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Overview 
 

The ISOnet Administration Application gives you a secure and convenient way to register users 

for individual products available through ISOnet — the information system for insurance 

professionals. The application also lets you track and manage your users and the products for 

which they’re registered. And with the ISOnet Administration Application, you’ll no longer need to 

use and manage registration keys. 

The application is available only to individuals authorized as product administrators (PA) for one 

or more ISOnet products. Using the application, you can: 

• authorize or deauthorize users for individual products 

• invite individuals who do not have ISOnet IDs to register for products 

• authorize or deauthorize users as PAs 

• invite individuals who do not have ISOnet IDs to register as PAs 

You can authorize, deauthorize, or invite users and PAs only for the products for which you are a 

PA. 

 

Product Administrator (PA) Login 

 
To log in as a product administrator, go to the ISOnet home page, click SIGN IN, and select 

ISOnet Administration from the MY PRODUCTS menu. 
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Welcome to ISOnet Administration Screen 
 

When you have logged in, the system will take you to the Welcome to ISOnet Administration 

screen. The left menu on that screen has the following options: 

• ISOnet Home — takes you to the ISOnet home page, where you can access the ISOnet 

products for which you are registered 

• User Guide — links you to the ISOnet Administration User Guide 

• Administer Users — lets you search for your company’s ISOnet users and product 

administrators, view user details, authorize users as product administrators for individual 

products, deauthorize product administrators for individual products, and invite individuals 

without ISOnet IDs to register as product administrators for individual products 

• Administer Products — lets you view your company’s used and total seats for products, 

view product administrators, deauthorize users and product administrators, and invite 

individuals to register as users or product administrators for individual products 

 

 

 

 
The following sections of this User’s Guide explain how to use the Administer Users and 

Administer Products options. 
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Administer Users 
 

The Administer Users menu option lets you: 

• search for your company’s ISOnet users and product administrators 

• view user details 

• authorize users as product administrators for individual products 

• deauthorize product administrators for individual products 

• invite individuals without ISOnet IDs to register as product administrators for 

individual products 

 

Searching for your company’s users and product administrators 

 
To search for your company’s users and product administrators, log in as a product administrator, 

go to the Welcome to ISOnet Administration screen, and click the Administer Users menu option. 

The system will take you to the Administer Users screen for your company or group. 

 

 

 
 

To search for an individual, enter the person’s last name, first name, e-mail address, and/or 

ISOnet User ID into the appropriate fields in the Filter Users box. The system will return results 

that begin with the characters you enter. For example, if you enter the letters sm in the Last Name 
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field, the system will return all users whose last name begins with sm — such as Smed, Smeeth, 

Smith, and so on. 

You may also perform a wildcard search using the % sign to substitute for any string of 

characters. For example, if you enter sm%th, the system will return results such as Smeeth, 

Smith, Smyth, Smythe, and so on. This feature can be particularly helpful if you are uncertain of 

the spelling of a person’s name. 

Note: If your search would return more than 100 results, the system will ask you to refine your 

search. 

 

 

 
You may sort the results alphabetically by last name, first name, user name, or e-mail address. 

Simply click on the heading of the appropriate column. 

The Role(s) column gives you information about the individual: 

 means the individual is an ISOnet user and has registered for one or more products. 

 means the individual is an ISOnet product administrator (PA) for one or more products 

The Actions column lets you perform various tasks: 

 lets you view a person’s user details, including the user profile, the products for which the 

person is a user, and the products for which the person is a PA. 

 lets you authorize a user as a PA for one or more products or authorize an existing PA as a 

PA for additional products. 
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Viewing user details 
 

To view user details, log in as a product administrator, go to the Welcome to ISOnet 

Administration screen, and click the Administer Users menu option. The system will take you to 

the Administer Users screen for your company or group. Search for the user as described in 

Searching for your company’s users and product administrators. 

When you find the desired user, click the  button. The User Details window will pop up. The 

window has up to three tabs: 

• User Profile 

• Products 

• PA Products (does not appear if the user is not an authorized Product Administrator [PA]) 

 

 
User Profile tab 

 
The User Profile tab lets you view the user’s contact information, account status, role(s), and last 

login time. 
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Products tab 
 

The Products tab lets you see the products a user is registered for. The tab also lets you 

deauthorize the user for one or more products. To deauthorize a user for a particular product, 

check the box next to the product and click the Deauthorize button. 

 

 

PA Products tab 

 
The PA Products tab lets you see the products for which a user is a product administrator (PA). 

The tab also lets you deauthorize a PA for one or more products. To deauthorize a PA for a 

particular product, check the box next to the product name and click the Deauthorize button. 
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If the user you selected is not an authorized PA for any products, the PA Products tab will not 

appear in the User Details window. 

 

 

 

Authorizing a product administrator 

 
To authorize a user as a product administrator (PA), log in as a product administrator, go to the 

Welcome to ISOnet Administration screen, and click the Administer Users menu option. The 

system will take you to the Administer Users screen for your company or group. Search for the 

user as described in Searching for your company’s users and product administrators. 

When you find the desired user, click the  button (see image below). 
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The system will take you to the Select Products for Product Admin screen, where you may 

authorize the user as a PA for one or more products. To authorize the user for a particular 

product, check the box next to the product name and click the Assign Products button. 

 
 
 

 

Once you have clicked the Assign Products button, the system will take you to a confirmation 

screen. You and the person you have just authorized will both receive confirmation e-mails. 
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Inviting a new product administrator who does not have an ISOnet ID 

 
To invite an individual who does not have an ISOnet ID to register as a product administrator 

(PA), log in as a product administrator, go to the Welcome to ISOnet Administration screen, and 

click the Administer Users menu option. The system will take you to the Administer Users screen. 

Click the Invite New Product Administrator button. 

 

 
The system will take you to the Select Products for New Product Admin screen. 
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Enter the e-mail address of the individual you would like to invite. (If you wish to invite more than 

one individual, use commas to separate their e-mail addresses.) Check the boxes next to the 

names of the products for which you want to invite the individual. Then click the Generate 

Invitation button. 

 

 
 

The system will then take you to a confirmation screen. You and the person you just invited will 

both receive confirmation e-mails. For the person you invited, the e-mail will contain a link to a 

page where he or she can create a new User ID and password for ISOnet. 

 

 
 
 

Administer Products 

 
The Administer Products menu option lets you: 

• view your company’s used and total seats for products 

• view product administrators 
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• deauthorize users and product administrators 

• invite individuals to register as users or product administrators for individual products 

 

 
Viewing your company’s used and total seats for products 

 
For each product available through ISOnet, your company has a certain number of “seats” 

available for users. Your total number of seats available depends on your contract with ISO for 

the individual product. When you are authorizing users for individual products, you need to know 

how many seats your company has and how many are already in use. 

To view your company’s used and total seats for products, log in as a product administrator, go to 

the Welcome to ISOnet Administration screen, and click the Administer Products menu option. 

The system will take you to the Administer Products screen for your company or group. 
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The Product (Used/Total Seats) column of the Administer Products screen lists all products 

available to your company. After each product, you will see (in parentheses) the number of seats 

already assigned to users in your company and the total number of seats available to your 

company. 

 

 
 

Viewing product administrators 

 
To view lists of product administrators (PA) for all products available to your company, log in as a 

product administrator, go to the Welcome to ISOnet Administration screen, and click the 

Administer Products menu option. You will be taken to the Administer Users screen for your 

company or group. 

The Admin Users column lists the PAs for each product. The lists show the last name, first name, 

and e-mail address of each PA. 

 
 

 

Deauthorizing users and product administrators 

 
To deauthorize users and product administrators (PA) for individual products, log in as a product 

administrator, go to the Welcome to ISOnet Administration screen, and click the Administer 

Products menu option. You will be taken to the Administer Users screen for your company or 

group. 
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In the Product (Used/Total Seats) column, locate the product for which you want to deauthorize 

users and/or PAs. Then, in the Actions column, find the Manage Users button for the product. (If 

the Manage Users button is grayed out, the company has not authorized anyone as a user or PA 

for the product.) 

 

 

Click the Manage Users button for the product. The system will take you to the Manage Users 

screen for the selected product. 

To search for an authorized user or PA for the selected product, enter the person’s last name, first 

name, e-mail address, and/or ISOnet User ID into the appropriate fields in the Filter Users box. 

The system will return results that begin with the characters you enter. For example, if you enter 

the letters sm in the Last Name field, the system will return all users whose last name begins with 

sm — such as Smed, Smeeth, Smith, and so on. 

You may also perform a wildcard search using the % sign to substitute for any string of 

characters. For example, if you enter sm%th, the system will return results such as Smeeth, 

Smith, Smyth, Smythe, and so on. This feature can be particularly helpful if you are uncertain of 

the spelling of a person’s name. 
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Note: If your search would return more than 100 results, the system will ask you to refine your 

search. 
 

 

 
You may sort the results alphabetically by last name, first name, user name, or e-mail address. 

Simply click on the heading of the appropriate column. 

The Role(s) column gives you information about the individual: 

 means the individual is an ISOnet user and has registered for one or more products. 

 means the individual is an ISOnet product administrator (PA) for one or more products. 

The Actions column lets you perform various tasks: 

 lets you view a person’s user details, including the user profile, the products for which the 

person is a user, and the products for which the person is a PA. 

 lets you authorize a user as a PA for one or more products or authorize an existing PA as a 

PA for additional products. 

 lets you select one or more people to deauthorize as users and/or PAs. In the results, locate 

the person or persons you wish to deauthorize. Click for each person you wish to 

deauthorize. Each person’s name will appear under Selected Users on the right side of the 

screen. 
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In the results, locate the person or persons you wish to deauthorize. Click  for each person 

you wish to deauthorize. Each person’s name will appear under Selected Users on the right side 

of the screen. 

 
 
 

When you have selected all the people you want to deauthorize, select the roles for which you 

want to deauthorize them. To deauthorize the people as users, check the box marked User 

Products. To deauthorize the people as PAs, check the box marked PA Products. You may check 

one box or both. 

To complete the process, click the Deauthorize Selected button. 

Once you have clicked the Deauthorize Selected button, the system will take you to a 

confirmation screen. You will also receive a confirmation e-mail. 

 

 

 
 
 

Note: With this process, you are deauthorizing people as users and/or PAs only for the originally 

selected product. Even if you deauthorize a person for all products, the person will remain in the 
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system for 60 days. To remove a person from the system, you must delete his or her User ID. To 

do that, please contact Verisk Customer Support at 1-800-888-4476 or send an e-mail to 

ISOnet@verisk.com. 

 
 

Inviting individuals to register as users 

 
To invite individuals to register as users for individual products, log in as a product administrator, 

go to the Welcome to ISOnet Administration screen, and click the Administer Products menu 

option. The system will take you to the Administer Products screen for your company or group. 

In the Product (Used/Total Seats) column, locate the product for which you want to invite users. 

Then, in the Actions column, find the Invite Users button for the product. (If the Invite Users button 

is grayed out, your company has used all available seats, and you will not be able to invite a new 

user for the product.) 
 

 
 

Click the Invite Users button for the product. The system will take you to the Invite Users screen. 

On the Invite Users screen, you have the option to invite existing users or send an invitation 

e-mail that will invite a new user for the selected product 

mailto:ISOnet@verisk.com.
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Inviting users who already have ISOnet IDs 
 

To invite users who already have ISOnet IDs, click the Invite Existing Users button. The system 

will take you to the Invite Users screen for the selected product. 

To search for an existing user, enter the person’s last name, first name, e-mail address, and/or 

ISOnet User ID into the appropriate fields in the Filter Users box. The system will return results 

that begin with the characters you enter. For example, if you enter the letters sm in the Last Name 

field, the system will return all users whose last name begins with sm — such as Smed, Smeeth, 

Smith, and so on. 

You may also perform a wildcard search using the % sign to substitute for any string of 

characters. For example, if you enter sm%th, the system will return results such as Smeeth, 

Smith, Smyth, Smythe, and so on. This feature can be particularly helpful if you are uncertain of 

the spelling of a person’s name. 

Note: If your search would return more than 100 results, the system will ask you to refine your 

search. 

In the results, locate the person or persons you wish to invite. Click  for each person you 

wish to invite. Each person’s name will appear under Selected Users on the right side of the 

screen. When you have selected all the people you wish to invite, click the Invite Selected Users 

button. 
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Once you have clicked the Invite Selected Users button, the system will take you to a confirmation 

screen. You will also receive a confirmation e-mail. The users you invited will also receive 

confirmation e-mails informing them that you have invited them to register for a new product. 
 

 

Inviting individuals who do not have ISOnet IDs 

 
To invite individuals who do not have ISOnet IDs to register as users, enter email address and 

click the Send Invitation to New User button. The system will take you to a confirmation screen. 

An automated email with a link that allows individuals to register for the product you chose will be 

sent to both the email address you entered and yourself as confirmation. The email will expire 

after 14 days. 
 

 

Inviting individuals to register for multiple products 

 
To invite individuals to register for multiple products, log in as a product administrator, go to the 

Welcome to ISOnet Administration screen, and click the Administer Products menu option. 
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The system will take you to the Administer Products screen for your company or group. Click the 

Invite Users to Multiple Products button. The system will take you to the Select Products screen. 

 

 

 

Check the boxes for the products you wish to select. (If a product is grayed out, your company 

has used all available seats, and you will not be able to invite a new user for the product.) 

When you have selected the products, click the Invite Existing Users button or the Send Invitation 

to New User button. 

 

 

Administer E-mail Domains 

 
If you would like to monitor the e-mail domains allowed to access your company’s products, 

please contact Verisk Customer Support at 1-800-888-4476 or send an e-mail to 

ISOnet@verisk.com 

mailto:ISOnet@verisk.com
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Registered User Reports 
 

The Registered User Reports allows you to see 

• Who is registered for each product 

• User’s First name, Last name and User ID 

• Date they registered 

• Physical address 

• Email address 

• Title and Responsible Area 

This report is displayed in an excel file. 

 

 
To generate a User Report 

Once in ISO Admin you will see a link to Registered User Reports, this is the last tab on the left 

hand side menu. 

 

If you are the product admin for multiple companies within a group, all of those companies will 

populate as seen in the box on the left. You can select individual companies or all companies that 

appear, to run the report on. (If you are the PA for one company in a group or a part of a company 

that is not in a group, only that company will appear.) The selected companies will be highlighted 

in blue. Once a company or companies are highlighted you can shift the selected companies to 

the box on the right. The arrows between the boxes are used to move the companies back and 
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forth between the left and right boxes. The box on the right is the list of companies that the report 

will be run on. 
 

 

 
Once the final list of companies is decided on the right hand screen you will be able to, submit 

these companies to select the products for the report to be run on. This is done by clicking on the 

Submit Customers button at the bottom of the box on the right. 

 

 
After selecting the companies you will be shown two more boxes the box on the left will display all 

of the products that the selected companies currently subscribe to. The box on the right is the 

name of the company or companies that these products are selected from. 

In the left box you can select individual products, multiple products or all products. If you wish to 

select all products you can check off the box next to Choose Products from below list. If you wish 
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to select specific products you will need to check the box next to each specific product. This will 

highlight the products name in blue. All products highlighted in blue will be included in the report. 

Once you have selected the products you wanted click the button below that says Generate 

Registration Report. 

 

 

After clicking Generate Registration Report, in orange “Download Report” will appear. After 

clicking on “Download Report” the report in excel format will pop up on your desktop for you to 

open. 

 

 

 
 

Product Administrator (PA) Logout 

 
To leave the ISOnet Administration Application, click the Logout button in the upper right corner of 

the screen. The system will take you to the ISOnet Subscriber Login Screen. 


