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Introduction

The English for Speakers of Other Languages (ESOL) module is part of the Montgomery
County Public Schools (MCPS) Online Administrative Student Information System
(OASIS). This module shows the students, by school, that are or were enrolled in the
ESOL program.

This Quick Start Guide for Teachers provides brief step-by-step instructions for using the
ESOL module. It describes the following tasks:

e Searching for student information

e Viewing the ESOL Student Survey System page
o Editing basic student details

e Adding a new ESOL transaction

e Viewing student lists

Searching for Student Information

The first step is to search for the ESOL record for an individual student. To open a
student record, log on to OASIS and place the cursor over the Student Demographics tab.
Select ESOL Survey from the menu. You see the Student Search page.

Student Search

Enter search parameters; at least ane field must be entered.

Student ID:
SSN:

Last Name:

First Hame:
SEIE Acrtive C [nactive 2 EithernDion't know
| Clear | Search
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Student Search | Conta
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Student Programs
ESOL Services

Student Search

ESOL Survey

.j:"}':] Enter search parameters; at least one field must be entered.

Find Another Student:

e

IEnter Student 1D I 0 Student ID: | |
ssi: | |

(t) vser Ti

S Last Name: | |

Wiglcome to OASIZ! .

Suspenszions and Student First Name: | |

Programs modules will be

back onling by the first day o

of schoal. Status: (] active T Inactive © EithenDont Kriow

You can search for a student using the Student ID, social security number (SSN), Last
Name, First Name, or a combination of fields. You can use the percent sign (%) as a
wildcard to enter part of a name or number.
To search for a student record:
1. Enter search criteria in one or more fields.
2. In the Status field, click an option button to search for the following:

e Active: Searches only within currently enrolled MCPS students.

o Inactive: Searches only within students no longer enrolled in MCPS.

o Either/Don’t Know: Searches through all students, active and inactive.

3. Click Search.

If you entered either a first or last name, you see the list of students that match the search
criteria, as shown below.
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Last School
Name

Last School
No.

Student ID Last Hame First Name

""" SAMPSORN T 1106957 18 I Wiatkins Mill High 543
SAMPSON e J 1061989 16 ¥ Watkins Mill Hioh 545

= SAMPSON 1] 07101993 8 ¥ Sally K Ride Elem 242

C— SAMPSON I T 06271995 11 ¥ Silver Spring 647
International Ms

E SARPSOR | Tt 0227383 23 ] Col Zadak 10
Magruder High

I SAMPSON - s 03/26/2003 3 ¥ Glenallan 87
Elementary

BT SARPSOR e R 03/0541 356 20 ] Fairland Elementary 303

9._. .3 SAMPSON s 0373041997 9 ¥ Rock Creek 819
Valley
Elementary

3% SAMPSON | 03111994 12 ¥ Martin Luther 107
King Middle

4. Click the Student ID. You see the ESOL Student Survey System page for that student.

If you entered the Student ID or the SSN, your search should bring up only one student.
You see the ESOL Student Survey System page for that student.

You can search for a new student at any time while you are working in a module. Enter

the Student ID number in the Search box at the bottom of the page and click Go.

Viewing the ESOL Student Survey System Page

The ESOL Student Survey System page displays two sets of information:

e Basic Student Details
e Transaction History

Basic Student Details displays information about the student such as student ID number,
name, date of birth, grade, gender, ethnicity, and school. It also displays the student’s
address and details about the ESOL program such as entry date into the ESOL program
and the date that the student exited from the ESOL program.

ESOL Survey Quick Start Guide 9/22/2005
50f9



ESOL Survey Quick Start Guide
Version 1.2

Student Data

(i) view and Update ESOL enraliment infarmation
ESOL Student Demographic Data

Address: 137 ~—"7™" ANE #3 Current Enroll Date: 087282006

Home School: JOHM F KENMEDY HIGH (815) Country: MEXICO
Language: =PARMZH
ESOL Entry Date: 1272072004
Interrupt Indicator: N
ESOL Exit Date:
METS Indicator: M
ESOL Exit Code:
Special ED: R Upcste

SILVER: SPRIMG, MO 20906

Withdrawal Date:

Pending Transaction

H £

Supporting . ESOL Record Created Created

Documents Statu

789 |[09005/2006 |ESOL Student Record 5] Active Pending Q2202006 sampsion
Update Delete

ESOL Enroliment History

Action Record Comments | Create

Supporting ESOL

Exit Exit Created By,

Date Documents Lewel Date Code Status Date
[iFEL 792 0601 2006 2 Active Approved Wigr O6ME/2006  civanmic
PiL, 732 1272002004 1 ACTWE  APPROWED e 092272005 MCPS_IDMS

To see any comments that have been entered with a transaction, click the View link in the
Comments column at the bottom of the page.

Editing Basic Student Details

You can change the information about the student’s country and language. Click the
Update link in the section of the page that displays Country, Language and Interrupt
Indicator.

This takes you to another page where you can update Country and Language fields,
which become drop-down boxes (see the picture below). Click on the drop-down box and
select the correct country or language. You can also check or uncheck the Interrupt
Indicator as appropriate.
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Update Demographics

(i) [Provide a description far this page]

[MEXICO x|

| SPANIZH |

Country:

Language:

" ves & po

Interrupt Indicator:

Adding a New ESOL Transaction

To add a new ESOL transaction for a student, click the New button. You see the Add
New Transaction page.

Add New Transaction

("} ) Enter Data far this ESOL transaction

Action Date: Please Select ESOL Instructional Level: IF‘Iease sect j'
Record Status: IPBnding VI ESOL Status: IAC‘ti\-’E VI
ESOL Exit Date; |Please Select |0 ESOL Exit Code: |Please Select 7]

Supporting Documents: [~ EgoL Student Record [ Record of Change
Flease send your suppofing docurments to the ESOL Office by Pory

Comments:
Hone

Add New Comment:

You use this page to add information about the student’s current ESOL program status.
Click the arrow on each drop-down box to select the following:

e Action date
e ESOL instructional level
e ESOL status
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If the student is exiting from the ESOL program, select an ESOL exit date and exit code.
Click the ESOL Student Record or Record of Change check boxes to indicate the
supporting documents that pertain to this record.

Enter comments that pertain to this student’s ESOL record.

When you have completed this new transaction record, click Save. This record is added
to the student’s ESOL history on the ESOL Student Data page, as a Pending Transaction.

Only the ESOL Office can approve a pending transaction, at which time the record will
be added under the ESOL Enrollment History.

Viewing Student Lists

The ESOL module provides the following lists of students, by school:
e ESOL Students List — students who are currently enrolled in the ESOL program.

o Transfer Students List — students that where enrolled in an ESOL program in their
previous MCPS school.

e ESOL Pending List — students who have been added to the ESOL program, but their
participation has not been approved.

To see these lists, click the link in the left-hand menu. An example of the ESOL Students
List is shown below.

As an ESOL teacher, you can see only the list of students that are enrolled in the school
in which you teach. If you teach in more than one school, click the Select School drop-

down list to choose the student list from one of the schools to which you have access.

To see the ESOL record for a particular student, click the student’s ID number.
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ESOL Student List

(1) A List of ESOL students by School

| J
\!/

School Name: ALBERT EINSTEIN HIGH{789) No. of Students on List 216

Last Name First Hame Mi

a3
az:2’n
5___d
a9 i
£ —
C —
(R
e
G- 3
-

Lo 11 hdale 4 I I SPAMIZH PERL

S 12 Female 5 I M SPAMISH EL S&LVADOR

g (I 11 Female 3 I I SPAMIZH EL SALVADOR
ST EON D 12 hdale g Il I IMDOMESAN IMDOMESIA,
S B AT D 8] 10 hdzle 3 I I SPAMISH ECUADOR

Y L 12 Female 4 Il I SPAMIZH EL SALVADOR

L= 11 Female 4 I I SPAMIZH EL SALVADOR

A onl I Sn—= & hidale 1 b M SPAMISH EL SALYADOR
AR | DL 12 Female &} I I SPAMIZH COLCRMEL,

R ! a hdale 2 Il I SPAMIZH MEXICT
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