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Objective
This job aid provides students with a detailed overview of how to utilize the Intern Support Verification (ISV)

tool.

Table of Contents

Click on a topic to jump to that section.

How to Access the Intern Support Verification (ISV) TOOI.........uii ittt ettt e e e bae e e e earaee e 3
How to add hours
How to edit hours

How to see if hours have/haven’t been approved

Page 2 of 7



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.

Y o

Intern Support Verification (ISV)

1.0f 1 Topics Completed

3. From the side navigation click on ISV App and then click the Launch ISV App button in the content area
to open the ISV tool.

Launch ISV App
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How to add hours
1. Select a course from the dropdown menu.

Select a course

ITL600 Becoming a Teacher

2. Click on the +Add Hours button on the bottom of the screen.

3.

+ ADD HOURS

Fill out the details.

a.

Y

Date: Select the date from the calendar.

Support Detail: Select the option for the type of activity completed.

Hours: Select the hours completed.

Type of Support: Choose between: “Employer” or “University”

Count Hours Towards: Choose between “General Support” or “E.L. Support.”

Honor Agreement: Check the box to certify the information submitted is true and correct to the
best of your knowledge.
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4. Once done click on the Submit Hours button at the bottom of the page.

SUBMIT HOURS

How to edit hours
1. Select a course from the dropdown menu and then click on the TIMESHEET tab.

Select a course

ITL&00 Becoming a Teacher

TIMESHEET
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2. Click on the EDIT link for the record that you want to edit.
Note: Hours will only be available for editing if they have not yet been approved or rejected.

Z EDIT

3. Make the necessary corrections and click Save Changes.

‘ SAVE CHANGES \

How to see if hours have/haven’t been approved
All hours that have been submitted for approval will be listed in your timesheet.

1. To access your timesheet, select a course you want to see from the dropdown, and then click on the
TIMESHEET tab.

Select a course

ITL600 Becoming a Teacher

TIMESHEET
I
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2. Your hours will be in one of the 3 stages:
a. Pending Approval: Your hours have been submitted and are being reviewed by your
instructor/supervisor. If hours haven’t been approved or rejected, you will still be able to edit
them to correct any mistakes.

Times vary depending on when your hours will be approved since all hours are required to be
manually reviewed and approved by your instructor/supervisor.

b. Approved: Once your instructor/supervisor approves your hours a green badge will appear in
the top right-hand corner of the hour records. Note: You will no longer be able to edit your hours

once they have been approved.

c. Not Approved: If the hours have not been approved a red badge will appear (see below). To
determine the reason, click on the View Note button. Note: You will no longer be able to edit

your hours once they have been rejected.

‘ B VIEW NOTE ’
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