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1. Introduction

The Secondary Drop/Add module allows users to manage student schedules, class capacity, and
class schedules for a selected school. That is, depending on their access levels, users may view,
add, update, and/or delete the various elements of student schedules and may view teacher lists
and schedules.

The primary users of the Secondary Drop/Add module are
e Counselors
e Assistant Principals
e Registrars
e Secondary Guidance Secretaries

To access this and any OASIS module, users will first have to log in to OASIS. Depending on
the task in this module, users will also need to be able to Search for Students, Select a School,
or Multi-Sort lists. In Section 10, this User Manual first explains how to perform these
Common Tasks.

This User Manual provides brief step-by-step instructions for using the Secondary Drop/Add
module. The manual describes these tasks:

e Viewing classes by course
e Viewing teachers’ schedules
e Viewing student’s schedules
e Managing student’s schedules (drop/adds/change sections)
e Viewing classes by period
e Managing class capacity
When you, the user, are finished your work in OASIS, be sure to log out!
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2. View Classes by Course

This function allows you to view a list of classes by course offered at the selected school. You
can also view a list of students enrolled in each section.

To view classes by course: SCHEDULING
1. Hover the pointer over the Scheduling tab, and click Secondary Drop Add
Secondary Drop Add. -

2. Click the View Classes by Course link. If you have not selected a school, you will be asked
to do so.

SCHEDULING
Secondary Drop Add
View Classes By Course

Student Class Drop/2dd

“iewe Classes By Period

Manage Class Capacity

3. The Class List By Course screen for that school displays.

Secondary Drop Add * Scheduling = Secondary Drop Add

View Classes By Course

Class List By Course
Course: |2905 [ ADY S APP DSH 2 vl
Level'Section: |AH Sections 'I

Wiew Teacher List

Studert Class Drop/add
Wigne Classes By Period

Manage Class Capacity

4. Using the drop-down list, select a Course.

Select the Level/Section. You may also view and/or select All Sections (this is the default
choice).

6. Click the Get Classes button. The Class List By Course screen displays. You will see the
section(s) for the course selected, depending on your choice.

» Scheduling * Secondarny Brop Add 4, Erinter Friendly

Secondary Drop Add

View Classes By Course .
Class List By Course

Wiews Teacher List

Stutient Class Drop/add Course: |2805/ADY SWAPPDSN A
View Classes By Period Level Section: |51 Sectiors =

Manage Class Capacity

Stuckert Detail  Schoel Detail
Watkins Mill High (545)

ID: 1550 (active)

1030 Apple Ridge Road

Phone: (301) 840-3359 E108

0B/28/2006

0148/2007

Select Another Scl

--Please Felect - -

7. Toview a list of the students enrolled in a section, click the View Students link. The
Student List displays.
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» Erbaguling * Ssandas Orop Add & Pstai ¥ raniey

Student List

Schoot VWATHING MILL HIGH (545) Dumatione 51

Comse: 2909 SectionLevet 0001

Teacher: O Period 01
Max Class Sire: 17 Rt Class Sizes 77

20 € 12 ¥ OMTROO06  DINRCOOT  Miew Schedue
o o 12 u ORCROON DUIADOO!  View Schede
. ] " u Le e ]
" o (F] ¥ (%]
) H {H) u DAGETI0G
Eo H (] u DRTEE
=3 H 12 u DRSS
5 L 12 u DEEN06
L) L 12 L] OAEL000
2 L 1 u DOADG
m " " u [
" N 12 u [
- P 2 u RN
rar " 12 u ONIEOOS DINEOOOT  View Stede
e ® 12 " GRCROOOR . DIMOOOF  View Sctede
8 [ " u CROESOOS  DINADOT  Yiew Sches
T 5 {H] ¥ DAZACOOR  DIAAGOOT  Yiew Scheds
e L 2 " DRDACOOE  DUAGGOOT  Yiew Schodus
72 5 7 F R Ll Vi Schedie
e 5 " C] RRE0E Ll e Sehedue
™ T 12 “ DADALO06 01 nacoa? Misw Schecie
T w 12 " DMDAO00E GIAGCOOT  View Scheole
2 "

Schedule displays. From this point, you can add, drop, update, or delete a class for the
student, as well as change from one section to another.

d Drop Add > Student Class Drop/Add ﬂ Printer Friendh
Student Schedule
School: WATKINS MILL HIGH (545) Enroll Date: 8/28i2006 Withdraw Date:

Term |Prd | Course Teacher Begin Dt

52 ol PRIN GEOM/ALG B = C106 3206 oo 05 01 /232007 Dropfpett  Dedete  Chiy Sec
52 o2 CHILD DEY 38 B co04 4867 oo o1 017232007 Dropfdpett  Dedete  Chig Sec
52 o3 HOM ENGLISH 128 M B202 1544 oo 04 01 r232007 Dropfpett Delete  Cho Sec
52 04 STUDNT ASSTMT =] o0z 0800 24 14 01232007 Droplpett Delete  Cho Sec
52 05 TRAWEL J GUID 0993 25 0 1232007 Droplpct  Delete  Cho Sec
52 08,  CDINTERMDF B 3 Do4B 4563 o 0172372007 DropfUpet  Delste  Che Sec
ar
TR ag COUNSELOR B o004 o 03 0B/26/2006 Drop/lpct  Delste  Cha Sec
YR as HOMERCOOM W a151 0o 64 0328/2006 DropMpctt  Delste  Chy Sec

Show Al

9. To view any duration class schedule in the school year for the student, you may click on
Show All. For guidance on adding a new class, see section 4.1, 5.1 Add a Class to a
Student’s Schedule.
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3. View Teacher List and Teacher Schedules

This function allows you to view a list of the classes by teacher offered at the selected school.
You can also view a list of students enrolled in each section. To view class sessions by teacher:

1. Hover the pointer over the Scheduling, and click on Secondary Drop SCHEDULING
Add.

Secondary Drop Add

2. Click the View Teacher List link on the left-hand navigation menu.
If you have not selected a school, you will be asked to do so.

Secondan Drop Add Frinter Friendly
Secondary Drop Add * Scheduling * Secondary Drop Add L Printer Frignd]

Wiew Classes By Course .
Teacher List

View Teacher List

Student CTRsE Drop/add School: ARGYLE MIDDLE (823

Yiew Classes By Period

Manage Class Capacity [a—

000067 Wiew Sections
Student Detail + School Detail
00047 Wiew Sections
Argyle Middle (823)
I 1776 (active) aooo10 Wiew Sections
2400 Bel Pre Road 000059 Wiew Sections
Fhane: [301) 460-2400 000064 Vigw Sections

0ooo07s Wiew Sections

000058
000075
0000a0

Wiewy Seclions

Select Another School:

--Please Select— 'I

Wigw Seclions

O 0 O D O m D o -

Wiew Sections

3. The Teacher List displays. (The preceding figure is a partial screen shot of the complete,
alphabetical list of teachers at the school. There is not a multi-sort option.)

4. Click on the View Sections link to see a list of all sections assigned to that teacher on the
Class List By Teacher screen.

= Scheduling * Secondary Drop Add L, FPrinter Friendhr

Class List By Teacher

School: ARGYLE MIDDLE (823)

Teacher: T

Course Course Title Section | Period Begin Date End Date | Total

Stud.

SCIEMNCE GRADE & OB2E2006
7B88 SCIEMCE GRADE G. oo 06 o1 ¥R 235 05i28/2006 16 18

TEE2 SCIEMNCE GRADE & an oz oz ¥R 235 OB2E2006 g 14

7886 SCIEMCE GRADEG. 00 04 oz VR 235 0B/28i2006 14
TEE2 SCIEMNCE GRADE & an ik 06 ¥R 235 OB2E2006 15
7886 SCIEMCE GRADEG. 00 05 06 VR 235 0B/28i2006 16 18

HOMERCOM 05i28/2006

5. To view a list of students assigned to a class section, click the View Students link. The
Student List screen displays.

4 Revised: July 22, 2009



Secondary Drop/Add User Manual
Version 1.3

4. View a Student’s Schedule

There are several ways to view a student’s schedule. In OASIS, you do so within the selected
school. To start:

Search for the student. (See Section 0 10.2 Search for Students for more information.)

1. Now click Scheduling > Secondary Drop Add from the OASIS menu. You can access the
student’s schedule by clicking any of these links:

e Student Class Drop Add. If the student has more than one enrollment, click the View
Schedule link for the appropriate school

e View Classes by Course = select the Course and Section = View Students = View
Schedule

e View Teacher List = select the teacher’s View Sections = View Students = View
Schedule

e View Classes by Period - select the class Period = select the teacher’s View Students
- View Schedule

= Scheduling * Secondary Drop Add = Student Class Dropifdd L, Frinter Friendl

Student Schedule

School: YWATKINS MILL HIGH {54 5) Enroll Date:  2/28/2006 Withdraw Date:

Add Mewy Class

Course Teacher

=2 o1 PRIM GEOMILLG B = C106 3206 oo 0s 01232007 Dropdpct  Delete  Chg Sec
=2 0z CHILD DEY 3B B COo4 4867 oo 010232007 Dropdpct  Delete  Chg Sec
52 03 HOM EMGLIZH 128 1] Bz202 1344 oo 04 0172372007 Dropilpdt  Delete  Chg Sec
=2 04 STUDMT ASSTHT G Cooz 0600 24 14 010232007 Dropdpct  Delete  Chg Sec
=2 05 TRAWEL J GUID 0933 25 M 01232007 Dropdpct  Delete  Chg Sec
=2 08,  CDINTERM DP B K Do4s 4863 oo 010232007 Dropdpct  Delete  Chg Sec
o7
R 95 COUNSELOR B oo oo 0s 052872006 Dropdpct  Delete  Chg Sec

Drroppct Chy Sec

Add Mewy Class Showe Al
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5. Manage Student Schedules Through Secondary Drop/Add

To preserve the integrity of students’ records, there are several restrictions involved in adding
and dropping courses from students’ schedules. Keep in mind that

e The range of valid dates is based on the student’s enrollment dates in the school.

e For high school students, but not middle school students, you may enter a Withdrawal
Grade only if the End Date (drop date) is greater than the twenty-fifth day of the term.
In addition, you may update the grade, at the time the student dropped the course, only
during that term.

e To change a grade for a previous school year term, use the Secondary History Mark
Correction module.

5.1 Add a Class to a Student’s Schedule

To add a class to a student’s schedule:

1.
2.
3.

SCHEDULING

Hover the pointer over the Scheduling tab, and click Secondary Drop Add. o
econdary Drop
Click the Student Class Drop/Add link on the left-hand. -

If no student has already been selected, the Student Search screen displays. Retrieve the
student’s records either by name or student ID number. (See Section 0 10.2 Search for
Students for more information.)

In most cases, the Student Schedule displays. Ewrollment List
However, if the student is enrolled in more than
one school, the student’s Enrollment List
displays; click the appropriate school’s View
Schedule link to view the student’s Student Schedule for that school.

Drop Add » Student Class Dropiadd & Printer Friendh

Student Schedule

School: JOHM F KENNEDY HIGH (815) Enroll Date:  8/28i2006 Withdraw Date:

| AddNew Class | Show &1

52 ol

MODVWRLD HIST B M6 jrrried oo o1 01232007 Dropfpdt Delete  Chg Sec

52 oz SPAN FOR SPAN 1B 204 1778 oo 02 01 r23/2007 Dropfpdt Delete  Chg Sec

52 o3 PRE-ENGINEER B 147 5505 0o 02 01232007 Droplpdt Delete  Cho Sec
52 04 EARTHSPACE SYS B 229 3312 ao o2 1232007 Drop/lpdt  Delete  Chg Sec
52 05 ENGLISH 118 281 1332 o 05 1232007 Drop/pdt Delete  Cho Sec
52 0& PRIN GEOMIALE B 243 3206 o o2 0/23/2007 DropfUpdt  Delete  Cha Sec
52 ar CONSUMER MATH B 245 3242 aooo2 023/2007 Drop/Updt  Delete  Chg Sec

YR a5 COUNSELOR

I o= 4% IFr o a0

0004 o o4 0E/25/2006 DropfUpdt  Delste  Che Sec
YR ) HOMEROOM @131 o 33 DB/26/2006 Drop/lpdt  Delste  Chg Sec

| fod bew Class | Show &

Note: To see all the courses a student is enrolled in during the school year, click Show All. The
Student Schedule screen expands to display any prior courses for the student in the school year.

5.

Click the Add New Class button to add a class to the student’s schedule. The Student Add
Class screen displays.
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Student Add Class
School: ROCKYILLE HIGH {230}

Enroliment Date; 11/7/2005

Term Code: |02 'I

Withdrawal Date:

Course: |1331 TEMGLISH 114

Level/Section: [00/01 vl
Begin Date: | 1107/2005

End Date:

I Clear

=

Save & Add Another

I Novemnber 2005 >=
Hovember | |2005

SMTWTFS

g 91011
1415 16 17 18
2122232425
282930 1 2

5678 49

I

I Save I

I Cancel

6. Using the drop-down lists, select the Term Code, Course, and Level/Section.

7. Using the calendars or by entering in MM/DD/YYYY format, select appropriate Begin Date.
(If using the calendar, click on the calendar icon, then click to the correct month if not
already displayed, and click on the desired date. If entering the date via the date field, click
on the date field and key in the date in the MM/DD/YYY'Y format.)

8. When finished, click either:

Save to save your changes and return to the Student Schedule screen.

Save & Add Another to save your changes. The Student Add Class screen displays

again with blank fields so you can add another class for the same student.

screen. No changes are saved.

Clear empties the fields so you can select different information.

Cancel closes the Student Add Class screen and returns to the Student Schedule

To add a course for another student, enter that student’s Student 1D number in the menu to

the left of the Student Schedule screen, and click Go. That student’s Student Schedule
screen displays (or, if the student had multiple enrollments in that school year, the Student

Enrollment screen displays).

5.2 Drop a Class from a Student’s Schedule

When you drop a class, the record remains on the student’s schedule. The class is signified as
dropped by the presence of an End Date. To drop a class from a student’s

schedule:

1. Hover the pointer over the Scheduling tab, and click on Secondary Drop Add.

SCHEDULIMG

Secondary Drop Add

2. Click the Student Class Drop/Add link on the left-hand menu. If no student
has already been selected, the Student Search screen displays. Retrieve the student’s
records either by name or student ID number. (See Section 0 10.2 Search for Students for

more information.)

In most cases, the Student Schedule displays. However, if the student is enrolled in more

than one school, the student’s Enrollment List displays; click the appropriate school’s View
Schedule link to view the student’s Student Schedule for that school.
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> Seheduling > Seeondary Drop Add > Student Class DiopiAdd i Printer Friendt

Student Schedule

Schook JOHNF KEMNEDY HIGH (815) Enroll Date:  2/28/2006 ‘Withdraw Date:

Add Mew Class Show Al

=2 01 MODWRLD HST B 216 2222 00 0 DM230007 e ChoSec

=2 02 SPANFOR SPAN 18 204 1778 00 02 01232007 e ChoSec

52 03 PRE-EMGINEER B 147 S505 00 02 01232007 e ChaSec

=2 04  EARTHSPACESYSH 229 3200 02 0120007 e ChoSec

=2 05 ENGLISH 118 01/23/2007 e ChaSec

s2 06 PRIN GEOMIALG B 243 3208 00 02 01232007 e ChaSec

=2 07 CONSUMER MATH B 245 3242 00 02 01280007 e ChSec

YR 98 COUNSELOR 0004 00 04 0G2EE008 e ChgSec

e Chg Sec

I D e < %I > 00
I
2
@
8
5
=]
a
@

YR 93 HOMEROOM a5l 00 33 OB2EE006

4. Click the Drop/Updt link to drop the class from the student’s schedule. The Student Drop
Class screen displays.

Student Drop Class

5. Using the calendar or by entering the date in the date field, select the appropriate End Date.
(If using the calendar, click on the calendar icon, then click to the correct month if not
already displayed, and click on the desired date. If entering the date via the date field, click
on the date field and key in the date in the MM/DD/YYY'Y format.)

6. Using the drop-down list, select the Withdrawal Grade if past the twenty-fifth day of the
school term and a high school student.

Note: For high schools, a Withdrawal Grade field must be entered whenever the End Date
is greater than the twenty-fifth school day of the term. To change a grade for a previous
school year’s term, use the Secondary History Mark Correction module. (Middle schools
cannot enter a Withdrawal Grade for dropped classes.)

7. After a Withdrawal Grade is entered, enter Y or N for yes/no to control whether or not the
drop grade is applied toward the student’s extra-curricular activity Eligibility.

8. When finished, click either
1. Save to save your changes and return to the Student Schedule screen.
2. Reset to return the original contents of the fields.
3. Cancel to close the Student Drop Class screen and returns to the Student Schedule
screen. No changes are saved.
5.3 Modify a Class Start or End Date in a Student’s Schedule

You may need to change the day a student started or dropped a class, or the withdrawal grade.
To do so:
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SCHEDULING

1. Hover the pointer over Scheduling. Click Secondary Drop Add.

Secondary Drop Addd

2. Click the Student Class Drop/Add link on the left-hand menu. If no student has already
been selected, the Student Search screen displays. Retrieve the student’s records either by
name or student ID number. (See Section 0 10.2 Search for Students for more information.)

3. In most cases, the Student Schedule displays. However, if the student is enrolled in more
than one school, the student’s Enrollment List displays; click the appropriate school’s View
Schedule link to view the student’s Student Schedule for that school.

dary Drop Add » Student Class DropiAdd L, Frinter Friendhy

Student Schedule

Schook JOHM F KENMEDY HIGH (815) Enroll Date:  8r28/2006 Withdraw Date:

| Add New Class | Show A1

=2 ol oo o1

MODWWRELD HIZET B 26 2222 0172372007

52 a2 SPAN FOR SPAM 1B 204 1778 a0z 012372007

52 03 PRE-ENGINEER B 147 5805 a0z 0172372007 Chy Sec

52 04 EARTHSPACE S¥% B 229 31z a0 oz 0172372007 Chy Sec

Chi Sec

=2 05 PRIM GEOMIALG B 243 3206 noo ooz 0172372007 Chy Sec

=2 ar COMSUMER MATH B 245 3242 noo ooz 0172372007 Chy Sec

¥R a8 COUNSELOR oo oo 04 08/28/2006

s
D
A
H
Sz 05 ENGLEH1E e 261 133 00 05 017232007
T
J
B
H

¥R a3 HOMEROOM 9151 o 53 0B/28/2006 Chy Sec

Show All
4. Click the Drop/Updt link. The Student Drop Class screen displays.

Student Drop Class
Sehook ARGYLE MIDDLE (873

Engolmedt Date:  BI7A005

Wl vl Dt

D amione i Perlod

Saction Begin Date: WE/200% Section Cnd Date:
Studenit Begin Date:; 05725/200%
Studeed End Date: | 100312005

Witharawial T edo: m

5. Update the Begin Date, End Date, and/or Withdrawal Grade, as appropriate. (If using the
calendar, click on the calendar icon, then click to the correct month if not already displayed,
and click on the desired date. If entering the date via the date field, click on the date field
and key in the date in the MM/DD/YYYY format.)

Note: The Withdrawal Grade field is active only if the End Date is greater than the
twenty-fifth day of the term. In addition, you can only update the grade at the time the
student dropped the course only during that term. To change a grade for a previous term, use
the Secondary Mark Correction module; for a prior school year’s term, use Secondary
History Mark Correction.

6. When finished, click either
4. Save to save your changes and return to the Student Schedule screen.
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5. Reset to return the original contents of the fields.
6. Cancel to close the Student Drop Class screen and returns to the Student Schedule
screen. No changes are saved.

5.4 Delete a Class from a Student’s Schedule

Only the Registrar can delete a class a student’s schedule after the twenty-fifth day of the term. .
Note: Deleting a class will also delete any marks for the entire class.

To delete a class from student’s schedule: SCHEDULING

1. Hover over the Scheduling tab. Click Secondary Drop Add. Secondary Drop Add

2. Click the Student Class Drop/Add link on the left-hand menu. If no student has already
been selected, the Student Search screen displays. Retrieve the student’s records either by
name or student ID number. (See Section 0 10.2 Search for Students for more information.)

3. In most cases, the Student Schedule displays. However, if the student is enrolled in more
than one school, the student’s Enrollment List displays; click the appropriate school’s View
Schedule link to view the student’s Student Schedule for that school.

= ing ® d Crop Add » Student Class Dropfadd L, Erinter Friendly

Student Schedule

School: JOHMF KENMEDY HIGH (8145) Enroll Date:  2/28/2006 Withdraw Date:

Add Mewr Class

Course Teacher Room |Crs#

MO0 WRLD HIST B O F23/2007 A ChoySec

2 02 SPAM FOR SPAN 1B 204 1778 oooooz O J23/2007 Chy Sec
Chy Sec

Chy Sec

52 03 PRE-EMGINEER B
52 04 E&RTHSPACE SYE B
&2 05 EMGLIZH 118

147 5505 oooooz O 72372007
229 3812 0o 0z 012372007
261 1332 oo oS O 23/2007

Chy Sec
52 06 PRIN GEOMIALG B
52 o7 CONSUMER: MATH B
YR 98 COUNSELOR

243 3206 oooooz O /23/2007
245 3242 0o 0z 012372007
ano4 oo 04 08i23/2006

Chy Sec
Chiy Sec
Delete/  Chy Sec
Chiy Sec

I m - 4 £ I F O @0

R 99 HOMERCOR

9151 oo 33 O8/28/2006

Add Mewr Clas=s Showe Al

4. Click the course section’s Delete link (next to last column) to remove it from the student’s
schedule.

5. You will be asked to confirm that you want to delete the course. Click OK to do so, or
Cancel to abort the delete.

Microsoft Internet Explorer x|

:/- This will delete all the student's attendance and marks attached with this class,
-

Are you sure you wank ko delete this recard?

k. I Cancel
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6. Change a Section for a Class on a Student Schedule

To change a class on a student’s schedule:
1. Hover the pointer over the Scheduling tab. Click Secondary Drop Add.

SCHEDULING

Secondary Drop Add

2. Click the Student Class Drop/Add link on the left-hand menu.

3. If you have not already selected a student, from the Student Search screen search for the
student’s records. (See Section 0 10.2 Search for Students for more information.)

4. In most cases, the Student Schedule displays. However, if the student is enrolled in more
than one school, the student’s Enrollment List displays; click the appropriate school’s View
Schedule link to view the student’s Student Schedule for that school.

5. Click Chg Sec (rightmost column) for the course section that is to be changed on that
student’s schedule. The Student Change Section screen displays.

= Seheduling » Secondary Drop Add » Student Class DropfAdd

Student Change Section
School:  JOHMF KEMMNEDY HIGH

FROM:

Course Code: 2222 Level'Section: 91/04
Teacher: H Term Code: 52
Period: 02
TO:
Course: 2222

Level / Section : |Neatatmms

As Of Date: |0&/01/2007

I Cancel I Save

6. Under TO:, select the desired changed from the Level/Section: drop-down list. From As of
Date, click the calendar icon to select the desired change or click the date field and manually
enter the date. (If using the calendar method, click on the calendar icon, then click to the
correct month if not already displayed, and click on the desired date. If entering the date via
the date field, click on the date field and key in the date in the MM/DD/YYYY format.)

7. To finish, either:

e Click Save. The Student Change Section screen redisplays, with the changed values for
Level/Section/Period/Class/Actual Size.

e Click Cancel. On return to the Student Change Section screen, the values under TO:
are unchanged.
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7. View Classes by Period

For a selected school, you can view all classes offered within a class period. To do so:
1. Hover the pointer over the Scheduling tab. Click Secondary Drop Add.

SCHEDULING

Secondary Drogp &dd

2. Click the View Classes by Period link on the left-hand navigation tool bar. If you have not
selected a school, you will be asked to do so. See Section 0 10.3 Select a School for more

information. The Class List by Period screen displays.

GRADE
SCHEDULING ENROLLMENT DEMOGRAPHICS REPORTING ASSESSMENTS REFORTS
=cheduling * Secondary Drop Add
Secondary Drop Add = Geheduling * Secondary Drop Add
Wiew Classes By Course o o
Moo o p .
) i Class List By Period
“iew Teacher List -

Studert Class Dropifdd School: FOCKVILLE HIGH (230)

View Classes By Period Period: |p|ease Select *

Manage Class Capacity

Studert Detail — School Detail

Rockville High (230)
ID: 1834 (active)
2100 Baltimore Road
Phone: 278-8500

3. Using the drop-down list, select the class Period.

4. Click Get Classes. The full Class List by Period for the selected period displays, showing
all classes offered at that time.

= Scheduling » Secondary Drop Add L Frinter Friendly

Secondary Drop Add

Wiewr Clazses By Course . o .
Class List By Period

Wiewr Teacher List
Stusdent Class Dropitdd School: ROCKVILLE HIGH (230

View Classes By Period Period:

Manage Class Capacity

Studert Detail — School Detail

SRS ITTD(EATD [ Ci Titl, Lewel | Secti Teach Begin Date | End Dat:
ID: 1654 (active) ourse ourse Title eve ection | Teacher egin Date | En e
2100 Baltimore Road N
Phone: (301 278-8500 2110 US HISTORY A &1 ol A 1 2043 0328720068 01A952007 & 8 Wi
Students
2110 US HISTORY & o o A 1 2043 0EE8/2006 014952007 149 32 Wigwr
Select Another School: Studerts
o1 A =1 3029 082872008  01A872007 20 32 View

3661 ENYVIR SCIEMCE & 00
I--P\ease Select-- Vl
Students

5. To view a list of students assigned to a class section, click the View Students link. From the
Student List screen, you can view each student’s schedule.
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8. Cross Schedule Classes

8.1 At the Home/Enrollment School
1. Add a cross scheduled class just like any other course.
2. Update/Drop/Delete a cross scheduled class like any other course except:

Examine the student schedule to see if the cross school has accepted the student. You will see 2
rows for the course instead of one. If this is the case, the home school will be locked out of your
school’s dummy course. Call the Cross Schedule School and have them drop or delete their

actual class for the student

~1 Cross school class —
shows real teacher and
information.

Course Teacher

=1 03 DESIGHMRCHRD 1.4 Bell, B. B 47835 oo ol OFF26/ 2005 Dropdlpdt  Delete  Chog Sec

=1 01, DESIGhMRCHRD 1.4 Teacher-83, T. GHZ 47835 a3 0ol OF26/2005 Dropflpct  Delete  Chg Sec

0z,
03 \ Home school class

locked when active in
cross school class

2. Then the home school can drop or delete the holding course in the
student’s schedule.

Secondary Drop Add

View Classes By Course

8.2 At the Cross Scheduled School View Teacher Lit
Studert Class Dropladd
8.2.1 Adding Students to classes View Classes By Period

1. Select Secondary Drop Add from the Scheduling Tab Menage tass Capacty

Studert Crozs Schedule Hold List

2. Select Student Cross Schedule Hold List on the blue APV menu
from the column on the left side of your screen.

3. Select a course from the Course dropdown Cross Schedule Holding Student List
menu. Attending Scheol: GATHERSH

4. Click the Get Cross Schedule Students
button.

IGH(ES1)

T
Get Crozs Scheduled Studsnts

You will see a list of students from other schools requesting access at your school for this course.
The information displayed in the 10 columns is from the level 92, 93, or 94 course at the home
school. The Status column shows the status at the cross school

Pending — waiting for Cross Schedule Holding Student List
cross school to accept and place

student in course

Attending School: GATHERSBLRG HIGH(AS51)

Course: lm

Scheduled - CrOSS SChOOI | Get Cross Scheduled Students
already accepted student and
placed in one of their classes Course Lt Begi Tescher | Status | Add

Cross
Schedule
Section

123456 Stewart, 543 DESIGNMRECHND 93 o = 057262005 Teacher Pending  Add

Martha 14 -85 T Section
123457 Cors, 310 DESIGMMRCHMD 9 o 1 OS2E2008 Teacher Pendling  Acld
Michsel 1.8 83T Section

Fendng gk ’
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5. To accept a student and place in a class, click on Add Section.
6. Click on the Level/Section dropdown and select the a class for this student.

Note — The dropdown shows all classes that match the same 4 digit class code
that the student requested. If the 4 digit code is incorrect, contact the home
school and have them chanae the ariainal 92. 93. ar 94 level course.

Abbreviations on this screen: 4 4q Attending School Student Cross Schedule

LV - Level Attending School:  GAITHERSBURG HIGH (551 )

Sc— SECtion Home School: MORTHWEST HIGH (246 )

Pd — Period Teacher: Teacher-93, T LevelSection: 93

Cp - Class Cap size Term Code: 51 Course:  4785-DESIGNMRGHND 14
Sz — Current class size Section Begin Date: 8/26/2008 Section End Date:

Rm — Room

TC —Term Code Level (Section: | R ease S oot

‘Please Selecr
Lv - %z - Pd - Cp - 3z - Fm -TC- Teacher

Teacher — Teacher name Student Begi

and school
7. Click the Save button once the class is selected ——
Wiy Clazses By Course
OASIS changes to the Student Cross Schedule List and shows the student as Vi Tescher List
scheduled in the class. This screen shows that actual class information in the Student Class Dropiadd
cross scheduled school. isww Classes By Pericd

Manage Class Capacity

Cross Scheduled Student List

Attending School: GAITHERSBURG HIGH(551)

Student Crozs Schedule Hold List

«—> Student Cross Schedule List

Course: |4755 f DESIGNAMRCHND 14 LI

| Get Cross Scheduled Students

Course i Teacher

123456 Stewvart, 545 DESIGRMARCHRD uli} o1 =1 09032005 Bell, Scheduled

Martha 18 Beryl

chedule Holding Student

8. Repeat from step 3 to place additional students.

O_n returning to the Cross Schedul_e le_dlng Student S

List, the scheduled students are still visible, but the — T
status should now indicate Scheduled, and the Add -
Section link option should be inactive.
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8.2.2 Update/Drop/Delete Cross Scheduled student at the Cross School

1. Select a cross scheduled student

2. Select Secondary Drop Add from the Scheduling Tab

3. In Student Class Drop/Add, both the current enroliment school and the cross schedule school
show. Click on View Schedule to see the student’s schedule.

School Ho. School Hame Withdrawal Date
246 MORTHWEST HIGH 05i26/2008 Wiewe Schedule
551 GAITHERSBURG HIGH 05i26/2008 Wieww Schedule

4. Click to Drop/Update, Delete, or Change Section. The cross scheduled school can only
Drop/Update, Delete, or Change Section for classes in their school on the student’s schedule.
The same rules apply for these options as for any other course in their school. The related
requesting course is visible, but cannot be changed as long as there is a valid course in the
cross scheduled school linked to it.

Drop/Update — only available after class starts.

Delete — Only available before school starts and first 5 days of semester to counselors.

Guidance Secretary/Registrar can use Delete anytime. Remember that using
delete also removes class attendance and grades entered in OASIS for that
student.

Change Section — Use before or during term.

Course Teacher

=1 03 DESIGMNMRCHND 14 Bell, B. B& 4783 om OEr26/2003 Drop/Updt Delete  Cha Sec
=1 01, DESIGHNMRCHMD 1 2 Teacher-33, T. GHS 4785 93 M 0352652008 Bugpfipct  Delete  Cho Se

0z,
03

Note — Counselors at the student’s currently enrolled school cannot remove the requesting course
nor the cross scheduled school’s course once the class is accepted and scheduled in the cross
scheduled school.
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9. Manage Class Capacity (Limited Access)

If you have access to this function through OASIS, you can view and/or update a class’
maximum capacity. To do so:

SCHEDULING

1. Hover over the Scheduling tab. Click Secondary Drop Add. Sz e A

2. Click the Manage Class Capacity link on the left-hand menu. If you have not selected a
school, you will be asked to do so. See Section 0 10.3 Select a School for more information.
The Class Capacity Update screen displays.

TUDENT
SCHEDULING ENROLLMENT DEMOGRAPHICS REPORTING ASSESSMENTS REPORTS

Secondary Drop Add = Scheduling > Secondany Drop Add

Wiew Classes By Course

Class Capacity Update

Wiew Teacher List

Studert Class Drap/Add Course: |31127ALGEBRA 1B >
Wiew Classes By Period LevelSection: lﬁl Cettions =

Manage Class Capaeity

3. Using the drop-down list, select the Course and Level/Section. If you accept the default for
Level/ Section:, which is “All Sections,” all the sections for this course will display for the
selected school.

4. Click Get Classes. The Class Capacity Update screen displays, showing location, teachers,
and capacity information about the class.

= Scheduling > Secondary Brop Add

L, Printer Frigndly
Class Capacity Update
Course: |7892/BAND GRADE & -
LeveliSection: |l Sections -

Total Stud. | Max Stud.

5. To change the class capacity, click the Edit link. The Class Capacity Update screen
changes to edit mode. You can now change the Max Student field.
Class Capacity Update

Course: |7892/BAND GRADEE =
Level'Section: | Al Sections -

Total Stud. | Max Stud.

6. When finished, click either
10. Save to save your changes and return to the Class Capacity Update screen.

11. Cancel closes the Class Capacity Update edit screen and returns to the Class Capacity
Update screen. No changes are saved.
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10.Perform Common Tasks
10.1 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.

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

hand corner.

10.2 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.

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.

Login

(i) Flease Enter username and password

User name: )
Password: -1
Logonto: [MCPSID =

Student Search | Contact Us | Help | Log ©ut )

Welcome, | Yiew Profile

Vot s St

.....

Student Search

( i ) Enter gearch parameters, at least one field musthe entered.

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, 5 s

Search Results (Click on 3 column heading to ort the st

you see the list of students that match the search

criteria.

5. 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

& W F " e

w M " st s

in this module will pertain to that student until you retrieve another student’s record.
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6. 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.

Enrolliment List

230 ROCKYILLE HIGH 11072005 Wiews Schedule

789 ALBERT EINSTEIN HGH 03/29/2005 1100772005 Wiew Schedule

10.3 Select a School

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

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.

10.4 Multi-Sort Lists

Many screens with list displays provide a multi-sort option, such as for a list of students or
teachers.

1. Asan example, if you were to click Multi Sort on the Student = =
List screen, the Multi-Column Sort pop-up displays
superimposed on the screen.

2. Click Cancel if you do not want the list redisplayed according
to a sort order other than the default (here by grade and
alphabetically by last name).

To include the column(s) you want to sort by, change the default under Include to “Yes.”

Chose whether you want the sort to be by ascending (ASC) values or by descending (DSC)
values. For numerical fields, such as grade, ascending is 1, 2, 3... For a character field, such
as gender, it would be alphabetically ordered, “F” before “M.”

5. When you include more than one column as a sort parameter, indicate, by sort order, which
column should be the primary sort field, and so on. For example, in the preceding figure, if
you wanted to sort and then display the student list by gender and then by grade, include both
columns, and set the Sort Order for Grade as “2,” and the Sort Order for Gender as “1.”

18 Revised: July 22, 2009



	View Classes by Course
	View Teacher List and Teacher Schedules
	View a Student’s Schedule
	Manage Student Schedules Through Secondary Drop/Add
	5.1 Add a Class to a Student’s Schedule
	5.2 Drop a Class from a Student’s Schedule
	5.3 Modify a Class Start or End Date in a Student’s Schedule
	5.4 Delete a Class from a Student’s Schedule

	Change a Section for a Class on a Student Schedule
	View Classes by Period
	Cross Schedule Classes
	Manage Class Capacity (Limited Access)
	Perform Common Tasks
	10.1 Log On and Off of OASIS
	10.2 Search for Students
	10.3 Select a School
	10.4 Multi-Sort Lists


