIL WPM, WPR, WWP
D000 ke, [ina 10262005 ke AL, ABM, ABR AVIILIL AVIILZ AVDLY, BAM.
HICPHT, ICPETA, HCPCT, HPM, HPR, HPW,
ML ISR |RA MGC MKIE MEPRT MEWRD
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To print the Enrollment List, click on the printer
icon at the top.

= Sstudent Enroliment 55t

P& & Q-

Preview }

Student Enrollment List

Report Date: January 14, 2008 Sort By: S
Student 1D(s): 1-999909999

You may also export the data from this screen 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 Student 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 Omit Zero
Periods.

Shew Enroliments by
T =3
 [Woek| o
© Manth =
I Quarter
" Trimester Students with at least
k. ver smesinnis)
© AND " oR
[  Misuteds)
~ Heus) of total time
T Shew Usage Stalistics
" Omit Zoro Perisds
’ @ E i 7z
Display in Egurin l‘-ah \:ﬁ &
Diglay Bl | Hewwser el Test File (= Rreat
HL = e
Legon be: Sunday Jseusy 2 008 348 PM  Eupued Tme: 001438

Notes

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

File Wiew Tools Favorites Help

wm & | &= W . &

Reportz Courzes Studentz Groups Certificy

Student Management

Add Mew

Wiew

Edit

Delete

Add TofRemowe From Graup

Student

Batch Enrollment »
I Enrollment Information

I Enrallment Surmmaty

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

Stadent 104s) [

Enclledfrom  [mesy  v] [0 <] [006 o] (3 _Clear

=] [ ] @

L [famrany =1 |

Comrse [ARE - Advanced Rasding Crmgribantion -
ISIEW . Essay Witing Praciice

Hetes from [romny =] [0« o6 <] [ _Clear |

L [lamey =) [0 ] [0 -] (3
- &‘ Z, ‘ X &
M| Yiew B | el Oighy | prim | Chase I |

Logen tme: Sunday. Januay 20, 2008 348 PM  Elpeed Tme: (02101

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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= SR Notes x

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, click on Add. 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 View, Edit,
Delete, Display and/or Print notes.

Display

-1 I

View

Record Management

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

a) Edit Student ID

b) Merge Student IDs

c) Export Student Data

d) Import Student Data

e) Archive, Restore & Purge Records

e .2 W . 0 g . B

nLrses Students Groups Certificates Archive Frefere
Student Management

- Management S
Add Mew
Wieww
Edit

btudent '

Delete
Add To/Remove From Group
I Batch Enrollment 3

Enrollment Information

Motes

I Enrollment Summary

Record Management Edit Student 1D
Merge Student IDs
Export Student Data
Irmport Student Data
Archive Records
Restore Records
Purge Records

v Hawnrites

Edit Student IDs

The Edit Student ID feature allows you to change a
Student ID.

Edit Student 10 1

Old Student TD ||

New Student ID
Update | Close |

Enter the Old Student ID and the New Student ID,
and click Update.

Merge Student IDs

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

Thus fnction allews you to merge two different Student IDs mto one ID.
Tou can select the destination TD for the student TDs that are being
merged Al records under the previous two IDs will be combined under

the new ID)
Merge Data -
(« Delete O1dID
After Merge
£ Heep O14ID
Merge Student IDs As ‘Second Student ID j

Enter First Student ID
Enter Second Student ID

A

You have the option of either keeping or deleting the
old ID number. You must choose whether to merge
the data under the Second Student ID, the First
Student ID or to assign A New ID.

After filling in the Student ID fields, click Merge.
Export Student Data
Export Student Data and Import Student Data

allow you to move student records and usage data
between sites using the ISI Management System.
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In the Export Student Data window, you will be
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

IS

Select the Destination Folder by clicking on
Browse.

You may deselect the data you do not wish to
export. The default is set for Student Activity,
Comments File and Photo File.

Click on Export 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 Import Student Data from
the Students menu — Record Management.

L ———

Souwrce File

Click on Browse, select the file containing the
exported data and click on Import.

Archiving, Restoring and Purging

Records
. L. Jd 8 |
Courses Students Groups Certificates Archive Preferences
Archive Records
ISI Ma 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 enroliment 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 Archives
button and select Archive Records.

Enter the Student ID at the top and click on View at
the bottom of the window. The Student’s ID, name,
enrollment date and courses will appear below. Click
on Archive at the bottom of the window.
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To restore the data, select Restore Records from

the Archive menu, enter Student ID(s) and click on

Restore at the bottom of the window.

To permanently purge data, select Purge Records
from the Archive menu, enter Student ID(s) and
click on Purge at the bottom of the window.

Course Management

Under the Courses button, you have access to:

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

b) Third-Party Applications

¢) License Information

d) Bundle Management

e) Delete Course From Students/Groups

f) Create Assignment

g) Lesson Approval

= S5 Management System|- Access [evel: Admimstrator

File Wiew Tools Favorites Help

Wm . = W | O | B

Reports Courses Students Groups Certificates Lirchi

Course Information Instructional
- Third-Party Applications Assessment
License Information Third-Party
Bundle Management

Delete Course From Students/Groups
Zreate Assignment

Lesson Approval

Accessing Course Information

The Instructional Course Information feature gives
you the option of viewing many important details
about ISI courses including chapter and lesson titles,
number of lessons and questions in each course, and
grade level of content.

AND Al ¥ocstudury Development

AVDLI  Adubt Vocsbulasy Develogment Level | ' Gourse Tite % Content Grade Level
AVDLE  Adubi Vocsbulary Development: Leved I % Chaptar Title T Reading Grads Level
o ::L:”;‘:x::‘:::‘;“:ﬂ'f # LessonTile 1 Completiun Description
W Eassy Wning Fractice ¥ Chagter Count | Teacher Approval
pem Foundatuons of Mathenatics [ Losson Comnt 7 Course Type

e Ipegmed Mathermatics Flus % Question Coust T Estimated Langth
e it ¥ I Advanced Parameters

CT

i Lesson Order

a1 & Dbt ' Grade Lovel

CRE

[z

T | Sl |

[zt

FEREL3

cRr

Logen tme: Tuesday. Jerusy (8 2008 100 AM . Elpsed Toe 005250

After selecting the desired categories from the top
right, click on Display.

Sample Instructional Course Information for ISl
Mathematics Il

tustructional Course bnformation
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You may print via the printer icon at the top.

Instructinnal CotrseTnformation
A r M Eé&Q-d

Preview |

Instructional Course Information

| Report Date:  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, .xlIs, .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 Course Information

T ar M S & Q-

Preview |

You will be asked to enter the desired content/skill
(e.g., fractions).

Find what:

Ifractinns Find Mext I
Cancel |

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

Content
Grade Q‘r":"'l"

Chapter Chapeer Lesson Lesson [
IS Title Title v

Coile

THAL Mathematics |

Caleubaie ¢ ErrdHed
Femify sit
Carcal
s
N wbl- 943 200
e s T T}
Compase sumbers wiisien in sexniific nouion 554-567 10
Bemify eyuivabent fractions xed.xT1 [
Compare two deaimal expressions A7

Bdentify why one number is noe 3 facter of ansther

Assessment Course Information (accessible from
Courses — Course Information) offers important
details about ISI Assessments. Place a checkmark in
the desired categories on the right and then click

the bottom left.

Display at

 Content Grade Level
I Hending Grade Level
" Completion Description

o Bkill Area Coumt | Teacher Approval

I~ Course Type

¥ Queston Connt [ Estimated Length
I Advanced Parameters

ot

N O ol o Display
ABL Aduit Busee Sinils Lenguage
At Basic Sioils: Mathentics ¥ Course Titde
ATR At Dusic Sialls: Reniing ¥ Skill Arnn Titln
¥ Quostlan
I Lesson Connt
Smlnc 40
Iinvnrsn Solnct
ner i85}
.‘ wol cumesily
E Fed @ #
Diplayin | Fxparim Fapart s
Diisplay Edit Ervuser el Tewt File
Logen tive: Thuasdy, Janery 17, 2000

1A4PH  Dlapied Time: 004845

Sample ‘Assessment Course Information’ for
Adult Basic Skills: Mathematics

Assessment Course Information

Questien

Coatent Queestion
Grade  Coant

ABM Adult Baskc Skilh: Muthematicy

Skill Aress: 4

NI
NI
Niol
Nl
ol
NI
NI
N
101
N1
0
Niol
NHH
w0l
NIOL
N0l
N0
Niol

riol
Pl
rin
Flol

" Fralstem Satvin:

NI Number Operations - Level |
N0 Writc 3 word expression in numerabs
Ninl nrids

Mistiphy  two-digit

Mushiphy 8 two-gigit number by 3

Multiply a two-digit numbser by a
Sp——

Add teo decimal dmeney)
Subtract two decisals (money )

2 - Lovel |
Compute taks-Bome pay
o

2 1
412 - 307 1
2K 313 1
LRFPENT] 1
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Third Party Applications

The Third-Party Course Information window
offers details about third-party software that may
be embedded within your ISI Manager.

" IGT Wanagerwent Syatem - Aeceie Leval: Adminitraing

B few Juki Feries tek
W ® | ®m &4 o Qg B % | & | s ||,
Pepots | Courses | Shuderts | Gops | Coribcais | dichive | Profoeences | Uies | Favoitar " Seach " Heb | Logott |

Third-Party Course Information

[Code Jiwee Jrwle . [

ME [ ——
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T TEE  SeckVaugho 26 Century GED Manager % Chapter Title "~ Realing Grade Level
¥ Lessan Title * Comgletion Description
* Chapter Count [ Teacher Approval

~ Lesson Coust I Course Type
¥ Question Count [ Estimated Length
I Advanced Parameters

Solect AN
Theversn Salect
Char il |
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Display. Edis Lrvwser el Text Fide Print Chase ffl,
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To add or edit a third party application, go to
Courses — Third-Party Applications.

w . @ R T I

-

A eports Courzes Studentz Groupz

Zourse Information k

Third-Party Applications

License Information

You will see the following window:

TR L e | |

ETH MEIE  Intermet Expleser CAPROGRAM FILENNTERNET EX  IENPLOREEVE best.
W™ 0 SaeckVaagho - o Fi | Vaagh gedtiad tart
MTEE  SYM PeckVeughn 20 Crabiy GED Mans C VaughadED 2 grd et

LilS = | L]

e i
u i ke e i

22X Bls .,

Lagori e Thursday, Jansary 17, 2008 1,48 PN Elapeed Time: 0058:2¢

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 License Information from the Courses
button.

ST anagement Systent - Access Levels Adimmsti

Wigww Tools  Favorikes  Help

En,t ez o, W . O
ports

Courses | | GStudents Groups Certifica

Course Information 3
Third-Party Applications

License Information

Bundle Management

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
Bundle Management via the Courses menu.

File Wiew Tools Favorites Help

W . © <R I

Reports Courses | | Students Eroups

Course Infarmakion
Third-Party Applications
License Information

Bundle Managemenkt
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From this window you may add a bundle.

Available Bundles Subeeted Bundle:
Custom 19GE - Wational Guard Bzl ST AR A S e S
N 3 Description

« Academic Series
ISI MFT - Microsoft Producsraty Taols
15T TF'S - Third Party Software

= chion to Beadeg
CDW - Tntroduction to Wisieg
CDM - Mathenatss {

Show 7 181 Bundles
~ Custom Bundles L o

Ee |
Al

b

o X B 2 o)

Lagor e Thursday, January 17, 2008 1:48 PN Elapeed Time: 11358

Clicking on Add opens Add Custom Bundle.

Bundle Code [AEC ]

Bundle Name [Ecgremy Mah Bunde
Daseription | Trar bunde s for bagnsing rath snudents

Avallable Courses Bundled Courses

B
|CDW - duchion to
|41 - Mathematics I
|CBE - Readng Conprebenson < |
|8V - Sreck-Vaughn 215t Cemtory GED
|5V - Steck-Vaughn 21a Cenviry GED Manngee
|BSEL - Topscs m Saence, Social Sudies and Liberature
|RSSL1 - Tapics in Science, Sovial Shudes sd Literatae
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In this screen, you will;

a) Type a three letter bundle code of your choice.

b) Assign a Bundle Name (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 Save when finished.

g) You will see a confirmation that your bundle has
been created successfully.

To modify a custom bundle, select it from the
Available Bundles column in the Bundle
Management screen and click on Edit.

To delete a custom bundle, select the desired bundle
from the Available Bundles column and click on
Delete.

Deleting Courses

To delete courses from students or groups, select the
delete option from the Courses menu.

W @ &2 0

Feparts Courses Students Groups

Course Information

Third-Party Applications

License Information

Bundle Management

Delete Course From Students)Groups

You will see the Delete Course 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.
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L from ke Caurces has OF typs courne code in it and elick “Shaw' bassn
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| 000000075 - Wong, Gathy
|||x|:||||||r\|. Brand, Doty
| D000000ED - Watsee, Ellen RS
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1000000083 - Jones, Wade ™ b e
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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 ‘iew Tools Faworites Help
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Feparts Courses Students Groups Certificy

Course Information 3
Third-Party Applications

License Information

Bundle Management

Delete Course From Students/Groups
Create Assignment

From the Courses menu, choose Create
Assignment. Enter the title of your program,
Student ID(s) or Group ID(s), the due date of the
assignment and click on Add/Remove Course(s)
to select the content you wish to assign.

Please note: Clicking on the plus signs in the
Assigned Lessons box will open the course
chapters and lessons.

Program Tits [GED Preparaef 1 Clear |
stadent 10s) el fpeea |
Gruup 1045) [ smets |
Daw Dt -

Assigned Lessons
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When finished, you may print or click on Display to

see the assignment before printing it.

GED Preparation

Student Name: Johmson Lisa.
D Dates Feliruary 77208

Comrse Titke
Chapter Ttk

Completlon
Lesson Code Lessam Title Score ] | Score 2 | Scerc | Daae
Mathematics |

Tntruduetion ta Abzehea

1A problems wish algebraic expression

1A
A2

[
1AD3 Simplifying expressions
Solving Lquations

SEDG

SE02

SEDI

5K

To save the assignment, click on Save As on the
top right of the Create Assignment window.

Lesson Approval

ile  Wiews Tools  Fawvorites  Help

Reports

J @ | & | W . 0

Courses Students Groups Certifi

Course Information 4
Third-Party Applications

License Information

Bundle Management

Delete Course From Students)Groups
Create Assignment

The Lesson Approval feature was implemented so
that the lessons and courses without a grading
component may be manually reviewed and approved

by a

teacher or lab manager. Once a teacher

manually approves a lesson, ISI's completion report
will designate a “Yes” in the “Completed” field for that
lesson. At present, this feature only applies to ISI's
Essay Writing course.
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To approve a lesson:

Enter the Student ID(s), Group ID(s), Last
Name, First Name, and/or Group Name to
locate the correct record(s).

If working with a large number of records,
you may want to filter them by selecting a
Session Date range or placing a checkmark
in Do Not Show Approved Sessions and/or
Show Most Recent Session Only.

Place checkmarks in the Lessons box to
select desired lessons. Clicking on the plus
sign will show you a detailed list of lessons.
Click on Edit to see a list of lessons
generated based on your search criteria. You
will see the following screen.
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- If you need to see more details about each
lesson, click on Session Info.

- To approve a lesson, place a checkmark in
the Approved box on the right.

- Click Save when done.

Utilities

= =

Utilities | 7| Favarites

=
Ltilities
Swskem Status

Securiky

3ro License InFarmation
Station Reservation

Student Record Maintenance

Data Consistency Check
I~ Eaistence of MDEs _ Cheek: Edit Srudest D =
I” Existence of Regstry Heys Clear Marga Sindeei Tz
I~ Emstence of Tables and Queries m MDE
Export Srudent Data =
Tratabase Comuption . T
Check Results Import Staduns Data =
Archive Student Data =
Restore Student Data =
SQL Debug
[ Stere SOL Statessend Viow Query
151 Log Files
Mimager Log.
~ Curricelum Sqi Log ViewlLog |
Diatabase Parge Lig

Dase B,

Lo i Moray, daruiary 21, 2008 237N Elapied Teve: D055 83

The Utilities feature allows lab administrators to:

a) Check the existence of the database, the
registry, tables and queries in the
database via Data Consistency Check.
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 Record
Management in the Students menu.)

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

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 Account Security Management window, which
allows administrators to define the level of ISI
Manager access given to instructors and students.

= & |4

B Ltilities Favornites Se
ilities
Syskem Status

Security

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 Account Security Management window you
have the option of adding admin, auxiliary and
user access via the Add button.
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Clicking on Add 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.

Functions for Account Type: ADMINISTRATOR
B Courses a
[F Cose Eeormation
B Ve Thindk By Soitwease bnfummation
[ A A Thisd Party Sofiuwesrs Information
[ Diedete ThoPasty Scftware Iefomasicn,
B it T Pasty Slbrnes Infoemalion.
B Print Theed Pesty Sedture Infmmations
[l Lseen Appaavid
= B roup
B Ve D Leffmmnaticns
B A O Tefemmatsins
[EI Dt O Infrmation

Passward Type | Administrator =

Password |

Confirm Password |

B Bt Group [efomeation
B A8 Budent e Group
[ Diwiste Stustent from Criup
[ElAdd Caures Te Group

Bt Coures From Croup
= Eteden =
Hererse Clear
Lt | Selection | Selaction
+ | &
At Eeset Chose I,

Logen time: Thusdyy. Augast 20. 2000 1210 PH  Dlepoed Time: 032039

When you are finished, click on Add.

To view user access, go to the Account Security
Management window. Select the user you wish to
view. Click on the View button at the bottom.

You will see View Manager User Information
which displays, on the right, the various Manager
functions to which this user has access.

User Functions

Password Type
[= Ao
User (1 [ Course Infoemanen
D1 ¥irw ThoedhPesty Sl [efomations
Stisdecs

Pasrword 9 View Stadent Infemation.
[ View Stsdent Ernolinent List

st 0 - O
o ]

DI Manhge Frsfarancas

S ot o - g
B fepeets

Student First Name = [ Seevay :
A View Parewsad Informtion

[JE Passwort Information.

e |
Logon lime: Thursday, Augest 20. 2000 1210 PH [sposd Time: 03 7554

To edit user access, go to the Account Security
Management window. Select the user from the list
and click on the Edit button.

You will see Edit Manager User Information where
you may change the user’s password (on the left)
and add/remove access to the ISI Manager functions
(on the right).

" ST anngamant Syztem - Arcese Lol Adminkteatar

4o Ja |lo|la ]
g atans By St R 21 s ]

Pt e o

Cousses

-8
D ploss | o
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- = B Budent
[ View Student Infremation
B ¥iew Stsdent Fraoliment List
Confirm New Password = [Frferences
OIMunages Preferences
B Reponts
BEeponts
= [ Soaity
B Viwwr Paswwond Information
O Eda Prarword Infeemation

Enter New Password |

Reverse | Clear
skt | Selection Selection |

Shuse |
Logon time: Thursdagy, fuguet 78, 3008 12 10PM  Elagrond Tive: (064030

Be sure to click on Save.

To delete a user’s access to the ISI Management
system, click on his/her record in the Account
Security Management window and click on Delete
at the bottom of the screen. You will receive the
following message:

Manager 4.0 A

\?f) Are vou sure you wank to delete user Mlones?

Click “Yes” only if you are sure you wish to delete this
user’s access.
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Changing Student Passwords

To change a student’s password, go to Utilities —
Security. You will see the Account Security
Management window.

| |
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Scroll down until you find the desired student and
click on his/her record. Click on Edit. You will be
taken to the Edit Manager User Information.
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Password Type m User Functions

o Vi Student Infoemation
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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 User
Functions that allow you to expand or limit the
student’s range of access to ISI Manager features.

Click Save when finished.

Favorites

The main menu of the ISI Manager is your Favorites
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 “Students” to
“Customers” 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 Rename or Delete.

Student
Add New
Select
= Edit
Rename
Edit Delete
Hid=

To create a new button for a frequently used feature,
go to the desired screen (e.g., Edit Student Record
screen). Click on the Favorites menu at the top and
select Add Current.

10 0p0000OLE  Secandary 1D |

Last Name | ke
Course List E—

i+ EC Adult Bane Slalls. Lescggr

bt At Buste Sialls: Mutherases
ADR At Dasic Slalls. Reading «|
Group(s) 2 _——H‘ P |
- Enrlled In OOXODI CFFICESKILLS PROGRAM e
Enroll Dute 102572005 omments ‘
Atvached Comment File | saral
Photo File {Directory Path) | St Path |
2] 8] alzlzlal
sam | g | Totlpwimesli]

1 e benee Misrviy Loy (17 OWE 1040 A1) Elaroed oner (13 451)
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Select a category under Create in. For example, Type in the desired title and press enter.
Edit Student Record belongs to the Student
category.

Please Note: This action will only change the titles on
the Main/Favorites screen. To reflect this wording
—_— change in all screens and buttons of the ISI Manager,
LS A Favorite P9 see the “Preferences” section of this manual.

3 - To resize and reposition the buttons on the
¥ Show Cancel Favorites screen, right-click on the desired button
and choose Select from the menu.

Create in

Student Management - Edi

Click OK when finished. —
Add New

Renarne
Delete

Student Management Hide

The button will now appear on your Favorites/Main
screen and needs to be resized and repositioned
(see step 3).

2rganize Favorites
Reset to Default
Create Cakegory

ISI Manag

The button color will change from blue to pink, a sign
that it is ready to be resized/repositioned.

Student Management - Edi
Use your mouse to resize the button. To reposition,
Add New click on the button and drag it to its new location.

Student Management . Here is the final look of the button after it has been
. created, resized and repositioned:

ISI Manage

2 - To change the button label in your Favorites
screen, right-click on the current description (e.g., Sradent

Students) and select Rename. _
Add New

Select
Done

Delete
Hide

Organize Favorites
Reset to Defaulk
Creabe Category
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You may also resize and reposition the larger

boxes containing the buttons (e.g., the Student box

below). To do so, right-click on “Student” and
choose Select from the menu.

Renarme
Delete
Hide:

Organize Favarites ment
Reset to Defaulk
Create Cateqory

The selected box will turn pink and you may begin

resizing/repositioning the box.

stets | Genr | Cotbeoes | st " Pomencer | Uier | oo

ISl Management System

Srudent Management
Edit Student Recard

Cormgp Masagument

More About Favorites

J & . s 0| 49

i Favorites Search Help | Logoff

I Shaow Favarites

Drganize Favarites
Reset to Default

Skudent
Groups

b

b

I Courses k
My Favorites L4

-

The Show Favorites option takes you to the main

screen of the ISI Manager, where your favorites

reside. It will hide the other screens you have been

working in during your session.

To check what screens are hidden, go to File and
look under the Exit menu for a list of hidden screens.

The Organize Favorites screen allows you to

manage your Favorites. You may delete an item or
hide it.

(EE! Urganize Favontes W
tudent Create Category

iy Add Mew

% sddNew
11‘-3 Group kanagement

| Courses

% Inzstructional Course Inforr
A% Bundle Management

by Favarites

A% Reports Manu

% Manager Preferences
% Account Security Manage

<] 1 )

Ikems in gray color are nob visible on
Favaribes menu.,

-

Close A

Please note: When deciding whether you want to
delete an item or hide it, be aware that once deleted,
you have to go through ‘Add Current’ to add it back.
However, when you hide an item, you only have to
go to ‘Organize Favorites’ and place a checkmark
next to the item to make it visible again.

Reset to Default in the Favorites menu allows you to
go back to the default screen.

w || A | o 9@

- Favorites | | Search i Help | Logof

I Show Favorites

Organize Favorites
Feset to Defaulk

The list of items that appears under Reset to Defaults
are the current items on your Favorites screen.
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Search Options

o= | % ]

|Itilities Favonites Search | Help

Students
Groups

Courses

)

Logaff

-

You may search data in a variety of ways. Via the
Search button in the ISI Manager you may access
search windows for:

a) Students
b) Groups
c) Courses

The Student Management window (also
accessible via the Students button) allows you to
search by Student ID(s), Group ID(s), Last Name,
First Name and User ID.

The Exact option should only be selected if you
are sure of the spelling of a student’s name or user
ID.

If unsure of spelling, entering the first few letters of
the student’s name will help to locate all possible
records.
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Both the Groups option and Courses option under
the Search menu take you to Search Group and
Course where you may search for groups on the left
hand side and obtain a list of student ID numbers for
a particular Group ID/Name. You may also plug in a
Student ID, First Name or Last Name.
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The Search Courses feature allows you to search
courses by:

Course Type

Course Code

Course Name

Chapter Code

Chapter Name

Lesson Code

Lesson Name
Lesson Description

0. 2 J& | & | s |9 § ]|

o LB L8 4 8 | . e o . .
it 15 s ekl s e s oo 1 P8 W i K s £l el

Sewreh Grougs Seareh Cowrses

Course Typs [ADComeae -l
aponaD " Coumre Code e
™ Fradent First Name * Conmen Hame Mathsmatice I
Stadent Last Hams [ S J
" Group 10y | 1 Lasson Code
 Giroup Hums [  Lessom e

(" Lesson Descoption

Search Results

Course Tile Chaptes Tidde Lesson Tids Lesson c.mﬂ
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Preferences

Via the Preferences button you may customize
settings for:

1) Curriculum: Instructional, Assessment, and
Modify Course Structure

2) Manager

3) Terminology

4) Site or Network

To adjust settings for Instructional Curriculum, go
to Preferences — Curriculum — Instructional.

=) = % . #

- -

b Preferences Ltilities Favorites Searc
Instructional
H Manager Azsessment
Terminalogy Modify Course Struckure

Site '

From the Curriculum Preferences window you
can customize numerous aspects of the
courseware.

151 Management System - Access Levell Administrafor
Ele Wew lock Fevarkes Hep
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+ OGO - Developmessal Beading SelactAll |
4 CIC0W - Develupmertal Watmg X

4 [JVSTEW . Foeny Wiiting Practics HevorsaSelect |
« JCCF - Patherhood

+ CJFCM - Foundutions of Mutbentcs

4 FVHOE - Heath Case Worker Progem e

2| m| s A

it Disgplay Erimt View All Chose ll,'

Logen tme: Tuesdsy. March 16, 2010 1214 PM _ Dlapasd Tmne: 00:01:13

To edit preferences settings:

- Select a course (Required).

- Enter Student ID(s) or Group ID(s)
(Optional).

- Click on the Edit button at the bottom. (Or
to see a report of current settings, click on
Display.)

After clicking on Edit, you will see the following
screen with menu items on the left hand side. From
here you may edit a large number of courseware
settings.

L= Set Curriculum Preferences ]

Maximum Idle Time

Menus 5 minutes
Lesson Resources
Lesson Order IReszon 10 minuies
Test Settings
Session Length Result Screen 5 minuies

Email Addresses

% Load
Course
Save Defaults Cle
J e B |

If at any time you wish to return to default settings,
click on Load Course Defaults.

For your changes to take place, you must click on
Save before leaving the Set Curriculum
Preferences screen.

Maximum Idle Time allows you to adjust the number
of minutes that the courseware screens remain open
while idle. By idle is meant that there is no activity;
the student is not clicking the mouse or using the
keyboard. The student will automatically be exited
from course menus, lessons and result screens after
the time designated on this screen has been
exceeded.

L% Set Curriculum Preferences ]

Maximum Idle Time

Elements Menus 5 minules
Lesson Resources
Lesson Order IReszon 10 minuies
Test Settings
Session Length Result Screen 5 minuies

Email Addresses

% Load
Course
Save Defaulis Close
J e 1| |

Lesson Elements: ISI courses consist of three main
components: Instructional screens, quizzes, and
tests. If a course does not contain quizzes, the “Quiz”
portion of the following screen will be grayed out.
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L% Set Curriculum Preferences @

t azimum Idle Time Lesson Elements
g L es=on Elements ¥ Insiruction

Lesson Resources r

Lesson Drder [V Test

Test Settings

Session Length Lesson Resulis Screen

Email Addiesses [~ Shew Lesson Score
¥ Show Session Scere

% Load
Course
Save Defaults Close [,

You may remove a component from the
courseware by removing its checkmark. For
example, if you want the student to view only
instructional content and no tests or quizzes, you
would remove the checkmarks next to Quiz and
Test.

At the end of each test, students see their results
displayed on the screen. The default is set to show
session score.

Session Score displays the number correct out of
number of questions attempted. You may change
this setting on the Lesson Results Screen to
display Lesson Score, which is the number
correct out of number of questions in the test. To
do this, place a checkmark in the Show Lesson
Score box.

Lesson Resources — From this screen you may
adjust the resources visible to a student.

L& St Curriealum Preferences =

Mawimnum Idle: Time: CeszorilsaurEes

Leszon Elements
pa - ﬂ Help v \I@' Calculator

Lesson Order

Test Settings = — Print Screen v Print
Session Length — — Passage
Email Addresses

d = LN

W [{§< >} Bookmarks

¥ 'ilv 'Glnssary r

Audio Folder

% Load
Course
Save Defaulis Close [,

ISI courses contain the following resources:

Help: Students may click on this for
assistance in answering a question.

Print Screen: Allows printing if a printer is
properly installed.

Notes: Learners may notate and save their
thoughts and questions as they move through
ISI courses.

Bookmarks: A student may use this feature
to select lessons to revisit.

Glossary: Most ISI courses contain a
glossary of words.

Calculator: This may be disabled if you want
the student to work without a calculator.

Print Passage: The option exists to print
passages if a printer has been installed.

Audio: Some courses have audio. If there is
no audio, this field will be grayed out.

Audio Folder: Currently, this folder refers to
audio speed, choosing from slow, medium or
fast. You may also select from MP3 and WAV
files. Audio speed is adjustable only for select
ISI courses.

Audio Folder

|"Default” j

"Diefanlt"
"Fast (IWIP3"
"Fast (WAV)" "Fast"

"Ilediura (WP3)"
"l (WAT)"
"Ilediur"
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Lesson Order: From this screen you may choose
the order in which lessons are presented to the
student:

- Sequential Order: This is the default
setting.

- Grade Level Order: Choosing this option
means that lessons will be presented in
grade level order. This option is applicable
to ISI's academic series.

LA/ Set Curriculum Preferences =

Lesson Order

tawirum Idle Time

Lesson Elements Recommendation of the next lesson hased on.

(+ Sequential Order

Quiz Settings " Grade Level Order
Session Length
Email Addiesses

% Load
Course
Save Defaulis Close [,

Test Settings: From this screen you may
customize test settings for ISI courses.

LIASet Curriculum Preferences =
Mawimum |dle Time U= e
Lesson Elements Maximum Number of Atlempis ¥ Show Passage
Lesson Resources
Lesson Order 1 (hetween 1 and 3) v Show Feedhack
% T st Settings: 5
- ¥ Show Hint
Quiz Settings [v Judge Only First
Session Length ¥ Read Back Hinit
Email &ddresses Lesson Review Prompt v Show Solution
™ I Audio
r

% Load
Course
Save Defaulis Close |,

- Maximum Number of Attempts: If this is
set at 1, the student will be allowed only
one chance to answer the test question.
You may allow up to three attempts and
can do so by typing the number of
attempts in the box.

- Judge Only First: If checked, even if you
have allowed 2 or 3 attempts, only the first
attempt will be judged. If unchecked, the
final attempt will be judged.

- Show Passage: If checked, where
applicable, the test question will show the
relevant lesson passage. You may uncheck
this if you want to test students’ memory of
the selection.

- Show Feedback: If checked, the student will
see immediate feedback after answering
each test question. If unchecked, no
explanation will be provided.

- Show Hint: If checked, where applicable, the
student will have access to hints while taking
the test. Uncheck to disable hint.

- Read Back Hint: If checked, the audio,
where applicable, will be enabled for Hint.

- Show Solution: If checked, the student will
be able to see the solution to the test
guestions. If unchecked, this access will be
disabled.

- Audio: In courses where test questions have
audio, you may choose to enable or disable
the audio.

- Lesson Review Prompt: At the end of each
lesson, the student has the option of
reviewing the lesson before moving on to the
test. A checkmark next to Before Test will
allow this option. A checkmark next to
During Test will allow the option of lesson
review while the student is taking a test.

Quiz Settings: From this screen you may customize
quiz settings for ISI courses.

L5 Set Curriculum Preferences m
Maximum Idle Time iz tines
Losn e St Moo f A Show P
Lesson Order ’1_ (between 1 and 3) [~ Show Feedhack
Mo cotnge | s
Session Length [¥ Read Back Hint
Ernail &ddresses ¥ Show Selution
[ Audio

% Load
Course
Save Defaults Close [,
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L=Set Curriculum Preferences ]

tawirum Idle Time Quiz Settings
Lesson Elements Maxi
Lesson Resources e [ Show Passage
Lesson Order L etween 1 and 3 " Show Feedhack
® )
ings

I Show Hint

Test Selting
o

[¥ Read Back Hint

Email Addiesses W Show Selution

I Audio

- Maximum Number of Attempts: If this is
set at 1, the student will be allowed only
one chance to answer the quiz question.
You may allow up to three attempts and
can do so by typing the number of
attempts in the box.

- Judge Only First: If checked, even if you
have allowed 2 or 3 attempts, only the first
attempt will be judged. If unchecked, the
final attempt will be judged.

- Show Passage: If checked, where
applicable, the quiz question will show the
relevant lesson passage. You may
uncheck this if you want to test your
students’ memory of the selection.

- Show Feedback: If checked, the student
will see immediate feedback after
answering each quiz question. If
unchecked, no explanation will be
provided.

- Show Hint: If checked, where applicable,
the student will have access to hints while
taking the quiz. Uncheck this field to
disable hint.

- Read Back Hint: If checked, the audio,
where applicable, will be enabled for Hint.

- Show Solution: If checked, the student
will be able to see the solution to the quiz
guestion. If unchecked, this access will be
disabled.

- Audio: In courses where quiz questions
have audio, you may choose to enable or
disable the audio.

% Load

Course

5 Defaul
ave efaulis Close ﬂ,ﬁ

Session Length: The default setting allows the
student to take as long as needed in the instructional
and test components of the courseware. You may
adjust this by selecting Fixed and entering the time
limits in the minutes field next to each component.

For example, as presented below, you may want to
limit a session to 30 minutes, allotting 20 minutes for
the instructional component and 10 minutes for test
completion.

L% Set Curriculum Preferences E

Maximum |dle Time e e

Lesson Elements
Lesson Resources Total " Flexihle * Fixed a0 minuies
Lesson Order i

Test Settings Instruction (" Flexihle * Fixed 20 minules
Session Length

Email Addresses Test

" Flexihle * Fixed 10 minuies

% Load
Course
Save Defaulis Clo:
J Qo ||

Email Addresses: If you would like students to
contact an instructor or support person via email, you
may enter an email address in the fields below.

L% Set Curriculum Preferences E

Maximum |dle Time E AR
Lesson Elements ‘ tomisin
Lesson Resources Teacher's Email |Mentondisin.com
Lesson El.rder Support Email ‘suppun@lsmj com
Test Seftings
Quiz Settings
Session Length

L=g Email Addresses

% Load
Course
Save Defaulis Clo:
se ﬂ,g

Students may send email to the designated email
address by clicking on the Web button in the
courseware and selecting send email. This will
launch Outlook if it has been set up on the student’s
computer.

33




Adjusting Preferences for
ISI Assessments

To adjust the preferences settings for ISI
Assessments, go to Preferences — Curriculum —
Assessments.

B . 8 |8 | & | #&

Brchive Preterences Ltilities Favarites Search
Instructional
Manager &, enk
Terminology Modify Course Structure
Site l
fa

In the Assessment Course Preferences window,
you may make adjustments to individual ISl
Assessments listed under the Course List column
on the left.
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You may customize Assessments in the following
ways:

1) First select an ISI Assessment from the
Course List on the top left and enter the
applicable Student ID(s) or Group ID(s).

2) You may limit the date range and time in
which students have access to a particular
Assessment by adjusting the Start Date
and End Date and Time fields. To allow
unlimited testing, check the Indefinite
field.

3) Define the Duration of an Assessment in
Minutes.

4) Designate if you want questions to appear in
Random or Sequential order.

5) Enter the Total Questions you wish the
Assessment to present to the student.

6) Choose between Once, Repeat and
Indefinite under Take Assessment,
determining how many times a student is
allowed to take an assessment. When you
select Repeat, a text box will appear asking
you to enter the maximum number of times
that an assessment may be repeated.

7) Change the title of an assessment by typing
the new title in the Assessment Title field.
This title change will appear in the
courseware interface and reports. It will not
change the course title in the I1SI course
menu.

Clicking on the Advanced Settings button next to
the Course List allows you to adjust the number of
guestions in each particular assessment section (if
applicable). Just type in the desired number and use
Selection Mode to determine if the questions will be
presented in random or sequential order.
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Modifying Course Structure

= | & | &

- - -

ates Archive Preferences Utilities Favorites Searc
ﬂ M Curriculum # Instructional
y ana g e Manager Assessment

Terminalogy
Site

=

Modify Course Structure allows you to pick and

choose from the chapters and lessons in a Release
4.0 1SI course. For example, when assigning work
to a student in an ISI course, you may decide to
eliminate a particular chapter or a series of lessons
from being displayed to the student. In this case,
you would:

1)

2)

3)

Select the course from the window on the
left.

Select/Deselect chapters and lessons from
the window on the right.

Click Save when finished.

T Maragemen Spatem Accens | evel. Kimiamiriar

o e |
* EBFR: Pttt wad Fotabens Char |
L sabcton|
&)
e Oue B
oo Vo, Wnch B3 10 V111 AN Elpoed T 0072 |

The chapters/lessons that you deselected will no
longer be visible to the student.
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Manager Preferences

Using the Manager Preferences screen you may
customize the I1SI Manager with regards to:

1) Reports

2) Certificates

3) Enroliments

4) Course Information

The Report Preferences — General screen
allows you to set default settings for reports. You
may do this for particular students or groups. Here
you can set the default Account Type, Sort By and
Sort Order. You may also set as default Use Best
Lesson Only, Use Most Recent Session Only and
Show Softrack Report.
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Using the Report Preferences — Default Report
screen, you may set a commonly used report as
the default report. Click on Change to see a list of
reports where you may select the one of your
choice. Be sure to click on Save.
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In the Report Preferences — Date Range Filters
window you may set the default date ranges for
sessions and enroliment dates.
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The Report Preferences — Score and Time Filters
screen allows you to adjust the default score and
time filters for reports. For example, your program
may require students to achieve a minimum of 70%
on each lesson. By changing the default Lesson
Score Filter to 70%, you may then quickly view the
lessons on which the student performed above or

below 70%.
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The Report Preferences — Course List Display
screen allows you to select the types of courses
you wish displayed in report screens. For
example, you may wish to eliminate Third Party
Software (TPS) from appearing on your report
lists.

You may also designate the order in which
courses are displayed in reports screens,
choosing from ISI Default, by Course Code,
Course Title or User Defined.
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The Report Preferences — Course List
Selection is used to set course selection defaults
in the reports. For example, if your program is only
concerned with mathematics courses, you may
place a checkmark next to the desired math
courses in this window. After clicking on save,
your default course selection in the reports will be
limited to those select math courses.
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Please note: The Course List Display feature also
exists for Enrollment and Course Information
Preferences.

The Certificate Preferences — Type Il window is
used to set default entries for the Type Il Certificates.
For example, you may preset the Certificate Title,
Issuing Organization, Signature and Issue Date.
Once saved, this information will always appear in
the Type Il Certificate until it is changed again in this

screen.
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From the Certificate Preferences — Type Il window
you may set default entries for the Type IlI
Certificate.
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Enroliment Preferences — Enrollment Criteria is
used to set the defaults for the Student
Management screen. This is a useful feature if
you are repeatedly viewing and editing the same
student records. For example, you may be
interested only in a particular group number or
range of student IDs. You may set that here.

Other useful defaults include Enrollment Date
Range, Courses, Group Name and Account Type.
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Enrollment Preferences — Add/Edit Students
speeds up the enrollment process by allowing you
to set the Default Account Type, automatically
enter Student IDs for new students, and
automatically create user IDs/Passwords.
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For example, placing a checkmark in the box next
to Automatically Enter Student ID for New
Student will automatically assign the next

available ID number to each new student during the
enrollment process.

A checkmark next to Demographic Data Tab allows
for viewing and editing of demographic data in the
Add and Edit Student screens.

A checkmark next to Initial Grade Level Tab allows
for viewing and editing of initial grade level data in
the Add and Edit Student screens.

Enrollment Preferences — Enrollment List Display
is used to set your preferences for the Enrollment
List. Here you may select from a list of Data to
Display and Sort features.
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Course Information Preferences — Course List
Display allows you to control the types of courses
(ISl or Third Party) displayed in the Course
Information window. You may also customize the
order of the display based on Course Code, Course
Title or a course order of your own preference.
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The Support Applications window displays the
various applications currently used on the station
and network, and allows for editing. For example,
if your program uses Word Perfect instead of
Microsoft Word, you may select that here.
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Changing Terminology Settings
via Preferences

To change the terminology in all screens and
buttons of the ISI Manager, go to Preferences —
Terminology.

J 8 |

- Freferences LIl

Curriculum Wk
Manager

The Terminology screen is where you may
customize the language used in your ISI Manager
and Curriculum. For example, in your program,
“Students” may be referred to as “Participants.”
You may set that change in this screen and it will
appear on all Manager buttons, pull downs and
applicable labels.

You may also change the terminology for prompts
that appear at the end of ISl lessons which ask
students to click on a button to begin a test.
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If the terminology of your choice is not on the existing
list, please contact ISI to inquire about customization.

Be sure to click on Save after all selections have
been made.

Site Preferences

Site Preferences are accessible via the Preferences
button. They are preset by ISl to perform a variety of
functions such as designating curriculum display
size, tracking error messages, and setting the
location to which curriculum data is written.
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The end user may adjust various settings, as
instructed by ISI Trainers. One example includes
adjusting the Timeout on the ISI curriculum and
Manager. Presently, the default is set for 10 minutes
for the Curriculum and 3 minutes for the I1SI Manager.

Main Timeout 10 minute(s) Manager Timeout |3 mif
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The ISI Management System provides detailed reports on student activities in the courseware.

ISI Reports
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Display

Displays a formal report.

Grid Display

Displays report in database format.

Edit

Allows the report to be edited or modified.

Browser Display

Displays report as a web page.

Excel Export

Exports the report to Excel format.

File Export

Exports the report to another application.

E-mail Emails the report via Outlook Express.
Print Prints the report.

Reset Returns the window to default settings.
Close Returns to the previous window/menu.




The Reports menu contains eight report types:

1) Assessment

2) Certificate

3) Cumulative

4) Graphical

5) Performance Analysis
6) Student

7) Executive Summary
8) Utility

Assessment Reports

Assessment Reports are broken down into Detail and Summary reports:

Selected R eport

o Azzeszment
2w Detail

i&{ Chapter Surnmary

Assessment Reports may be pulled for all ISI assessments. Examples include the ISI Adult Basic
Skills: Language, Mathematics and Reading.

e Repots Menu—

Report
Basic Criteria
Coursels]
SHE}AEL - Adult
+-[] 57 - Speling - Level 1
+-[]%1 - Wocabulary - Level 1
+-[]52 - Speling - Level 2
+-[J%2 - Wacabulary - Level 2
+-[J L1 - Language - Part &
+-[J L2 - Language - Part B
=1-[] ABM - Adult Basie Skills: Mathematics
+- ] M1 - Number Operations - Lewel |
+-[] P1 - Problem Solving - Level |
+- [ M2 - Mumber Operations - Level ||
+-[] P2 - Prablem Solving - Level Il
=[] ABR - Adult Basic Skills: Reading
+-[] R1 - Reading Comprehension - Level |
+-[] RZ - Reading Comprehension - Level ||




A Detail report will indicate a student’s performance on each question answered. The following is a
sample Assessment Detail Report where “C” stands for “Correct” and “I” stands for “Incorrect.”

Assessment Detail Report

Report Date: January 14, 2008 Sort By: Student (Increasing)
Student Number(s): 48
Darte(s): 1/1/2007 - 1/31/2008
Course Code(s): ABM
Grade  Time Correct/
Exercise Title Level (Min:Sec) Exercise Count

Student Name: Chitra Badii
Student 11D:; D00000048
Auxiliary 1D N/A
(ABM) Adult Basic Skills: Mathematics
(P1) Problem Solving - Level 1 (Grade Level: 3.20 - 4.39)

10/01/07 9:58 pm Compute take-home pay (3.20-325)  0:10 C
Compute savings in an installment purchase (326-331)  0:08 C
Compute the cost of a purchase (332-337) (e42 C
Compute total time with fractional hours (3.38-343) 001 C
Compute the cost of renting a car (3.44-3.49) 0:15 C
Compute wages earned (3.50-3.55) 0:19 C
Compute miles per gallon (3.56-361) 0:13 C
Compute cost savings on transportation (3.62-367) 0:15 I
Compute the percent of a down payment (3.68-373)  0:16 C
Read data from a bar chart (374 -379 0:18 C
Read a fuel gauge (3.80-3.85)  0:10 C
Read data from a line chart (3.86-391) 02 C
Identify a geometric shape (3.92-397) 006 C
Compute perimeter of a triangle (3.98-4.03) 0:14 C
Compute perimeter of a rectangle (4.04 -409)  0:15 C
Read a transportation schedule (4.10 - 4.15) 0:07 C

The Assessment Summary reports provide totals for time and score. The following is an example of
an Assessment Summary Report:

Assessment Summary Report

Report Date: January 14, 2008 Sort By:  Student (Increasing)
Student Number(s): 48
Date(s): 1/1/2007 - 1/31/2008
Course Code(s): ABM
Assessment Time Correct/
Assessment Test Date (Hr:)Min:Sec Exercise Count

Student Name: Chitra Badii

Student 11 000000048

Auxiliary 11: N/A

(ABM) Adult Basic Skills: Mathematics

(N1) Number Operations - Level I (Grade Level: 2.00 - 3.19) 100107 9:51 pm 6:48 20020 (100%)
(P1} Problem Solving - Level I (Grade Level: 3.20 - 4.39) 10/01/07 9:58 pm 8:04 18/20 (90"%)
(N2) Number Operations - Level Il {Grade Level: 4,40 - 6,55) 10107 10:06 pm 18:59 35/36(97%)
(P2} Problem Solving - Level 1T (Grade Level: 6.56 - 8.81) 1070107 10:25 pm 19:22 28/30 (93%)
Ass t Total: 4 ion(s) 53:13 101/106 (95%)

Student Total: 4 session(s) 53:13 101/106 (95%)

Grand Total: 4 session(s) 53:13 101/106 (95%)

The two other report options under Assessments are:

Chapter Detail: breaks the ‘Detail’ report down to the chapter level.
Chapter Summary: breaks the ‘Summary’ report down to the chapter level.
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Certificates

Certificates may be awarded to students for successful completion of ISI courses. Instructors or
administrators may choose from several Certificate templates:

- Type lis a predefined certificate with Instructional Systems, Inc. as the issuing organization.

- Type 1A allows you to enter the name of the issuing organization.

- Type Il allows the user to customize the certificate by entering the name of an organization,
the certificate title, signature and date issued.

- Type lll is designed to accommodate partner organizations that wish to join together in
awarding a certificate. Two fields are available for organization names and signatures.

Once you have entered the student number and dates of study, along with optional advanced filters,
you may use the Certificate Output page to customize the Type Il & Ill certificates. Here is an
example of the Type lll Certificate Output page:

Conthcstn, . . =
e Toal Primary Drganizalion ey
T el
e Tpent L mung (igarezahon. T r——
B Tgpam
Currultion
Gaphicel * Conbes Fiedd | [Amazed Tra
Pefomance rain
Shdart
Exmndon Seaenary
- Diasciiption [Mshasanics ¥
|
* Primary Signaturn Fohn Smen
Secondsey Signakss [orein Tl
[T
“Indcatns yreqand el o | : |
o) | o= | @
Drieplay | Primt | Recet | Chace
Logen eve: Miabay. Ly 14, 300 DB PH_ Elpond T 072845

This is an example of a Type Il Certificate where two organizations and signature fields have been
filled in:

= FISI anagement System - Access Levels Adminstrator

IE!
Logaff

Reports

SelectedRepot  Cetticate Type Il

Assassment
El Certificate

PV

SUNY EOC

oo
- Graphical Instructional Systems Inc.
- Performance Analysis Ausared Thia-
+ Shudent
S — Uerfificate of omplefion
- Lltility
PBod Smith

s academic excellence and personal development
ram administrated by Suny EOC during Spring
2007
Suny EOC Instructional Syseins Inc.

Certificate Output =i
| =) ® L2
Display | Primt | Resei | Close
Logon time: Monday, Janviary 14, 2008 238 PM  Elapsed Time: 01:26:38 A
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Cumulative Reports

File Wiew Tools Favorikes Help

e .| =

Reparts 7| Courses Students v_

Selected Report

o wieekly
A Monthly
A Courze

EaR Chapter
A Lesson

The Cumulative Reports present the successive completion of course content broken down in the
following categories:

- Daily, Weekly & Monthly Reports show usage over a specified period of time. These
reports are generally used to ensure that students are using the courseware properly over a
given time frame. For example, a daily report can be used to show how many hours students
spent in a particular course during a specified day(s).

- Course Reports show student usage in a particular course(s). This report is helpful for a
student who is studying several courses and is a good gauge of progress per course.

- Chapter Reports show usage broken down by individual curriculum chapters. For example,
an instructor can quickly see which chapters require review and which have been mastered.

- Lesson Reports show usage in individual lessons in a particular course, allowing instructors
to gauge student progress.

All of the Cumulative Reports are available in:

- Detail format, which shows the data for each session.
- Summary format, which provides totals based on the report type selected.

Graphical Reports

File Wiew Tools Favorikes Help

Reparts 7| Courses | Students -_
5Selected Report

A Assessment

A Certific-ate

A Curnulative

% Time on Task Chart

Prack, ry syl

Graphical Reports give a visual breakdown of data:
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- Time on Task Chart gives a visual picture of how much time students have spent in the

specified course(s). For example, in the following chart, ten students studied the courseware.
Eight of those spent between zero and five hours in the courseware. One student spent ten to
fifteen hours and one student spent more than fifty hours.

Student Count

0-5 Hrs

Time on Task Graphical Report

1 1

10-15 Hrs G0+ Hours

Hours Worked

Hours Worked
05T
10-15 Hrs
54 Hours
Grand Total:

Summary of Total

Student Count %o of Tatal
] R0
1 10%
1 0%
n 1000,

Course Usage Chart shows the number of students who studied a course(s) for a particular time
period, the total time spent and the percentage of total time spent in that course, compared to other

courses.

Course Usage Graphical Report
(Relative Courses Usage by Time)

W ARG %
W 7%
Totat 1000%
Summary of Total
Total Total Time % of Total
Course Name Student (HrMin:See  Time
ARC: Advanced Reading Comprehension s 22008 2TETS
CRE: Reading Comprehension 5 6:26:21 72.13%
Grand Total: 7 858539 100.00%
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Performance Analysis Reports

Reports
ERNE Azzessment A
e Certificate
Ao Cumnulative
Cat Graphical

Student
Detail
Summary

# Progress
- Chapter
2 Detall

0 Sumnmary

Shccess Predictar
“x Detail
S Surmmany

Performance Analysis reports show student performance in both detail and summary format. You
may pull this report by Student, Course, Chapter or Lesson.

This is an example of a Performance Analysis report pulled for a Student in detail format. Based on
this report, an instructor will be able to identify student strengths and weaknesses within individual

lessons and chapters:

Student Performance Analysis Detail Report

Date(s):

Report Date:
Student Numberis):

Course Codeis):

Tanuary 16, 2008 Sort By:

45 Sesslon(s):
1712007 - 17312008 Session Seores: Al sessions
CRM Lesson Scores: Al sessions

Student {Increasing)

Oimit session with 4 score and 1 minute time]

Student

Session Date

0HA00045 - Lisa Johnson
CRM: Mathematics 11
D907 945 am
949 am

9:31 am
9:55 am
G9:57 am
%59 am
G2 am
1003 am
105 am
1006k am
1010 am
112 am
14 am

1016 am

10:1% am

Grade Session Length Sesshon Lesson
Lesson Level  (HriMin:See Score Score
DADT:Compute the mean of o set of numbers 6,00 - 6,03 1020 (50
DADE:Solve o word problem myvolving the &, 615 1120550
: 6.24.627 40l 10410 100% )
DAT0:Find the median of a set of numbers .36 - 6.39 1:42 T L0 ¢ L0 )
DAl ddentify the error in compuring a st (.48 - 6.5] 143 220 (10%a)
seorne
DAl4:Recompute an aversge when data s 6,52 - 655 13 &0 (20%) 420 (20%a)
andded
DATSRecompute an average when datais 6,56 - 6,59 130 20 (15%) W20(15%)
removed
DAl6:Caleulate calorics from a table B - 1:57 SULD (R0}
DAlR:Predict resuls of an election 668 - 6.7 {3 (4%}
DAZN:Describe statiss a number of ways 6.76 - 6.7 1:23 20 (35%)
DAZl:Compute the value of real estate sold 6,80 - 6.8 1:28 5
DAZZ:Compute the avernge number of cars - 634 - 6,87 120 50 (15%)
sold
DA24:Find the men wain or loss of stock 792 . 695 120 TIHI(5%5) T (354
market
DAZS:Compure mean, mode, median and (.94 - 6.90 1:24 5730 (25%; M
range of & set of data
DAZ9:Find the probability of selecting a peint7.12 - 7,15 113 520 (25%) 20 (25}
Student Total: 15 Sesions  29:17 101270 (3T%) TNL2T (3755 )
Grand Tota 29:17 270 (3T %) 2T (3T%)
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You may also pull a “progress” report by student or by course, which shows the starting and ending
grade level as well as the monthly rate of progress. This is an example of a Student Progress

Report:
Student Progress Report

Report Date: lanuary 16, 2008 Sort By: Student (Increasing)
Student Number(s): 45 Session(s): Omit session with 0/0 score and | minute time
Date(s): 1/1/2007 - 1/31/2008
Course Code(s): CRM

Start Current Monthly

Grade Grade  Progess Session Time Start Last

Student Level  Level Rate  Sessions Hr:Min:Sec  Session Date  Session Date

000000045 - Lisa Johnson
Auxiliary ID: N/A
CRM: Mathematics 11
Student Total:

Grand Total:

6.00 9.83 38 43 58:31  OB/OB/OT 22:33 0B/0%/07 10:49
43 58:31
43 58:31

The Success Predictor reports come in both “detail” and “summary” format. This is an example of a

Success Predictor Detail Report for a student who has worked in three math courses. It shows the

course codes, total sessions, total time, average session time, session score, lesson score and totals

for all categories:

Success Predictor Detail Report

Report Date: January 16, 2008 Sort By: Increasing Student
Student Number(s): 43 Session(s): Omit session with 0/0 score and | minute time
Session Date(s): 1/1/2007 - 1/31/2008 Session Scores: All sessions
Course Code(s): CDM, CRM, IMI Lesson Scores: All sessions
Student Student Course Total Total Time Avg Session Session Lesson
1D Name Code Sessions (Hr:Min)  Time (Min:Sec) Score Score
D00000045: Johnson, Lisa
CREM 43 0:59 1:22 241/780 (31%%)  241/800 (30%)
CDM 9 0:06 0:38 44/90 (49%) 4490 (49%%)
IM1 3 0:10 322 15/60 (23%)  13/60 {23%)
Sub Total: 3 Course (s) 55 1:14 1:21 300/930 (32%)  300/950 (32%)
Grand Total: 1 Student (s) 55 1:14 1:21 300/930 (32%)  300/950 (32%)

The Success Predictor Summary report shows the same categories of data, but only the bottom

line (i.e. the totals).
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Student Reports

The set of reports labeled “ Student” contains four categories:
1) Activity
2) Completion
3) Summary
4) Essay Writing
5) Exercise Response

W | @ | & |
Feports Courzses Students |
Reports
EaR Agzessment
e Certificate
Ea Cumulative
+-er [araphical
Ea Perfarmatice Analysiz
S nt:
Feeeee Activity
] e Completion
] Suramary
] oo E szay ‘Wiiting
] oo Exercize Responze
+- Executive Summary
e |tility

Activity Reports show the results of the individual sessions a student has studied. You may pull
Activity Reports by session, daily, monthly, course, chapter or lesson.

Sample Session Activity Report

Session Activity Report

Report Date: lanuary 16, 2008 Sort By: Student (Increasing)
Student Number(s): 45 Session(s): Omit session with 0/0 score and | minute time
Date(s): 1/1/2007 - 1/31/2008 Session Scores:  All sessions
Course Code(s): CRM Lesson Scores: Al sessions
Grade Session Session Length  Session Lesson
Course Lesson Title Level Date (Hr:)Min:Sec Score Score
Student Name: Lisa Johnson
Student 1D 000000045
Auxiliary 1D: N/A
CRM: Mathematies 11
DA Compute the mean of a set of numbers 6,00 - 6.03 080907 9:45 am 343 10420 (30%) 1020 (50%%)
DAD4:Solve a word problem involving the mean 6,12 =615 9:49 am 1:52 11/200(535%) 11/200(535%:)
DAOT:Find the mode of a set of data 6.24 - 6.27 9:51 am 4:01 LOZLO (L00%a) LOZLO (100%)
DAL10:Find the median of a set of numbers 6,36 - 6.39 9:55 am 1:42 LOATO (T00%) LOATO (T00% )
DAl 3:1dentify the error in computing a test score 6,48 - 6.51 9:57 am 2:43 220 (104%) 220 (10%)
DAl4:Recompute an average when data is added 6.52 - 6.55 9:59 am 2:13 420 (20%:) 4201(20%)
DAlS:Recompute an average when data is removed 6,56 - 6,59 10:02 am 1:30 320 (15%) 320 (15%)
DAl6:Caleulate calories from a tahle 6,60 - 6,63 10:03 am 1:57 Q10 (D00 Q10 (D0%)
DALS:Predict results of an election 668 -6.71 10:05 am 1:28 BI20 (4080 B20(40%)
DA20:Deseribe statistics in a number of ways 6.76 - 6.79 10:09 am 1:23 720 (35%) Ti20(35%)
DA21:Compute the value of real estate sold 6,80 - 6.83 10010 am 1:2 520 (25%) 520 (25%)
DA22:Compute the average number of cars sold 6,84 - 6.87 10:12 am 1:20 5/20 (25%) 5/20(25%)
DA24:Find the mean gain or loss of stock market 6,92 - 695 10:14 am 1:20 TI20 (35%0) T20(35%)
DA25:Compute mean, mode, median and range of o 6,96 - 6,99 10:16 am 1:24 5120 (25%) 5/20 (25%)
set of data
DA29:Find the probability of selecting a point T12-7.15 10:19 am 1:13 5/20 (25%) 5/20) (25%)
Course Total: 29:17  101/270 (37%) 1017270 (37%)
Student Total: 29:17  101/270 {37%) 101/270 (37%)
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Sample Daily Activity Report

Daily Activity Report

Report Date: January 16, 2008 Sort By: Student {Increasing)
Student Number(s): 48 Session(s): Omit session with 0/0 score and | minute timg
Date(s): 1/1/2007 - 1/31/2008 Session Scores:  All sessions
Course Code(s): AVD, AVDLI, AVDL3, ARC, ISIEW, FCM, Lesson Scores:  All sessions
IMP, MSIE, CDR, CDM, IM1, CRR, SVG, SWM,
RSSL, RSSL1, RSSL2, RSSL3, CRW
Grade Session Time Session Lesson
Course  Lesson Level  (Hr:)Min:Sec Score Score
Student Name: Chitra Badii
Student ID: 000000048
Auxiliary 1D: N/A
Session Date: 10/4/07
CDM:Mathematies I
WNO1: Place value of whole numbers 1,00 - 1.62 2:01 100 (100%) 100 (100%)
10/04/07 Total: 2:01 10/10 (100%) 10/10 (100%)
Session Date: 10/6/07
CDM:Mathematices [
WNO1:Place value of whole numbers 1.00 - 1.62 3:44 LOALO (100%) LOALO (100%)
WNO2:Ordering whole numbers 1.63-2.25 il 9/10 (90%) 9/10 (90%)
WNO3: Addition of whole numbers 226-2.88 1:49 B0 (RO B0 (RO
WNO4: Subtraction of whole numbers 289-351 216 20 (20%) 20 (20%)
WNOS5: Multiplication of whole numbers 3.52-4.14 2:15 LO/ALO (LO0%) LOALO (LO0%)
WNO6: Division of whole numbers 415-477 454 6/10 (60%) 6/10 (60%)
WNOT:Mixed operations with whole numbers 478-539 4:56 TI0(70%) TI0(70%)
WNOS: Application problems with whole numbers 540-6.00  4:24 9/10 (90%) 9710 (90%)
FRO1:Introduction to fractions 3:21 LO/ALO (LO0%) LOALO (LO0%)
FROZ:Equivalent fractions 2:51 10/10 (100%) 1010 (100%)
FROZ:Adding like fractions k 3. 1:11 100 (100%) 1010 {100%)
FRO4:Reducing fractions 3.19-336 2:26 910 (90%) 910 (90%)

Sample Monthly Activity Report

Monthly Activity Report

Report Date: January 16, 2008 Sort By: Student (Increasing)
Student Number(s): 45 Session(s): Omit session with 0/0 score and | minute time
Date(s): 1/1/2007 - 1/31/2008 Session Scores:  All sessions
Course Code(s): ALL Lesson Scores: Al sessions
Grade  Sessi Session Time 8 Lesson
Course Lesson Level Date  (Hr:)Min:Sec  Score Score
Student Name: Lisa Johnson
Student 11: 000000045
Auxiliary 1D: N/A
August 2007
AVDL1 Adult Vocabulary Development: Level 1
V102:Word Group 2 1.2-1.3 081107 3:39 T (100%) T (100%)
V103:Word Group 3 1.4-15 081107 1:58 7T (100%) T (100%)
V104 Word Group 4 1.6-1.7 081107 5:04 14715 (93%) 14715 (93%)
V201 :Word Group | 20-2.0 081107 2:12 L2712 (100%) 1212 (100%)
V202:Word Group 2 2.1-2.1 080807 1:37 0 (70%) 0 (70%)
08/11/07 3:02 LO/10 (100%) LO/10 (100%)
V203:Word Group 3 22-22 081107 1:536 THAT (100%) AT (100%)
V204:Word Group 4 23-23 081107 5:02 LIZEL (100%) LITL (100%)
V205:Word Group 5 24-24 081107 317 LO/LL (91%) LO/LL (91%)
V206:Word Group 6 2.5-2.5 080807 1:48 6/10 (60%) 6/10 (60%)
08/11/07 3:23 10410 (100%) 1010 (100%)
V207:Word Group 7 26-2.6 01107 2:46 611 (55%) 611 (55%)
V208:Word Group 8 2.7-2.7 081107 2:29 11/12 (92%) 11712 (92%)
V209:Word Group 9 28-28 081107 3:30 THAT (100%) AT (100%)
V210:Word Group 10 29-29 081107 3:01 910 (90%) 910 (90%)
V301:Word Group | 3.0-3.0 080807 1:56 917 (53%) 917 (53%)
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Sample Course Activity Report

Course Activity Report

Report Date: January 16, 2008 Sort By: Student (Increasing)
Student Number(s): 45 Session(s): Omit session with 0/0 score and | minute
Lime:
Date(s): 1/1/2007 - 1/31/2008 Session Scores:  All sessions
Course Code{s): AVDL3 Lesson Scores: Al sessions
Grade  Session  Session Time Session Lesson
Course Lesson Level Date  (Hr:)Min:Scc Score Score

Student Name: Lisa Johnson
Student [D: 000000045
Auxiliary ID: N/A

AVDL3: Adult Voeabulary Level 3
V701:Word Group | 7.0-70 081107 846 L3135 (100%) L5105 (100%)
V702:Word Group 2 6:07 12/14 (R6%) 12/14 (B6%)
VT703:Word Group 3 6:21 14/16 (R8%) 14/16 (88%)

VT04:Word Group 4
V705:Word Group 5
V706:Word Group 6

355 13
4:58 16
345 12

5 (87%) 13/15 (87%)
6(100%) 16 (100%)
3(92%) (92%)

V707:Word Group 7 4:49 1 S (93%)
V708:Word Group 8 3:58 13714 (93% 13714 (93%)
V709:Word Group 9 407 1416 (B8%) 14/16 (83%)
VI10:Word Group 10 4:48 L3/15 (87%) 15 (87%)

V711:Word Group 11 411 (100%:) (100%)
V712:Word Group 12 5:20 6 (B8 14/16 (BR%)
V713:Word Group 13 4:33 5(93%) 14/15 (93%)
VT14:Word Group 14 6:51 5 (93%) 14/15 (93%)
V715:Word Group 13 308 12/15 (80%) 12715 (B0%)
V7l6:Word Group 16 323 L6/16 (100%) L6/ 16 (100%)
V717:Word Group 17 7:16 14/16 (BE%)
V718 Word Group 18 445 15 (B7"%)
V719:Word Group 19 530 13/15 (87%)
V720:Word Group 20 79-79  O8/11/07 332 12/15 (R0%) 12715 (80%)
Course Total: 1:40:03 2TS/304 (90%) 275/304 (90%)
Sample Chapter Activity Report
Chapter Activity Report
Report Date: January 16, 2008 Sort By: Student (Increasing)
Student Number(s): 45 Session(s): Omit session with 0/0 score and 1 minute time
Date(s): 1/1/2007 - 1/31/2008 Session Scores:  All sessions
Course Code(s): AVDL3 Lesson Scores:  All sessions
Grade  Session Session Time Session Lesson
Chapter Lesson Level Date (Hr:)Min:See Score Score
Student Name: Lisa Johnson
Student [D: 000000045
Auxiliary ID: N/A
Course: (AVDL3) Adult Vocabulary Devels Level 3
¥T7:Vocabulary Words (Levels 7.0 to 7.9) (Grade: 7.0-7.9)
V701 :-Word Group 1 08/11/07 8:46 15/15 (100%) 15/15 {100%)
V702:Word Group 2 0811707 6:07 12/14 (86%) 12/14 (86%)

0811707 6:21 1
08/11/07 3:55 5 (87%)

0811707 4:58 Lo/ 16 (100%) |
0811707 345 12/13 (92%)
081107 4:49 14/15 (93%)
0811707 3:58 13/14 (93%%)
0811707 407 14716 (88%)
0811 448 1315 (87%)
08/11/07 411 '
0811707 5:20

V703:Word Group 3
V704:Word Group 4
V705:Word Group 5
WK ord Group 6
VI07:Word Group 7
VI08:Word Group 8
V709:Word Group 9
V710:Word Group 10
V711:Word Group 11

6 (88%) 14/16 (88%)
3(87%)
16 (100%)

12713 {92%)

V713:Word Group 13 08/11/07 433

V714:Word Group 14 08/11/07 6:51

V715:Word Group 15 0811407 308

V716:Word Group 16 08/11/07 323 1616 (100%) 16/16 (100%)

V717:Word Group 17 08/1107 7:16 14/16 (88%) 14/16 (38%)

V718:Word Group 1% 08/11 4:45 13715 (87%) J %)

V719:Word Group 19 08/11/07 5:30 15 (B7%) 1315 (87%)

V720:Word Group 20 08/11/07 332 12/15 (80%) 12/15 (80%)
Chapter Total: 1:40:03  275/304 (90%) 275/304 (90%)
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Sample Lesson Activity Report

Lesson Activity Report
Report Date: January 16, 2008 Sort By: Student (Increasing)
Student Number(s): 435 Session(s): Omit session with 0/0 score and | minute tim
Date(s): 1/1/2007 - 1/31/2008 Session Scores: All sessions
Course Code(s): AVDL3 Lesson Scores: All sessions
Grade Session  Session Time Session Lesson
Course  Lesson Level Date  (Hr:)Min:Sec Score Score

Student Name: Lisa Johnson

Student 1D: 000000045

Auxiliary 1D: N/A

AVDL3: Adult Vocabulary Development: Level 3

VT01:Word Group 1 0811707 846 LS5 (100%) 15/15(100%)
V702:Word Group 2 0811707 6:07 (Ra%) 12714 (86%)
V703:Word Group 3 08/11/07 6:21 14/16 (R8%) 14/16 (88%)

V704:Word Group 4 08/11/07 3:55 1315 (87%) 13715 (87%)
VT05:Word Group 5 0811707 458 16/16 (100%) 16/16 (100%)
V706:Word Group 6 08/11/07 3:45 12713 (92%) 12713 (92%)
V707:Word Group 7 08/11/07 449 L4715 (93%) 14/15 (93%)
VT08:Word Group 8 08/11/07 358 13/14 (93%) 13/14 (93%)
V709:Word Group 9 ORM1/07 4:07 14/16 (88%) 14/16 (88%)
V710:Word Group 10 D8/11/07 4:48 13715 (R7%) 13/15 (87%)
V711:Word Group 11 (100%)

08/11/07 411 LT (100%) 1

V712:Word Group 12 / 5:20 14/16 (88%)
V713:Word Group 13 0811/07 4:33 14/15 (93%)
V714:Word Group 14 08/11/07 651 14/15 (93%)
V715:Word Group 15 08/11/07 308 1215 (80%) 12/15 (80%)
V7l6:Word Group 16 08/11/07 323 1616 (100%:) 16/16 (100%)
V717:Word Group 17 08/11/07 716 1416 (88%) 14/16 (88%)
V718:Word Group 18 08/11/07 445 1315 (87%) 13/15 (87%)
V719:Word Group 19 TH-79 081107 5300 1315 (87%) 13/15 (87%)
V720:Word Group 20 79-759 0811/07 3:32 12/15 (80%) 12/15 (80%)

Course Total: 1:40:03  275/304 (90%) 275/304 (90%)

Student Total: 1:40:03  275/304 (%0%) 275/304 (90%)

Grand Total: 1:40:03  275/304 (90%,) 2757304 (90%)

Completion Reports

Completion Reports are the “report cards” for the course. They allow instructors to identify the
number of lessons in a course that have been completed and those not yet attempted. Under More
Options, instructors must designate a passing percentage a student must achieve to successfully
complete a course. The Management System compares the number of lessons/chapters that the
student completes against the criteria established by the instructor. This report may be run by
Course, Chapter, or Lesson.

Sample Completion Report by Course

Completion Report By Course

Adult Vocabulary Development: Level 1 (AVDL1)
(34 Lessons and 511 exercises in Course)

Report Date: January 16, 2008 Sort By: Student (Increasing) Lesson Completion: 0% of exercises correct
Student Number(s): 45 Total Lessons: 34 Chapter Completion: 0% of lessons complete
Date(s): 1/1/2007 - 1/31/2008 Total Chapters: 3 Course Completion: 0% of chapters complete
Lesson Completion by Course Completion by
Total Time . Complete Complete
Student Auxiliary 1D (Hr:)Min:See Session Score  Lesson Score Session Lesson
000000045 Lisa Johnson N/A 2:01:48  433/511 (83%) 433/511 (83%) 3434 (100%) 34734 (100%)

Total: 1 Student(s) 2:01:48 433511 (85%)  433/511 (85%)  34/34 (100%)  34/34 (100%)




Sample Completion Report by Chapter

Completion Report By Chapter
Adult Vocabulary Development: Level 1 (AVDLI1)

Report Date; January 16, 2008
Student Number(s): 43

Sort By: Student {Increasing)
Total Lessons: 34

Lesson Completion: 0% of exercises correct
Chapter Completion: 0% of lessons complet

Date(s): 1/1/2007 - 1/31/2008 Total Chaprers: 3 Course Ci 0% of chapter I
Excrcise Attempted Lesson Score Session Session Time  Completed
Lesson Count  Exercises (Best Score) Date (Hr:Min:Sec) Y/N
Student Name: Lisa Johnson

Student ID: 000000045
Auxiliary 1D: N/A

34 Lessons in AVDLI (34 attempted, 34 completed)

Chapter: Vocabulary Words (Levels 1.0 to 1.9)

4 lessons in V1 (4 attempted, 4 completed)

V101 :Word Group | ¥ ¥ /B (8RY%) 080807 41 Yes
V102:Word Group 2 7 7 TT(100%) 081107 339 Yes
V103:Word Group 3 7 7 7T (100%) 08/11/07 1:58 Yes
V104:Word Group 4 15 15 14715 (93%) 081107 5:04 Yes

Chapter Total: 37 37 35/37 (95%) 11:22 (100%) Yes

Chapter: Vocabulary Words (Levels 2.0 to 2.9) 10 lessons in V2 (10 attempted, 10 completed)
V201:Word Group | 12 12 1212 (100%) 08/11/07 212 Yes
V202:Word Group 2 10 10 LOA10 (100%:) 08/11/07 302 Yes
V203:Word Group 3 I I LT (100%) 08/11/07 1:56 Yes
V204:Word Group 4 I I LIALL (100%) 0&11/07 5:02 Yes
V205:Word Group 5 11 11 LOF1L (91%) 081107 EH Yes
V206:Word Group 6 10 10 1010 (100%) 0%/11/07 323 Yes
V207:Word Group 7 1 1 611 (55%) 081107 2:46 Yes
V208:-Word Group 8 12 12 112 (92%) 081107 2:29 Yes
V209:Word Group 9 Il 11 LI/ (100%) 08/ 11/07 3:30 Yes
VZI0:Word Group 10 10 10 910 (90%) 0%/11/07 201 Yes

Chapter Total: 109 109 101/109 (93%) 338 (100%) Yes

Chapter: Vocabulary Words (Levels 3.0 to 3.9) 20 lessons in V3 (20 attempted, 20 completed)
V301:Word Group | 17 17 LT (100%) 0&11/07 2:53 Yes
V302 Word Group 2 16 16 1516 (94%) 0811/07 2:23 Yes

Sample Completion Report by Lesson

Completion Report By Lesson
Adult Vocabulary Development: Level 1{aVDL1)
Report Date: Tarary 16, 2008 Sort By: Smdent (Increasing) Tesson Completlon: 077 of CXGICiSgs COTTOCE
Student Number(s): 45 Total Lessons: 34 Chapter Completion: (% of lessons complete
Datels): 12007 - 1312008 Total Chapters: 3 Course Ci % of chapters complete
Exercise Adtempied Lesson Score Session Session Time Completed
Lesson Count Correct Exercises (Best Seore)  Date (Hr:Min:Sec) Y /N
Student Name: Lisa Johnsoa
Seudent 1D: 0MM045
Auxiliary 1D: NiA& A4 Lessons in AVDLI (34
V101:Word Group 1 [ 3 TE($8%) DRORUT Yes
Vi ip 2 7 7 7 bl Vs
T 7 1 Yes
15415 1415(93%) Yes
12 12 12 1202 (10006 081107 Yes
0w 10 100 DSTLOT Yes
"o 1 1001 (100%) 7 Yes
1 " " UL (1D0%) Yis
n 10 " 1071 (91%) Yes.
10 10 n 10410 {10056y Yes
1 L 11 611 (554} Yes
12 12 11712 (929) Yes
11 1 1 L1 (100} Yos
10 9 i) 9710 (0% Yes
17 17 17 17T (1000 081107 Yes
16 15 16 15716 (94%) 0K/ 107 Yes
1615 16 15716 194%)  0R/1 107 Yes
16 14 16 14716 (88%) 7 Yos
16 1 16 L1716 (69%0) 07 Yes
17 14 17 1417 (82%) 07 Yos
17 12 17 L2217 (71%) T Yes
3 rd Group 8 18 15 I8 15718 (83%) V10T Yes
V309:Word CGroup 9 17 15 17 1517 (R&%) ORI LOT Vs
V310-Word Group 10 17 17 17 177 (100 081107 Yes.
V311:Word Group 11 20 15 0 1520 (75%) 081107 Yes
g ord Group 12 2016 n 16720 (80%)  DRTLOT Yes
Group 13 19 14 19 19719 (74%)  0R/1 107 Yes
Group 14 19 12 1o 12419 {63%) 7 Yos
‘ord Group 15 20 17 0 L7720 (85%) 07 Yes
20 18 0 1820 (90%) 081107 Yes
013 m 20 (75%) )7 Yes
20 17 m 17720 (85%) 081107 Vs
20 14 m 1420 (70%0) a7 Yos
V3I20:Word Group 20 20 14 20 1420 (70%) 081107 Yes
Student Total: 21 433 SII 433511 (85%) M
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Summary Reports

Summary Reports provide totals and averages. For example, they may be used to determine the
total number of lessons completed, total time spent in each lesson and student grades over a
specified period of time. They may be pulled by time frame (daily, weekly or monthly) or by report
type (course, chapter or lesson).

Sample Daily Summary Report

Daily Summary Report
Report Date: January 16, 2008 Sort By: Student (Increasing)
Student Number(s): 45 Session(s): All sessions
Date(s): 1/1/2007 - 1/31/2008 Session Scores:  All sessions
Course Code(s): AVDLIL Lesson Scores:  All sessions
Session  Session Time Session Lesson
Course Lesson Count__ (Hr:)Min:Sec Score Score
Student Name: Lisa Johnson
Student ID: 000000045
Auxiliary ID: N/A
Session Date: 08/08/07
AVDLI1: Adult Vocabulary Development: Level 1
V101:Word Group 1 2 0:50 T/8 (88%) 716 (44%)
V202:Word Group 2 1 1:37 T0(70%) TA0(T0%)
V206:Waord Group 6 1 1:48 G/LO (60%) 6/10 (60%)
V3I01:Word Group 1 1 1:36 917 (53%) /17 (33%)
08/08/07 Total: 5 6:11 29/45 (64%) 29/53 (55%)
Session Date: 08/11/07
AVDL1: Adult Vocabulary Development: Level 1
V102:Waord Group 2 1 339 T (100%) TT (100%)
V103:Waord Group 3 1 1:58 (100%) TT(100%)
Viod:word Group 4 1 5:04 15 (93%) 14/15 (93%)
V201:Waord Group | 1 212 1212 (100%) 12/12 (100%)
V202:Word Group 2 1 3:02 LO/L0 (100%) 10/10 (100%)
V203:Waord Group 3 2 2:29 LI (100%) 11422 (50%)
V204:Word Group 4 1 5:02 LT (100%) T {100%)
V205:Waord Group 5 1 37 TV1L (91%) 1011 (91%)
V206:Word Group 6 1 323 1010 (100%) 10/10 (100%)
V207:Word Group 7 1 2:46 611 (55%) 6/11(55%)

Sample Weekly Summary Report

Weekly Summary Report
Report Date: January 16, 2008 Sort By: Student (Increasing)
Student Number(s): 45 Session(s): All sessions
Date(s): 1/1/2007 - 1/31/2008 Session Scores:  All sessions
Course Code(s): CDM Lesson Scores: Al sessions
Session Session Time Session Lesson
Course Lesson Count (Hr:)Min:Sec Score Score
Student Name: Lisa Johnson
Student [D: 000000045
Auxiliary 11: N/A
Week OF 8/5/07 - 8/11/07
CDM: Mathematics 1
WNO1:Place value of whole numbers 1 0:36 LOALO (100%) 100 (100%)
WNO02:Ordering whole numbers 1 1:00 LOALO (1D0%) LOALO (LO0%)
WNO3:Addition of whole numbers 1 0:37 410 (40%) 410 (40% )
WNO4:Subtraction of whole numbers 1 0:30 310 (30%) 310 (30%)
WNOS:Multiplication of whole numbers 1 0:33 310 (30%0) 30 (30%)
WNO6: Division of whole numbers 1 0:33 4710 (40%) 4/10 (40% )
WNOT:Mixed operations with whole numbers 1 0:29 2010 (20%) 210 (20%)
WNOS: Application problems with whole numbers 1 0:27 10 (30%) 310 (30%)
FRO1:Introduction to fractions 1 0:56 SO0 (50%0) S0 (50%)
Weekly Total: 9 5:41 44/90 (49%) 44/90 (49%)
Student Total: 9 5:41 44/90 (49%) 44/90 (49%)
Grand Total: 9 5:41 44/90 (49%) 44/90 (49%)
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Sample Monthly Summary Report

Monthly Summary Report

Report Date: January 16, 2008 Sort By: Student (Increasing)
Student Number(s): 45 Session(s): All sessions
Date(s): 17112007 - 1/31/2008 Session Scores:  All sessions
Course Code(s): CbhM Lesson Scores:  All sessions

Sessi Session Time Sessi Lesson
Course  Lesson Count  {Hr:)Min:Sec Score Score
Student Name: Lisa Johnson
Student 1D: 000000045
Auxiliary 1D: N/A
August 2007
CDM: Mathematics 1
WNOL: Place value of whole numbers 1 0:36 1O/ (T00%) LOATO (TO0%)
WN02: Ordering whole numbers 1 1:00 100 (100%) 1010 {100%)
WN03: Addition of whole numbers 1 0:37 410 (40%) 410 (40%)
WNO4: Subtraction of whole numbers 1 0:30 310 (30%) 310 (30%)
WNOS: Multiplication of whole numbers 1 0:33 310 (30%) 310 (30%)
WNO6: Division of whole numbers 1 0:33 410 (40%) 410 (40%)
WNO7: Mixed operations with whole numbers 1 0:29 20 (20%) 200 (20%)
WNOS: Application problems with whole numbers 1 0:27 310 (30%) 3/10 (30%)
FROT: Introduction to fractions 1 0:56 510 (50%) 510 (50%)
August 2007 Total: 9 5:41 44/90 (49%) 44/90 (49%)
Student Total: 9 5:41 44/90 (49%) 44/90 (49%)
Grand Total: 9 5:41 44/90 (49%) 44/90 (49%)
Sample Course Summary Report
Course Summary Report
Report Date: January 16, 2008 Sort By: Student (Increasing)
Student Number(s): 45 Session(s): All sessions
Date(s): 1/1/2007 - 1/31/2008 Session Score: All sessions
Course Code(s): CbhM Lesson Score: All sessions
Sessi Session Time Sessi Lesson
Course Lesson Count  (Hr:)Min:Sec Score Score
Student Name: Lisa Johnson
Student 1D: 000000045
Auxiliary 1D: N/A
CDM: Mathematics 1
WNO1: Place value of whole numbers 1 0:36 100 (100%) 1010 {100%)
WNO02: Ordering whole numbers 1 1:00 LOALO (100%) LOALO (100%)
WN03: Addition of whole numbers 1 0:37 410 (40%) 410 (40%)
WNO4: Subtraction of whole numbers 1 0:30 310 (30%) 10 (30%)
WNOS: Multiplication of whole numbers 1 0:33 0 (30%) 0 (30%)
WNOG: Division of whole numbers 1 0:33 4710 (40%) 410 (40%)
WNOT: Mixed operations with whole numbers 1 0:29 210 (20%0) 210 (20%)
WNOS: Application problems with whole numbers 1 0:27 310 (30%) 310 (30%)
FRO1: Introduction to fractions | 0:56 S0 (50%) S0 (50%)
Course Total: 9 5:41 44/90 (49%) 44/90 (49%)
Student Total: 9 5:41 44/90 (49%a) 44/90 (49%a)
Grand Total: 9 5:41 44/90 (49%) 44/90 (49%)
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Sample Chapter Summary Report

Chapter Summary Report
Report Date: January 16, 2008 Sort By: Student (Increasing)
Student Number(s): 45 Session(s): All sessions
Date(s): 1/1/2007 - 1/31/2008 Session Scores:  All sessions
Course Code(s): CDM Lesson Scores: Al sessions
Session  Scssion Session Lesson
Course Liesson Count  (Hr:)Min:Sec Score Score

Student Name: Lisa Johnson
Student 1D: 000000045
Auxiliary 11: N/A

CDM: Mathematics 1
Chapter; WN Whole Numbers

WNOL: Place value of whole numbers
WNO2: Ordering whole numbers
WNO3: Addition of whole numbers
WNO4: Subtraction of whole numbers
WNO5: Multiplication of whole numbers
WNO&: Division of whole numbers
WNOT: Mixed operations with whole numbers
WNOE: Application problems with whole numbers

Chapter: FR Fractions
FROL: Introduction to fractions

Chapter Total:

Chapter Total:
Course Total:
Student Total:
Grand Total:

I 0:36 10710 (100%) LO/10 (100%)
1 100 10710 (100%) L0/10 (100%)
1 0:37 410 (40%) 4710 (40%)
! 0:30 310 (30%) 310 (30%)
I 0:33 310 (30%) 310 (30%)
1 0:33 4710 (40%) 4110 (40%)
1 0:20 2710 (20%) 210 (20%)
! 0:27 310 (30%) 310 (30%)
8 445 39/80 (49%) 30/80 (49%)
1 0:56 5710 (50%) 5/10 (50%)
1 0:56 510 (50%) S/10 (50%)
9 S:41 44790 (49%) 44/90 (49%)
9 Sl 44/90 (49%) 44/90 (49%)
9 Sl 44/90 (49%) 44/90 (49%)

Sample Lesson Summary Report

Lesson Summary Report

Report Date: January 16, 2008 Sort By: Student (Increasing)
Student Number(s): 45 Session(s): All sessions
Date(s): 1/1/2007 - 1/31/2008 Session Scores:  All sessions
Course Code(s): CDM Lesson Scores:  All sessions
Session  Session Time Session Lesson
Course Lesson Count__ {Hr:)Min:Sec Score Score

Student Name: Lisa Johnson
Student 1D: 000000045
Auxiliary 1D: N/A

CDM: Mathematics [
WNO1: Place value of whole numbers
WNO2Z: Ordering whole numbers
WNO3: Addition of whole numbers
WNO4: Subtraction of whole numbers
WNOS: Multiplication of whole bers
WNO6: Divi
WNOT: Mixed operations with whole numbers
WNOS: Application problems with whole numbers

on of whole numbers

FRO1: Introduction to fractions
Course Total:
Student Total:
Grand Total:

1 0:36 LO/L0 (100%) LO/L0 (100%)
1 1:00 10/10 (100%) 10/10 (100%)
1 0:37 4/10 (40%) 4/10 (40%)
1 0:30 310 (30%) 310 (30%)
1 0:33 310 (30%) 310 (30%)
1 0:33 4710 (40%) 4710 (40%)
1 0:29 2410 (20%) 2410 (20%)
1 0:27 310 (30%) 310 (30%)
1 0:56 5/10 (50%) S0 (50%)
9 5:41 44/90 (49%) 44/90 (49%)
9 5:41 44/90 (49%) 44/90 (49%)
] 5:41 44/90 (49%) 44/90 (49%)
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Essay Writing Report

Essay Writing report shows a student’s written essays and the time it took him/her to complete it. It
is a useful tool for assessing essay writing skills and progress. There is no grading component in the
Essay Writing course. However, instructors can review the essays via this report and use the Lesson
Approval feature (via the Courses button) in the Manager to indicate that an essay has been
approved. This manual approval will result in a “Yes” under the “Completed” field in the Completion
Report.

Sample Essay Writing Report

Essay Writing Report

Report Date: October 18, 2007 Sort By: Enlistee (Increasing)
Enlistee Number(s): 1-999999999 Session(s): All sessions
Date(s): 10/5/2007 - 10/5/2007 Session Scores:  All sessions
Course Code(s): ISIEW Lesson Scores:  All sessions

Session Length

(Hr:)Min:Sec

Enlistee Name: Chitra Badii
Enlistee 1D: 000000048
10/05/07 11:50 am Total Time Used: 3:09
Essay Contents ( E101: What are different ways you can help conserve energy? )
How to Conserve Energy

There are many ways to conserve energy. In this essay, [ will detail the various ways.

The first thing that should be mentioned is that saving energy has to be brought to the forefront of
one’s mind. There are many ways to remind oneself of this.

For one thing, you can put a note on your door every time you leave the house to remind you to turn
the lights off. Second. if vou have the radio and the TV on at the same time, turn one of them off.

Exercise Response Report

The Exercise Response report is for use with I1SI's You Can Make It Happen course. It shows the
guestions presented to the student along with his/her responses. Counselors utilize this report to
gauge the needs and progress of their clients. For learners, the report serves as a journal of their
thoughts and goals.

Exercise Response Report

Report Date: March 09, 2010 Sort By: Student (Increasing)
Student Number(s): 8 Session(s): All sessions
Date(s): 3/1/2009 - 3/31/2010 Session Scores:  All sessions
Course Code(s): SGA, SGIL Lesson Scores: Al sessions
Chapter Title Total Lesson Exercise Count

Student Name: Shirley Jones
Student ID: 000000008

3/9/20010 1:10 pm Chapter 1: Check Your ID
Lesson: (C103) Confidence 2
Exercise 1:
Now, think of some things that you feel have held you back from what you wanted to do. It may be people or events, It may be some

feelinas you have or some beliefs you have, This is the time to unload what has been bothering you for a lang time. These are hurdles you
have been running into for a long time. Click on the "ADD" button to add your own words. If you need some suggestions, click on the
"HELP" button below. Some things that held me back are:

Answer:
I have lacked the necessary skills.
1 did nort have people to support me in life,
I did not have enough money.

Exercise 2:
What are you confident about? Click on the "ADD" button to add your own words. If you need some suggestions, click on the "HELP"
button below, I am confident about:
Answer:
T'am confident that I can speak well.
I believe that I am a good person,
I ger along with people,
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Executive Summary Report

The Executive Summary reports are used by administrators and instructors to get an overview of
student course usage and progress.

Selected: Course Executive Summary Bepor

Reports

[N Azzessment

e Certificate

FIRS Cumulative

EIRE Graphical

FIRS Performance Analysis
[N Student

e Executive Summary
:bd Site Summnary
3 Course Summary:
FIRRINS |Itility

There are two reports:
1) Site Summary: summarizes site data by student.

Sample Site Executive Summary Report

Site Executive Summary Report

Report Date: lanuary 16, 2008 Sort By: Increasing Student

Student Number(s): 383245 Session(s): All sessions

Session Date(s): 1/1/2007 - 1/31/2008 Session Scores: All sessions

Course Code(s): ALL Lesson Scores: All sessions

Student Student Number of Total Total Time  Avg Session Session Lesson

1)] Name Course Taken Sessions (Hr:Min) Time (Min:Sec) Score Score

000000003 Oke, Dina 10 203 5:48 1:43 116/321 (36%) 116/1,954 (6%)
000000008 Gentle, Barbara 2 21 2:28 7:02 1200125 (96%) 1204329 (36%)
000000032 Chen, Peng 1 2 0:05 2:26 4/8 (50%) 48 {50%)
000000045 Johnson, Lisa 12 262 11:08 2:33 2214/3.324 (67%) 22143496 (63%)
AVERAGE 122 4:52 2:24 614/944 (65%) 614/1,447 (42%)
MEDIAN 112 4:08 2:13 118223 (53%) 118/1,142 (10%)
Grand Total: 4 Students 488 19:29 2:24 2454/3,778  (65%) 2454/5.787  (42%)
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2) Course Summary: summarizes site data by course usage.

Sample Course Executive Summary Report

Course Executive Summary Report

Report Date: March 16, 2010 Sort By: Increasing Course Code
Student Number(s):  1-999999999 Session(s): All sessions
Session Date(s): 3/1/2008 - 3/31/2010 Session Scores: All sessions
Course Code(s): ALL Lesson Scores: All sessions

Student  Toral Total Time Avg Session Session Lesson
Course Name Count_Sessions (Hr:Min)  Time (Min:Sec) Score Score
ABL - Adult Basic Skills: Language 2 2 0:03 1:40 0 (%) 070 (0%)
ABM - Adult Basic Skills: Mathematics 1 2 0:02 on (0%) 0/50 (0%
ABR - Adult Basic Skills: Reading 1 1 0:00 02 (0%) 0/50 (0%)
AVD - Adult Vocabulary Development 2 146 §:07 372/560  (66%) 372/2,124  (18%)
AVDLI - Adult Vocabulary Development: Level 1 3 17 1:03 0 (0% 201 (0%)
AVDL2 - Adult Vocabulary Development: Level 2 2 2 0:24 00 (0%) (0%)
AVDL3 - Adult Vocabulary Development: Level 3 4 354 27:24 1.213/1,524  (B0%) {21%)
BAM - Basic Assessment Mathematics 1 3 0:01 12/48  (25%) {16%)
BME - Building Maintenance Electric 1 2 0:00 (0%) (0%)
BMP - Building Maintenance Plumbing 1 4 0:01 (0%) (0%)
CCC - Child Care Level | 2 31 0:06 (24%) (4%)
CCE - Child Care Level I 2 76 0:08 (39%) {10%)
CCF - Fatherhood 2 20 0:00 (0%) (0%)
CCl - Child Care Level 111 1 63 412 (32%) (18%)
CCP - Child Care Parenting 2 29 0:25 / (31%) (6%)
CDM - Developmental Mathes 4 257 2:40 JIZLIT (28%) {12%
CDR - Developmental Reading 3 105 400155 (26%) (7%)
CRM - Remedial Mathematics 2 10 04 (0%) (0%)
CRR - Remedial Reading 2 15 1:22 36 (50%) (5%)
CRW - Remedial Writing Mechanics 2 3 0:06 45 (80%) 428 (14%)
CRWRS - Remedial Writing Mechanics(Release 4) 2 11 1:50 65/69  (94%) 65/110  {59%)

Utility Report - User Session Detail

Selected: User Session Detall Report
Reports
EIRES Assessment
[N Certific.ate
FIRSNS Cumnulative
EIRe Graphical
FIRSNS Performance Analysis
EIRS Student
[N Executive Summary
eereen Lilitys

This report is for ISI internal use. In rare cases, a lab manager may be asked by ISI to run this report

for troubleshooting purposes.
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Report Filters

All reports may be filtered using the following
criteria:

Course Selection: you may choose the course(s),
specific chapters or individual lessons.

Sample Course Selection Filter

Reports Menu

pork
Bazic Criteria
Courze[s]
+- ] ISIEW - Essay Wiiting Practice [A]
- FCM - Foundations of Mathematics
+- [ AG - Analytic Geometry
- AL - Algebra
AL33 - Solve a System of Linear E quations
AL32 - Find the Mean of Algebraic Express
AL -wiite an Expression for an Age Pro
AL2T - Solve an Inequality 3
AL2T - Solve an Inequality 1

| oy PN ] L =Y 1) i E aizbices waibls Dlosienal

Student ID: data for students may be pulled using
a range of ID numbers (e.g., 1-25) or by individual
ID numbers separated by commas (e.g., 1, 7, 9).

Sample Student ID Filter

Reports Menu

Witing Practice [A] StudentID(s] 14

liors of M athematics

tic Geomealry [ ] GrouplD(s] l—

Group ID: data for groups may be pulled by
entering individual Group ID (e.g., 3) or for a range
of Group IDs (e.g., 1-5).

Reports Menu

‘wiiting Practice [A] Student ID([g]
tionz of Mathematics
tic Gieometry [ ‘ GrouplD([z] ’5|—
ra
Cel Cuctar of Linaar Eaation

Session Date range

Sample Session Date Filter

‘wiiting Practice [A] Student ID[s]

iohs of Mathematics

tic: Geometry GroupID(s) "—
ra

Solve a System of Linear Equations

Find the kMean of Algebraic Express

‘wiite an Expression for an Age Pio from | ) anar o 2007 e
Y - - -

Salve an Inequality 3

Salve an Inequality 1

Solve an E quation with D ecimals to  |January > |31 > j2008 - B

Express an Equation in Slope-interc

Session Date

Please note: To change the default for Session Date

range, go to Manager Preferences - Date Range
Filters.

Use Best Lesson Only shows the best session that
has the best lesson score. To use it, click in the box

to the left and a checkmark will appear.

¥ Usze Best Lesson Orly |
-

Use Most Recent Session Only shows the latest

session attempted by the student.

r

v ilUse Most Recent Session Only

Advanced Filters apply to all reports.

Advanced Filters s
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You may use Advanced Filters to sort through data
by:

1) Account Type

Advanced Filters
Account Type Student ﬂ
Cwdert
SortBy
Sort Order

2) By Student ID, Last Name or Auxiliary ID

Reports Menu

Advanced Filters
Account Tvpe | Student j
Sort By
Sort Order Last Mamne
Ailiary 10
SessionFilter

3) By increasing or decreasing “Sort Order”

Reports Menu

Advanced Filters
Account Type | Student j
Sort By |5tuu:|ent j
Sort Order Increaszin j
Sesszion Filter Decreasing |

4) Session Filter offers choices related to
omitting sessions with 0/0 score and/or 1
minute of time. Sessions with 0/0 score or
less than 1 minute of time indicate that the
student did not spend enough time in the
lesson and/or did not attempt any exercise
guestions.

Reports Menu

epoit
AdvancedFilters

Date

from |May vl [14 =] Jaom =] TE
Sort By Student =

to - - -] T
Sort Order Increasing > Jaruay =] 18 2008

AccountType | Student |

Session Filter

=]

Omit session with 040 score

Omit session with 1 minute time

Ormit session with 070 score and 1 minute time %
Ot session with 0/0 score or 1 minute time:

Lesson ScoreFilter

[ —

5) Session Score Filter allows you to select
data based on score. For example, if
prescribing review of weak content areas, it
may be useful to view all session scores
equal to or below 70%.

eport

AdvancedFilters
E Date
AccountType  |Student -] -
from [May ~| [1a =] Joom =] 78
Sort By Student =
to = - -] T8
Sort Order Increasing = January 18 2008
Session Filter
4l sessions ~|
Session Score Filter
- [
Session scores equal ta or above
Session scores equal to or below ;
Session scares belween [T=
Session scores outside
Session TimeFilter

Reports Menu

6) Lesson Score Filter allows you to sort

through Lessons by score. For example, if
you wish to see what content the student has
mastered, you might select Lesson scores
equal to or above 80%.

Lesson Score Filter

ENET

t Les:
Lessor
Lesso
Lesso

All sessions

ual to or above
n goore equal ko or below
n bebwesn
n outside
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7) Session Time Filter may be used to sort
data by the amount of time a student has
spent in a session(s). For example, if you
want to see where he/she has spent too
much time (e.g., longer than 30 minutes),
you might choose Session times equal to
or above and enter “30” in the Minute(s)
field.

Session Time Filter

+ Minutefs]
5[ E S Hourls)

Sestion times equal to or below
Session times between

Session limes outsids More Options -p|

3

Browser Display

&

Excel Export

E]

File Export

®

Reset

L

Close

Print

e

E-mail

Logon time: Wednesday, January 16, 2008 651 PM  Elspsad Time: 01:06:22

More Options filters apply only to those reports
which contain overall summary information.

More Options e

An instructor or administrator will be able to choose
from the following filters:

- Overall Session Score Filter

- Overall Lesson Score Filter

- Overall Time Filter

- Minimum Number of Sessions

- Average Session Time (specifying a time
range)

Reports Menu

liore Specific Options
Overall Session Score Fikes 4l scores ~| [ =
Overall Lesson Score Fiker [ scores ~| [ =
 Minute(s)
o Il Time Filt -
verall Time Filter = FYe—

Minimum Number of Sessions
" Second(s)

Average Session Time Belween To 7 Minute(s)
" Hours]

Page Break Options

Page Break Options are accessible via the More
Options button in the Reports window. This feature
may be applied to all reports.

Page Break O phions
[ Break after every student

[ Break after every group

You may insert a break after every student or after
every group.
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