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I. WISE Administrators - New URL
· The WISE Administrator content management system (CMS) is now accessible at www.wiseeducation/admin
· The student interface is still accessed at www.wiseeducation.org 
· From the CMS, the student interface is accessed by clicking on View Website
· Students now have the option to rank their requests, if multiple requests are entered

· Students are now asked to enter their phone numbers, to be contacted if they cannot be reached via email.

II. Logging In
· Login credentials for administrators and students have not changed. Access the appropriate interface and login using the same username and password you used with the old site.

· If you have forgotten your school’s credentials please email support@wiseeducation.org.

· Login credentials may be updated by clicking on Update Your Information under General Links once you login to the WISE site.
· Note that your administrator username and password will not work on the student site, and vice versa.
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III. Content Management System Navigation: Main Menu and Quick Drop-down

The CMS can be navigated using the main menu or the Quick Navigation drop-down box.  

The main menu is accessed upon login, by selecting Main Administration from the Quick Navigation, or by clicking on the Main Menu home icon at the top of each page.
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The Quick Navigation drop-down box appears near the top of each page in the CMS. 
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IV. Classes

Posting Classes 
· To post classes offered by your school, select Offered Classes from the main menu or quick navigation.
· Select the correct semester
· Click on Add New

· Add all course information, including the syllabus
· To add a syllabus file click on Choose Document 
· Click on Add New and use the file browser to upload the syllabus. 

· Select Syllabus from the drop down category list, and add a file name to the text box

· When the file is added, click on Add
· Click on Select in the appropriate file row

· Note that there is a new field for Special Information under Important Dates for listing any individual synchronous sessions, or other details not accommodated with other fields.
· Click on Update to save all changes.

· To update or delete posted courses, click on Edit or Delete in the course row in the Offered Classes chart. 

· Once a course is selected by another school, it may not be deleted. Contact the WISE Director if your school is canceling a course that has already been selected.

· Once courses are deleted they can not be recovered; you will have to re-enter the course information as a new course.
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Selecting Classes

· To select classes, select Offered Classes from the main menu or quick navigation.

· Select the correct semester
· Under Available Classes, select the hosting university you would like to view, or select View From All Universities.

· Click on the hyperlinked course name to review the course details
· Click on Select to choose the course
· Specify and internal ID and credit hours for your students and click OK
· To edit your selected course list, click on Update (to modify the internal ID or credit hours) or Remove. 
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Viewing Enrollment 
· To view the enrollment summary for courses hosted by your school, click on View Enrollment and select the appropriate semester.
· Click on View Details in individual course rows to view student details by course. This information is also available in the Host School LMS Information Report
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University Profiles – 

· Hyperlinked website URLS administrator email addresses and phone numbers for each WISE school can be viewed by selecting University Profile from the main menu or quick navigation 

· Access and edit your full University Profile by clicking on Edit next in your school’s row.
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V. Reports

Generating Reports

Reports are now available at any time on demand.

The WISE Director will continue to send all pertinent reports to administrators via email, including enrollment, balance of trade, and grade information.

To generate reports:

· Click on the report type you wish to create in the main menu or quick navigation.

· Select the appropriate semester or semester range. (For Outgoing WISE Grades, you will also select a faculty member.)
· Click Go to create the online version of the report

Exporting Reports to Excel

All reports except the Institutional Activity Report can be exported directly to Excel.
· After generating the online version of the report, click on Export to Excel
· A windows box will appear prompting you to open or save the file
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The Institutional Activity Report is designed to be copy/pasted to Excel.  

· Highlight the page starting with WISE Institutional Activity Report and ending with the lowest row in the Outgoing Students chart. 

· Copy the highlighted area and paste into an Excel document.

VI. Report Types
Balance of Trade (Summary) – Shows the summary of the balance of incoming and outgoing students by school, indexed by semester.
Balance of Trade (Detail) – Shows the breakdown of the balance of incoming and outgoing students by school, indexed by semester.
Course Popularity – Shows request rates for all WISE courses to provide a global view of interest in courses. This report can be used in choosing courses for your school to offer to WISE, and also to provide a realistic idea of your students’ probability of accommodation in a course.
Enrollment Summary for Home Students – Shows information for your school’s students enrolled in WISE courses at other schools, by semester.
Host School LMS Information – Shows enrollment information for all WISE students hosted by your school, by semester.
Outgoing WISE Grades – Generates excel files with student information to be sent to individual faculty instructing WISE courses are your school during grade collection at the end of each semester. 
· This is an optional report, and is not an online grade entry form.

· WISE administrators may continue to use established grade collection processes if they choose. 
WISE Request Enrollment Grid – Shows the detail of all requests entered by semester.
Institutional Activity Report – Shows all enrollment and request information for incoming and outgoing students at your school within the time frame specified.
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VII. Logging Out

· To access the front interface of the WISE Administrator CMS, click on Log Out in the main menu or quick navigation drop-down.
· To access the student interface, click on View Website in the main menu or quick navigation drop-down.
[image: image12.png]General Links
Update Your Information Manage your account nformatin and password
ViewWebsite [y View th font.end f the WISE webste




· All web resources including top-navigation links, news updates, calendar, and featured classes are the same on the student and front-end administrator websites.

VIII. Front-end/ Pre-login Features

Calendar – The WISE Calendar of Events can be accessed under Students and Faculty in the top navigation on the front-end of the administrator and student websites. Please send all calendar items (conference presentations, CE course dates, etc) to support@wiseeducation.org.
Faculty Resources – There are links to the WISE Pedagogy website, www.wisepedagogy.org, the WISE On-Demand Pedagogy Workshop, information on the WISEAdmin listserv, and other web-based faculty resources under Faculty in the top navigation.
Support - Tutorial pages for students and administrators are available under Support in the top navigation.
News – News items are still featured in the right hand navigation. Please send any news items related to WISE and/or online education at your school to support@wiseeducation.org.
Featured classes – Featured class details are still listed in the right-hand navigation. WISE+ courses and courses added after the posting deadline or with low enrollment/selection demand are featured each semester. 
Note that students are able to view featured class details regardless of school selection, so if a student inquires about a WISE course you school has not selected, this is probably the source of their information.
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