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User Guided ISEP Verification

Introduction

This user guide provides information on the ISEP Verification and Certification Process. The
guide will describe the process, available reports, and how to run (print) the reports and
interpret the data.

Documentation

All documentation related to ISEP Certification is available from the NASIS Portal
(http://mambo.infinitecampus.com /nasis) for easy access and distribution among all users.

The following user guides are available for reference:
. User Guide ¢+ Calendar Administration

Software Support

Contact your NASIS Authorized Support Contact for guidance on generating BIE Reports.

Feature Updates

As of the date of this document, no changes have been made to the features discussedPlease
see the most current Release Notes for product fixes and enhancements

Hardware Requirements

The tasks mentioned in this user guide are compédtible with either a PC or a Macintosh . Please
see theSupported Platforms Technical Reference(http://support.infinitecampus.com/portal/ ) for
specific requirements.
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ISEPVerification

ISEP certification is the Education Line Officer (ELO) process hat initiates school funding. The
verification and certification reports collect the required information for verification of student
eligibility (e.g. demographg; instructional program enrollments, and residential program
enrollments). The collected information is used in calculating the distribution of funding . The
Certification R eport is run from the Infinite Campus State Edition and any data corrections need

to be verified by the school administrator and the ELO.

ISEP verification is an on-going process to audit and verify the data that is recorded and
produced in the certification report . The verification report is available in the Infinite Campus
District Edition and State Edition.

Overview

ISEP Certification is a two -step processinvolving v erification and certification of student
information . The ISEP Verification Report is generated and printed, then evaluated by the
school and ELO. As errors in the data are found and corrected in the District Edition, the
Verification R eport is re-run and reviewed again. The process of running the Verification
Report, evaluating the student information , and correcting errors is repeated until the data is
considered accurate.

When the school and ELO confirm that the data is accurate in the Verification Report, the
Certification Report (a formal roster) is run and the data is printed and signed by the ELO,
school principal and the school board chairperson. Certification is the official endorsement of
the roster (student list) . To ensure no changes are made to the data after certification, aligital
copy is archived and a printed copy is signed by the ELO and school officials and sent to the
following address:

Bureau of Indian Education ATT N: Denise Salyers
Albu querque Service Center

P.O. Box 829

Albuquerque, New Mexico 87103-0829

The data is then used as the basis for distribution of congressionally appropriated funds.

ISEP Certification is an iterative process wherein the school can make any corrections to their
data after the certification report has been run, however the ELO will need to verify and re -run
the report (timestamp of database change and physical copy of report must match). Data in the
verification and certification reports is pulled directly from the District Edition . Therefore, all
clean up will need to be done in the District Edition . Issues with synchronization will not affect
the accuracy of the data used in these reports.
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Note: The logic behind the Verification Report and Certification Report are essentially the same.
This enables schools to prepare for the certification process by running the verification report
ahead of time. A signature page appears at the end of the Certification Report for the school
admin and ELO to sign.

User Scurity

Path: System Administration > User Security > User Groups > Create New Groups

Since security rights to the Verification Reports are not automatically inherited , user security
profiles need to be modified to enable access to the reports. It is reconmended that user security
be group based.

Index | Search | Help Create a new User Group

Search for a: < g
This tool will create a new user group.

Group v
_Go 4
Advanced Search == User Group Name |BIE Reports
Search Results: 37 16“

Create a new User Group ||
-1 Cal. Year (Academic)

-1 Cal. Year (Residential)
2nd Floor Office WS
Activities Directors
Attendance

Creatinga New User Group
1. Navigate to the System Administration folder and select theUser Security folder.
2. Select theUser Groups tool. A list of User Groups will appear on the left hand side
of the screen.
3. Select theCreate a new User Group icon.
4. Enter the User Group Name (e.g., BIE Reports, BIE Reports Admin, etc.)and select
the Create Group icon.

Index > System Administration > User Security > User Groups > Create a new User Group

Index | Search | Help Create a new User Group

Search for a: :
This tool will create a new user group.

Group At
e
Advanced Search == User Group Name [BIE Reports
||
Search Results: 37 |

Create a new User Group |
-1 Cal. Year (Academic)

-1 Cal. Year (Residential)
2nd Floor Office WS
Activities Directors
Attendance
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5. Once the new group has been created, select thd ool Rights tab. A User Group Tool
Rights table will appear.

6.

Instructions and Residential calendars based oncalendar type.

Select theBIE Reports folder to see the reports available. Reports will be listed for

Check the boxesto grant access tothe userswho will be assigned to this user group.

BIE Reports use a simplified tool rights process, permission to access the reports is

either granted or access is restricted.No users can delete the report or modify the

layout or opti ons of the reports.
8. Click the Saveicon when finished.

When finished creating a new User Group, Search for the intended User(s) and attach the group

to the individual user by checking the checkbox to the left of your new User Group.

NOTE: The certification report is only available from the State Edition and the security rights

EUI wOOOawl UEOGUI EwOOwWS +.

Search > User > User Groups

User: BIEAdmin

Person: Admin, BIE

User Account‘ User Groups | Tool Rights| Calendar Rightsl Access Log '

[ save

User Group Membership

D -1 Cal. Year D -1 Cal. Year E] 2nd Floor Office WS
(Academic) (Residential)

D Activities Directors D Attendance |:] Atftendance Office

Aides

D BIE Read Only D BIE Reports E] Cenus

D Counselors/Seocial E] Current Cal. Year Current Cal. Year
Workers (Academic) (Residential)

D Department Heads l_—_| Discipline E] Dorm Staff

D Ed Tech E] ELO-ISEP |:] Food Services Dept.

D Guidance Counselors [] Health |:] HL Secretary

D Homeliving D Librarian E] Library

D Modify Shared Filters r_‘] Office Personnel [:] Other (Full Reporting )

D Other (Read Only D Other (Schedulers) Other (Unfiltered
Reporting) Search)

D Principal [:] Registrar E] Scheduling (view

only)
Shared Filter D Special Ed E] Speech
D System Administrator D Teacher

ZUWEOGEW! ($w2UEIT 6w
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Prior to Generating the Report

1. Confirm calendar types are configured correctly.
Validate each tab in the Calendar set up. Confirm Student Day minutes, Period minutes,
Term Dates and School Days for accuracy and consistency.

System Admiistration > Calendar > Calendar

‘ Yeari. 02-03 7
|

|index | search ‘ Help |

School }' Your School j Calendar | Calendar Name j\ Schedule | 7:

Your School

gﬁ System Administrator ~
+ €3 Student Information [ calendar | [ Grade Levels | [ schedule Structure | [{Terms | [{Periods | [f1SEP Dates | [fpays |
# {7 Instruction H save
# @ Census
[+ E« Behavior Calendar ID School
G Heatth 4 Your School
# 4% Attendance Name Number
@ Scheduling | Calendar Name = | I
[+ (A Grading & Standards *Start Date *End Date Summer School
# [id 4d Hoe Reporting 0713012007 [75) 0512312008 |7 O
# (] User Communication Student Day (minutes) Teacher Day (minutes) Exclude
= system sdministration 360 | 480 | O
& [;l Assessment Whole Day Absence (minutes)  Half Day Absence (minutes) School Choice
# 2] Attendance (240 \ 120 O
= T] Behavior ﬁf;e = ———c
=l Calerdar [ Instructional v |
8 Calerder e e Bedgrmert
- Calendar Wizard O
[ school Years
L Comments
3] Census e
# (] Counseling
] Custom
(] Data Interchange
|__] Data Ltilties éﬂenﬁancé?ypei

H§ Fees e

- | 004: v |
[+ [# Grading & Standards |.004>absence Bl
= School Board Training

O

2. Calendar Type
Ensure that the correct calendar type is setfor each of your calendars.
I: Instructional
R: Residential
S:Summer
Note: Any calendar types other than | or R, will be excluded from the ISEP reports.

3. Residential Period Setup
Review the set up of required bed checks on the Periods tab.



User Guided ISEP Verification

System Administration > CalendarGalendar

[E | vear|07-08  +|school| « | Calendar | Residertial 07-08R v |

Index | Search | Help Residential 07-08R
g B 2:::.\;::: - [Eperiods | G’ISEP Dates | BDays | [Eﬂverﬁdes |

(! [ calendar | [{ Grade Levels | [ schedule Structure | [{Terms |
- Calendar Wizard ESave
o Schwol¥ears
® g Census Calendar D School
[+ (] Counseling 5
# (] Custom *Name Number
# ] Data Interchange Residertial 07-08R ] 3
(] Data Ltilties *Start Date *End Date Summer School
= $ Fees 090272007 73] 0510372008 7] O
g% Srai;:'g & Standards Studert Day (minutes) Teacher Day (minutes) Exclude
ea
& (] Lockers E%% inut l-% Ab " inut sErlm | Choi
B g Messender [370"08 ay Ahsence (minutes) 1: ay Ahsence (minutes) E_l 00l Choice
# (] PLP 1
# (] Preferences F;peR A =
D Resiinces iR esidential iV :]
# (] School Choice PR e et
# ] Special Ed ' B: Homebound
(] Student H: Homeschool
# (] Student Portfalio I Instructional Al
# ] Surveys |O: Other
# (] Transportation R: Residential
(] User Security = Suminer, SChool R
& (] Food Service X: Outside District
# ] Messenger ‘ ]

System Administration > CalendarPeriods

| vear| + | school + | calendar | 2007-2008 R v
Index ‘ Search ‘ Help | 2007-2008 R
1] System Administrator ~
@ ~ | [Hcalendar | [{Grade Levels| [fSchedule Structure | [fTerms | [fPeriods | [{1SEP Dates | [{Days | [fOverrides |
[H] NASIS Information Portal [ save Period Schedules | ] New Period Schedule X Delete Period Sched/Periods

@, WHS Parent Portal Period Schedule/Periods Editor
& () Student Information
# £37 Instruction Dorm
] @) Census Friday
# ﬂe Behavior
G Health
[# 1% Attendance
[+ ﬁ Scheduling =
[# [ Grading & Standards 7 PenodSchedule info - 1 e =
E‘..@Ad HocReporting Name !uequenoe : nstrudlo;; inutes. cl :;5 ay
B (userc ication |porm ! |
= C’@ System Administration .

¥ (] Assessment Fentd o

® G At Name Sequence Start Time End Time Lunch Time Non-Instructional

() Behavior % |330p1 |[1 |[03:30 prs [03:45e o | O

| = (] Calendar % [100p1 |2 |[10:00 P1 [1o1sea o | [
2] 3 2] B | v
s X [700A7 I[3 llosooau  |fossam |0 | (&)
[ scheol Years [ Add Period |
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It is important to correctly identify required bed checks versus optional bed checks through the
nortinstructional flag on the period.

4. Confirm all students are scheduled into sections
Verify there i s a course flagged for attendance and set up with students scheduled into a

section.

Scheduling > CoursesSection

Year [ 0708 v |School | catendar | v
Index | Search | Help 100034000 Third Grade
Search for & - g = - . - .
TR = Course | Sections | [/¥Grading Tasks | [*'Standards | [“'Composite Grading | Scheduling Rules | Fees | Build Constraints | [ Assessments |
Go
D Section Teacher Room Term Schedule Period Seats Taken  Scheduling Group
Advanced Search =»

Edit 1 Teacher,A.| A173 |01-04 1/2 DAY-Hormal AM Attenda (17/18)

Eciit 2 Teacher,B.| A172 |Q1-04 1/2 DAY-Normal AM Attenda (17118)

. ~
Search Results: 103 Add a Section

+ 18311001 Personal & Social Development
QJ 10014144 EnglishLanguage Arts |

+ QJ 1002 Language & Literacy - 1

4 |03 1003 Mathemetical Thinking - 1

+ QJ 1005 Social Studies - 1

5. Compare the start and end datesof enrollments against the start and end dates entered
in the calendar, terms, and days tabs.

6. Validate and modify start and end dates for overlapping enroliments.
Student Information > General > Enrollments

7. Clean up duplicate students.
Student Information > Reports > Duplicate Students

BIE Reports

The following sections list the necessary steps to run theverification report.

ISEP Instructional Verification Report

Path:BIE Reports > ISEP Instructional Verification Report

The ISEP Verification Report is used to audit and verify the data that i s recorded and produced
in the Certification Report. The Verif ication Report can be run from both the District and State
Edition on an asneeded basis until the datais accurate andhas been certified. The Verification
Report covers the entire academic school year
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Year | S | School Select School Name v | Calendar | Select Calendar v

Index | Search | Help ISEP Instructional Verification Report

:ﬁ System Administrator
+ |§7) Studert Information
+§7 Instruction
+ @; Census
+ ﬂ< Behavior
+ L% Aftendance
+ g‘ Scheduling
+ [# Grading & Standards
+ ] Medicaid
+ g Ad Hoc Reporting
+ (] User Communication
+ L System Administration
+ (] Food Service
+ (] Messenger
H ] Survevs
[= ] BIE Reports

ISEP Instructional Verification Report This report may take several minutes to render. Please do not click Generate Report
more than once.

] Access Log
(@] Log off

Generating the ISEP Instruction Verification Repo

1. From the Campus toolbar, select the current school year, calendar and schedule.

2. Selectthe BIE Reports folder and then click on the ISEP Instructional Verification
Report. This report is used to certify instructional facilities separate from residenti al
facilities. All data reflected in the Verification and Certification Report is derived from
U1 1 wU Bistbidd Bditidh watabase.

3. Select theGenerate Report icon. The report will generate in PDF format. When the
report is completed, the File Download dialog box will appear .

Index > BIE Reports

Year 75*‘*‘;;?"” v | School Select School Name ¥ | Calendar | Select Calendar v

Index | Search | Help ISEP Instructional Verification Report

Zﬁ System Administrator
+ |#7) Studert Information
+§7 Instruction
4] @; Census

+ ﬂ< Behavior

+ 4% Attendance

+ g‘ Scheduling

+ [# Grading & Standards

+ ] Medicaid

+ @ Ad Hoc Reporting

+ (] User Communication

+ 3 system Administration

+ (] Food Service

+ ] Messenger

H ) Survevs

[= ] BIE Reports

B | ISEP Instructional Verification Report

ISEP Instructional Verification Report This report may take several minutes to render. Please do not click Generate Report
more than once.

] Access Lo
(@] Log off

4. Click Saveto write the report to your computer or a disk.
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Index > BIE Reports > ISEP Verification Report > Generate Report

ISEP Residential Verification Report

Path: Index > BIE Reports > ISEP Residantierification Report

The ISEP Verification Report is used to audit and verify the data that is recorded and produced
in the Certification Report. Certification for residential facilities is based off of membership and
attendance during a three-week period (Count Weeks). The Verification Report can be run from
both the District and State Edition on an as needed basis until the data is accurate and has been
certified.

The ISEP Residential count weeks afault to the first Sunday in October, the week prior to and
the week following. Schools are required to submit a waiver to request approval of alternative
count weeks.

Generating thdSEP Verification Report

1. From the Campus toolbar, select the current school year, calendar and schedule.

2. Selectthe BIE Reports folder in the outline and click on the ISEP Verification Report for
corresponding calendar type. The residential and instructional enrollments are
separated by the calendar type. All data reflected in the Verification and Certification
ReportisderD Y1 E wi U O O wDistrictzditon Gatalnsel w
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