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Introduction

WeblS is the web-accessible version of ISEP’s main database. WeblS comprises three main portals: the ISEP 1) Staff Portal,
2) Coordinator Portal, and 3) Student Portal. This manual is a guide for how to use the ISEP Coordinator Portal only. This portal
simplifies Coordinators' interactions with ISEP-Central and enables them to access all WeblS data relevant to their students
and institutions.

The ISEP Coordinator Portal Home page (below) has a row of tabs near the top and a column of links on the left. The column of
links on the left is known as the Action Menu.
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PERMISSIONS

Access to the system and its various functions are based on the permissions granted for each username. Permissions limit the
rights a particular user or group of users has to specific functions or data. As ISEP Coordinators, you have permission to access
and update the information and reports relevant to your students and institution.



LOGGING IN CHANGING YOUR PASSWORD

To access the WeblS login screen: 1. Click the “Change Password” link on the Action Menu
(under “"Other").

2. When the pop-up box appears, first enter the old
password.

1. Go to http://webis.isep.org.

2. Enter your username in the user field and your password in
the password field.

. . 3. Then enter your new password.
NorTE: First-time users can use the preset password: ChangeMe. y P

4. Confirm the new password.

Click “Change Password" to save your new password.

The Home Page

After logging in, the first page you will always see is the Home page (below).
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The Home page often contains a list of reminders notifying you when a task requires action on your part. Keep in mind that if
you do not have any reminders at the moment, then that space will be blank. Generally, you should take care of any reminders
as soon as you log in to the Coordinator Portal. Reminders have the following attributes:

» Title: describes the action required.

®  Due Date: gives the date the action is due.

s Status: notes the status of the action, such as “Completed.”

= Action: contains a link to complete the action. (In the example above, the action is “Submit.”)

®  Goto link: links to a page giving details about the action required.

The Action Menu

The Action Menu contains links that are organized into the sections described below: Manage Your Students, Manage Your
Institution, Reports, and Other.

MANAGE YOUR STUDENTS

The two links outlined below allow you to manage information pertaining to the incoming and outgoing ISEP students associated
with your university who are participating in ISEP-Exchange or ISEP-Direct programs.

Incoming Students: Displays a list of all incoming students to your institution. You can click on a student’'s name to view his or her
application and placement record.

Outgoing Student: Displays a list of all outgoing students from your institution. You can click on a student’s name to view his or
her application and placement record.
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MANAGE YOUR INSTITUTION

University Detail (also called Organization Details page): Displays documents about your institution, such as your IS and
reports. You can also edit your contact information and IIS here. (See the Organization Details Page below.)

Edit Contacts: Allows you to edit the contact information listed for your university and your ISEP Coordinators.

To EpIT YOUR ORGANIZATION'S DETAILS:

1. Click "University Detail,” and you will be taken to the Organization Details page.
2. Click "Edit.”
3. Enter updated information.

4. Click "Save.” Your institution’s organization details have now been saved and will be available for ISEP staff to access.
To EpiT CONTACT INFORMATION:

1. Click “Edit Contacts” on the Action Menu.

2. Click "Details" next to the contact you want to edit, or click “Add Contact” on the Action Menu to add a new one.
3. Click “"Edit" and enter the updated information.

4. Click "Update.” The contact’s information has now been saved.

Note: This information must also be updated on your IIS; to do so, follow the instructions for editing your IIS on page 4.
To App A NEw CONTACT:

1. Click “Edit Contacts” on the Action Menu.
2. Click “Add Contacts” on the Action Menu.

3. Fill out form and click “Save.” The contact’s information has now been saved.
Note: This information must also be updated on your IIS; to do so, follow the instructions for editing your IIS on page 4.

Edit Additional Information: Displays additional information about your institution—such as the number of students sent
on ISEP programs or the number of female students sent on ISEP programs—to enable you to run reports and keep track of
statistical data.

To EpiT ADDITIONAL INFORMATION:

1. Click “Edit Additional Information” and enter the updated information using the dial next to each field.

2. Click "Update.” The updated information is now stored internally but is not displayed to the public.

REPORTS

Status Reports: Displays the status reports for your institution.

Balance Summary Report: Displays the balance summary reports for your institution.

To Access Reports:

1. Click “Reports” on the Action Menu.

2. Select the academic year from the drop-down menu.
3. Select the placement type from the drop-down menu.
4. Click "View Report.”

5. The report will now be displayed on the screen.

To export the report to a different file format (Excel, PDF, etc.) select the file format from the drop-down list and click
“Export.”



OTHER

Documents: Displays a list of all the documents stored in the database that are associated with your institution. You can
also make changes to documents here as well as create new ones. You can also download and save student invoices (in
PDF form) by clicking “Download” next to the invoice that you want to view.

Change Password: Allows you to change your password. See Changing Your Password on Page 2.

Help: Displays online help information for the page. If you need additional assistance, contact the IT Department at
webis@isep.org.

The Search IS Tab

The Search IIS tab appears next to the Home tab. This tab allows you to search for another university's IIS.

To SEARCH FOR ANY INSTITUTION'S IIS:

1. Click “Search lIS" and enter in the first few letters of the institution you want to search for.

2. Click on the name of the institution that appears.

3. Check the IIS type: Direct, Exchange SM/FY, Exchange Summer, or Special Programs.

4. Click “Refresh” to display that institution’s IIS. To view a PDF version, click “Get IIS Form” on the Action Menu.

The Exchange Tab

The Exchange tab appears next to the Search IS tab. This tab allows you to view or edit your Institution’s IIS, as well as view
the Organization Details page.

To VIEW YOUR INSTITUTION'S IIS:

1. Click "Exchange.”
2. Click “Details"” next to the IIS that you want to view.

3. Click the section that you want to view on the Action Menu.
To EpiT orR CREATE YOUR INSTITUTION'S IIS:

1. Click “Edit." (If creating a new IS, skip this step).
2. Enter the information.

3. Click "Update” (or “Save” if this is a new IIS). A notification has now been sent to ISEP-Central and will be accessible to
the public once an ISEP staff member has approved and published it.

To EpiT oR ADD A NEw CALENDAR ENTRY:

1. Click "Details" next to the IIS that you want to edit, then click “Calendar” on the Action Menu

2. Click “Details” next to the calendar entry that you want to edit and then click “Edit” or “Create a new academic calendar
entry” to add a new one.

3. Enter the information and click “Save."
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The Direct Tab

The Direct tab appears next to the Exchange tab. This tab is only available if your institution has an ISEP-Direct program and
[IS; if your institution does not have an ISEP-Direct program, then you will not see this tab on your screen. Clicking the Direct
tab allows you to view or edit your IIS, as well as view the Organization Details page.

= Seethe above instructions under The Exchange Tab to view, edit, or create an IIS for an ISEP-Direct program for your
institution, and to edit or add a new calendar entry.
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The Resources Tab

Clicking on the Resources tab allows you to view a list of resources and publications that ISEP offers on its website. This means
that each link you click on will take you directly to that page on the ISEP website.
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