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Introduction

The Secondary History Mark Correction module helps users retroactively update a student’s
transcripts and grade history for MCPS and non-MCPS secondary schools. If the student is
currently enrolled (or last enrolled if student is inactive) in your school, then you can view
and edit all years of secondary history marks for the student. If the student had attended a
non-MCPS secondary school, the student’s marks must be sent by that school to the current
one.

The primary users of the Secondary History Mark Correction module are registrars.

This User Manual provides brief step-by-step instructions for using the Secondary History
Mark Correction module. The last section, Common Tasks, describes how to log on and out
of OASIS, how to Search for Students and See a Student’s Record, and how to Select a
School. All prior sections assume that the user knows how to perform the Common Tasks,
and that the user has already logged on.

The manual describes these Secondary History Mark tasks:
1. Viewing a student’s MCPS and non-MCPS final marks for secondary schools
2. Managing a student’s MCPS and non-MCPS final marks for secondary schools
3. Adding courses to a student’s final record

When you the user have finished working in OASIS, please log out of the system!
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1 View a Student’s MCPS and non-MCPS Secondary School
Enroliments

To view a student’s enrollments MCPS and non-MCPS secondary school enrollments:

1. Hover the mouse pointer over the Grade Reporting tab to display its menu choices.
Click Secondary History Mark Correction.

STUDENT GRADE
SCHEDOULING DEMOGRAFHICS REFORTING

1. Bazed Report Cards

5t. Based Report Cards

Data Collection

Secondary History Mark
Secondary Mark Correction ] Caorrection

Secondary History Mark
Correction

If you have not selected a student, you will be asked to do so. See Section 6.2, Search for
Students, for more information.) If no student has already been selected, the Student
Search screen displays. Retrieve the student’s records either by their name or student ID
number.

2. The student’s Student Enrollments screen displays, showing separate grids for MCPS
Enrollments and Non-MCPS Enrollments. If the student had not attended a non-
MCPS school, that grid reports, “No Records Found.”

3. On the first right-side of the row for the desired school, click View.
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GRADE

REPORTING SMENTS REFORTS

= izrade Reporing = Secondary Final Madk History Cormrection L Printer Friendly

Viswiacd Student Final Mark Student Enrollments
istary

Ao Mon-MCPS Final Mark History MCPS Enroliments

Student Detail

School Name School School Entry Withdrawal Date | School Year View Final Add Final
Student Hame Number Date Grade History | Grade History
IC: 697 [active)
MNORTHWEST HIGH (245) 12 HORTHWEST HIGH 246 083292005 2006 Add
Grade 12 1 MORTHWEST HIGH 2465 0B30/2004 061 62005 2005 2dd
DoB: 5231955
Male 10 MORTHAEST HIGH 246 03/26/2003 05/ Br2004 2004 HET A
AsianPacific lslander 7 KINGSWIEW MIDDLE 708 08£31/2000 08£31/2000 2001 Wigwy Ao

5] KIMGEYIEA MDDLE - 705 09,01 11999 OB 62000 2000 Wignny A

Find Another Student:

IEnter Student 1D

NON-MCPS Enroliments

T )
'\!/' User Tip

ielcome to Q&SI

g X o Student School Name School Number | School Entry Withdrawal Date School Year View Final Add Final
LSREMN=IONS &y u. = Date Grade History | Grade History
Programs modules will be
back online by the first day 10 NON-MCPS 959 2004 Wiew A
of school.
=l MOM-MCPS 958 2005 ey A

4. To review the mark history for the year desired, click the View link.

5. The Secondary Student Final Mark History screen for that year displays. Move the
mouse pointer over the Course How Taken column for an explanation of any codes
there.
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Secondary Student Final Mark History
Student:

School: ALBERT EINSTEIN HIGH{T89)

SchoolYear: 2006

Course Lewvel Section Course % Final Course
Grade How
Taken

1188 21 01 CLLGE PREP LIT 1 C a M by =1 Edit  Delete
1311 21 01 ERIGLISH 94 ol C a M by =1 Edit  Delete
2110 10 nz US HISTORY & E E a M by =1 Edit  Delete
3N 21 nz ALGERRA 148 E MG a M by =1 Edit  Delete
323 21 nz RELATED MATH & H MG a M by =1 Edit  Delete
3748 20 04 MATTEREMERGY & E S RN ARDPHOCAT I by =1 Edit  Delete
go3s 20 04 COMMECTIONS & [ ] ™ by =1 Edit  Delete
1188 22 01 CLLGE PREP LIT 1 E EZ2 a W rl 2 Edit  Delete
132 22 01 ERGLISH 9B E EZ2 a W rl 2 Edit  Delete
2112 20 01 US HISTORY B E EZ2 a W rl 2 Edit  Delete
3N Jula] 03 ALGERRA 148 E EZ2 a W rl 2 Edit  Delete
avso 10 nz MATTEREMERGY B E EZ2 a W rl 2 Edit  Delete
4137 Jula] nz IMTRC FIM SERMWIC EZ2 a W rl 2 Edit  Delete
TN Jula] Jul=] GEMRL PHY'S ED 2 E2 a W rl =2 Edit  Delete
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2 Update a Student’s Final Mark History Record

If your role allows, you can update a student’s final marks for a selected year. This includes
updating grades or (see the next section) deleting a class entry altogether.

Notice that the screen to add the secondary final mark is identified with the student’s MCPS
school or the student's Non-MCPS school during the year selected.

To add or change a final mark to a student’s record for a year:

1. Perform steps 1-4 of Section 1, View a Student’s MCPS and non-MCPS Secondary
School Enrollments. The Secondary Student Final Mark History screen displays.

Secondary Student Final Mark History
Student: STUDENT NAME

School: NORTHWEST HIGH{(246)

School Year: 2004

Course Section Course Final Course Drop Drop

Grade Grade How Date Gr
Taken

1321 uli} 01 ERGLIZH 102 i B 1] il il =1 Edit  Delete

1322 Juli} 03 EMGLISH 108 o = o il il 52 Edit  Delete

Traa 0g 01 SPECLTY PHYS A 1] il il =1 Jete
EL:

TTEE 18 01 SPECLTY PHY'S 2 1] il il 52 Edit  Delete
ED

2107 oo 03 MEL C C o M M =1 Edit  Delete
GOVERMMENT &

1711 Juli} ik} SPAMIZH 1 & E & 1] il il =1 Edit  Delete

172 uli} 03 SPAMIEH 18 i B 1] il il 52 Edit  Delete

2992 uli} 01 WEB SITEDWLFE B B 1] M M 52 Edit  Delete

320 uli} 03 GEOMETRY & E (£ 1] il il =1 Edit  Delete

F202 uli} 10 GEOMETRY B o} © 1] M M 2 Edit  Delete

1. Click the Edit link adjacent to the appropriate course and section. The Update
Secondary Final Mark History screen displays.
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Update Secondary Final Mark History

School Where Class Taken:

Student Grade Level:

School Year:

Course how taken:

Course Terny:

Course:

Level'Section:

Loss of Credit:

Drop Date:

Grade At Time of Drop:

Final Exam:

afced Final :

Final Grade:

MORTHWEST HIGH{24E)
10

2004

REGLULAR

51

SPECLTY PHYS ED (7723}

-

Save Feset Cancel

2. Update the information as appropriate.

3. When finished, click either:

1.

Save to save your changes and return to the Secondary Student Final Mark

History.

Reset to return the original contents of the fields.

Cancel to close the Add Secondary Final Mark History screen and return to
Secondary Student Final Mark History. No changes are saved.
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3 Delete an Entry from a Student’s Final Mark History Record

Notice that the screen to add the secondary final mark is identified with the student’s school
or as Non-MCPS, based the school the student attended during the year selected.

To delete a course from a student’s final mark history record for a year:

1. Perform steps 1 through 4 of Section 1, View a Student’s MCPS and non-MCPS
Secondary School Enrollments. The Secondary Student Final Mark History screen

displays.

Course

1321
1322
T3

TraE

2107

1711
1721
2992
F2m

Student: STUDENT NAME

School: NORTHWEST HIGH(246)

Level

uli}
uli}
05

uli}

uli}
uli}
uli}
uli}

School Year: 2004

01
i}
01

01

03

03
03
01
03

Course

EMGLIZH 104
EMGLIZH 108

SPECLTY PHY'S
ED

SPECLTY PHY'S
EC

MEL
GOVERMMENT &

SPAMIEH 14
SPAMIZH 18
WEB SITE DVLP B
GEOMETRY &

Secondary Student Final Mark History

Final
Grade

Course
How
Taken

[T Ediit
Mooz Eciit
[T Eciit
Mooz Edit
[T Edt  Delete
[T Edit  Delete
Moo=z Edit  Delete
Mooz Edt  Delete
MoSt Edit  Delete

2. Click the Delete link adjacent to the appropriate course and section. You will be asked to
confirm that you want to delete the record. Click OK to do so, or Cancel out of the

operation.

Microsoft Internet Explorer

3/ Are you sure wou warnk to delete this record?

Cancel |

X

3. Ifyou deleted the course and section, the student’s Secondary Student Final Mark
History screen reappears without listing the deleted course. If you had cancelled the
operation, that screen reappears unchanged, that is, with the course and section still in the
course and section lists.
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4 Add a Student’s Final Mark History Record

To add a final mark history to a student’s record for a year:

6. Hover the mouse pointer over the Grade Reporting tab to display its menu choices.
Click Secondary History Mark Correction.

STUDEMT GRADE
SCHEDULING DEMOGRAFHICS REPORTING

St. Bazed Report Cards

5t. Based Report Cards

Data Collection

Secondary History Mark
Secondary Mark Correction ] Correction

Secondary History Mark
Correction

If you have not selected a student, you will be asked to do so. See Section 6.2 Search for
Students for more information.) If no student has already been selected, the Student
Search screen displays. Retrieve the student’s records either by their name or student ID
number.

7. The student’s Student Enrollments screen displays, showing separate grids for MCPS
Enrollments and Non-MCPS Enrollments. Ifthe student had not attended a non-
MCPS school, the lower grid reports, “No Records Found.”
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# rade Reporting * Secondary History hdark Conec‘tion! L, Erinter Friendly

Student Enrollments
MCPS Enroliments

School Hame School School Entry Withdrawal Date | School Year View Final Add Final
Humber Date Grade History | Grade History
10 ALBERT EINSTEIM 789 05527 2007 2005 i Aclcd
HIGH
9 HORTHWOOD HIGH  T96 $213/2007 2007 View Add
9 ALBERT EINSTEIM 789 022812008 024 352007 2007 Wi Add
HIGH
9 ALBERT EIMNSTEIM 789 1143042005 06/ 572006 2006 W= Add
HIGH

NON-MCPS Enroliments

School Hame School Number | School Entry Withdrawal Date School Year View Final Add Final
Date Grade History | Grade History

Mo Recaords Fournd

8. On the first right-side of the row for the desired school, click Add. The Add Secondary
Final Mark History screen displays.
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Add Secondary Final Mark History

i ) Selected course require an exam.

i | Selected course is a credited course with 0.50 credits.

School Where Class Taken: MORTHWEST HIGH

Student Grade Level: |11 A
School Year: IM
Course how taken: lml
Course Term: |31 -

Course: |11SD - JOURMALISH A

Level Section: |DDID1 |
Loss of Credit: [Mo ¥

Drop Date:

Grade At Time of Drop: |--- ']

Final Exam:

Forced Final :

Final Grade:

—
—

| save

Save & Add Another

| Reset | cancel

9. Enter the course to add to the student’s record. Use the drop-down lists to select the
appropriate information. Note that different selections of information may result in
reminders and warnings, based on the information’s context.

10. When finished, click the appropriate action:

e Save to save your changes and return to the Secondary Student Final Mark History.

e Save & Add Another to save your changes. The Add Secondary Final Mark
History screen displays again with blank fields so you can add another enrollment for

that student.

o Reset to return the original contents of the fields.

e (Cancel to close the Add Secondary Final Mark History screen and return to
Secondary Student Final Mark History. No changes are saved.

11. If you have another student for whom you need to add another MCPS or non-MCPS
enrollment: enter the student’s student ID in the Find Another Student: field, to the left
of the screen, click Go, and that student’s Student Mark History Correction screen
displays; depending on whether the new enrollment is an MCPS school entry, or a non-
MCPS entry, follow the procedures of the previous section or this section respectively to

add a new enrollment.
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5 Add a Non-MCPS Entry to a Student’s Final Mark History
Record

1. Hover the pointer over the Grade Reporting tab and click on Secondary History Mark
Correction. If no student had been selected, the Student Search screen displays

2. Search for the desired student record. The Secondary History Mark Correction screen
displays. The lower grid reports any non-MCPS enrollment.

STUDENT GRADE

SCHEDULING EHROLLMENT DEMOGRAFPHICS REPORTING ASSESSMENTS REFORTS

Secondary Final Mark History = Grade Reporting * Secondary Final biad History Comrection

L, Printer Friendly

Viswibod Studet Finsl Merk Student Enrollments
istary

ool Mon-MCPS Final Mark Histor IGESIENTEIImENtS

Student Detail

School Name School School Entry Withdrawal Date | School Year View Final Add Final

Student Hame Humber Date Grade History | Grade History
IC: 697 [&ctive)
MORTHWEST HIGH (245) 12 HORTHWEST HIGH 246 08292005 2006 View Add
Grade 12 11 MORTHWEST HIGH 245 08/30/2004 06A 612005 2005 Vigw Sdd
DOE: 8/23/988
el 10 NORTHWEST HIGH 246 08/26/2003 06H 62004 2004 Wigy Lad
AsianiPacific lslander 7 KINGSWIEW MIDDLE 708 08431 /2000 08£31/2000 2001 Wieny Sl

6 KINGSWYIEW MODLE 708 09011999 05M 62000 2000 Wigy L

Find Another Student:

IEnter Student 1D | Go

NON-MCPS Enroliments

11' User Tip

\;\Leslcome_ it OASd'SS!t et School Name | School Number | School Entry | Withdrawal Date | School Year View Final Add Final
[FEIEEES EME| SILEE Date Grade History | Grade History

Programs modules will be

back onling by the: first day MON-MCPS

of school.

MOM-MCPS

3. If the student currently has another non-MCPS school entry, either click the Add Non-
MCPS Final Mark History in the menu to the left of the Students Enrollments screen,

or click the Add Final Grade History to the right of a current non-MCPS enrollment
listing.

4. If the student does not already have an entry for a non-MCPS school, the Non-MCPS
Enrollments grid will report, “No records found.” Click Add Non-MCPS Final Mark
History, to the left of the screen.

5. The Add Secondary Final Mark History for a Non-MCPS School screen displays.
Follow the same procedure used to add an entry as for an MCPS enrollment, selecting the
appropriate entries from the drop-down lists, and then choosing to

11 Revised: February 23, 2007



= Zrade Reporting » Secondary History Madk Cormection Ll Printer Friendly

Add Secondary Final Mark History
School Where Class Taken: MOM-MCPS SCHOOL
Student Grade Level: W
School Year: W

Course how taken: |P|ease Select... =

Course Term: |Plsase Select... =l

Course: IPIease Select.. ;I

LevelSection: |Please Select... =]
Loss of Credit: |Mo
Drop Date:
Grade At Time of Drop:
Final Exam:

Forced Final : |Mo

dudd

Final Grade:

Save I Save & Add Another I Reset I Cancel

6. When finished, click the appropriate choice:

e Save, to save the new enrollment and return to an updated Student Enrollments page
for that student

e Save & Add Another, to add yet another new non-MCPS enrollment
e Reset, to clear the screen and allow you to reselect entries

¢ Cancel, to cancel out of the screen and return to that student’s Student Enrollments
page

7. If you have another student for whom you need to add another MCPS or non-MCPS
enrollment: enter the student’s student ID in the Find Another Student: field, to the left
of the screen, click Go, and that student’s Student Mark History Correction screen
displays; depending on whether the new enrollment is an MCPS school entry, or a non-
MCPS entry, follow the procedures of the previous section or this section respectively to
add a new enrollment.
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6 Common Tasks
6.1 Log On and Off of OASIS

To log on to OASIS:
1. Enter your User name and Password, and select the appropriate domain.
2. When finished, click Go.

Login

('T'J Flease Enter username and password,
WL

User name: | |

Password: | |

Log on to: |MCPSMD

To log out of OASIS, click the Log Out link in the upper right-hand corner.

Student Search | Contact Us | Helg | Log ©ut ’

I. s
. Welcome, | ¥Yiew Profila

6.2 Search for Students

To search for the student’s record:

1. On the OASIS menu, click the Student Search link in the upper right-hand corner. The
Student Search screen displays.
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Montgomery County Public Schools

Online Administrative Student Information System

STUDENT
DEMOGRAPHICS
= Student Demographics L, Printer Friendly
Student Detail
Ho Student. Student Search
o
: () Entersearch parameters; atleastone field must be entered.
Find Another Student:
IEnter Student 1D |Go Student ID: | |
SSN: | |
| 1_' User Tif
= v Last Name: | |
Welcome to DASIS! )
Suspensions and Student First Name: | |
Programs modules will be
back onling by the first day .
of =choal, AGES e Active c Inactive « EitheriDon't Know

2. Enter search criteria in one or more fields. You can search for a student using the Student
ID, social security number (SSN), Last Name, First Name, or a combination of fields.
Use the percent sign (%) as a wildcard to enter part of a name or number. For example,
entering a Last Name and R% in the First Name field retrieves all students with the
designated last name and whose first name begins with R.

Student Search

[:'T.:] Enter search parameters; at least one field must he entered.

Student ID: | |

ssM: | |

Last Name: |Gr0ves \ |

First Name: |R% |

Status: Artive L Inactive 2 EithenDont know

3. For Status, click an the option button to search by status:
e Active: All active students that meet the search criteria
o Inactive: All inactive students that meet the search criteria

o Either/Don’t Know: All students that meet the search criteria regardless of their
active/inactive status

4. Click Search. If you entered either a first or last name, you see the list of students that
match the search criteria.

14 Revised: February 23, 2007



Student Search

Search Results (Click on a column heading to sort the list)

743 H B H 1211938 18 ¥ Montgomery 757
Blair High

G21 H L ] 1 DG S54 21 I Rosemary Hills 794
Elementary

QB0 H H B 07111997 9 Y Sligo Creek 51T
Elementary

585 H R 3 01031932 24 I Sherwood High a03

621 H 5 M 097231934 22 I Watter Johnzon 424

High

]
(=]
(]

030401 551 25 Ilia

To see a student’s record, click the Student ID.

The student whose record is retrieved is now the current student. Student-based work that
you perform in this module will pertain to that student until you retrieve another student’s
record.

In many cases, secondary information about the student is available but is hidden by
default on the screen.

e (lick its Open button to view that information.

= Scheduling * Secondany Drop Add

Scheduling Secondary Info

e C(Click its Hide button to hide the information.

= Scheduling » Secondary Drop #Add = Wiew Class By Course

Scheduling Secondary Info

Special ED: N 504 Plan: M

ESOL: M FARMS Plan:

Note: You can search for a new student at any time while you are working in a module.
Enter a Student ID number in the Search box on the left-hand menu and click Go.

Some students have enrollments in more than one school, including non-MCPS schools.
If you select Scheduling = Secondary Drop Add = Student Class Drop/Add, all
enrollments will appear. Click View Schedule for the school schedule you want to view.
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Enrollment List

School Ho. School Name Enroliment Date Withdrawal Date

230 ROCKYILLE HIGH 14407/2005 Wiew Schedule

6.3 Select a School

If you are involved in more than one school, you be asked to select the appropriate one. To
do so,

1. On the right-hand menu, see the School Detail tab. If necessary, click it to make it active.

2. Under Select Another School:, click the down arrow. A list of schools displays.

3. Click the school name to select it.

STUDENT GRADE

SCHEDOULIMG ENROLLMERNT DEMOGRAFPHICS REFORTING ASSESSMENTS REFORTS

Master Schedule Maintenace = Scheduling » Master Schedule Maintenace

Teacher/Counselor Mnt. o
Teacher List
Class Info knt.
Aol Mewr ClassiSaction (i) Flease select a school before cortinuing.
Course Mnt. By Year

Restricted Course List By Year

Student Detail School Detail

Ho School.

Select Another School:

--Pleaze Select-- ;I

--Pleaze Select-- -
& Wario Loiederman Midde T |
Albert Einstein High —
Argyle Middle
Baker Middle
Benjamin Banneker Middle
Bethezda-cheyy Chase High
Briggz Chaney WMiddle Schoo
Cahin John Middle

Col Zadok Magruder High
INCamazcus High =

16 Revised: February 23, 2007



