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END USER LICENSE

READ THE FOLLOWING TERMS AND CONDITIONS CAREFULLY BEFORE INSTALLING THE ENCLOSED SOFTWARE. INSTALLING THE
ENCLOSED SOFTWARE INDICATES YOUR ACCEPTANCE OF THESE TERMS AND CONDITIONS.

IF YOU DO NOT AGREE WITH THESE TERMS AND CONDITIONS, PROMPTLY RETURN THIS PACKAGE TO YOUR SUPPLIER PRIOR TO
INSTALLING THE ENCLOSED SOFTWARE, AND YOUR MONEY WILL BE REFUNDED.

1. License

In this license agreement (“License Agreement”), you, the recipient of the license rights granted by this Agreement, are referred to as “Licensee” or “You.” In
accordance with the terms and conditions of this License Agreement, SLEEK CORPORATION grants Licensee the nonexclusive license to install and use the
accompanying software (“Software”) and documentation (“Documentation”) only on the specific number of terminals at the specific location(s) identified in your
order from your supplier (“Supplier”). Use of the Software is specifically limited to the processing of information. Except as expressly permitted in this License
Agreement, the license granted hereunder is non-transferable.

The maximum number of terminals that may simultaneously use the software is limited by the number of “Computer Licenses” and/or “CD-ROM Licenses.” The
CD-ROM License requires the CD-ROM to be in the CD-ROM drive of the terminal where the user sits. A Computer License does not require the CD-ROM to be
present during software use, but the number of simultaneous users of the software should never exceed the number of Computer Licenses unless the excess users
are each using a CD-ROM License. Sleek Corporation shall have the right to audit Licensee’s compliance with this License Agreement at any time during Licensee’s
normal operating hours either by an on-site visit or by monitoring real-time License usage whenever possible. In this License Agreement, the Software and
Documentation and any copies or modifications are referred to as the “Licensed Product.”

Licensee will not use or permit the use of the Licensed Product for any unlawful, defamatory, obscene, threatening or fraudulent purpose.

The Licensed Product is the exclusive property of Sleek Corporation (or third party licensors of Sleek Corporation), and is protected by patent, copyright, trade
secret and other intellectual or proprietary rights. Licensee shall not transfer or distribute the Licensed Product to others, and this Agreement shall automatically
terminate in the event of such a transfer or distribution. Licensee shall not copy or modify the Licensed Product, except that Licensee may copy the Software for
the sole purpose of backup as long as all copyright and other notices are reproduced and included on the backup copy.

U.S. Government Department and Agency Licensees. All Sleek Corporation technical data and computer software is commercial in nature and developed solely at
private expense. Software is delivered as Commercial Computer Software as defined in DFARS 252.227-7014 (June 1995) or as a commercial item as defined in
FAR 2.101(a) and as such is provided with only such rights as are provided in Sleek Corporation’s standard commercial license for such software. Technical data is
provided with limited rights only as provided in DFARS 252.227-7015 (Nov. 1995) or FAR 52.227-14 (June 1987), whichever is applicable.

2. Term

This License Agreement is effective until terminated. Licensee may terminate this License Agreement by returning the Licensed product to Sleek Corporation. Sleek
Corporation may terminate this License Agreement immediately in the event that Licensee breaches any of the terms and conditions. Upon termination of this
License Agreement for any reason, Licensee shall immediately cease all use of the Licensed Product, and at the election of Sleek Corporation, either return the
Licensed Product to Sleek Corporation or destroy all copies of the Licensed Product in Licensee’s possession. All provisions of this Agreement relating to
disclaimers of warranties, limitation of liability, remedies, or damages, and Sleek Corporation’s proprietary rights shall survive termination.

3. Object Code

The Software is delivered in object code only. Licensee shall not modify the Software in any way, create derivative versions of the Software, reverse assemble,
reverse compile or otherwise reverse engineer the Software.

4. Installation and Privacy

Unless Sleek Corporation and Licensee create and sign a separate agreement, Licensee will be responsible for installation of all Software and any other products
provided by Sleek Corporation. Information related to individual installations such as machine specific identification, IP addresses, installation parameters, etc. will
be passed to a central Sleek Corporation server. This information will be used only by Sleek Corporation to customize and optimize the customer and business
interactions and experiences. This information will not be shared with any entity outside of Sleek Corporation.

5. Default and Remedies

Licensee shall be in default for its failure to timely meet its payment obligations. Sleek Corporation has the right to charge Licensee interest on past due payments
at the lesser of 1% per month or the highest rate permitted by applicable law on any overdue payments. Sleek Corporation’s right to require interest shall not
foreclose Sleek Corporation from any other remedy provided by this License Agreement or applicable law.

Licensee shall be in default for its failure to perform any material obligation under, or for any material breach of, this License Agreement.

The parties agree that a default caused by an unauthorized disclosure or use of Sleek Corporation’s proprietary and confidential information could cause Sleek
Corporation irreparable harm. Accordingly, the parties agree that Sleek Corporation will be entitled to seek injunctive relief to prevent Licensee from completing
any unauthorized disclosure or use.

Should Sleek Corporation default under this License Agreement, Licensee shall give Sleek Corporation thirty (30) days’ written notice to enable PayMate.net to cure
such default. If PayMate.net fails to cure such default within said thirty (30) day period, Licensee’s sole remedy shall be to terminate this License Agreement and
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return any Licensed Products to Sleek Corporation for refund. Any action brought against Sleek Corporation under this License Agreement must be brought within
twelve (12) months after the cause of action arises.

6. Limited Warranty

Sleek Corporation does not warrant that the functions contained in the Licensed Product will meet Licensee’s requirements or that the operation of the Software will
be uninterrupted or error-free. Sleek Corporation does warrant that the media on which the Software is furnished will be free from defects in materials and
workmanship under normal use for a period of thirty (30) days from the date of delivery (“Warranty Period”). Any other software and any hardware furnished with
or accompanying the Software is not warranted by Sleek Corporation. Licensee’s exclusive remedy under this limited warranty is the replacement of any defective
physical media on which the Software is furnished, as provided below. To receive a replacement for defective media under this limited warranty, return the defective
media to Supplier during the Warranty Period with proof of payment. EXCEPT TO THE EXTENT THAT LIABILITY MAY NOT LAWFULLY BE EXCLUDED
UNDER APPLICABLE LAW, SLEEK CORPORATION DISCLAIMS ALL OTHER WARRANTIES, EXPRESS OR IMPLIED, INCLUDING WITHOUT
LIMITATION ANY WARRANTIES OF MERCHANTABILITY OR FITNESS FOR A PARTICULAR PURPOSE OF ANY LICENSED PRODUCT.

7. Limitation of Liability

SLEEK CORPORATION’S LIABILITY UNDER THIS LICENSE AGREEMENT, OR FOR ANY PERSONAL INJURY OR PROPERTY DAMAGE ARISING
FROM THE INSTALLATION OR USE OF THE LICENSED PRODUCTS WILL NOT EXCEED THE PRICE PAID BY LICENSEE UNDER THIS LICENSE
AGREEMENT. IN NO EVENT WILL SLEEK CORPORATION BE LIABLE FOR ANY CONSEQUENTIAL, INCIDENTAL OR INDIRECT DAMAGES,
INCLUDING, WITHOUT LIMITATION, ANY LOSS OF DATA, OR LOSS OF PROFITS OR SAVINGS, ARISING OUT OF USE OF OR INABILITY TO USE
THE SOFTWARE OR DOCUMENTATION (OR ANY HARDWARE FURNISHED WITH THE SOFTWARE), EVEN IF SLEEK CORPORATION HAS BEEN
ADVISED OF THE POSSIBILITY OF SUCH DAMAGES, OR FOR ANY CLAIM BY ANY THIRD PARTY.

8. General

The terms of this section apply to the extent that the Licensed Product includes Trial Software.

There is no limit to the number of terminals on which the Trial Software may be used during the term of the Trial unless otherwise stated in accompanying
documentation. The Trial Software and accompanying material may be given at no charge to another party for trial purposes only.

Licensee may transfer the Trial Software package to others as long as all copyright and other notices are included.

The foregoing special license terms for Trial Software use are effective until the last day of the trial period. The term of the Trial begins when the software is first
used on any machine at a given site. Installed Trial versions do not need to be deleted at the end of the Trial period, but they can be used beyond the Trial period
only with the explicit consent of Sleek Corporation. Licensee is not permitted to install and use the Trial Software on a different machine after the Trial Software
term has expired. The only exception to this would be this: Trial Software may be used by teachers solely for evaluation purposes after the initial Trial period ends.
Under no circumstances may the Trial Software be used by students beyond the Trial period.

9. Trial Software

Schools and Educational Institutions in general are not licensed to use Home Versions of the software. Home Versions are distinguished by the words “HOME
VERSION” on the product box or accompanying documentation. An existing installation is defined (and can be determined) to be a Home Version of the software
when it contains a title with the “HOME” flag set to “1” as indicated in the Profile of the installed titles. The manual describes how to view the Profile of all installed
titles.

10. Community Licenses

Each student currently enrolled in a school with a Community License is licensed to use the corresponding Home Version of the software on their personal computers
and in their homes.

11. General

Any attempt to sublicense, assign, or transfer any of the rights, duties, or obligations hereunder is void. 

The unenforceability of any provision of this License Agreement shall have no effect upon the remaining terms and conditions, which shall remain in force and
effect.

This License Agreement shall be governed by and interpreted under the laws of the State of Texas, without regard to provisions relating to conflict of laws.

BY INSTALLING THE ENCLOSED SOFTWARE, LICENSEE ACKNOWLEDGES HAVING READ AND UNDERSTOOD THIS AGREEMENT AND AGREES
TO BE BOUND BY ITS TERMS. LICENSEE FURTHER AGREES THAT THIS LICENSE AGREEMENT IS THE COMPLETE AND EXCLUSIVE
S TAT E M E N T OF THE A G R E E M E N T BETWEEN LICENSEE AND SLEEK CORPORATION, AND SUPERSEDES A N Y P R O P O S A L OR PRIOR
AGREEMENT, ORAL OR WRITTEN, AND ANY OTHER COMMUNICATIONS RELATING TO THE SUBJECT MATTER OF THIS LICENSE AGREEMENT.
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Chapter 1: Overview

I. Manage IT!®’s Purpose

Manage IT!® is designed to simplify the process of making Assignments for individuals and
classes. It also provides a wide array of report options and formats for individuals, classes, and
other groupings of students. Manage IT!® is a powerful program and generally should be used if
you have a server and network and 50 or more students and/or computers to manage. Manage IT!®

is optional. Most of the student data and Assignment creation can be done using Incredible
Tutor™ alone, but often not as conveniently or efficiently.

II. Where Do I Install Manage IT!®?

A. You will probably install Manage IT!® on only one teacher or lab administrator computer. We do
not recommend installing Manage IT!® on the server.

Note: Manage IT!® is a single-user application. Only one person can use Manage IT!® at a time.
Installing Manage IT!® on a server can and probably will result in the corruption of your student
data.

B. You will need to decide on a location for your Sleeknet folder. The Sleeknet folder is the place
where IT!® and Manage IT!® communicate with each other. The Sleeknet folder will probably be
somewhere on the server, since it has to be accessible to Incredible Tutor™ installation(s) and
Manage IT!® at all times.

Note: The person who sets up the Sleeknet folder will need to set access permissions on the server
and map/mount server drives. 

C. Please verify that the computer on which you install Manage IT!® meets the following system
requirements:

We recommend that 500 MB or more of hard drive space be available at the time of installation.
The data that you will be collecting will cause the data file to grow, so you will want to plan ahead
to avoid running out of space.

System Requirements
Windows Macintosh

500 Mhz Pentium III 500 Mhz Power PC
256 MB RAM 256 MB RAM

Windows 95, 98, 2000, Me, XP, or NT Mac OS 9.2 or higher
300 MB of available hard drive space 300 MB of available hard drive space

Requires Classic environment

Page 1.1Manage IT!®
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III. What If I Already Have an Older Version of Manage IT!® and Want to
Use My Data?

A. When you install an “upgrade” of our software, you are actually performing a new install—a new
Sleek_x folder is created with new applications. The Manage IT!® installer will prompt you to
either: “Use an existing data file” or “Install a new data file.” 

If you are using an older version of Manage IT!®, you may want to keep all of your old data, such
as students, classes, and student history, which are contained in your old data file. During the install
you will be prompted to find this data file, called ManageIT.4dd on Windows and
ManageIT!.data on Macintosh. It is located in the "Manage IT!" directory in your existing Sleek_x
folder.

If you are currently using a previous version of Incredible Tutor™ and
Manage IT!® and you are upgrading to a newer version:
The upgrade will delete all of your current assignments in Manage IT!®. You’ll then have to create
new assignments. All of your students’ data collected from past assignments will remain. Upgrades
are optional but may update content and Incredible Tutor™ functionality. If your school is in the
middle of test-preparation season, you may choose to wait to do the upgrade until after testing is
over.

B. If version 8 or later is installed and you choose to use the existing data file, point to the location
where Manage IT!® is currently installed. The software will then import all of your information. 

C. If you have a version older than 8.0 and you want to use your data in the new version, go into the
older version of Manage IT!® and choose “Export” under the Tabs menu. Follow the instructions.
This will create files for you that will be located where your Manage IT!® is currently installed.
These files will be named: “teachers_export.txt” and “students_export.txt”. Once you have installed
Manage IT!®, please move these files into your Sleek_x folder.

NOTE: If you are using an existing data file, Manage IT!® will go through an update process after
you have made all of your installer choices. This can take a VERY long time. It is recommended to
let this run overnight or even over a weekend. Do not try to import your History from older
versions. It could cause damage to your data file.

IIV. Installing Manage IT!®

Please see the Installation Guide for detailed instructions about installing your software.

V. What Do I Do Now?

“Chapter 2: Step-by-Step” will walk you through the entire setup process. Please use this chapter to
get started, and then refer to the following chapters as needed.

Note: Throughout this manual we will ask you to select items from the Tabs menu. This is one of the
menu options that you will see at the top of your screen (along with File, Edit, and Help).



Chapter 2: Step-by-Step
Note: Please perform all of these steps in the listed order. Skipping steps or going in a different order will
cause some things to not function as described. While this chapter may look overwhelming, you will have to
perform these steps only once. After that, you will only need to do a little daily maintenance.

I. Running Manage IT!®

A. Select Manage IT!® from your list of Programs in the Start menu (Windows) or double-click on the
Manage IT! icon found in the Bin folder in the Manage IT! folder in your Sleek_x folder
(Macintosh) on the computer where you installed Manage IT!® The first time you run Manage
IT!®, you might be asked to select the data file. This is the file called ManageIT.4dd on Windows
and ManageIT!.data on Macintosh that is located in the Bin folder.

B. The confirm screen will automatically appear. It will ask you if the date and time are correct. If it is,
click on the Yes it is button.

C. The screen that appears is the Login screen. The first time you run Manage IT!®, the only name that
will appear in the list is Administrator, Lab. (After you have created your instructor accounts, they
will appear in this list as well.)

1. Click on Administrator, Lab.
2. A password field will appear. Type in admin. Click on OK.

D. The main Manage IT!® window will appear. Take a minute to familiarize yourself with the tabbed
interface.

1. Notice that clicking on any of the tabs (they look like the tops of file folders) will take you to
a different screen.

2. You can also go to any of these screens by pulling down the Tabs menu and selecting that
screen from the list that appears. Use whichever method is most comfortable for finding a
screen. In these instructions we will select items by pulling down the Tabs menu.

II. Configuring Manage IT!®

Note: Details about this screen can be found in Appendix A.

A. Select Configure Network from the Tabs menu.

B. Note that the Configuration section is split into three tabs. Click on the Campus Information tab. 

1. Manage IT!® should have already been “unlocked” automatically by your Key Code during
installation. 

2. Fill in all of the campus information before you distribute Assignments. Type in “NA” in any
field that is not applicable.

3. When your Key Code unlocks Manage IT!®, your titles and licenses are set up for you. 

4. Note that after Manage IT!® is unlocked, a Register Additional Titles button appears. You
will use this if you purchase additional titles later.

C. Click on the Networking tab and check the path to the Sleeknet folder. It should have been
automatically set by the installer.

1. The default path to the Sleeknet folder can be used if you install Manage IT!® on the server.
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2. If Manage IT!® is not installed on the server, create a new Sleeknet folder on the server so that
Incredible Tutor™ will have access to it. Use Manage IT!® to create the Sleeknet folder.

D. If your configuration does not fall into any of these categories, then look in Appendix A:
Configuration Screen for information on using floppies with Manage IT!®, choosing the location of
the Sleeknet folder, and more. Appendix A also contains information about the Advanced Options
now available from the Configure window.

III. Enter Your Student Accounts

A. Import your student accounts from an existing file.

1. This is the recommended way to set up Manage IT!® when you have many students.
2. See Appendix C: Importing and Exporting Data.

B. Manually add student accounts.
1. To manually enter student information, select Student Information from the Tabs menu. The

Student Information fields at the right must be empty in order to enter a new student’s
information. If they are empty, you may begin entering the new information. If the fields are
not empty, click on the Cancel button.

2. Every student who is entered manually must be given a password. You can change these
yourself later, or Manage IT!® can do it for you. See Chapter 3 for details on Auto-Assigning
passwords.

3. Click on the Save button after the information for each student has been entered as desired.
The student’s name and ID will be added to the list on the left. Instructions follow for
assigning demographic information to a student.



IV. Assigning Demographic Information (Optional)

Note: It is not necessary to use the demographic feature of the software. However, it will provide you with
much greater flexibility in your searches and reporting.

A. Import demographic information.
1. We suggest that you import demographic information if you have the data in electronic form.
2. See Appendix C: Importing and Exporting Data.

B. Manually add demographic information.
1. Choose Student Information from the Tabs menu.
2. Select the student to whom you wish to assign a demographic. If the category you desire is not

already shown in the Assigned Demographics field, check the Show All Demographics
checkbox. Click on the arrow next to each category to see available choices for that
demographic and select one.

3. When you have finished assigning all desired demographics for that student, click on the Save
button. 

4. To create new demographics, see Appendix B.

V. Entering Your Instructor Accounts

A. Import instructor accounts from an existing file.
1. This is probably not necessary at the majority of schools, since there will probably be fewer

than thirty teachers using Manage IT!®; however, if the information is handy, you can import
it.

2. See Appendix C: Importing and Exporting Data.

B. Manually add instructor accounts.
1. Go to Instructors under the Tabs menu. For each instructor, enter the desired information and

click on the Save button. Each instructor will automatically be given a unique 3-character
code which will be added to the beginning of any class name for which they are the instructor
and to any Assignment, Preference Set, or Prescription they create. 
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VI. Creating Classes

A. Select Classes from the Tabs menu.

B. The Classes tab will open ready for a new class, and all of the student accounts in Manage IT!® will
be in the Students list.

C. Enter the class name, select the instructor from the drop-down list, and enter a grade or range of
grades (e.g., 9–12). Be careful to name classes in such a way that students can easily choose the
correct class in the login screen. It can be helpful to create a class for each subject area (i.e., 3rd
Grade Math, or Crabapple Math students). The Section, Beginning Date, and Ending Date can be
entered to allow you to better search and organize your student accounts. You do not have to enter a
Section, and you can leave the dates as their defaults. Do not save a class until you complete the
next step.

D. Select the students you want to add to the class from the list of students. 
1. By holding down the Shift key and selecting two different names you can select all of the

names in between. To make selections that are not in order, hold down the Control key
(Windows)/Command key (Mac).

2. To sort the list, click on the title of the column you would like to sort. A simple click will sort
in ascending order. Holding down the Alt key (Windows)/option key (Mac) and clicking the
column header will sort the column in descending order.



3. To find a student by last name, the list must be sorted in alphabetical order. Click on the Name
column to sort it and then type the student’s last name. The list will scroll to bring that name
up in the window. Type quickly without pausing. If you pause, Manage IT!® will think you are
finished typing and select the closest match.

4. If the list is too large, you can search for a subset of students. For instance, if you are building
fourth-grade classes, search for all fourth-graders. The Search button is at the bottom left of
the screen.
Tip: If you make the password the instructor’s name (see the tip on page C.1), then you can
use the Search feature at this point to find all students with a particular password (e.g.
instructor) to quickly build your classes.

E. After you have selected the students, click on the Enroll button. The students will be added to the
class. Students who are assigned to the class are underlined and sorted to the top of the list.

F. Click on the Save button. The instructor’s 3-character code will be added to the beginning of the
class name.

VII. Modifying an Existing Class

A. Click on the class you wish to edit in the box on the top right.

B. Everyone assigned to that class will be underlined in the Students list and will appear at the top of
the list. If you want to hide the names of any students who are not in the class, click on the radio
button Show Students In Class.

C. Select the student(s) you want to remove from the class and click on the Drop button. These names
will no longer be underlined. If you wish to add a student, select the student’s name and click on the
Enroll button. 

D. After you have added and/or removed students from the class, click on the Save button.

E. Delete a class by clicking on the class and then clicking on the Delete Class button.

F. Duplicate a Class.
1. This makes it easy to create classes that have all or most of the same students as another class.
2. Select the existing class that you would like to duplicate, and then click on Save As.
3. You will be asked to name the class. 
4. Now you have a new class that is already populated with students! You can add and remove

students as needed.
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VIII. Giving Student(s) an Assignment

A. Choose Assign Materials from the Tabs menu.

B. Note that there are several tabs in the window on the right. The first of these is Rx. This is the
Prescription tab. Prescriptions allow you to save a series of Assignments for the student to work
consecutively. For information on Prescriptions and how to create and assign them, please see
Chapter 5: Prescriptions. To give several Assignments in order without saving them as a
Prescription, use the numbered tabs. 

C. Click on the 1st tab. Select a title from the list of titles, located at the bottom of the screen. Select a
class from the list of classes, also located at the bottom of the screen. You will see a list of available
Assignments for the title you chose. 

D. Each Assignment has a default Preference Set assigned to it.
1. If you would like to use a different Preference Set, click on the arrow next to the Preference

Set name and select a new Preference Set from the list.
2. The next time you enter the Assign Materials tab, the Preference Set will revert to its default.

E. The students in your class should be in the list on the left. 
1. There are two ways to give a student an Assignment. 

a. Select one or more student names in the list of students, select the Assignment from the
list on the right, and click on the Apply 1st Assignment button.

b. Select the student names on the left and drag them on top of the Assignment. When a
gray box appears around the Assignment you have chosen, release the mouse button.

2. To see what Assignment a student has, click on the underlined “1” next to that student’s name.
Her Assignment and Preference Set will be highlighted.

3. If you want to give the student(s) only one Assignment, then you are finished. However, if you
want to give a student an Assignment to work after she finishes the first one, continue to F.



F. Click on the 2nd tab. Select a title from the list of titles. Follow steps D–E to give the student(s) a
second Assignment (the button to apply an Assignment is now named Apply 2nd Assignment).
This Assignment can be from the same title or a different one. (For example, you could make the
first Assignment from a Math title, and the second Assignment from a Reading title.) 

G. You can give up to five Assignments by using the 1st through 5th tabs. To see any of the
Assignments that a student has, simply click on the number next to the student’s name that
corresponds to the Assignment. (For example, to see the Assignment you applied under the 3rd tab,
click on the 3 next to the student’s name.)

H. If you want to give your student more than five Assignments or if you want to save a series of
Assignments so that you can assign this series in the future, you will need to create a Prescription.
See Chapter 5 for information on how to create and assign Prescriptions.

Note: If you make changes to Assignments or Prescriptions after a student has started working on
them, it will prevent the student from being able to pick up where he left off during his last session.
Please see page 5.4 for details.

IX. Distributing the Assignments and Collecting Statistics

Note: This is the most important step, but most people forget to do it! You must distribute the Assignments
in order for Incredible Tutor™ to know about them, and you must Collect Statistics in order for Manage
IT!® to know about each student’s work in Incredible Tutor™. If Manage IT!® alerts you at any time that
the History needs to be collected or that Assignments need to be distributed, do so immediately.

Note: If you distribute Assignments from Manage IT!® and some students do not have an
Assignment, Manage IT!® will give you a message asking if you want to give the default
Assignment to each of these students. If you choose Give Default Assignments, each of these
students will be given a default Assignment (Math Tutor if you own Math; Reading Tutor if you
don’t own Math; or Writing Tutor if you don’t own Math or Reading). If you choose Do not Give
Default Assignments, these students’ names will not appear in the Incredible Tutor™ Login
screen.

A. Manual Collection and Distribution:
1. Collect and Distribute upon Login and Logout.

a. Manage IT!® automatically checks if there are any statistics to collect when you log in,
and if it finds any, it will ask if you would like to collect them. When you log out of
Manage IT!®, it will check for Assignments that need to be distributed, and then ask if
you would like to distribute them. It is a good idea to go ahead and do it so you do not
forget. 

2. Collection and Distribution Using Buttons:
a. You can choose to collect statistics at any time by clicking on the Collect button at the

top right of the window. Likewise, you may distribute Assignments at any time by
clicking on the Distribute button at the top right of the window.

Note: Manage IT!® will not allow you to distribute if Incredible Tutor™ is at the Login
screen on any computer.
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You are finished setting up Manage IT!®. The following chapters explain how
to assign passwords; how to create custom Assignments, Prescriptions,
Preference Sets, and Demographics; how to perform searches; and how to
generate reports. The Appendices give details about all of the features
mentioned in this chapter.



Chapter 3: Password Assignment and
Maintenance

Every student must be assigned a password. This is the password the student will type in when logging
into Incredible Tutor™. Once a student has been assigned a password, that will be the student’s
password for all Incredible Tutor™ subjects that Manage IT!® controls.

I. Assigning and Changing Student Passwords

A. Import student passwords.
1. If you use a set of passwords for some other program, you may want to use those for

Incredible Tutor™. You can import these passwords when you import the other student
information. See Appendix C for details. 

B. Enter passwords from within Manage IT!®

1. Auto-assign student passwords.
a. Choose Passwords from the Tabs menu.
b. The Auto Assign Passwords feature allows you to quickly assign passwords to all of the

students whose names appear in the list on the left side of the screen.
c. Click on the Search button to select the students to whom you need to assign passwords.

(See Chapter 9: Performing Searches.) Make sure that only the names of the students to
whom you wish to assign passwords appear in the list. 

2. Next, choose one of the password categories provided (i.e., First Name, Colors, etc.) by
clicking its radio button. 
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a. If some or all of the students already have passwords and you want to replace all existing
passwords, click on the Replace All radio button. 

b. If you want to assign passwords to only those students who do not yet have a password,
click on the Assign Missing radio button. 

c. Then click on the Assign button. Each name in the list at left will be assigned a password
from the selected category.

3. You can print a Student Information report that will list all of your students’ passwords. It is
generally a good idea to have this report on file in case a student forgets his or her password.
For more information about the Generate Reports screen, see Chapter 8.

C. Manually assign student passwords.
1. Choose Student Information from the Tabs menu. 
2. Choose the student’s name from the list at the left (you may have to perform a search to find

the right student), and then enter the desired password in the New Password field. There
cannot be any spaces in the password.

3. Click on Save.



Chapter 4: Building an Assignment

I. Creating a Custom Assignment

A. Choose Assignment Editor from the Tabs menu. 

B. Select a title from the Titles menu. This will list all of the available items for that title in the box on
the left. Choose “View at Question Level Detail” to see the available items in greater detail. The
“View at Question Level Detail” option is not available for all titles.

C. The drop-down menu called Assignment Name will contain all of the custom Assignments for that
title and will default to the name “New Assignment.” Change the name of the Assignment from
“New Assignment” to one appropriate for the new Assignment you are creating. 

D. Drag items from the list on the left to the box on the right. You can select multiple consecutive
items by holding down the Shift key, or hold down the Command key (Mac)/Control key
(Windows) to pick and choose items that are not directly following one another in the list.

Note for Math titles: In tutorial assignments, each item moved to the right will add a number of
problems to the assignment that is determined by the preferences “Minimum to infer mastery by
Target or Objective” and “Instances per scheduled item.” In testing assignments, each item moved
to the right adds one problem to the assignment.

E. As the item or group of items is dragged over to the list on the right, a tiny arrow will appear in the
Scheduled Items column on the left side of the list. This indicates where the item(s) will be inserted.
Release the mouse button and the item(s) will be placed in the Items list.

F. When you have added all of the items you wish to add, select a default Preference Set from the
Preference list. The Preference Set you choose will be selected automatically when you access the
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Assign Materials tab. Settings in each Preference Set will determine the actual number of problems
generated for each item within the Assignment. For more information about Preference Sets, see
Chapter 6.

G. If you are logged in as the Administrator and are creating the Assignment for a specific instructor,
you should click on the button to choose that instructor. This will cause that instructor’s initials
to be prepended to the name of the Assignment instead of ADM (the Administrator’s initials key). 

H. Click on the Save button. Your new Assignment has now been created, and your 3-character
instructor code has been added to the beginning of the name of the Assignment.

II. Modifying an Assignment

A. Choose Assignment Editor from the Tabs menu. 

B. Select a title from the Titles menu. This will list all of the available items for that title in the box on
the left. Choose “View at Question Level Detail” to see the available items in greater detail. The
“View at Question Level Detail” option is not available for all titles.

C. The drop-down menu called “Assignment Name” will contain all of the custom Assignments for
that title and will default to the name “New Assignment.” Click on the Factory radio button on the
right if you want to modify a factory Assignment or the Custom radio button if you want to modify
a custom Assignment that you created previously.

Important Note: You cannot actually modify a Factory Assignment. To create an Assignment based
on a Factory Assignment, choose that Assignment from the “Assignment Name” list. Click on the
Save As button to give the Assignment a new name. Then click on the Custom radio button, and
select the Assignment you just named. This will allow you to modify the Assignment.

D. Select the Assignment you wish to modify from the "Assignment Name" list. The items in that
Assignment will be loaded into the Items list.

E. At this point you can rearrange, add, or delete items. To add new items, simply drag them from the
list of available items. To rearrange them, drag them up or down the list of items. The tiny arrow on
the left side of the Items list will show where the dragged item(s) will be placed. To delete an item,
drag it to the trash can Delete icon.
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F. You may also change the name of the Assignment or select a different default Preference Set.

G. After you have modified the Assignment, click on the Save button. Your modified Assignment is
now saved.

H. You can delete an Assignment by clicking on the Delete Assig. button.

III. What Is “Edit Seeds”?

A. You may never need to use this feature. It allows you to put very specific problems or questions
into an Assignment. 

When you log in to any title of Incredible Tutor™ using the password sleekteacher, you will see
that under each problem or question is the identifying Objective, Target, and Question (Texas and
U.S.) or Standard, Benchmark, and Question (Florida and Illinois), and an additional number that is
labeled as the “seed.” If you find a math problem with numbers that make it a particularly good
practice or test problem for a student (as opposed to the student getting that problem with whatever
numbers in it the program randomly generates for it), then you can note the Objective, Target and
Question (or Standard, Benchmark, and Question) as well as the seed number. Or in Writing, you
might like the errors that come up in a particular Spelling/Capitalization/Punctuation passage and
thus note the passage number and the seed number.

Then, when you make a custom Assignment, you can double-click under the Seed column next to
the specific problem or question in your schedule that you want to be identical to the one you
noticed in the program. A field will pop up in which you will type in the seed number. Now when
the student gets to that problem or question, he or she will see the exact problem or question you
liked. 
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Chapter 5: Building a Prescription

Manage IT!® allows you to prescribe and save a sequential series of Assignments for a student to work. This
means that as students finish one Assignment, they will automatically be taken to the next Assignment in the
Prescription. A number of Factory Prescriptions have been included with Manage IT!®, but you can also
create your own. For example, you could create a Prescription in which the student first works on just
Objective/Standard 1 math problems. When he has finished with that Assignment, the Prescription could take
him automatically to a test on that Objective/Standard. This way you avoid continually going into Manage
IT!® to give new Assignments. You can create a Prescription for an entire semester or school year if you like.
You can choose Assignments for your Prescription from multiple subjects and grade levels. 

I. Creating a Prescription

A. Choose Rx Editor from the Tabs menu. 

B. Select the title from the Titles pull-down menu from which you want to choose the first Assignment
that the student(s) will work. A list of all of the available Assignments for that title will appear in
the box on the left.

C. Click on the Custom radio button on the right. Type in a name for your Prescription in the Rx
Name field.

D. Choose the Assignment(s) you want the student to work. You can scroll the Assignment list menu to
the right to see what Preference Set is attached to each Assignment. To change them, click on the
arrow box. Drag Assignments from the list on the left to the box on the right, or select them and
click on the Add Selected Assignment(s) to Rx button. The student will work the Assignments in
the order they are listed, so make sure you put them in the correct order. You can drag items up or
down in the list to change the order.
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E. If you only want to prescribe items from this title, then click on Save to save your Prescription. If
you want the student to work Assignments from another title, select that title from the Titles pull-
down menu now. Add Assignments from this title as you did in step D.

F. You can add Assignments from any title that you have licensed for your site.

G. If you are logged in as the Administrator and are creating the Prescription for a specific instructor,
you should click on the button to choose that instructor. This will cause that instructor’s initials
to be prepended to the name of the Prescription instead of ADM (the Administrator’s initials key). 

H. When you are done adding Assignments to your Prescription and have them listed in the order you
want the student(s) to work them, click on Save to save your Prescription. Your 3-character
instructor code has been added to the beginning of the name of the Assignment.

II. Editing a Prescription

A. Choose Rx Editor from the Tabs menu. 

B. If you want to edit a Prescription that was shipped with the software, click on the Factory radio
button on the right to make those Prescriptions available in the Rx Name pull-down menu. To edit a
Prescription that was created at your site, click on the Custom radio button. 

Note: You cannot actually make changes to a factory Prescription. You need to select the factory
Prescription in the Rx Name pull-down menu and click on the Save As button to give that
Prescription a unique name. This will allow you to edit a copy of the factory Prescription. 

C. Select the Prescription you want to edit from the Rx Name pull-down menu. The list of
Assignments in that Prescription will appear in the list on the right. 

D. To delete an Assignment from the list, select that Assignment and click on the Delete button
(picture of a trash can) on the right.

E. To add an Assignment, choose the appropriate title from the Titles pull-down menu. Select the
Assignment(s) you want to add and click on the Add Selected Assignment(s) to Rx button.

F. To change the order in which a student will work the Assignments, drag Assignments up or down in
the list.

G. When you are done making changes, click on the Save button. 



III. Deleting a Prescription

Note: You cannot delete factory Prescriptions. 

A. To delete an entire Prescription, click on the Custom radio button, and then select that Prescription
from the Rx Name pull-down menu. 

B. Click on the Delete Rx button.

IV. Assigning a Prescription

A. Choose Assign Materials from the Tabs menu.

B. Click on the Rx tab. Choose a title and class from the pull-down menus at the bottom of the
window. You can choose any title that includes Assignments that are part of the Prescription you
want to give to the student(s). For example, if your desired Prescription includes Assignments from
both 4th Grade Reading and 4th Grade Writing, you can select either title to find that Prescription.
All available factory and custom Prescriptions for that title will appear in the window on the right.

C. You can click on the arrow box to the right of any Prescription name to see what Assignments are
part of that Prescription and in what order the student will work them.

D. The students in your class should be in the list on the left. 
1. There are two ways to give a student a Prescription: 

a. Select one or more students in the Students list, select the Prescription from the list on the
right, and click on the Apply Rx button.
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b. Select the student names on the left and drag them on top of the Prescription. When a
gray box appears around the Prescription you have chosen, release the mouse button.

2. To see which Prescription a student has, click on the underlined “Rx” next to the student’s
name. That student’s Prescription will be highlighted.

E. Don’t forget that you must distribute Assignments as discussed on pages 2.6 through 2.7 for your
student to begin the first Assignment.

F. After you have created a Prescription and assigned it to your students and perhaps also given them
some tabbed Assignments, it is important to remember that for consistency’s sake you should not
clear or alter any Assignments before the student has completed all of the Assignments. If you do
decide to Clear or alter some assignments before the student has completed all of them then there
are certain rules you need to be aware of. Please read the following:

It is recommended that you not make any changes to a student’s Assignments or Prescriptions
before a student has finished working all of the Assignments/Prescriptions. If you do, however,
the following is the behavior you should expect:

1. If you clear any Assignment from Tabs 1–5 that a student has already worked or has started,
that student will rework all of his Assignments starting with the lowest Tab instead of picking
up where he left off during his last session.

2. If you replace an Assignment that a student has already finished, the student will pick up
where he left off during his last session. The Student Status Report will show that that
Assignment has not been started. The student will only be able to work this replaced
Assignment if he chooses to start over when he has finished his series of Assignments and
Prescriptions. Once he logs out and Manage IT!® collects and distributes, however, Manage
IT!® will assume that the student has finished his Assignments and will either give him the
default Assignment for his grade, or the student will not appear in the Incredible Tutor™
login window. (This depends on whether or not you select to give students without
Assignments the default Assignment when you distribute.) 

3. If you replace an Assignment or Prescription that a student has begun but not yet finished,
that student will rework all of his Assignments starting with the lowest Tab instead of picking
up where he left off.

4. If you clear or replace an Assignment that the student has not yet worked, the student will
pick up where he left off during his last session. He will not work a cleared Assignment, but
he will work an Assignment that has replaced another.

5. If you clear a Prescription before a student has worked it, the student will pick up where he
left off during his last session. He will not work the Prescription.

6. If you replace a Prescription before a student has worked it, the student will rework all of his
Assignments starting with the lowest Tab instead of picking up where he left off during his last
session. 

7. If you clear a Prescription that a student is currently working on, that student will rework all
of his Assignments (if any) starting with the lowest Tab. If the student did not have any
Assignments in tabs 1–5, then when you distribute, Manage IT!® will ask if you want to give
the default Assignment to students without Assignments. If you do not choose to give default
Assignments, that student’s name will not appear in the Incredible Tutor™ login window.



Chapter 6: Building a Preference Set

Manage IT!® allows you to create sets of Preferences that determine how Incredible Tutor™ will behave and
interact with a particular student or group of students and which resources will be available to those students.
These Preference Sets are then attached to your Assignments. Factory Preferences have already been built
into Manage IT!® with default settings that we hope will appeal to the majority of users.
You will not need to create your own Preference Sets often. You should investigate the default Preference Sets
and their settings to see if there are any that you can use or would like to alter slightly before making any
Assignments. You can save a default Preference Set under another name, and then adjust the Preferences in
this new set to meet your needs. Save your new Preference Set, and it will be ready to use in your future
Assignments.

I. Creating a New Preference Set

A. Preference Sets cannot actually be created. They can only be copied from existing sets. To create a
new Preference Set:

1. Choose Preference Editor from the Tabs menu.
2. Select the title from the Titles menu.
3. Select the Preference Set you wish to copy from the Preference Set Name list.

Note: You can choose factory sets if the Factory radio button is selected or custom sets if the
Custom radio button is selected.

4. The screen will show the individual Preferences that can now be edited. Make any necessary
changes to the Preference Set. 
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5. If you are logged in as the Administrator and are creating the Preference Set for a specific
instructor, you should click on the button to choose that instructor. This will cause that
instructor’s initials to be prepended to the name of the Preference Set instead of ADM (the
Administrator’s initials key). 

6. Click on Save. A prompt will appear asking you to give a name to this new Preference Set.
Try to make the name something descriptive that will make it easy to spot later.

B. Your new Preference Set will appear in the list of Preference Sets when the Custom radio button is
selected. Your 3-character Instructor code will be added to the beginning of the name of the
Preference Set. 

II. Types of Preferences

A. The Preferences are divided into four categories: Progression, Scoring, Access, and
Miscellaneous. Click on the corresponding tabs to move from one category to another.

B. Preferences with text or number values are found in the top half of the Preferences field.
1. These Preferences allow text or a number to be specified as a setting. For example, the

Preference called “Number of Tries Allowed Per Problem” determines how many
opportunities the student will have to correctly answer each question, and its setting can be 1,
2, 3, or 4. 

2. After you determine what the setting should be, select the Preference you wish to change and
enter the value in the field directly above these Preferences. 

C. Preferences with on/off values are found in the bottom half of the Preferences field.
1. These Preferences can be toggled on or off. Many of the buttons and menu items in Incredible

Tutor™ can be enabled or disabled using these Preferences.
2. Click next to the Preference in the On/Off column to turn items on (a green check will appear)

or off (a red X will appear).

D. Teacher or Student Access
1. While we do not recommend it under most circumstances, you can allow students to change

Preferences from their own computer. Click on the arrow next to a Preference and select S.
This will allow the student to make changes to that Preference. Selecting T will allow only the
teacher to make changes to that Preference. 



III. Modifying and Deleting a Preference Set

A. To modify Preference Sets, click on the Custom or Factory radio button, select the Preference Set
from the list, make the desired changes, and click on the Save button. (If you edit a Factory
Preference Set, you will be asked to give the Preference Set a new name.)

B. To delete a Preference Set from the list of custom Preference Sets, click on the Custom radio
button, select the Preference Set from the list, and click on the Delete button. You will be asked to
confirm that this is the action you wish to take.

1. If a Preference Set has already been made a part of an Assignment, it cannot be deleted.

IV. Available Preferences

A. See Appendix E: Preference Definitions.
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Chapter 7: Scoring Free-Response Questions
Writing titles of  Incredible Tutor™ allow students to type in their responses to writing prompts. You can use
the “Score Free-Response Answers” screen to grade these questions.

I. Scoring Free-Response Questions

A. Choose Score Free-Response Answers from the File menu. Either select a class from the “Select a
Class” pull-down menu or search for a group of students by clicking on the Search . . . button. (See
Chapter 9 for details on performing searches.)

1. Note that instead of student names you will see “Student 1,” “Student 2,” etc. This is because
Manage IT!® hides student names by default (a precaution against bias in grading). 

2. To display student names, select “Show Student” under the Students window.

B. Select a student, and a list of free-response questions worked by that student will appear in the
“Questions” window.

C. The radio buttons under the “Questions” windows determine which questions will be listed.
1. “Show Ungraded Questions” will cause only questions that have not yet been graded to be

listed for that student. A question will be removed from the list once it is answered if this radio
button is selected.

2. “Show Graded Questions” will cause only questions that have already been graded to be listed
for that student.

3. “Show Both” will list all questions, both graded and ungraded, for that student.
4. The total number of graded and ungraded questions will be indicated in the small windows at

the bottom this section.
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D. When you select a Question from the list in the “Questions” window, that question’s text will
appear in the “Question” window on the right of the screen. 

E. If the question had an accompanying graphic, that graphic will appear in the window directly
beneath the “Question” window.

F. The answer that the student typed in for this question appears in the “Answer” window.

G. Click on the magnifying glass to make the Question fields larger.

H. Use the section under the “Answer” window to grade the question.
1. Click on either the Correct or the Incorrect radio button.
2. Click on the Mark It! button to store the score.
3. To add a comment to any question (such as more detailed information about the response to a

writing prompt) click on the small icon of a piece of paper.

I. Clicking on Print This will print out a copy of the question and answer, as well as the student’s
name and any comments you added. This is helpful to hand back to the student so she can see how
she did on these questions. 

J. Click on the Close button to close this window.



Chapter 8: Reporting
You can generate student performance reports and information reports. All reports can be generated for one
or many students.

I. Getting the Right List of Students

A. Choose Reporting from the Tabs menu.

B. In order to create student performance reports, at least one student must appear in the list on the left
side of the screen. All students assigned to the instructor who is currently logged into Manage IT!®

will appear by default in the list. (When you log in using Administrator, Lab, all students will be
listed.)

C. Use the Search button to find the exact set of students for which you want to run a report. (See
Chapter 9 for details on performing searches.) Or you can choose a class by clicking on the drop-
down menu on the bottom right of the screen.

D. Use the Remove From List button to remove individual students from the list.

II. Choosing a Report

A. First, select a Standard. This will usually happen automatically and corresponds to the choices you
made in the Configuration tab. This displays which version of Incredible Tutor™ you are using
(FCAT, TAKS, etc.).

B. A list of report types will then appear in the window on the right of the screen. Highlight the name
of the report you wish to view by clicking directly on the report name. The reports are described in
Section III.

C. You can type a message in the field in the bottom right of the screen which will appear on every
page of your report.

D. Click on the Show Page Setup box if you want to see the Page Setup dialog box before printing.
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E. Click on the Hide Student Names (ID Only) box if you want students to be identified by only their
IDs in the report.  

F. Click in the Use Alternate Title Names box if you would like to use alternate names for the titles
on your report. See page A.1 for details on this feature.  

G. Click on Preview if you want to see the report before printing, or click on Print to print the report
without previewing it. Please see Section V of  this chapter for details.

H. When you select Print or Preview, you will get the “Filter Data By . . .” window. This window is
explained in Section IV of this chapter.

III. Descriptions of the Reports

Note: The following sections discuss the various reports that can be generated in the Reporting screen.
To generate a report, make sure the desired student accounts appear in the list, select the report you
wish to generate, and then click either the Preview button to view your report on screen or the Print
button to print a copy of your report.

A. Choose the type of report.
1. Student Detail reports show the performance of each selected student.
2. Class Detail reports show the performance for each class.
3. Demographic Group Detail shows the performance of each demographic group.
4. Account Information reports help you keep track of student IDs, passwords, Assignments,

and more.

B. Choose the level of the report.
1. Question Level is the most detailed report. It shows how the student, class, or demographic

group does on each type of question or problem.
Note: Due to the amount of data contained in this report and the time that it may take to
generate it on slower computers, this report is intended to be created for only a few students
at a time. If you generate a Question report for multiple students, be prepared to wait a
considerable amount of time for it to be generated, and for a considerable amount of paper to
be used if you choose to print it.

2. Target or Benchmark level (depending on the version of Incredible Tutor™ you are using)
shows performance at this more general level.

3. Objective or Standard level is the most general report. You can choose either a portrait or
landscape version of this report. Make sure your Page Setup is set accordingly.

4. Under “Student Detail Reports,” there is also the option of Session Reports. This gives a list
of sessions the student has spent with Incredible Tutor™. It gives information specific to
each session, such as how many times the student answered correctly out of the number tried;
how many times lessons, examples, and resources were accessed during that session; the
average time the student took to answer a question, etc. (This is the same information students
receive in their Incredible Tutor™ session report each time they log out.) You can also select
a date range—do not put a zero in front of the day. An appropriate date range would be
03/2/05-03/3/05.

C. Information reports 
1. The Student Status report provides student information only, not performance data. It is



intended for archival purposes so that the instructor can quickly reference information such as
the student’s ID, his or her Incredible Tutor™ password, grade level, class membership, and
instructor’s name. The Student Information report also includes the student’s current
Assignment(s) and their progress in those Assignment(s).

2. The Teacher Information report shows all instructors’ names, IDs, passwords, classes taught,
and students enrolled in those classes, regardless of whether or not any students are present in
the student list.
Important Warning: The Instructor Information report includes the Administrator’s
information as well as the instructors’ information. This means that the Administrator’s
password is relatively insecure.

3. The Demographic Population report will display students in several demographic groups.
4. The Student Work Summary report shows all Assignments each student has worked, on

what dates they started and last worked in each Assignment, and their overall score for each
Assignment. 

IV. Selecting Data for the Report

Note: Whenever you choose Preview or Print for a Detail report, the Filter Data By . . . window
will appear. This screen will not appear for Information or Session Reports.

A. Choose the title, Assignment, or dates for which you want to report.

B. If you would like to restrict your report to only a certain number of recent problems, select this box
and type in the number of problems on which you want to report. This enables you to score using a
rolling average.

C. If you would like to be able to create reports showing scores above or below a certain threshold,
then enter a value in the Threshold field.

D. If you would like scores under your “Threshold” to be highlighted on the report, select Highlight
Scores Below Threshold.
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E. If you would like each student’s information to be on its own page, select New Page for Every
Student.

Note: The text in F, G, and H will change depending on the type of report and version of Incredible
Tutor™ (TAKS, FCAT, ISAT, etc.) that you are using. The word “Questions” may be replaced by
Objectives, Standards, Targets, or Benchmarks.

F. If you would like your report to show only problems that were attempted at least a certain number
of times by the student, then select Only show Questions with at least ___ problems attempted,
and fill in the minimum number of problems of that type that you want the student to have
attempted in order for it to appear on your report. 

G. Only show the ___ lowest Questions allows you to create a report showing only a certain number
of questions on which the student performed most poorly. For instance, if you type in “10,” you will
only see scores for the 10 questions on which the student received the lowest scores.

H. Here you can choose to show only those questions on which the student(s) scored above or below
the threshold you set, to show all scores but highlight scores above or below the threshold, or to just
show all scores.

I. You can sort scores in ascending or descending order.

J. If you think you will use these settings again, be sure to save them so you won’t have to reset them
later. You can open these settings at a later date with the Open Settings button.

K. To clear out all of the information you entered and start over, click on the Clear button.

L. Click on Cancel to exit this screen without previewing or printing a report. Choose OK to preview
or print your report.

V. Previewing Your Report

A. Click on to print only the page of the report that is on the screen.

B. Click on to go back to the Reporting tab without printing.

C. Click on to look at the previous page of the report.

D. Click on to look at the next page of the report. 

Note: If you click on this button at the end of the report, then the preview will disappear. To cancel
out of a preview, you may need to click repeatedly on this button while the preview is drawing.

E. Click on to enlarge your view of the report.

F. In order to print the whole report at once, you must go back to the Reporting tab and click on the

Print button.



Chapter 9: Performing Searches
The Search screen can be accessed from any screen on which you are entering, accessing, or customizing
student information. It is a very powerful tool and is relatively simple to use, once a few basic search concepts
are understood. 
Note: Performing a search from any screen replaces the contents of that screen’s Student list with the results
of your search.

I. Search Criteria Based on Student Information

A. You can perform a search based on student information in any of these eight categories: first name,
last name, gender, student ID, date of birth, grade level, password, or students who have not yet
been assigned to a class.

II. Search Criteria Based on Demographic Information

A. The second line in the Search screen allows the user to specify search criteria based on the
demographic information that was provided in the Demographics screen. This includes factory-
supplied demographic categories as well as any new ones you may define. 

III. Search Criteria Based on Class Information

A. The third line in the Search screen allows the user to specify search criteria based on class
information. The types of information by which you can search are class name, instructor name,
class grade level, class section or period, or beginning or ending date of the class. 

IV. Performing a Simple Search

A. If you want to specify only one line of criteria for the search, you will need to create a search
definition by selecting a criterion from one of the three categories at the left. Then select one item
from the Compare field and select or type a value in the Search Values field. Click on the Add
button located to the right of that criterion, and your criterion will be added to the Search Definition
field. Then click on the Search button to perform the search.

B. The names of all students who meet the search criteria given in the Search Definition field will be
placed in the screen from which the Search feature was activated. Note that they will replace the
previous contents of the Student list on that screen. 
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V. Performing a Complex Search

A. If you want to specify more than one search criterion, you must add the word “AND” or “OR” to
the end of each criterion line by selecting it from the Logicals pop-up menu that appears at the end
of the line, and then clicking the Add button. 

B. You can specify another search criterion based on either student, demographic, or class information.
After all of the desired criteria have been entered into the Search Definition field, click on the
Search button to begin the search.

VI. Deleting Search Criteria

A. Once a line of criterion has been entered into the Search Definition field, it cannot be modified. If
the criterion was entered incorrectly, it must be deleted from the Search Definition field and re-
entered. 

B. To delete a single line of search criteria, select it within the Search Definition field and click on the
Delete button. To delete all of the search criteria from the Search Definition field, click on the
Clear button.

VII. Finding All Students in the Database

A. To find the names of all students who have been entered into the Manage IT!® database, click on
the Find Everyone button. Once you click on the Search button, all students will be placed into the
Student list on the screen from which the Search feature was activated.

VIII. Saving Searches

A. If you have created a complicated set of search criteria and think that you may need to use this
criteria again, you can save the search by clicking on the Save Search button. Give the criteria a
name that will make it easy to identify later.

B. When you need to do this same search again, click on the Open Search button. Once you have
selected the saved search criteria, you will see the criteria in your Search screen.



Appendix A: Configuration Screen

I. Campus Information Tab

A. You will not be able to distribute Assignments or collect statistics until you “unlock” Manage IT!®

This should have happened automatically during installation.

B. If for some reason Manage IT!® did not unlock during installation, contact technical support at 
1-800-337-5335 for assistance.

C. Fill in all of the campus information before you distribute Assignments. Type in “NA” in any field
that is not applicable.

D. When creating reports, you can choose to use alternate names for your titles. This will cause titles
in reports to have names using colors instead of grade levels. (These alternate names appear to the
right of the actual names in the Licensed Titles window.) This is useful if you have students
working in titles intended for lower grade levels (for remediation) and do not want to embarrass
them by letting them know what grade they are working in. 

E. Note that after you unlock Manage IT!®, a Register Additional Titles button appears. You will use
this if you purchase additional titles later.
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II. Networking Tab

A. Path to the Sleeknet Folder(s)
1. The default path to the Sleeknet folder should appear in the window. If it does not, then click

on Browse and navigate to the Sleeknet folder.

2. If Manage IT!® is not installed on the server, create a new Sleeknet folder on the server so that
Incredible Tutor™ will have access to it. Click on the Create button and navigate to a safe
location on your server to create the Sleeknet folder.

3. Normally there will be only one Sleeknet folder. Under some circumstances, multiple Sleeknet
folders may be used. See Section IV of this Appendix.

B. “The Manage IT! application is on:”—This window tells you the exact location of Manage IT!®.

C. “The Manage IT! datafile is on:”—This window tells you the exact location of your data file.

NOTE: Manage IT!® uses the network only as a means to access the Sleeknet folder. If you
have a server, you need only have one Sleeknet folder on it and have the path set to that folder. If
you do not have a network server, there are some features built into Manage IT!® that may still
allow you to use Manage IT!® Call technical support to see if your hardware configuration will
allow for the use of these features.



Appendix B: Demographics
The Demographics screen allows you to set up informational categories, which you can later assign to
students from the Student Maintenance screen. This information, while not necessary, can be extremely
helpful when you search the student database to gather information about particular individuals or groups
of students.

I. Preloaded Demographic Categories

A. Several common demographic categories have been installed for you. While you may find that
these categories alone meet your needs, you may enter as many additional demographic categories
as you like.

II. Entering New Demographic Categories

A. To create a new demographic category, select Demographics Editor from the Tabs menu. 

B. Type in a name for your new demographic in the Name field. You may also type in a detailed
description of your demographic in the Full Description field.

C. Next, enter the desired choices for this category into the Choices list. Enter each choice one at a
time into the New Choice field. Each time you enter a choice, click on the Add Item button to add
the choice to the Choices list.

D. Click on the Save button.
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III. Deleting a Demographic Choice

A. To delete a choice from the list of Choices, select it and click on the Delete Item button. A “D” will
appear to the left of the choice to indicate that it has been marked for deletion. The choice will not
actually be removed until the Save button is clicked. Once the Choices list appears as desired, click
on the Save button to save the list of choices for this demographic category.

B. If you try to delete a demographic choice that is currently assigned to any student(s), you will
receive an alert that the demographic choice for that student(s) will automatically be changed to
“Unassigned.”

IV. Modifying or Deleting an Existing Demographic Category

Note: Modifying an existing demographic affects all students in the Manage IT!® database who
currently have that demographic assigned to them. 

A. To make changes to an existing demographic category, select it from the list at left. Make any
necessary changes to the fields at right, and then click on the Save button.

B. If you delete a demographic from the Demographics list, it will be removed from every student
account in the database. To delete a category from the Demographics list, select it from the list and
click on the Delete button.



Appendix C: Importing and Exporting Data,
Promoting and Demoting Students,

and Backup and Recovery

I. Importing Instructor and Student Accounts

A. Import document specifications
1. Each imported item of data must contain no more than the maximum number of characters

listed in the tables below and each must be in the specified format. (Required information is in
bold text.)

For Instructor import documents:

For Student import documents:

B. Create a standard import document
1. The import document must be Text Only (ASCII Text) and must be tab-delimited. This kind of

document can most easily be created with a spreadsheet program. 
2. Open a new document in your spreadsheet program. Using the tables on the next page as a

guide, make certain that each item of data you are about to enter contains no more than the
maximum number of characters (see above) and is in the correct format. 

3. Sample import documents have been included in the Misc folder of the CD. You can use these
to create your import documents. Please be sure to read the ReadMe that accompanies these
sample documents for specific information.

Tip: To make creating classes easy and efficient, use the instructor names as student passwords.

Column Field Max. Characters Format
A First Name 32 letters only
B Middle Initial 1 one letter only
C Last Name 32 letters only
D Gender 1 one letter only (M or F)
E Student Number 12 letters and/or numbers

(should not begin with zero)
F Date of Birth 10 numbers, slashes only (00/00/0000)
G Grade 2 numbers only
H Password 32 letters and/or numbers

Column Field Max. Characters Format
A First Name 32 letters only
B Middle Initial 1 one letter only
C Last Name 32 letters only
D Instructor ID 12 letters and/or numbers

(should not begin with zero)
E Password 32 letters and/or numbers

(no spaces)
F Active? 5 TRUE or FALSE
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Then when you are creating classes, you can search for all students with that instructor’s name as
their password and put all of those students into a class. After you have created all of your classes,
you can then change all of the students’ passwords (see Chapter 3). 

For instructor import documents:

For student import documents:

4. Finally, save the document as Text Only or ASCII Text (usually an option under Save As in
the File menu of your spreadsheet program). Now proceed to “D. Preparing for the Import.”

C. Use an existing import document.
1. The import document must be Text Only (ASCII Text) and must be tab-delimited. 
2. The import document should contain all of the information as described in Part A. The order

of the information does not matter as long as it is consistent throughout the entire document. If
your document contains more information than is required by Manage IT!®, the document
may still be used. 

D. Prepare for the import.

1. Make the import document available to the computer on which Manage IT!® resides, either by
having it on a floppy disk or by copying the file to the computer’s hard drive.

2. Make a backup copy of the ManageIT.4dd file (Windows) or ManageIT!.data (Macintosh) by
creating a new folder called Backup inside the Bin folder and placing a duplicate copy of the
ManageIT.4dd or ManageIT!.data file into your Backup folder. In the event you need to
restore your data due to a faulty import, you may delete the corrupted ManageIT.4dd file or
ManageIT!.data from the Bin folder, and then move a duplicate of your backup of the
ManageIT.4dd or ManageIT!.data file into the Bin folder.

E. Perform the import.
1. Choose Import from the Tabs menu. 
2. If you created your import document following the steps in part B, click on the Students or

Instructors button on the bottom left (Standard) side of the screen, and then find and open
your import document. After the import procedure terminates, your import is complete. 

3. If you are using an existing document from your school’s records as your import document,
click on the Students or the Instructors button on the bottom right (Custom) side of the
screen.

NOTE: When importing, please note that the path to the import file cannot exceed
66 characters.



a. Click on the All button and then on the magnifying glass icon (Mac) or Preview button
(Windows) in the upper right corner of the Import Editor. Find and open your import
document. The Preview Editor appears displaying information on the first instructor or
student listed in your import document. 

b. The area at left (A) contains a row for each column of data in your import document.
Select the instructor or student’s first name, click on the pop-up menu labeled Import
Field (B), and select First Name (C). Next select the instructor or student’s middle initial
(if provided), and select Middle from the Import Field pop-up menu.

c. Continue in this manner until all of the information from the area at left is matched with
an import field in the area at right. 

d. Any extra data from your import document that appears in the area at left that is not
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matched with an import field at right must be assigned <skip> from the Import Field 
pop-up menu.

e. Now you may navigate through your import document by clicking on the arrows at the
bottom of the screen (D—see previous page). Do this to verify that your import document
is in the desired format. 

f. Click on the Copy button (E) to proceed. This will return you to the import screen.
g. Click on the Import button in the lower right corner of the screen to begin the import

operation. After the procedure terminates, your import is complete.

F. Update records using import.

1. If any records you import contain an ID that is already stored in Manage IT!®, these can be
considered update records and will be used to modify the existing data. 

2. To update records using the import feature, follow the steps for importing a custom document
described previously.

a. Only one change to the regular import is needed. Just before you click on the Import
button, click on the Advanced Options check box. Then click on the Options button.
When the Import Options screen appears, click on the Replace Existing Data check box
and select ID from the Key Field pop-up menu.



3. Click on the OK button. Conclude the import procedure by clicking the Import button. Look
in the Instructor Maintenance or Student Maintenance screen to verify that your records were
updated.

II. Importing Demographics

Note: Before you can import demographics successfully, you must first create the desired
demographic categories for all demographic categories that you will be importing (See Appendix B:
Demographics.)

A. Demographic import document specifications
1. Each imported item of data must contain no more than the maximum number of characters

listed in the table below, and each must be in the specified format.

B. Create the demographic import document.
1. The import document must be Text Only (ASCII Text) and must be tab-delimited. This kind of

document can most easily be created with a spreadsheet program. 
2. Open a new document in your spreadsheet program. Using the following table as a guide,

make certain that each item of your data contains no more than the maximum number of
characters (see above) and is in the correct format. 

Enter a student’s ID in column A, row 1. Enter the demographic category in column B (it must
be entered exactly as it appears in the Demographics Editor screen). In column C enter the
choice that applies to this student (this choice must also be entered exactly as it appears in the
Demographics Editor screen). Return to column A, row 2, and repeat the process for the
second student’s ID. If you want to assign more than one demographic to a student, simply use
the student ID in column A for each demographic you wish to assign to that student.

3. Continue until all categories have been assigned as desired.

Column Field Max. Characters Format
A Student Number 12 letters and/or numbers
B Category Name 32 letters and/or numbers
C Choice 32 letters and/or numbers
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4. Sample import documents have been included in the Misc folder of the CD. You can use these
to create your import documents.

C. Prepare for the demographic import.

1. Make the file available to the computer on which Manage IT!® resides, either by having it on
a floppy disk or by copying the file to the computer’s hard drive.

2. Make a backup copy of the ManageIT.4dd file (Windows) or ManageIT!.data (Macintosh) by
creating a new folder called Backup inside the Bin folder and placing a duplicate copy of the
ManageIT.4dd or ManageIT!.data file into your Backup folder. In the event you need to
restore your data due to a faulty import, you may delete the corrupted ManageIT.4dd file or
ManageIT!.data from the Bin folder and then move a duplicate of your backup of the
ManageIT.4dd or ManageIT!.data file back into the Bin folder.

D. Performing the import
1. Choose Import Demographics from the Tabs menu. 

2. Click on the magnifying glass icon or the Preview button in the upper right corner of the
Import Editor, and then find and open your import document. The Preview Editor appears,
displaying the first student ID and demographic assignment listed in your import document. 



3. The area at left contains a row for each column of data in your import document. Select the
student’s ID, click on the pop-up menu labeled Import Field, and select Student Number. Next,
select the demographic category and select Demographic Name from the Import Field pop-up
menu. Finally, select the demographic choice, and select Value from the Import Field pop-up
menu.

4. You may now navigate through your import document by clicking on the arrows at the bottom
left of the screen. Do this to verify that your import document is in the desired format. 

5. Click on the Copy button to proceed. This will return you to the Import Screen.

6. The import fields you set up in the Preview Editor should appear on the right side of the
Import Editor and should match the fields required by Manage IT!® shown on the left side. 

7. Click on the Import button in the lower right corner of the screen to begin the import
operation. After the procedure terminates, your import is complete. 

III. Exporting Data

A. Export student and instructor data.
1. To export your student or instructor data into a file that can then be opened in a spreadsheet

program, select Export Students or Export Instructors from the Tabs menu.
2. If you are exporting students, you will need to perform a search at this point to select whom

you wish to export. When you have the students you need, click on Export.
3. Now you will need to choose the information you want to export. Choose Add All to export

all of the information listed.
4. Click on Export to perform the export. You will be prompted to name the file and select a

location.
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B. Export History.
1. To export your students’ history to a file that may be opened in a spreadsheet program or

reporting tool, select Export History from the Tabs menu.
2. Start by either selecting a class from the Classes pull-down menu or search for a group of

students by clicking on the Search . . . button. (See Chapter 9: Performing Searches.) The
names of the students whose history will be exported will appear in the list on the left. You
can remove students from the list by selecting them and clicking on Remove From List.

3. After selecting your students, a list of titles will appear in the “Titles” window. This list will
include all titles worked by any student in the list. Therefore, some students may not have
history from some titles in the list. 

4. Clicking on a title will show all of the Assignments in the “Assignments” window that have
been worked for that title by any student in your list. You can select multiple titles. 

5. Clicking on an Assignment selects the data from that Assignment for export. You can select
multiple Assignments.

6. You can click on Clear All under the “Titles” or “Assignments” windows to remove the list
from that window.

7. You can sort the history at four levels of detail in the “Sort By” section.
a. By Assignment will summarize each student’s statistics at the Assignment level, meaning

each student will have one line in the report for each Assignment they worked. The
student will have one overall score for each Assignment.

b. By Objectives (TX and US versions)/By Standards (FL and IL versions) will summarize
each student’s statistics at the Objective or Standard level. Each student will have one
line in the report for each Objective/Standard they worked. The student will have one
score for each Objective/Standard.



c. By Targets (TX and US versions)/By Benchmarks (FL and IL versions) will summarize
each student’s statistics at the Target or Benchmark level. Each student will have one line
in the report for each Target/Benchmark they worked. The student will have one score for
each Target/Benchmark.

d. By Questions will summarize each student’s statistics at the Question level. Each student
will have one line in the report for each type of question they worked. The student will
have one score for each Question type.

8. You can format the data for either spreadsheets (such as Excel, Claris Works, etc.) or for
reporting tools. Select which format you need by selecting the appropriate radio button in the
“Format” section. Please note that if you select “Format for Reporting Tools,” the data is not
summarized, and any selection in the “Sort By” section is ignored. 

IV. Promoting and Demoting Students

A. Select Promote from the Tabs menu. 

B. Search for the students you want to promote or demote by clicking on the Search button.
1. Click on the Promote 1 Grade button to promote all of the students listed to the next grade.
2. Click on the Demote 1 Grade button to demote all of the students listed to the next lower

grade.
3. If there are any students in the list that you do not want to promote or demote, highlight those

students and click on the “Do not promote/Demote selected students” checkbox before you
click on the Promote 1 Grade or Demote 1 Grade buttons.

4. If you would like students who are promoted past a certain grade to be deleted from Manage
IT!® (because they will be graduating or moving to another campus), then you can select
“Delete students promoted past grade ___” and enter the grade. This cannot be undone, so be
careful!

V. Backing Up Your Data File and Recovering from a Data File

A. Select Backup & Recovery from the Tabs menu.
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1. The Backup screen consists of two parts: the Set Up section and the Restore section.

a. The Set Up section is where you can configure Manage IT!® to automatically create
backups of the data file at scheduled intervals. You can also do a quick one-time backup
at any time by simply clicking on the Perform a One-Time Special Backup Now
button. 

b. In the Restore section, you can revert to a data file from an earlier backup by choosing it
from the Available Data Files list and clicking on the Restore From Selected Data File
button. If you want to recover your most recent backup, click on the Restore From Most
Recent Backup button.

B. The Set Up Section
1. To enable the automatic backup process, the first thing you must do is create an SS_Backups

folder in which your backups will be stored. We recommend that this folder be on a different
physical hard drive than the one on which Manage IT!® is hosted. If Manage IT!® is on a
server, then the SS_Backups folder should be on another server or on a workstation. If
Manage IT!® is on a workstation, then the SS_Backups folder should be on a server. You
create an SS_Backups folder by clicking on the Create button. You will be asked to show
Manage IT!® where to put this new folder.

a. If you have previously created an SS_Backups folder and are restoring from a file that
does not show the location of that folder, then you can use the Browse button to find and
select the existing SS_Backups folder.

b. You can delete the SS_Backups folder path by clicking on the Delete button. You must
then click on the Browse button to look for a current SS_Backups folder or click on
Create to make a new one; otherwise the automatic backup function will not take place.

2. There are four kinds of backups: a Regular backup, a Long-Term backup, an Archival
backup, and a Manual backup. The only difference between these different types is the length
of time that that they are stored by Manage IT!®. You control the duration of time that these
backups are kept and how many of each kind are kept by entering the number of days and the
number of copies in the spaces below the SS_Backups path.

a. By default, Manage IT!® will create a Regular backup every seven days, replacing the
one from the previous backup. 

b. By default, a Long-Term backup will be created every thirty days, and 2 backups will be
kept. This means that on the third week, the first backup made will be copied over.

c. By default, an Archival backup will be made once every 365 days, and only one copy
will be kept. 

d. To change any of these default settings, simply enter new values. For instance, if you
want Manage IT!® to backup twice a week and keep three copies, enter 3 in the entry box
after “Keep” and 2 in the entry box after “Regular.” 

e. If you want Manage IT!® to keep track of when backups need to be done, but you do not
want it done automatically, click on the check box labeled “Turn off automatic backup
and notify when it is time to back up.” When this is checked, Manage IT!® will alert you
when it is time for a backup to happen and ask permission to do it. If you decline to
perform the backup at that time, Manage IT!® will not notify you again until the next
time a backup is due.



3. You can perform an immediate backup by clicking on the Perform a One-Time Special
Backup Now button at the bottom of the screen. Manage IT!® will ask you for a location to
copy the datafile and create a backup there.

a. Manage IT!® will also automatically create a copy of the datafile in the “Recent” folder
(located in the Manage IT! folder) every time you quit or perform some action in Manage
IT!® that could result in data loss (such as deleting groups of students or importing
students).

C. The Restore Section

Note: Restoring should be done with care and only in cases in which the current data file is unusable.
Restoring from earlier backups will always result in the loss of some data, because additions and
modifications done after the date and time of the restored file were not included in that backup.

1. Manage IT!® keeps track of when and where backups of the data file are created. 
a. The list at the bottom of the Backup screen lists every backup file in the SS_Backups

folder, as well as the type of backup, when it was done, and the location of the file. Also
noted is whether or not Manage IT!® is currently able to see the backup file. You can
only restore files for which Mange IT!® can access the folder in which they are located.
For example, Manage IT!® would not be able to see a backup file if the computer hosting
the SS_Backups folder becomes unavailable during the Manage IT!® session.

2. You can restore the Manage IT!® data from either a selected backup file or from the most
recent backup (kept in the Recent folder of the Manage IT! folder).

a. To restore from a selected backup file, select the file in the list and click on the Restore
From Selected Data File button. To restore from the most recent backup, just click on
the Restore From Most Recent Backup button.

b. In both cases, Manage IT!® will copy the backup data and then quit. You should restart
Manage IT!®, after which you will be working from the restored file.

3. If the location of the SS_Backups folder has changed or the folder was not present when the
previous backup was made, the current data file will not know where to find the current
SS_Backups folder. You should click the Browse button to locate the SS_Backups folder.
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Appendix D: Tips and Tricks

I. Easiest Install and Configure Process

Install Manage IT!® (and all licensed Incredible Tutor™ products, if possible) on the server using
the default installer directories. Doing this will make configuration simple. If your server or network
is not powerful enough for all of the products to be installed on the server, then install Incredible
Tutor™ on each computer and map/mount the server drive to each computer to make the Sleeknet
folder available.

II. Quick and Easy Creation of Classes

For students with multiple teachers:
If you have unique names or numbers for every class and have all the class rosters with student IDs
for each class, then you may want to import all of this class information as a demographic. First
create a demographic named “Classes” with categories within it that exactly match the class names
or numbers. Then use the Import Demographics feature to import the file with this information. Now
from the Class window, you can do a search on the class demographic for exactly the class name or
number you want in order to get the list of students you want.
There is a sample import document called “Classes” in the Misc folder of the CD which shows how
to create the spreadsheet for this process. See Appendix C for details on importing demographics.

For students with only one teacher (usually elementary schools):
If you import all of your student information, you can assign students their teacher’s name as their
password. Then when you go to create classes, you can search for all students that have that
teacher’s name as their password and put all of those students in a class. See Appendix C for details
on importing student information.
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Appendix E: Preference Definitions
The Preferences are listed below in alphabetical order with explanations given for each of them. 

I. Standard Preferences

Note: Some Preferences apply only to certain subjects of Incredible Tutor™ products. Therefore,
some of the Preferences listed below may not appear in your Preference Editor.

A. Progression Preferences
Do not Allow Assignments to be Repeated—This will disable the option of repeating an

Assignment that the student has just completed.
Enable Games After Every <?> Correct Answers—(NOTE: “Allow Student to Play Games from

Warm Fuzzies” must be on.) The value of this preference indicates how many questions a student
must answer correctly (not necessarily consecutively) in order for the game button(s) to appear in
the warm fuzzy window.

Enable Lesson Only After Problem/Question Is Attempted—This means that students will not be
given a Lesson button allowing them to view a specific lesson over the current topic until they
have attempted to answer the current question. Students can still use the Goto menu to go to a
lesson of their choice.

Give Access to Scheduled Items Only—This means that if students manually go to a problem (or
question) outside the current Assignment using the Goto menu or button, they will be returned to
the Assignment automatically after answering that problem. In other words, it forces them to
stick to the Assignment. However, students are free to use the Goto menu to go to other sections
of the Assignment and continue from there. 

Instances Per Scheduled Item Before Next Scheduled Item (Math only)—This is the number of
problems that will be presented from each Scheduled item before the student can move on to the
next item.

Maximum Instances Per Scheduled Item (Math only)—This sets an upper limit on how many
problems of a particular type a student will have to work. This Preference is used to set a limit
when the “Stay on Same Item Until Mastered” Preference is turned on. This will also affect when
the student has completed a particular item in a schedule and thus when the student will complete
the schedule.

Number of Tries Allowed per Problem (or Question)—This allows the instructor to decide how
many times a student can try to answer a problem (or question) correctly. Important note: Even if
the student is given two chances per problem, the first incorrect try will be counted as an
incorrect response in the reported statistics.

Restrict Automatic Review Problems to Current Schedule (Math only)—This restricts the
“Review Missed and Mastered Problems Every <?> Problems” Preference to choose problems
from the current Assignment only.

Review Missed and Mastered Problems Every <?> Problems (Use a large value like 10000 to
disable) (Math only)—This brings up a question from an item the student has previously missed
or mastered. Auto Mastery must be on for this Preference to take effect.

Show Full Lesson Before Showing Problem (Math only)—This requires that the student page
through the entire lesson before gaining access to the problem.
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Stay on Same Item Until Mastered (Math only)—This requires that the student continue working
on a type of problem until it is mastered. If it is off, then the program gives the student the
number of problems set in the “Instances per Scheduled Item Before Next Scheduled Item”
Preference.

Use Auto Mastery (Math only)—If this is turned on, then as a student masters items, these items are
removed from the Assignment. 

Use Each Question Type Only Once per Session (Biology and Social Studies only)—This forces
the program to give each question type only once per computer session.

B. Scoring Preferences
Auto Mastery at: Question=1 or Target/Benchmark=2 (Math only)—This lets you decide if you

want mastery determined at the Target/Benchmark or at a more specific Question level.
Default Report List View—This determines which report will be shown when the Report screen

first appears.
Extra Credit Weight for Eliminating Choices—This determines how much extra credit the student

will get for eliminating incorrect answers.
Mastery Percentage—This allows the user to adjust the percentage that the Report screen will

consider to be mastery of a particular Target/Benchmark, Question, or Objective/Standard.
Mastery Based on: recent percentage=1, recent scaled score=2, overall percentage=3, or overall

scaled score=4—This lets you decide how you want mastery determined.
Mastery Based On Current Assignment (on) / Overall Records (off)—This lets you decide if you

want mastery based on the statistics from the current Assignment only, or on the statistics from
all Assignments the student has worked in this title.

Minimum Number of Questions Required To Infer Question Mastery (1-20) (Math only)—This
lets you determine how many of a particular type of Question a student must work to assign
mastery or nonmastery to that Question.

Minimum Number of Questions Required To Infer Target/Benchmark Mastery (1-20)—This
lets you determine how many questions from a particular Target/Benchmark a student must work
to assign mastery or nonmastery to that Target/Benchmark.

Number of Days to Show in Report Statistics (1-30)—This lets you determine how long you will
keep statistics for reporting purposes. These days correspond only to the days that the student has
worked in the software and only correspond to actual calendar days if the student uses the
program seven days a week. 

Number of Seconds to Beat for "Speedy Answer!" in Scoreboard—This determines how fast a
student must answer a question for it to be determined a “speedy answer” in the Scoreboard. 

Number of Seconds to Beat for "Speedy 10 In A Row!" in Scoreboard—This determines how
fast a student must answer ten questions in a row for it to be determined a “Speedy 10 In a
Row!” in the Scoreboard. 

[ON] ==> Base Scoreboard on Main Report. [OFF] ==> Base on Current Assignment—This
determines if you want the Scoreboard to use the statistics from the Main Report or if you want it
to use the statistics from the current Assignment only.

C. Access Preferences
Allow Student to Play Games from Warm Fuzzies—When turned on, a game button will appear

in the warm fuzzy which the student can click to launch a game. 



Display Explanation Window After an Incorrect Answer—This notifies the student when a
response is incorrect. Please note that the Explanation window also allows the student other
options. 

Display Warm Fuzzy Window After a Correct Answer—This notifies the student when a
response is correct.

Enable Access to Lessons—This allows the instructor to determine whether a student has access to
lessons pertaining to the problems (or questions).

Enable Calculator—This allows the student to access an on-screen calculator in Math titles.
Enable “Edit Assignment” Menu Item—This allows access to the Assignment Editor.
Enable “Edit Preferences” Menu Item—This allows access to the Preference Set Editor.
Enable “Example” Button (Math only)—This enables access to example problems.
2. Enable Games After Every <?> Correct Answers. (NOTE: "Student must have at least a 40%

average for current session and "Allow Student to Play Games from Warm Fuzzies" must be on.)
The value of this preference indicates how many questions a student must answer correctly (not
necessarily consecutively) in order for the game button(s) to appear in the warm fuzzy window.
In addition, the student must have at least a 40% average for the current session. This will reduce
the probability of earning games by randomly clicking through questions.

Enable “Goto” Menu Items and Buttons—This allows students to access the Goto menu, which
they can use to go directly to a particular Passage, Lesson, Problem (Question) type, Resource, or
Scoreboard.

Enable “Print Current Window” Menu Item—This allows the user to print the current window.
Enable Printing of Scoreboard—This allows the user to print the Scoreboard.
Enable Printing of Session Report—This allows the user to print the Session Reports.
Enable “Print Report” Menu Item—This allows the user to print the Main Report.
Enable “Report” Window Menu Item—This allows the user to view the Main Report window.
Enable “Resource” button (Math and Social Studies only)—This allows users to have access to the

Resource button, which will take them to applicable formula charts, conversion tables, etc.
Enable “Save Report As” Menu Item—This allows the user to save the contents of the Main

Report window to a file.
Enable Scoreboard—This allows the user to view the student Scoreboard.
Enable Session Report—This allows the user to view the student Session Report.
Enable “Start Assignment” Menu Item—This allows the user to begin a particular Assignment.

This is never available when using Manage IT!®

Preview Questions (1=passage only, 2=questions and passage, 3=questions, answer choices and
passage, 4=questions only, 5=questions and answer choices)—This Preference in Reading
titles allows you to decide if students will be able to preview the questions (and their answer
choices) before they read a passage. 1 disables the option, 2 shows the questions before the
passage, and 3 shows both the questions and their answer choices before the passage. Note that
setting this Preference to 4 or 5 renders the passages inaccessible. Use 4 or 5 only if you need to
print out the questions as described on page H.2.

Restrict to Time Limited Games—(NOTE: “Allow Student to Play Games from Warm Fuzzies”
must be on.)  When turned on, the student will be restricted to time-limited games in the warm
fuzzy window.
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Show Aplomb Slider—This will cause the Aplomb (or confidence) Slider to appear in the Problem
or Question window. Students can use this to evaluate their confidence that they will get the
correct answer, which will then be used to adjust their score to show “True Knowledge.”

Show Clear Stats button in Report—This causes the Clear Stats button to appear in the Main
Report window, allowing you or your students to purge student statistics at any time, giving
them a clean slate.

Show Free-Response Answers Dialog at End of Session (0=Automatic, 1=Always, 2=Never)—0
makes the Free-Response Window come up at the end of a session only if the student typed in
responses to writing prompts and if the campus is not using Manage IT!® 1 makes the window
come up at the end of every session, and 2 prevents the window from coming up at the end of
any session.

D. Miscellaneous Preferences
Background Color (0=white, 1=yellow, 2=cyan, 3=gray)—This lets you choose the background

color of the program. It defaults to white, but you can change the color to yellow, cyan (blue), or
grey.

Display Detailed Heading for Lesson Window—This allows display of the Lesson title and the
current page number in the bar at the top of the window.

Display Detailed Heading for Passage/Question Window—This allows display of the Passage or
Question title and the current page number at the top of the window.

Font Size Offset (-1=small, 0=default, 1=big, 2=bigger)—This allows you to change the font size
of questions, passages, and most lessons. A value of –1 will reduce the font size by one point, 1
will increase it by one point, 2 will increase it by 2 points, and 0 will return the font to its default
size. Not available in Math titles.

Message Displayed Upon Completion of a Schedule—This allows you to specify the message that
displays in the alert that appears when a student finishes an Assignment. (The default message
says, “Congratulations! You have completed the current schedule of problems.”)

Number of Times They Can Highlight (0-100)—This controls how many times a student will be
able to highlight on a screen. Setting this value to zero disables the highlighting feature.

Problem Generator Seed (1 = Random instance; Greater than 1 produces a particular instance
for each item [for standardized testing])—This allows you to specify the “seed” that will be
used to generate problems or questions. Any number over 1 will create specific problems or
questions, so you can give every student the same seed, thus giving them all the same problems
or questions. Choosing 1 will randomize the items, so students will not get the same problems or
questions.

Randomize Schedule When First Loaded—This will cause all problems to appear in a random
order rather than in the order scheduled.

Require an Answer for Each Problem/Question—If this Preference is not activated, the student
can click through all of the problems (or questions) without having to answer them.

Show the Session Report when Quitting and Changing Assignments—This will cause the
Session report to come up automatically whenever a student quits, logs out, or changes
Assignments.

Startup Window—Specify which screen will appear first when Incredible Tutor™ is launched.

Appendix F: Definition of Terms
Note: many of these terms refer to things found primarily in Incredible Tutor™.



algorithms—An algorithm is a short computer program used to generate variations of one problem.
Incredible Tutor™ makes use of algorithms to make each title as general as possible.
Aplomb (confidence) Slider—The Aplomb Slider lets students indicate how confident they are in their
answer. The adjusted statistics from using this slider will be used to compute the “True Knowledge” score
on the Main Report. 
Assignment—An Assignment is a combination of a Preference Set and a Schedule.  This tells the computer
what the student will be doing when he or she logs in. 
Benchmark—A Benchmark is a subdivision of a Standard in the FCAT-specific and ISAT-specific versions
of the software. 
CheckUpITx—This is an updater program that will bring your Incredible Tutor™ application up to date.
(The x will be replaced by the version of the software, i.e., “CheckUpIT10.”
CheckUpMITx—This is an updater program that will bring your Manage IT!® application up to date. (The
x will be replaced by the version of the software, i.e., “CheckUpIT10.”
dialog box—A dialog box is a window that the computer displays when requesting information. 
factory default—Factory default Preference Sets and Assignments come preset in the software. New ones
can be made, or these can be copied as new Preference Sets or Assignments and edited.
Global Preferences—Global Preferences affect the overall behavior of the software. Other Preference Sets
are for a specific subject or student. [Examples: teacher password, login text]
Goto menu—Students use the Goto menu to navigate within the software. It allows them to go directly to a
specific passage or type of problem, or to view a certain lesson.
key code—Your key code registers your software titles and gives you permision to use the titles for which
you are licensed.
Login—The Login dialog box is how students enter the software. When they start Incredible Tutor™, they
login by selecting a Title or Class, choosing their name from the list, and then typing in their password. 

Manage IT!®—Manage IT!® is a teacher utility for keeping student information, distributing Assignments
to and collecting data from Incredible Tutor™, and generating reports.

Manage IT!® data file —This is the file that the Manage IT!® application uses to store all the information
about students, classes, history, etc. 
mastery percentage—The mastery percentage is the percentage of an Objective, Target, or Question (or
Standard, Benchmark, Question) a student must get correct in order to have mastered it. This is a Preference
that can be set by the teacher.
minimum system requirements—Minimum system requirements are the specifications your computer must
meet in order to run the software. These requirements include the system software, amount of RAM,
amount of disk space, and kind of processor.
Objective—Objectives are the categories that each subject is divided into and reported on in the TAKS-
specific version of the software.

Pretest—A Pretest is a testing Assignment given to students to evaluate their initial mastery of materials.
Question—A Question is the smallest subdivision of the materials in the software. It is a specific algorithm
or question.
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Appendix G: Using Features of Your Operating
System

Note: If at all possible, please have your local technical expert(s) perform all setup of your software.
Here we explain how to perform a few of the tasks you may need to do at some point in setting up and using
your Incredible Tutor™ software. We hope this will be helpful to you.

I. Windows 95, 98, 2000, Me, XP, and NT

A. Navigation
By this we mean the process of finding anything on your computer, whether it be on a CD-ROM in
your CD-ROM drive, a floppy disk in your disk drive, or any of your hard drives. There are several
methods, but here we will explain the two most common methods.

1. My Computer—This is an icon already on your desktop. It is a quick way to look at any of
your drives. Double-click on this icon and a window will appear with several icons inside that
represent each of the drives on your computer, including your floppy disk drive and your CD-
ROM drive, and any drives that have been mapped to your computer. (See “Mapping and
Mounting Drives” later in this section.) Double-clicking on any of these icons will open
another window showing all of the folders and files on that drive. Double-clicking on any
folder will take you to yet another window showing all of that folder’s contents.

2. Explorer Window—This may appear as a magnifying glass icon on your desktop, but if not,
you can access it from your Start Menu. Selecting the Explorer brings up a two-paneled
window. On the left side will be a list of all of your drives, represented by folders. If you click
once on the plus sign (+) next to any of these drives, more folders will appear beneath it in an
outline style. These are the folders that are contained on that drive. Clicking on the folder
itself will bring up items in the right panel of the window. These are all of the folders and files
in that folder.

B. Creating a Shortcut
A Shortcut is a way to simplify opening programs that are on another computer or are otherwise
time-consuming to find and run. This creates an icon on your desktop that will allow you to access
these programs with the double-click of a mouse.

1. First you will have to find the item to which you are wanting to create a Shortcut. This may be
on one of your local hard drives, or it may be on a drive that has been mapped to your
computer from another computer, such as a server. (See “Mapping and Mounting Drives” later
in this section.) 

2. Click on the item with the right mouse button. A menu will pop up containing several options.
Select “Create Shortcut.” This will bring up yet another window allowing you to select where
you want to place the shortcut. Your desktop is an easy place to find the Shortcut, or you could
place it inside another folder that you think would be easy to access.

3. An icon should appear in the location you selected that is called “Shortcut to {name of the
item you created the Shortcut for}.” You can double-click on this icon any time you want to
quickly access that item.
Note: If the original item is on a drive on another computer, that computer will have to be
turned on and mapped to your computer for your Shortcut to work.
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C. Mapping Drives
This is the process by which you make drives on other computers (such as a server) accessible by
your computer. The computer that holds the drive must be on in order to do this process. Because
this process can differ depending on your server software, please refer to your local technical expert
for assistance. 

D. Copying files
Using your Explorer window or My Computer, find and select the file you want to copy by clicking
on it once (don’t double-click) with your right mouse button. While continuing to hold the mouse
button down, drag to the folder where you want to copy the file. A window will pop up with several
options. Choose the Copy Here option.

E. Setting Permissions
In order to access drives on other computers, those computers have to grant you permission to
access them. Because this process can differ depending on your server software, please refer to your
local technical expert for assistance. 

II. Macintosh

A. Navigation
By this we mean the process of finding anything on your computer, whether it be on a CD-ROM in
your CD-ROM drive, a floppy disk in your disk drive, or any of your hard drives. Luckily, this is
easy on a Macintosh.

1. Any hard drives, floppy disks, and/or CD-ROMs that you have in your computer will
automatically appear on your desktop. Double-click on any of them to see what is inside.

2. If you are not sure where a file is, you can select Find from the File menu. Type in the name
of the file you need, click on OK, and it will bring up a list of all files and folders with that
name. Double-clicking on any of these in the list will automatically open that file or folder.

B. Creating an Alias
An Alias is a way to simplify opening programs that are on another computer or are otherwise time-
consuming to find and run. This creates an icon on your desktop that will allow you to access these
programs with the click of a button.

1. First you will have to find the item for which you want to create an Alias. This may be on one
of your local hard drives, or it may be on a drive that has been mounted on your computer
from another computer, such as a server. (See “Mapping and Mounting Drives” later in this
section.) 

2. Click on the item once to select it. Then choose Make Alias from the File Menu. This will
make an Alias to the file in the same location as the original file. 

3. Move the Alias to your desktop or any other location that is easy for you to find.
Note: If the original item is on a drive on another computer, that computer will have to be
turned on and mounted to your computer for your Alias to work.

C. Mounting Drives
This is the process by which you make drives on other computers (such as a server) accessible to
your computer. The computer that holds the drive must be on in order to perform this process.
Because this process can differ depending on your server software, please refer to your local
technical expert for assistance. 

D. Copying files



To copy a file, click on it once, and either drag it to another location while holding down the Option
key, or choose Duplicate from the File menu to put a copy in the same location as the original file.  

E. Setting Permissions
To access drives on other computers, you must be granted permission to access them. Because this
process can differ depending on your server software, please refer to your local technical expert for
assistance. 
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Appendix H: Troubleshooting

I. Corrupted Data file

Occasionally files become corrupted. Reasons include software, hardware, or power problems. If this
happens to Manage IT!® you will see it manifest as a problem with the Manage IT!® data file. This is why
it is very important that you make regular backups of the Manage IT!® datafile, Manageit.4dd (Windows) or
Manage IT!.data (Mac).

A. A corrupted data file will make itself known in one of three ways: 

1. The first is a complete refusal to run. Manage IT!® will launch but then a message will claim
that the data file is corrupt or that an interruption occurred while data was being written to
disk. It will ask you to run 4D Tools.

2. The second will be messages that claim a record could not be found or that a record number is
invalid. Manage IT!® will continue to run, but it is important to run 4D Tools as soon as
possible because the corruptions will accumulate. The earlier it is fixed, the better. If you wait
too long, the repair may not be possible.

3. The third is much like the second except that the message will be about indexes. They may be
invalid, missing, or corrupted. As before, Manage IT!® will continue to operate, but you
should quit Manage IT!® and run 4D Tools immediately.

B. How to run 4D Tools

Note: Before starting this process, make a copy of the Manageit.4dd (Windows) or Manage IT!.data
(Mac) file, which is found in the bin folder.

1. If Manage IT!® is installed on the network, copy the Manage IT! folder to a local drive. This
will vastly improve the speed at which the recovery process runs.

2. 4D Tools is found in the Utilities folder. After starting the program, you will be asked to select
the structure file. This is found in the Bin folder. On a Mac, look for the Manage IT! program.
On Windows, look for a file called ManageIT.4DC.

3. After selecting the file, choose Check & Fix from the Utilities menu. Choose the radio button
Check & Fix Damaged Records or Indexes and click on OK.

4. 4D Tools will examine the entire file, looking for damage. In some instances, it will claim that
everything seems OK, but it actually did reset some flags and other items that will allow you
to continue using the data file. This most commonly occurs when the message Manage IT!®

gave was about interruption while writing to disk.

5. 4D Tools may also indicate that it found some problems and fixed them. If this is the result,
you can quit 4D Tools and continue using Manage IT!® It is best to keep the first backup of
the data file and also to make a new backup of the newly repaired data file. Watch Manage
IT!® carefully the next few times it is used to make sure everything is working properly.

6. In cases where there is extensive damage to the datafile, 4D Tools will indicate this and ask
you to perform a “Recover by Tags” operation. This process will use the original data file to
completely create a new data file. This is not always successful, and even if it seems
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successful, some data may be lost. If the lost data is part of the internal information, the data
file will probably still be unusable.

7. 4D Tools will want to name the new file Manageit2.4dd. Windows 95 may have trouble with
this if the file is located on a Novell server, where long file names are not supported.

8. After the “Recover by Tags” operation is complete, rename the new data file Manageit.4dd
(Windows) or Manage IT!.data (Mac), and restart Manage IT!®

II. A Student Does Not Appear in a Class

A. You have entered a student into Manage IT!®, but the student does not appear in Incredible
Tutor™. This could be caused by two things—you did not assign the student to a class, and/or you
did not give the student an Assignment or Prescription. Make sure the student is assigned to a class
and has an Assignment or Prescription. Don’t forget to distribute the Assignment!

III. Cannot Distribute Assignments

A. The most common reason for this to occur is that a student is in the process of logging in to
Incredible Tutor™. The students must be either working problems in Incredible Tutor™ or have
quit the program for Manage IT!® for you to be able to distribute Assignments.

B. The next most common reason: When Incredible Tutor™ is accessing the data files in the Sleeknet
folder, it creates a file in the Tutor folder, located in the Sleeknet folder. Before Manage IT!®

distributes, it checks for these files. If there are any present, Manage IT!® will refuse to distribute.
When Incredible Tutor™ quits or the student is working problems, it removes the file.

Occasionally, however, the program, computer, network, or power will crash, leaving the file in the
Tutor folder. At this point you can either manually delete the file from the folder (you can safely
delete all the files in the Tutor folder) or you can wait about 5 minutes and distribute again. Manage
IT!® will automatically delete the files and continue with the distribution.

C. Less common reasons:
Note: These causes will usually be accompanied by a message “Cannot Find the History Folder.”
1. The Sleeknet folder is not available. This means that the mapped or mounted volume that

contains the Sleeknet folder is no longer mapped or mounted. Remount or remap the volume. 

Verify that the Sleeknet path in the Configuration/Network tab in Manage IT!® is valid by
explicitly following it and verifying the Sleeknet folder is where Manage IT!® thinks it is. Do
this for all Sleeknet paths that are displayed. If just one is invalid, Manage IT!® will not be
able to distribute.

2. The permissions for the Sleeknet folder are not sufficient to create or modify files in the
Sleeknet folder. This is usually accompanied by messages indicating that the file AXXX.TXT
cannot be created. Contact your network administrator.

a. Permissions can be tricky. There are two common traps, each unique to Windows NT and
Novell. The first is a user in two different Groups with one of the Groups having
inadequate permissions. Windows NT will grant the most restrictive permissions of all
the Groups to which a member belongs.

b. In Novell, if a directory is hidden from a user but specified in Manage IT!®, then the



distribution will fail. For example, the administrator logs in, and sets the Sleeknet path as
g:\apps\TAKS\Sleek_x\Sleeknet. If the TAKS directory is a hidden directory that the
users cannot see, the path in Manage IT!® is invalid.

c. In the end, realize that Manage IT!® treats the Sleeknet path as if it were just another
local hard drive. It will want to create, delete, scan, and change the files in the Sleeknet
directory. As a rule it is best to allow the user authorized to use Manage IT!® full and
complete access to the Manage IT! directory and the Sleeknet directory.

IV. Missed Collections

A. If Manage IT!® determines that a scheduled collection was missed, you will be notified the next
time you start Manage IT!® Simply initiate a collection and distribution. Remember, for a scheduled
collection to take place, Manage IT!® must be running and the network must be available.

V. Your Classes Are Not in the Incredible Tutor™ Login Window

A. This will happen if there are no students with Assignments in a particular class. First, double-check
that you have distributed since creating the new class. Manage IT!® will only distribute classes and
students if the students have Assignments. 

B. To check that a student in a particular class has an Assignment, click on the Students tab, then the
Assign Materials tab. Select the class from the Classes drop-down list. If there are one or more
students underlined, then that class should show up in the Select A Class list in Incredible
Tutor™.

VI. No More Room to Save the Record Message

A. This generally indicates one of two things:
1. You are out of disk space (not likely).
2. Your network login does not have adequate permissions to make modifications to the directory

in which Manage IT!® resides (most likely). Contact your network administrator.

VII. Reports Do Not Print or Display

A. If there is no history found for the students selected for reports, there will be nothing in the reports
to print or display. You will always receive a message to this effect. If the reports do not print and
there is no message stating there are no records, then try the Preview function. If the preview shows
the report, click on the Print button. If the page does not print, then try printing a document using
another application to make sure your printer is working.
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VIII. Oh My Gosh! Look at the Size of That Data file!

A. While the data file can seem to be quite large, in comparison to large database products and today's
disk capacities, it is actually quite reasonable.

B. The data file contains all of the information in Manage IT!® The more your students use Incredible
Tutor™, the larger the file becomes. Running six lab sessions a day, five days a week, with about
30 students a session for two years will result in a datafile still smaller than 300 megabytes.

C. If you remove students and history from Manage IT!®, the data file will not reduce in size until you
use 4D Tools to compact it. 

IX. Incredible Tutor™ Claims the Subject Is Not Installed.

A. Manage IT!® does not know which titles are installed in Incredible Tutor™ unless you tell it
(through the Configuration tab). If you tell Manage IT!® that you have installed a title that has not
actually been installed and then give a student an Assignment for that title, Incredible Tutor™ will
tell you that the title is not installed.

B. To determine which titles are installed, go into Incredible Tutor™ and enter the teacher password
(sleekteacher) in the password field. (If the teacher password has been changed, then use the new
one.)

C. Click on the Set IT! Up . . . button, then click on the Profile button. This will display a list
detailing which titles are installed, what version they are, and if they have been activated.

D. If you have older versions of Incredible Tutor™ on your computers, then you might be running
different versions of Incredible Tutor™ and Manage IT!® Check your shortcuts or aliases and
make sure that the version of Manage IT!® is the same version as Incredible Tutor™. As a rule,
newer versions are incompatible with older versions.

X. Who Is John Dough?

A. John Dough is a test student in a test class that is included in the Sleeknet folder when Manage IT!®

is installed. If you see this student’s name, you will know that Incredible Tutor™ has been
configured automatically to use Manage IT!®

XI. There Are No Classes in My Class List.

A. Assuming that you know for certain that classes have been created, the cause of this problem is that
you have logged in as someone other than the instructor assigned to that class.

B. Manage IT!® will only show the classes assigned to the currently logged-in teacher. This is a
convenience feature that keeps you from having to wade through everyone else's classes to get to
your own.

C. Log in as the Administrator to see all classes and to assign yourself as the teacher for a particular
class.

XII. There Are No Titles in My Manage IT!® Titles List.



A. Manage IT!® currently supports nearly 65 titles, with more on the way. To cut down on the clutter,
Manage IT!® will display only the titles that you have indicated as being installed. When there are
no titles displayed in the list, you have not told Manage IT!® which titles are installed. This is done
using the Configuration tab. See Appendix A for more details.

XIII. I Can’t Change a Custom Assignment or Preference Set.

A. Assignments and Preference Sets can be changed only by the Administrator or the instructor who
created them. The creator of the Assignment or Preference Set is indicated on the right side of the
tab.

XIV. I Am Getting Errors During BackUp.

A. Manage IT!® has an automatic backup facility that will back up the data file to a folder called
“Recent” in your Bin folder every time you quit the program or perform some function that will
make unrecoverable changes to your database. It will also save backups to a folder called
SS_Backups, which is usually found on another hard drive.

B. If Manage IT!® attempts to perform a backup to the SS_Backups folder and the location of that
folder is no longer available, then you will get an error. If this happens, check that the mapped drive
or server volume is visible and accessible.

C. While failure to perform a backup is not critical to everyday functioning, you should address the
problem promptly so that regular backups can resume.

D. If for some reason Manage IT!® is unable to backup to the “Recent” folder, you will be unable to
quit or perform other functions that require a backup to be done. There are only two reasons
Manage IT!® might not be able to backup to the “Recent” folder:

1. The folder has been deleted or renamed.
2. Permissions to the folder are inadequate.

XV. Free-Response

A. You don’t see the student’s responses, but they were there just a minute ago.
1. As you grade the student responses, they are removed from the list of students unless you have

the check box labeled “Show Both” marked.
2. To see only ungraded answers, choose the “Show Ungraded” radio button. To see just the

graded answers, choose the “Show Graded” radio button.

Page H.5Manage IT!®



Page H.6 Manage IT!®



Appendix I: Technical Support

Sleek Corporation’s Technical Support Policy
Your school must be enrolled in our Annual Maintenance Agrement Program in order to receive
free technical support Please visit www.IncredibleTutor.com/AMA or call us at 1-800-337-5335
for details. 

In order to provide toll-free technical support, we also require the following:
1. The person calling for technical support should have a good working knowledge of the

computer on which Manage IT!® is installed. This person may be asked to perform basic
functions like copying or moving files and navigating through directories. We cannot
teach the caller how to perform these basic functions.

2. The person who had the problem should either be the caller or be with the caller.

3. If at all possible, call from a phone near the computer. It is practically impossible to
diagnose and fix a problem if you are not at the computer on which the problem occurred.

4. If you received an error message, either have the message on the computer or have it
written down, and be ready to explain what steps you went through before the error
message occurred. 

If you meet the above requirements, please call us at 1-800-337-5335 from 8 am to 5 pm
(Central Time) Monday through Friday, or e-mail us at support@IncredibleTutor.com. You
can also get answers to common technical support questions via our Web site at
www.IncredibleTutor.com.

Installing Incredible Tutor™ and Manage IT!®, while not complicated, will require the user
to have a minimum set of skills. 
• Have knowledge of the available servers, how to access them, and have sufficient authority to

access them. 
• Know which drives/volumes on the server are available and authorized by the IT department

for software installation. 
• Understand how to map a drive; or on a Mac, mount a volume. 
• Understand Permissions and have the authority to change them if necessary.
• Understand the concept of setting paths in applications. 
• Have a good understanding of how to navigate directories on Windows or Macintosh comput-

ers 
• Understand the difference between applications and data files (e.g., Word vs. Word documents) 
• Understand basic operations such as copying files, deleting files, and viewing folders and files. 
• A good understanding of Web browser operation, including the ability to enter URLs. 
• In some instances: have the ability to use an email account. 
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A
access 

access level (Teacher or Student), 6.2
access to Lessons, E.2
Give Access to Scheduled Items Only, E.1

add
add student accounts, 2.2, C.1
add students to a class, 2.4
add items to an Assignment, 4.1

advanced options, A.4
algorithms, F.1, E.1
answer

Require Answer for Each Problem / Question,
E.4

Aplomb Slider, F.1
Archival backup, C.10
Assign Materials tab, 2.6
Assignment, F.1

applying Assignments, 2.6, 4.2
creating Assignments, 4.1, 4.2, 4.3
distributing Assignments, 2.7, A.1, A.4
modifying, 4.2

Assign Missing button, 3.2
Assign button, 3.2
Auto Mastery at: Question=1 or

Target/Benchmark=2, E.2
Available Data Files list, C.10

B
backup data file, C.9, C.10
Backup and Recovery, C.9, C.10
Benchmark, F.1
Browse button, A.2

C
Campus Information tab, A.1
class

building classes, 2.4, D.1
modifying classes, 2.5
search based on class information, 9.1
Classes tab, 2.4

Collect button, 2.8
collecting data, 2.2, 2.7, 2.8, A.3
Collection & Distribution tab, 2.7

Configure, 2.1, A.1, D.1
Create button, A.2

D
data file, F.1 (see also the Installation Guide)
default Assignment, 2.7
Default Report List View, E.2
Delete

delete a class, 2.5
Delete demographic choice, B.2
Delete Preference Set, 6.3

demographics, 2.3, 9.1, B.1
entering new Demographics, B.1
importing demographics, C.5–7
demographic group detail report, 8.2
demographic population report, 8.3
modifying Demographics, B.2

demoting students, C.9
dialog box, F.1
Display Detailed Heading for Lesson Window, E.4
Display Detailed Heading for Passage / Question

Window, E.3
Display Explanation Window After an Incorrect

Answer, E.2
Display Warm Fuzzy Window After a Correct

Answer, E.2
Distribute button, 2.8
distributing Assignments, 2.2, 2.7, A.3

E
edit Preferences, 6.1–3
edit seeds, 4.2, 4.3
emulate button, 4.2, 5.2, 6.2
Enable Access to Lessons, E.3
Enable “Edit Assignment” Menu Item, E.3
Enable “Edit Preferences” Menu Item, E.3 
Enable “Example” Button, E.3
Enable “Goto” Menu Items and Buttons, E.3
Enable Lesson Only After Problem/Question is

Attempted, E.1
Enable “Print Current Window”, E.3
Enable “Print Report” Menu Item, E.3
Enable Printing of Main Report, E.3
Enable Printing of Scoreboard, E.3
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Enable Printing of Session Report, E.3
Enable “Report” Window Menu Item, E.3
Enable “Resource” button. E.3
Enable “Save Report As” Menu Item, E.3
Enable Scoreboard, E.3
Enable Session Report, E.3
Enable “Start Assignment” Menu Item, E.3
Enroll button, 2.5
Extra Credit Weight for Eliminating Choices, E.2
exporting Data, C.7
export History, C.7

F
factory default, F.1
Filtering Data, 8.3, C.8
floppy disk

Free Response, 7.1

G
Give Access to Scheduled Items Only, E.1
Global Preferences, F.1
“Goto” Menu, E.3, F.1

H
history options, C.7

I
importing

demographics, 2.3, C.5
instructors, 2.3, C.1
passwords, 3.1
students, 2.2, C.1

installation, 1.1, 1.2
instructor

information report, 8.2
manually adding instructor accounts, 2.3, 2.4

Instances Per Scheduled Item Before Next
Scheduled Item, E.1

L
Lesson

lesson only after problem / question is
attempted, E.1

license agreement, iii

licensed titles, A.1
Login window, 2.1, F.1
long-term backup, C.10

M
Manage IT!® overview, 1.1, F.1
Mark It button, 7.2
Mastery Based on Current Assignment (on)/ Overall

Records (off), E.2
Mastery Percentage, E.2, F.1
Message Displayed Upon Completion of a

Schedule, E.4
minimum system requirements, 1.1, F.1
Minimum Number of Questions Required To Infer

Question Mastery, E.2
Minimum Number of Questions Required To Infer

Target/Benchmark Mastery, E.2
modifying an Assignment, 4.2
modify a class, 2.5

N
network, 1.1, 2.1, 2.2, A.1, A.2, A.3, F.2
Networking tab, A.2, 2.2
New Logins Allowed, E.4
New Time button, A.3
Number of Days to Show in Report Statistics, E.2
Number of Seconds to Beat for “Speedy Answer!”

in Scoreboard, E.2
Number of Seconds to Beat for “Speedy 10 In A

Row!” in Scoreboard, E.2
Number of Times They Can Highlight, E.4
Number of Tries Allowed Per Problem, E.1



O
Objective, F.1
Open Search button, 9.2
on/off Preference value, 6.2
[ON] ==> Base Scoreboard on Main Report. [OFF]

==> Base on Current Assignment, E.2

P
passwords for login, 2.1, 2.2, 3.1, 3.2
Passwords tab, 3.1
Perform a One-Time Special Backup, C.10
print report listing passwords, 8.2
Preferences

creating custom Preference Sets, 6.1
modifying Preferences, 6.3
types of Preferences, 6.2

Prescriptions
creating custom Prescription, 5.1, 5.2, 5.3, 5.4
Rx Editor, 5.1, 5.2, 5.3, 5.4
editing a Prescription, 5.2
deleting a Prescription, 5.2
assigning a Prescription, 5.3

path to Sleeknet folder, 2.2, A.2
PEIMS data, C.7
pretest, F.1
print

print campus information, A.1
“Print Report” Menu Item, E.3
Print Report, 8.2, 8.4

Problem Generator Seed, E.4
promoting students, C.9

Q
Question, F.2

R
Randomize Schedule When First Loaded, E.4
register software, 2.1
Register Additional Titles, 2.1
Regular backup, C.10
Remove button, A.3
Replace All button, 3.2
reporting, 8.1-4

filtering data for reports, 8.3
descriptions of reports, 8.2, 8.3

previewing reports, 8.4
printing reports, 8.4

Report
Default Report List View, E.2
“Print Report” Menu Item, E.3
“Report” Window Menu Item, E.3
“Save Report As” Menu Item, E.3

Require Answer for Each Problem / Question, E.4
requirements (system), 1.1
Resource, F.2
Restore, C.9, C.10, C.11
Restore From Selected Data File button, C.10, C.11
Restore From Most Recent Backup button, C.10,

C.11
Restrict Automatic Review Problems to Current

Schedule, E.1
Review Missed and Mastered Problems Every <?>

Problem, E.1
Rx Editor, 5.1-3

S
Save

“Save Report As” Menu Item, E.3
Save Search button, 9.2

Scoring Free Response, 7.1
searching for a student(s), 8.1, 9.1, 9.2
security software, 1.2, F.2
Server, F.2
Set Up, C.9
Show Aplomb Slider, E.3
Show Clear Stats button in Report, E.3
Show Full Lesson Before Showing Problem, E.1
Show the Session Report when Quitting and

Changing Assignments, E.4
Sleeknet folder, 1.1, 2.2, A.2, A.5, F.2
sorting history, C.8
SS_backups folder, C.10
Standard, F.2
Startup Window, E.4
Stay on Same Item Until Mastered, E.1
Student Detail reports, 8.2
Student Information reports, 8.2
Student Information tab, 2.2, 2.3, 3.2
Student Performance reports, 8.2
system requirements, 1.1
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T
Target, F.2
teacher or student access, 6.2
technical support, I.1
text or number Preference value, 6.2
threshold, 8.3
Tile Windows, F.2
troubleshooting, H.1
True Knowledge Score, F.2

U
update, F.2
Update Install, 1.2
upgrade, 1.2, F.2
Use Auto Mastery, E.2
Use Each Question Type Only Once Per

Session, E.1
User's folder, F.2
unlock Manage IT!®, 2.1, A.1

V
virus protection software, 1.1, F.2

W
Warm Fuzzy, F.2

Display Warm Fuzzy Window After a
Correct Answer, E.2


