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There are several ways we “work” files manually. Some of them need to corrected manually and set up to ISIR out, others don’t need to be ISIRed but need to be completed so aid can pay out, and some need additional documents requested to complete the file. This will review how to work each type of file.

Check to see if file needs to be ISIRed or can be corrected in-house by updating INAS (Needs Analysis) and adding a closing comment. If file needs to be ISIRed, complete the following steps:
A. To manually ISIR a file:
1. On the Verification screen: Put a Y in the box by the VERD field of data that is incorrect on current EDE column. Use comments 92 and 52 to complete the file.  Change the I to R in the AC field. Blank the VSC code, if there is one, as the program will put in a VC code when it completes the files on the next Verification run.  I sometimes print a copy of the Verification screen if it’s a problem file as I like to have a copy to put in my weekly “check” folder so that I see that they are resolved. However, all manually isired files will be on a list that’s checked each week. 
2. Set up to corrections needed for the Needs Analysis screen by inputting the revision reason number and your initials in the SNA-RR fields just above the Verification remarks on the Verification screen.
3. Check Tracking screen to double date the VALP/DICP and remove any unnecessary opt docs.
** IMPORTANT:
VC code must be blanked out so that the system will accept your corrections.

*To ISIR for a Dependency Override, the number one (1) must be put in the DO field on Verification and a letter O must be put in the Dep Overide on Tracking.

B. To complete files which are Pell Ineligible or do not need to be ISIRed:
1. Check Needs Analysis screen to make sure that the program to match the info in the VERD field on the Verification screen has corrected any data with errors.  If not, change the information.  Put in an R so the file will recomp overnight, select the correct number for the revision reason in the dropdown table, and add your initials.
2. Check Tracking to make sure that all opt docs are double-dated.  If not, double date the DICP/VALP. This should give the student a complete date, unless there are other (non-Verification) docs on Tracking.
3. Put the correct closing comment number. Closing comments most often used are:  (38)-Data complete, no error noted, and (73) Discrepancy reconciled. File complete.  Put in the correct VC code (See list below for VC codes).  Put a Y in the PC field to print a checklist.

C. To work files when additional documentation is needed:
1. On the Verification screen: Determine what verification documents are needed. To request docs, put an M in the PI field to indicate this is a manual request. 
2. Put the appropriate comment in the Verification remarks section by either using the corresponding remark number or entering it manually, if needed.
3. Remove the VC in the VSC field code if one is present, and change the AC field to an I so that the program will review the file when the doc is received.
4. On Tracking: Input the appropriate opt doc number in the optional documents field. This will generate an electronic IRF notification to be send to the student the next time that program runs (which is on Friday and Wed nights.) Also, be sure to delete any Processed and/or Received dates on the Tracking file for the DICP or VALP. 


VSC Codes: We generally will use one of these two codes when completing a file. There are two more that we don’t use- W (for files completed without documentation) and B (for files not being verified by either CPS or us).

V- Use a V code if you verify an ISIR regardless of whether or not it was selected by the CPS. (The code used by us on files we are ISIRing.)
S- Use an S code to indicate that the student was selected for Verification by the CPS but was not required to be verified under our institutional verification criteria developed using your QA analysis.  (This is used on DICP files that do not have to be Isired.
*When you have completed the file, always be sure to have someone check all your keyed online documents to make sure you haven’t missed anything.
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