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Introduction

The Secondary Mark Correction module helps users update a student’s current term mark for
MCPS secondary schools. The primary users of the Secondary Mark Correction module are
registrars.

This User Manual provides brief step-by-step instructions for using the Secondary Mark
Correction module to correct a student’s MCPS marks for high schools and for middle
schools. Common Tasks of this manual describes Common Tasks in OASIS that users need
to know for this and other OASIS modules.

Please remember to log out of OASIS when you, the user, finish your session in OASIS.
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1 View and Correct a Student’s MCPS High School Marks

To view and, as necessary, correct a student’s MCPS secondary school marks:

1. Log on to OASIS with a user name authorized to access the Secondary Mark Correction
module. (For information on how to log on, see Section 3.1 of Common Tasks.) The

OASIS home page displays.

_0%"5@ Montgomery County Public Schools p

Online Administrative Student Information System

STURET GRADE S
SCHEDULING DEMOKEAFHICS REPORTING

St. Based Report Cards

L, Printer Friendhy

Data Collection

. Grade Reporting Home

Secondary Mark Correction .
(| ) Home page for Grade Reparting

Elementary Mark Correction

Student Detail

Ho Student.

Find Another Student:

IEmer Student D |Go

2. Hover the pointer over the Grade Reporting tab. Move the pointer down and click
Secondary Mark Correction.

GRADE
REFORTING

=t. Bazed Report Cards
Data Collection

ecandary Mark Correction

Elemertary Mark Correction

3. The tab changes to Student Demographics. The Student Search Screen displays. If
you click Go or Search without selecting student, you will be asked to do so. For the
High School student whose mark you are correcting, go to the Student ID field and,
enter the Student ID. Click Search. (For further guidance on using the Student Search
Screen if you do not know the Student ID, see Section 3.2 of Common Tasks.)

4. The first High School Mark Correction screen displays for that student
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High School Mark Correction
School: RICHARD MONTGOMERY HIGH{201)

School Year: 2007

ﬂﬂﬁﬂﬂﬂﬂﬂﬁﬂﬂﬁﬂaﬂ
A N M3 A M MWo2 Ay

-

G

AP CHEMSTRY DP &

APWORLD HIST & & C 1] A bl Edit
ELECTROMN MUS A B = M0 (SR K00 hd < Edit
HOM EMGLISH 114 [ - K00 bl Edit
PRECALCULUS & B O M3 c Ko 03 E < Edit

AP CHEMSTRY DP B

(d
e
=

AP WWORLD HIST B

(d
e
=

CHMNESE 4B

(d
e
=

ELECTRCM MUS B

(d
e
=

HOR EMGLIEH 118

rm
e
=

An asterisk (“*”) in the WD column would indicate that a course has been dropped.

5. Locate the course that needs a corrected mark. To the far right of its row, click Edit.

6. The second High School Mark Correction screen displays for the selected student and
course. This contains the fields appropriate for High Schools. The valid course terms for
High Schools are S1 — first Semester, S2 — second semester, and Yr — year. If a Drop
Date displays, the course has been dropped.
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Secondary Mark Correction

High School Mark Correction

Student Detail Grade: 11
o 09 (active) School: RICHARD MOMNTGOMERY HIGH (201}
RICHARD MOMTGOMERY HIGH
201 School Year: 2007
Grade 11
DiOB: 1M15M 330 Method Credit Earned: STAMDARD-PROGRAM
flale
Azian/Pacific lslander Course Term: =1
Hide [T

Course: ~F CHEMSTRY DP A
Find Another Student:

IEnter Student ID | [0 Course Coﬂe-Seclion-Level'

MP1 Mp2 mP3

,{, User Tip G IE vI Git: IE vl G I vI G I vI
WEH M = WSH: I vl WWEH: I vI WWEH: I vI
Flease remember to logout
once you have finished LC Mo = L INo vl Lz I vI LC: I vI
uzing CASIS. Additional
Uzer Tips coming =aan. Ahs: |3 vI Al |2 vl Ahs: I vI Ahs: I vI
Flease see the Help Desk's
wehsite for User Manuals
far the OASIS modules that Drop Date:
Wwou LSE.
View Snother T Final Exam: IE 'I
Mg Another Tis
Forced Final: |N0 'I
Final Grade: IE 'I

7. Data can be corrected in any of the drop-down fields that provide choices. The drop-
down fields contain valid data for:

e Gr — Marking period mark
e WSH - Work Study Habits participation mark
e LC - Loss of Credit indicator
e Abs - Absences [number of]
As well as the following end-of-term fields:
¢ Final Exam mark
e Forced Final indicator
¢ Final Grade — Final mark for the course

8. From the appropriate drop-down list, change the mark or marks as necessary. The screen
will refresh with the new mark replacing the prior mark.

9. To finish, either
e Click Save, to save your change and regenerate a final mark if end-of-term.

e Click Reset, to reset the screen to the original value.
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e Click Cancel, to reject any change.

10. The first High School Mark Correction screen redisplays, with any change(s) that you
have saved now displayed.

11. If you have more students for whom grade correction is required, you can enter the next
Student ID in the Find Another Student: ficld, and click Go. The student detail for that
next student will then display, along with the first High School Mark Correction screen
for that student.
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2 View and Correct a Student’s MCPS Middle School Marks

The general procedure for correcting high school marks is also how to correct middle school

marks:

1. Log on to OASIS with a user name authorized to access Secondary Mark Correction.
(For information on how to log on, see Section 3.1 of Common Tasks.) The OASIS
home page displays.

Student Search | Contact Us | Help | Log Cut

_0%"5@ Montgomery County Public Schools

Online Administrative Student Information System

STURET GRADE S
SCHEDULING DEMOKEAFHICS REPORTING

St. Based Report Cards

L, Printer Friendhy

Data Collection

. Grade Reporting Home

Secondary Mark Correction .
(| ) Home page for Grade Reparting

Elementary Mark Correction

Student Detail
Ho Student.

Find Another Student:

IEmer Student D |Go

2. Hover the pointer over the Grade Reporting tab. Move the pointer down to Secondary
Mark Correction. Click on that choice.

GRADE
REFORTING

=t. Bazed Report Cards

Secondary hark Correction

Elemertary Wark Correction

3. The tab changes to Student Demographics. The Student Search Screen displays. If
you click Go or Search without selecting a student, you will be asked to do so. For the
Middle School student whose mark you are correcting, go to the Student ID field and,
enter the Student ID. Click Search. (For further guidance on using the Student Search
Screen if you do not know the Student ID, see Section 3.2 of Common Tasks.)

4. A Middle School Mark Correction screen appears for the student.
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Middle School Mark Correction
School: HERBERT HOOWER MIDDLE{228)

SchoolYear: 2007
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An asterisk (“*”) in the WD column would indicate that a course has been dropped.
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5. Locate the course that needs a corrected mark. To the far right of its row, click Edit.

GRADOE

STUDENT
SCHEDULING DEMOGRAPHICS REPORTING

Secondary Mark Correction

Secondary Mark Correction

REFORTS

» Grade Reporting » Secondary bak Corection

Middle School Mark Correction

Student Detail Grade: 7
B i Schaol: HERBERT HOOVER MIDDLE (226)
HERBERT HOOWER MIDDLE (228)
Grade 7 School Year: 2007
DoB:
Wals Wethod Credit Earned: STANDARD-PROGRAM
Wyhite, Mot Hispanic
course Term: 'R

Hide [

Find Another Student:

Enter Student 1D |Go

(L) user Tip

Pleaze remember to logout
once you have finished
using OASIS. Addtional
User Tips coming soon.

Course:

Course Code/Level Section:

Flease see the Help Desk's Ahso 4w AhE:
wwebsite for LUzer Manuals
for the OASIS modules that

Drop Date:

you uze.

Wigws Another Tig

MATHEMATICE B

3017070003

Final Exam: 'I
Forced Final: 'I
Final Grade: 'I

| Save Reset | cancel

6. The second Middle School Correction screen contains the fields appropriate for Middle
Schools. The Course Term for Middle Schools is the year. If a Drop Date displays, the

course has been dropped.

7. Data can be corrected in any of the drop-down fields that provide choices. The drop-

down fields for Middle Schools contain valid data for:
e Gr — Marking period mark
e P — Participation mark
e AC - Assignment Completion mark
e Abs - Absences [number of]
As well as the following end-of-term fields:
¢ Final Exam mark
e Forced Final indicator

¢ Final Grade — Final mark for the course
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8. From the appropriate drop-down list, change the mark or marks as necessary. The screen
will refresh with the new mark replacing the prior mark.

9. To finish, either
e Click Save, to save your change and regenerate a final mark if end-of- term.
e Click Reset, to reset the screen to the original value.
e C(Click Cancel, to reject any change.

10. The first Middle School Mark Correction screen redisplays, with any change(s) that
you have saved now displayed.

11. If you have more students for whom grade correction is required, you can enter the next
Student ID in the Find Another Student: field, and click Go. The Student Detail for
that next student will then display, along with the first Middle School Mark Correction
screen for that student.
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3 Common Tasks
3.1 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) Please Enter username and password.

User name: | |

Password: | |

Log on to: |MCPSMD

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

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

| Welcome, | ¥Yiew Profila

3.2 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 page appears.
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Montgomery County Public Schools welcome, usernol | View Profile

Online Administrative Student Information System
STUDENT _Wg;
DEMOGRAPHICS ~ REPORTING

= Student Demographics

£ Printer Friendly

Student Detail

Ho Student. Student Search

-
: () Entersearch parameters; atleastone field must be entered.
Find Another Student:

IEnter Student 1D |Go Student ID:

(1) user

A seriin Last Nyme: |
Welcome to OASIS! )

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

e [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.
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Student Search

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

Student ID Last Name

743 H
621 H
960 H
585 H
621 H

bk H

First Hame

H

1211938

1061 554

0711997

/031982
097231984

030401 551

18

il

24
22

25

Active YN

Last School
Name

Montgomery
Blair High

Rozemary Hills
Elementary

Sligo Creek
Elementary

Sherwood High
Walter Johnzon
High

Ilia

Last School

15T

a4

51T

503
424

12
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