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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 ɬ 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 discussed. Please 

see the most current Release Notes for product fixes and enhancements.  

 

Hardware Requirements 
The tasks mentioned in this user guide are compatible with either a PC or a Macintosh . Please 

see the Supported Platforms Technical Reference (http://support.infinitecampus.com/portal/ ) for 

specific requirements.  

http://mambo.infinitecampus.com/nasis
http://support.infinitecampus.com/portal/
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ISEP Verification 
ISEP certification is the Education Line Officer (ELO)  process that initiates school funding. The 

verification and certification reports collect the required information for verification of student 

eligibility (e.g. demographics, instructional program enrollments, and  residential program 

enrollments). The collected information is used in calculating the distribution  of funding . The 

Certification Report is run from the Infinite Campus State Edition and any data corrections need 

to be verified by the school admin istrator  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 process involving 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, a digital 

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 Security 
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 recommended that user security 

be group based. 

 

 
 
Creating a New User Group 

1. Navigate to  the System Administration  folder  and select the User Security folder.  

2. Select the User Groups  tool. A list of User Groups will appear on the left hand side 

of the screen.  

3. Select the Create 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 
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5. Once the new group has been created, select the Tool Rights  tab. A User Group Tool 

Rights table will appear.  

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

Instructions and Residential calendars based on calendar type.  

7. Check the boxes to grant access to the users who 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 Save icon 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 

ÈÙÌɯÖÕÓàɯÎÙÈÕÛÌËɯÛÖɯ$+.ɀÚɯÈÕËɯ!($ɯ2ÛÈÍÍȭɯ 

 

Search > User > User Groups 
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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 Administration > Calendar > Calendar 

 
 

2. Calendar Type 

Ensure that the correct calendar type is set for each of your calendars.  

I: Instructional  

R: Residential 

S: Summer 

Note: Any calendar types other than I 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.  
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System Administration > Calendar > Calendar 

 
 

System Administration > Calendar > Periods 
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It is important to correctly identify required bed checks versus optional bed checks through the 

non-instructional 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 > Courses > Section 

 
 

5. Compare the start and end dates of 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 enrollments.  

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 the verification  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 as-needed basis until the data is accurate and has been certified. The Verification 

Report covers the entire academic school year. 
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Generating the ISEP Instruction Verification Report  

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

2. Select the 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 

ÛÏÌɯÚÊÏÖÖÓɀÚɯDistrict Edition database. 

3. Select the Generate Report icon. The report will generate in PDF format.  When the 

report is completed, the File Download  dialog box will appear . 

 

Index > BIE Reports 

 
 

4. Click Save to 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 Residential Verification 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 default to the first Sunday in Oc tober, the week prior to and 

the week following. Schools are required to submit a waiver to request approval of alternative 

count weeks. 

 
Generating the ISEP Verification Report  

 

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

2. Select the 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 

Report is derÐÝÌËɯÍÙÖÔɯÛÏÌɯÚÊÏÖÖÓɀÚɯDistrict Edition  database. 


