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N National intern Support
Verification (ISV)

Objective

This job aid provides faculty with a detailed overview on how to utilize the Intern Support Verification (ISV) tool.
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Click on a topic to jump to that section.
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How to Access the Intern Support Verification (ISV) Tool

1. Loginto Brightspace.
2. From the Course Home page click on the Intern Support Verification (ISV) box.

Intern Support Verification (ISV)

10of 1 Topics Completed

3. Inthe side navigation, toggle open the ISV Form section.
4. Click on Intern Support Verification (ISV) App.
5. Then click the Launch ISV App button in the content area to open the ISV tool.

B Intern Support
Verification (I1SV) App \

Launch ISV App . :_
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Student Hours

How to view hours that need approval

Via Pending Approval
1. To quickly access all the hours that need to be approved click on the Pending Approval link in the top
navigation. Note: Notification number will indicate how many records need to be reviewed.

& Pending Approval e

2. The table will display all the records that need to be approved and will include all students from all your
courses.

Student ID By Support Detail

ITL&0OO-
00000-2307

0000001967 Adams, Elijah University L) University Seminar Support ACTIONS:

ITL600O- H) Review and Discussion of test results RS
0000001988 Bell, James 000002307 EMPIOVET i olleagues

- ITL6000- €) New Teacher Orientation or ACTIONS.
0000001967  Adams, Elijah 00000-2307  EMPIOVET b g cional Development -

1TL4000- ACTIONS

Looloey

Via Student Profile
1. From the Course page click on the course you want to see hours for.

ITL600 Becoming a Teacher

TED&28A Internship Clinical
Practice (TEST)
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2. Click on the student’s name for whose hours you want to see.

Student Name

Hendrix, Jimi

3. The Timesheet section lists the hours that have been recorded by the student.

Timesheet

Date

2021-08-30

2021-05-03

2021-09-01

How to batch approve hours
1. Click the Pending Approval link at the top right-hand corner.

Provided By

University

University

University

Support Detail

Content Specific Coaching

Non-Evaluative Coaching from Administrator

other (GH

Last Edit By

Jjsmith

jsmith

Jsmith

Status

APPROVED

& Pending Approval o

Page 5 of 18



2. Option 1: Select all records by checking the box on the table header.

Option 2: Select specific records by checking the corresponding box.

3. Once you are done selecting the records you want to approve, click the Approve Selected button at the
top of the page. The number of records selected will be listed on the left of the button.

o
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4. Click the Approve button to finalize the approval. Once approved the records will disappear from the
“Pending Approval” list.

Are you sure you want to approve 2 entries?

CANCE APPROVE

How to approve hours
1. Inthe Status section, click on the Action link.

Timesheet
Date :;mnded Support Support Detail Hours Last Edit By Status
2021- P ifi i + ACTIONS
07-01 University A Content Specific Coaching Al Elijah Adams
2022- P - P S _ _ o ACTIONS

Click on the Approve option.
Timesheet

Provided
By

2021- : ; s ¥ Elijahl__'l
07-01 University A Content Specific Coaching 1.5 Adam| v Approve

@ Don't Approve

Date Support Support Detail Hours Last Edit By Status

2022- . : Elijah
06-25 University K Peer/ Faculty Support 3.5 Adan
7/ Edit
Grade Level or Department
i T o BEE S . - ¥ = = Eliiah i’

In the dialog box, click on the Approve button.

Are you sure you want to approve time?
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2. Record will be updated to Approved and the student will be notified via email.

APPROVED

3. Once approved, students will no longer be able to edit the record. The record status changed to

“Approved.”
What the student sees:

October, 2021

Mon, Oct 4,2021
Support A
Content Specific Coaching

General Support | Employer

October, 2021

Mon, Oct 4,2021
Support A
Content Specific Coaching

General Support | Employer

How to reject hours
1. Inthe Status section, click on the Action link.

2. Click on the Do not Approve option.

@ Don't Approve
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3. Write the reason for why the hours were rejected and then click the Reject button.

Don't Approve Time

Please state your reason.

MNote will be visible to student.

CANCEL REJECT

4. The status of the hours will be updated, and the student will be notified via email.

Date ;;Wlded Support Support Detail

2021- F : o 3

07-01 University A Content Specific Coaching
2022- lInivercitv K Pear/ Farultv Sunnart I

Status

REJECTED

ACTIONS

5. Once submitted, students will no longer be able to edit the record. The record status changed to “Not

Approved.” There will also be a link for the student to view the note that was added.

What the student sees:

October, 2021

Mon, Oct 4,2021 7 EDIT
Support A .
Content Specific Coaching 2h®

General Support | Employer

October, 2021

Mon, Oct 4,2021 Not Approved «

Support A )
Content Specific Coaching 2h O

General Support | Employer

B VIEW NOTE ]
B

< Back Note

The following time was not approved.

Support A
Content Specific Coaching 2h O

General Support | Employer

Note
Written by: jsmith

This is a duplicate record. Original was approved.
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How to edit hours
1. In the Status section, click on the Action link.

2. Click on the Edit option.

6. Edit the necessary details and click Save.

Adams, Elijah
Student ID: 000001567

Date Provided By

= 5 vae ]

Provided By Hours Minutes

cAneE

How to remove approval
1. Inthe Status section, click on the Approved button.

APPROVED
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2. From the dropdown menu, click Remove Approval.

@ Remove Approval

3. Record will automatically be updated and require to either be approved or rejected.

ACTIONS

How to remove rejection
1. Inthe Status section, click on the Rejected button.

BENECLED

2. From the dropdown menu click Approve.
a. Approve —switches record to “Approved.”
b. Edit Message — will allow the rejection note message to be updated.
c. Edit —allows edits to be made the entire record student submitted.

v Approve <

@ Edit Message

7/ Edit

3. Inthe dialog box, click on the Approve button to confirm.

APPROVE
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4. From the dropdown menu, click Remove Approval.

@ Remove Approval

5. Record will automatically be updated and require to either be approved or rejected.

ACTIONS

How to delete hours
For recordkeeping purposes hours cannot be deleted; however, here are some options to consider.

1. Reject the hours and in the notes explain why the hours were rejected.
2. Edit hours on behalf of student to make any necessary corrections.
3. Communicate with students and have them edit their own record.
a. Please note students will not be able to edit the record once it has been approved or rejected.
Therefore, it is recommended to remove approval or remove rejection.

What students see

# EDIT Here are the three status a student’s hours can be in:

Edit

Record is pending approval and can still be edited by
student to make corrections.

Approved

Approved

Record cannot be edited by student since it has been
approved. Hours will count towards their goal.

Not Approved

Not Approved

Record cannot be edited by student since it has been
rejected. Hours will not count towards their goal; however,
they can see note for the reason hours were rejected.
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Teaching Credentials

How to change a student’s teaching credentials status
1. Once logged in click on the course name.
2. Click on the student’s name to view their profile.
3. Click on the Edit link at the top of the profile page.

4. Select the corresponding option and click Submit.

Does Hendrix, Jimi currently have a
teaching credential in California?

@ Yes, they do.
) No, they don't.

SuBmIT

How to download reports

1. Navigate to the page for the report you want to download.
2. Click on Download link at the top of the page.

¥ Download

3. CSV file will automatically be downloaded.
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How to download a Course Roster report
This report is great if you want to see the total hours of your student within the selected course.

1. Once in your Brightspace course, in the side navigation, toggle open the ISV Form section.
Click on Intern Support Verification (ISV) App
Then click the Launch ISV App button in the content area to open the ISV tool.

B Intern Support

Verification (ISV) App

|
Launch ISV App ‘

2. Depending on your course select the appropriate tab, either GENERAL EDUCATION (ITL) or SPECIAL
EDUCATION (SPD). Then click on the name of the course you want to look at.

GENERAL EDUCATION (ITL) SPECIAL EDUCATION (SPD)

Course Name

SPD691A Intern
Support Verification

(I1SV) Tes&j

Page 14 of 18



3. Click on Download link at the top of the page.

* Download

4. ACSV file containing all approved time records for current students will automatically be downloaded.
a. General Support: Total of all the approved General Support hours, includes both “University”
and “Employer” hours.
b. English Learner Support: Total of all approved English Learner (E.L.) Support hours, including
both “University” and “Employer” hours.
c. Total: The total hours for this one course only (This report is NOT the total hours the student has
completed to-date across multiple courses).

Student ID Student Name General Support  English Learner Support  Total Hours
'000001967 Hendrix,Jimi 9 24 33
'000001969  Pop,lggy 18.5 0 18.5
'000001980 Jett,Joan 12 6.5 18.5
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How to download a student’s timesheet
This report is great if you want to see a list of all the hours submitted by a single student across all their courses.

1. Once in your Brightspace course, in the side navigation, open the ISV Form section.
Click on Intern Support Verification (ISV) App
Then click the Launch ISV App button in the content area to open the ISV tool.

@ Intern Support

Verification (ISV) App

Launch ISV App .

2. Depending on your course select the appropriate tab, either GENERAL EDUCATION (ITL) or SPECIAL
EDUCATION (SPD). Then click on the name of the course you want to look at.

GENERAL EDUCATION (ITL) SPECIAL EDUCATION (SPD)

Course Name

SPD691A Intern
Support Verification

(15V) Tes‘{’:7
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3. Click on the student’s name to view their profile.

Student Name

Hendrix, J@i

4. Once in the student profile click the Download link at the top of the page.

* Download

5. Student report will automatically be downloaded as a .csv file.

a.

"m0 oo0oT

> @

Course ID: The unique course offering code for the course where the hours were recorded.
Date: The date when the hours were recorded. This is specified by the student at entry.
Provided By: Will list “University” of “Employer” depending on the student’s self-selection.
Support Letter: Letter of the support type (A — M) the student selected.

Support Detail: The description of the support type.

Type: Will list either “General Support” or “English Learner Support” depending on student’s
self-selection.

Hours: The number of hours being recorded and submitted.

Last Edit By: This contains the username of the last person to have edited the record. Note, this
can be the student or a faculty member.
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i. Status:

i. Pending: The hours have not been approved/rejected and pending approval/rejection.

ii. TRUE: Hours have been approved.

iii. FALSE: Hours were rejected and marked as “Not Approved”

6968 | 2021-08-26 university A Content Specific Coaching General Support 2.5 tchairez Pending
13678 | 2021-08-02 university B Grade Level or Department Meetings on Planning, Curriculum and Instruction English Learner Support 5.5 tchairez Pending
13678 | 2021-08-30 university A Content Specific Coaching General Support 2.5 dmontes Pending
13678 | 2021-05-03 university D Non-Evaluative Coaching from Administrator English Learner Support 8 dmontes TRUE
13678 | 2021-09-01 university M Other English Learner Support 8 dmontes TRUE
13678 | 2021-09-01 university A Content Specific Coaching English Learner Support 8 dmontes FALSE
13678 | 2021-09-01 university A Content Specific Coaching English Learner Support 8 dmontes FALSE
13678 | 2021-09-08 university A Content Specific Coaching English Learner Support 8 dmontes FALSE
13678 | 2019-05-01 employer A Content Specific Coaching English Learner Support 8 dmontes TRUE
13678 | 2021-07-05 employer D Non-Evaluative Coaching from Administrator General Support 5 dmontes TRUE
13678 | 2017-08-01 university A Content Specific Coaching General Support 2 dmontes TRUE
13678 | 2021-10-04 employer A Content Specific Coaching General Support 2 dmontes TRUE
13826 | 2021-09-01 employer A Content Specific Coaching General Support 8 dmontes Pending

o (.
Empty course list

Courses

Displays courses for the selected subject area.

Filter By Term Search

~ l Search by course name or ID
GENERAL EDUCATION (ITL) SPECIAL EDUCATION (SPD)
Courses ID Course Name Term Instructor Username Instructor Name Instructor Email

Showing records.

Reason 1: Select the correct course subject tab.

Courses are separated into GENERAL EDUCATION (ITL) and SPECIAL EDUCATION (SPD).

GENERAL EDUCATION (ITL) SPECIAL EDUCATION (SPD)

Reason 2: Incorrect permissions

By default, instructors will only have the courses you are currently teaching or have taught in the past. If you

don’t see your course, contact our Online Learning and Instructional Support (OLIS) team at OLIS@nu.edu.
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