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Contents Introduction

The Online Administrative Student Information System (OASIS) provides a central location for view-
ing and updating student administrative data online. Using the OASIS Enrollment module, you can
, ; enroll and withdraw students and release students who are transferring between MCPS schools. You
Enrolling a Student in the Current School Year . . . . .
Updating Enrollment can also view change of school assignment (COSA) information and update student demographics
cancelling Enroliment and contact information. For more information about enroliment and withdrawals at MCPS, refer to
Enrolling a Student in a Future School Year the Montgomery County Public Schools Student Recordkeeper Manual
Deleting a Future Enroliment
Changing a Future Enrollment

Enrolling Students
Verifying Enrollment/Generating a Student ID

The OASIS Web pages represented in this document might vary slightly from those on your screen.
Some OASIS functions are available only during specific times of the year and are shown and accessi
ble only during those times.

Withdrawing, Releasing, Transferring Students
Withdrawing a Student
Processing Summer Withdrawals For readability, you can pre§trl+Lto view this document in Full Screen Mode. Pressihkekey to
Processing September Withdrawals return to normal viewing mode.
Updating a Withdrawal
Cancelling a Withdrawal

Releasing a Student Transferring Between MCPS Schools
Reguesting a Release From the Current School
Releasing a Student From the Current School
Clearing a Release Date (From the Current School

Only)

Changing a Release Date (From the Current School

Only)

Viewing the Release List for Your School

Viewing Transfer (COSA) Information
Viewing a Student Transfer (COSA) Record
Viewing a School Transfer (COSA) Report
Viewing a Transfer (COSA) Status Report

Updating Student Information
Updating the Mailing Address and Phone Number
Updating Only the Phone Number
Adding an Additional Mailing Address
Designating an Alternative Mailing Address
Deleting an Additional Mailing Address
PLIRFGAYTI | {GdzRSY G Qa 5SY23INIF LIKAOA

Ethnicity and Race Designations

Enrollment and Withdrawal Codes
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2. Atthe top of the page in the tab bar, hover your mouse over the ENROLL-
MENT tab to display a menu.

Enrolling Students

You can enroll a student in the current school year or manually enroll a stu-
dent in a future school year. Future enrollments can occur only after the next
year school (NYS) process is run in January until July, when all future enroll-
ments become current enroliments for the upcoming school year. Future en-
roliments for active MCPS students are automatic after the NYS process is
run.

ENROLLMENT

Enroliment Main Page

Enreliment Search\ ID Ge
Releas:
Transfer(CO
RIA

Home Instruction

Non-MCPS Data Collection

If enroliment is during the first 5 days of the school year, the enroliment date

is set to the first day of school. After the first 5 days, the enrollment date i3,  On the menu, seledEnroliment Search/ID Geto begin the process of
set to the actual date. verifying that the student is not already enrolled.

Only designated prekindergarten and Head Start staff should enroll Grade 14

students. Only designated staff in a consortium office can future enroll stu-
dents in a consortium school.

@

If a student is enrolling after being in an MCPS home instruction pro-
gram but was never an active MCPS student before home instruction,
0KS aGdzRSyiQa OoANILKRIE& YIF& 0S5 A
ing for home instruction, parents are required to provide only the

birth month and year. The birth day is optional. If not provided, the
default birth day becomes the first day of the birth month.

Refer to theEnrollment and Withdrawal Codsection of this guide for a list 4.
of valid codes and code descriptions.

Verifying Enrollment/Generating a Student ID

Before enrolling a student, you should first verify that the student is not al-\b

ready enrolled or does not already have an ID. If the student does not have

Enrollment Search

i ) Unless doing an id search, name, gender, and hirth date are required fields.

studentm: [ ssh: [ - -
Last Name: First Name:
Gender: CF M Birth Date: |Select i 5 & A x
) . pKSy NBIAA
Ethnicity: |Select ¥
l Clear ! Cancel

In the Enroliment Search section of the Enrollment page, enter all of the
information you have about the student, but at least the first and last
name, gender, and birth date.

In the Enroliment Search section, you cannot use a wildcard (%) to en-
ter part of a name or number.

an ID, you must generate one before proceeding with the enrollment procs. Click theSearchbutton. Results are displayed below your search parame-

esSss.

Follow the stepoy-step instructions below to verify enrollment and generate
a student ID if necessary.

1. Loginto OASIS.

STUDENT

GRADE
SCHEDULING ENROLLMENT DEMOGRAPHICS REPORTING ASSESSMENTS SPECIAL SERVICES REPORTS

OASIS Enrollment Quick Reference Guide

ters.
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Gen ID

Studert 1D Last Name

246124
278621
164286
222644
175610
210321

indicating the closest match. If an exact or very close match is found,

Clinton
Estrada
Gere
Jordan
Lee

McNabb

First Name M.I. D.O.B.

Bill

Eric
Richard
Michael
Bruce

Donovan

to the next step.

6. Click theGen IDbutton to generate a unique ID for the student.

Generate New Student ID

1141971998 M
12719719938 M
12/19/1998 M
12/19/1998 M
1211971998 M

12£19/1998 M

Gen Eth. Age Active YN

7. Inthe Generate New Student ID section of the Enrollment Main Page,
0KS AYT2NXIFGA2Y F2N GKS
security number if known.

O2YLX SiGS

W11 N ASHBURTON ELEMENTARY (425) 3

H 11 N PATHWAYS SCHOOL (520) s 8. Click theGenerate Idbutton.

w11 N NORTH BETHESDA MIDDLE (413) 5

A1 N POTOMAC ELEMENTARY (501) 5 @ If you have not entered a social security number, you will be prompted
ANl PARKLAND MIDDLE (812) 5 to enter one. CliclOKto clear the message, and click tGenerate Id

A 11 Y STRAWBERRY KNOLL (589) 5

sure that it is.

i ) Creates a new student with new studentid. To be used when student has never had ID previously assigned

Is Studenta U.S.
citizen?

If no, U.S. entry date:

Ifno, 1st U.S. school
entry date:

OASIS Enrollment Quick Reference Guide

Birth Date:

Gender:

Ethnicity:

Last Name: IChmon

Middle Name:

04/06/1998
mmiddiyyyy

“Yes € No

] Generate Id

« Female ¢ Male

| Cancel

First Name: [Chelsea

SSN:

MSDE Ethnicity
and Race:

Hispanicor & N Y
Latino?

Race (selectas [~ American Indian or Alaska Native
many as apply): [ Asian
I™ Black or African American
I Native Hawaiian or Other Pacific Islander

I™ White

Contents

button again to proceed.

Green highlighting indicates the part of the student record that matcheEnrO”ing a Student in the Current School Year
your search parameters. The rigmiost column is a rough indicator of

<« Previous Page

Enrolling Students

_ In the current school year, you can enroll a saMCPS student or a previ-
the strength of the matches on a scale of 1 to 6, with the lower numbey, o1y enrolled student. The main difference in the enrollment process is that,

R o - #'the newto-MCPS student, you generally must generate a unique student
ify if it is the same student. If it s, use the existing ID to enroll the stuqgiteycept if the student is cleared for enrollment through the Residency and
in your school. If it is not the same student or is a new student, procegghenational Admissions office or the Division of Consortia Choice and Appli-

cation Program Services. Although the ID for the previously enrolled or

To avoid generating duplicate IDs for a student, when verifying if ancleared student should already be in the system, you must still check to en-
‘ exact match has been found, make sure to thoroughly check the
search results, especially if a student has double last names or a narg

- ' ) You cannot enroll a student in a school year within the last 5 days of
with a generational suffix such as Jr. or Sr.

that school year.

On the next page is a flowchart showing the process for enrolling a student in
the current school year, followed by stdyy-step instructions for the process.

Next Pagd»>
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Enrolling Students

OASIS Enroliment Process - Enrolling a Student in the Current School Year

Log in to OASIS.
On the Enroliment
On the Enroliment Main Page in the Correct or at.ld
menu, select demographic
Enroliment Search/ pcant Enroliiesy information and ——
1D Gens and enteE "| List, click the Enroll click the Update When enrolling, you must do the following
search parameters. button to begin Rtk in other OASIS modules:
1 enroliment. 5 a9l |[> nt Demographic dule - Update
‘ ‘ ——————{emergency card information.
> Scheduling module —- Assign the student
Click the Search e Stude.nt to a homeroom. For high school students,
SR Address section,
button to verify if a s the student also assign a counselor.
record (with ID) enter or update and
iats Tor save the student's enrolling in
s address and phone Grades 9 - 127
plahe 2 number. 6
In the Enrollment On the Enroliment
section, enter Main Page in the
E:ﬁ?:::g information and Student Enrollment
A student will have a record (with click the Enroll List, click the Update
ID) if previously enrolled or if button. Enroll link.
cleared for enrollment through
the Residency and International
Admissions office or the Division A h 4
of Consortia Choice and
Application Program Services. On the Enroliment
Generate a unique 1D Main Page menu, sorrect the exp.ect od
year of graduation, if
for the student. select Update e
1. Click the Gen ID button. ) Demographics. ry.
a 2. Complete the demographic 8 12
information for the student.
3. Click the Generate Id button. l

Log out of OASIS. <+——-

OASIS Enrollment Quick Reference Guide Contents <« Previous Page Next Pagdp>



Follow the stepoy-step instructions below to enroll a student in the current

school year.

1. Verify that the student is not already enrolled or does not already have

an 1D, and generate an ID if necessary.

Student Enrollment List

i ) Student has never been enrolled

i New Student Created! Chelsea Clinton has now been assigned the new studentid: 156952

Grade School School No. | ENR Code | Enroll WD Code | Withdrawal School Release
Name Date Date Year Date

2. Inthe Student Enrollment List, click te@rollbutton to open the Student4, |n theResidency Typg A St RX
Address section of the Enrollment Main Page. At this point, the student is

‘ ér;rcll

‘ Enrc/u i
Cancel

inactive, as shown in the Student Detail at the left of the page.

For a newto-MCPS student, the Student Address section will look like theT

following:

Student Detail

Chelsea Clinton Student Address
ID: 156952 (inactive)

{ i) You mustfirst select a school.
Grade =

DOB: 4/6/1998

Female

White Primary Address NA

Hide |7, Additional Addr. NA
School [T NN
Residency Type: | IN AREA MCPS -

Find Another Student:

L) UserTip Home Phone
Please remember to logout
once you have finished SRS
using OASIS. Addttional CEReSt
User Tips coming soon.
Please see the Help Desk's
website for User Manuals
for the OASIS modules that
you use

View Another Tig

For a previously enrolled student, the Student Address section will ini-

tially look like the following:

OASIS Enrollment Quick Reference Guide

3.

Enrolling Students

Student Detail

Sandra Bullock Student Address

1D: 122222 (inactive)

DARNESTOWN ELEMENTARY (i ) You mustfirst selecta school.

(351) =

Grade 1

DOB: 8/20/2000

) Primary Address 5201 WINTER WAY BETHESDA MD 20817 (Mailing Address)

 Hide 17 Additional Addr. NA

Find Another Student:

Residency Type: [IN AREA MCPS )

Enter Student ID

Y Home Phone

Please remember to logout (540) 305-0000

once you have finished .
using OASIS. Additional { cancel
User Tips coming soon.
Please see the Help Desk's

website for User Manuals
for the OASIS modules that
you use.

View Another Tip

In the Schooffield, if not already selected, select the school in which the

student is enrolling.

1 IN AREA MCRSaddress is in your home school area.

your school area.

asStSold GKS

f 201 GA2

OUT OF AREA M@GP&ddress is in Montgomery County but not in

1 NON MCPE address is not in Montgomery County or is a new street

not yet found in OASIS.

Address fields are displayed on the page based on the residency type se-

lected.

Student Address

( , ) You must first select a school.

Primary Address NA

Add. Mailing Addr. NA

XV 2 26 Herbert Hoover Middle

Residency Type: |IN AREA MCPS ¥

Zip Code Street Name Type House No Apt No.

Soect 3] | £ S s R e

Home Phone

! Save ! Cancel

Contents <« Previous Page Next Pagd»>



Enrolling Students

5. Complete or correct the address for the student. For a previously enrolled student, messages similar to those shown below will

_ be displayed, depending on the grade level for the student.
When entering an address for IN AREA MCPS and OUT OF AREA MCPS

residency types, first enter the zip code then enter the remaining address | Enroliment

in the order of the fields on the page. If there is a protective order assoCi- | () eiace eniera Fist e inthe o
ated with the student, you must enter the school address instead of the -
home address.

de for this student

{:x\/ Please enter an Expected year of Graduation for this student.
i ) Student is not currently enrolled. Student was previously enrolled in a previous year at CARDEROCK SPRINGS ELEMENTARY

For the IN AREA MCPS residency type, only zip codes and street detai

@ I f }\ ﬁ A y‘ I é C’) K 2 2 f Q é K 2 Y S I N\B I I I Previous Enroliment Withdraw Code: 14 Withdraw Date: 04/14/2009 2 NJ L'j K
OF AREA MCPS residency type, only zip codes and street detail valid e s A
within Montgomery County are available for selection. I S B Yearof Grack [

First Year 9th Grade:

6. For an out of area or neMCPS address, select the appropriate reason

X l Enroll Cancel
code (only shown when those residency types are selected).

7. In theHome Phondield, enter the home phone number. If there is no 9. Select a grade and enroliment code. The enrolliment codes change based
fryREAYS LK2yS 4G K2YS3Z Sy dSNI I anangpevionsenrgllmgngdrdernmai®i. | y Q& OStf LIK2y S

ber, if provided, bunoti KS a i dzRSy G Qa OSff LIK2Y.S dzY o SN 1 f (i K2 dz3 g
do not have to enter a phone number to proceed, it is recommended t}‘n tlf you gre enrolhsng a stugent m%rages &throuéhdlzz,mstenter the

ou do so year in theFirst Year 9th Gradéeld. For example, for school year 2010
y ' 2011, you would enter 2011. If known, you should enter the year in the
8. Click theSavebutton. The Enrollment section of the Enrollment Main Exp. Year of Gratexpected year of graduation) field.

Page will open. _ o : Lo
P@ TheFirst Year 9th Gradgeld is not editable for students enrolling in
For a newto-MCPS student, a message will be displayed at the top of t other grades and for students articulating from the eighth to ninth

Enroliment section confirming that the student is new to MCPS. grade at MCPS. For special education studentskste Year of Grad
field is not editable. Its value is from the OASIS IEP module.

Enrollment
N1 . e 11. Click theEnrollbutton. The student is now actively enrolled in the se-
i ) Student has never been enrolled in an MCPS school. . .
lected school, as shown in the Student Detail at the left of the page.
Previous Enroliment Withdraw Code: N/A Withdraw Date: N/A SentDetol Student Enrollment List
Chelsea Clinton
< ID: 156952 (active) 0 S -
Grade Level: Enroll Date: |10/18/2009 s ﬂ‘OO“»./ER i i ) Chelsea Clintion has been enrolled in HERBERT HOOVER MIDDLE on 10/18/2009
Grade 7
DOB: 4/6/1998
Enro“ COde. 8 Exp. Year Of Grad: ;/e]-‘\v\‘[:s i | School Sdlod | El;l;e Enroll Date (V:Igde ‘mrawal
First Year 9th Grade: I o 7 HERBERT 228 14 10182009 00 2009  Releasel  Update
Find Another Student: HOOVER WithDraw Enroll
MIDDLE
i Enroll ] Cancel =
Cancel

OASIS Enrollment Quick Reference Guide S ErE <« Previous Page Next Pagd> 7



12. On the left of the page on thEnrollment Main Pagenenu, selectUp-

date Demographics
13.' LRI GS GKS
tions onpage 27

addzRSyilQa

14. If the student is enrolling in Grades 9 through 12, in the Student Enroll-
ment List, do the following:

1 Select thdUpdate Enrollink.

1 Correct the expected year of graduation if necessary, and clickmnhe5.

roll button.

As part of the enrollment process, you must do the following in other
OASIS modules:

@

Student Demographics moduteUpdate emergency card informa-
tion.

Scheduling module Assign the student to a homeroom. For high
school students, also assign a counselor.

Updating Enrollment 6.

1. Loginto OASIS.
2. Search for the desired student record.

STUDENT GRADE
SCHEDULING ENROLLMENT DEMOGRAPHICS REPORTING ASSESSMENTS SPECIAL SERVICES

REPORTS

R Sby-&tep Mdtrudk A O &

@

Enrolling Students

Student Enrollment List

i ) Martina McBride has been enrolled in SHERWOOD HIGH on 8/30/2010

School
Year

| withdrawal
| Date

| Enroll Date | WD
Code | Code

Grade | School | ENR

10 SHERWOOD 503 13
HIGH

08/30/2010 00 2011

In the Student Enroliment List, click thipdate Enrollink.

Update Enroll

Withdraw Code: N/A

Grade Level: o]

13 v

Withdraw Date: N/A

Enroll Date: |08/30/2010

Orig. Year of Grad: 2013
Exp. Year of Grad: (2013

Enroll Code:

First Year 9th Grade: |2010

Change the desired information. When changing an enroll date, be sure
to enter an appropriate enroll code.

Changing the enrollment date to an earlier date might change existing
information for that student (marks, attendance, suspension dates,
etc.).Warning messages will provide options for continuing or not.

3. Atthe top of the page in the tab bar, hover your mouse over the ENROLLYOU can view a year in ti@rig. Year of Grafleld and correct the year in

MENT tab to display a menu.

ENROLLMENT
Enroliment Main Page
Enrcliment Search\ ID Gen
Release List
Transfer(COSA) System
RIA
Home Instruction

Non-MCPS Data Collection

4. On the menu, seledEnroliment Main Page

OASIS Enrollment Quick Reference Guide

@

the First Year 9th Gradéeld and in theExp. Year of Grafexpected year

of graduation) field only for students enrolled in Grades 9 through 12.
(For school year 2012011, the year would be 2011, for example.) If you
correct the expected year of graduation, you will be prompted to select a
reason. Thd-irst Year 9th Gradéeld is not editable for students en-

rolled in other grades and for students who articulated from the eighth to
ninth grade at MCPS.

For special education students, tBxp. Year of Grafield is not edit-
able. Its value is from the OASIS IEP module.

Contents Next Pagd»> 8
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7. Click theEnrollbutton.

8. A message will be displayed at the top of the Student Enrollment List indi-

cating that the information has been updated.

Cancelling Enrollment

You can cancel an enrollment during all but the first 5 days of the school year
by withdrawing a student on the same date as the enrollment at the same
school. The withdrawal reverses the enrollment. Withdrawals during the first

5 days of the school year are considered summer withdrawals, as explained in
the Processing Summer Withdrawaksction of this guide.

I yOSttAyd SyYNBEfYSY

RSt SiSa

AYTF2NYEGAZY

grades, suspensions, interventions. Cancelling enroliment also deletes educa-
tional management team (EMT) referrals and office referrals that are main-

tained on the myMCPS Student page.

i If you cancel an enrollment for a student who withdrew from another
MCPS school to enroll in your school, make sure to inform the other
school of the cancellation so that the withdrawal code in their student

record can be corrected.

Enrolling a Student in a Future School Year
You can enroll a student in a future school year only after the NYS process is
run in January until the early July flip to a new school year. For currently en-
rolled students, future enrollment in the next school year is automatic after

the NYS process is run.

On the next page is a flowchart showing the process for enrolling a student in
a future school year, followed by stdgy-step instructions for the process.

OASIS Enrollment Quick Reference Guide

Contents

I 6 2dzi |

<« Previous Page
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OASIS Enrolliment Process — Enrolling a Student in a Future School Year

Next year school
(NYS) process is
run in January.

For currently enrolled students,
— future enroliment in the next
school year is automatic.

Log in to OASIS.

Is student
currently enrolled
at MCPS?

1a

Enroll as in current
school year process
(pg 5), except in the
Student Enroliment
List (step 5), click

the Future link. -

Current school

Is student d'eilehes fUt:red
changing MCPS enrollment and adds

schools? Yes new future
enroliment to correct
o school. ic
No
On the Enroliment
Main Page, verify the

accuracy of the
future enroliment
record.

1b-2

»

» Log out of OASIS. «

-

Procedures during the future enroliment period after the NYS
process is run in January until the July flip to a new school year

OASIS Enrollment Quick Reference Guide

Contents 4 Previous Page
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Enrolling Students

Follow the stegby-step instructions below to enroll a student in a future Student Address
school year (after the NYS process is run in January until the July flip to a nev ;) voumustrstsetecta scnoot.
school year).

Primary Address NA

1. Do one of the following: AT
. . ool KT —
f For a arrently enrolledstudent who isnot changing school®n the e

Enroliment Main Page in the Student Enroliment List, verify the accu- = Resigency type: [INAREA TGS =]
racy of the future enroliment record. The future enroliment in the
next school year is automatic after the NYS process is run. |

Home Phone

1 For a arrently enrolledstudent whois changing schoold,you are the

current school, delete the future enroliment (as described in the -steL{J
by-step instructions omage 13 and add a new future enrollment to
the correct school by proceeding to the next step.

In the Schooffield, if not already selected, select the school in which the
student is enrolling.

1 For a student who isot currently enrolledproceed with the next 5. IntheResidency Typg A St Rz asSt SO0 UKS €20FdAz2

step. 1 IN AREA MCRSaddress is in your home school area.
2. Verify that the student is not already enrolled or does not already have ¢ ouUT OF AREA MGP&ddress is in Montgomery County but not in
an 1D, and generate an ID if necessary. your school area.
Student Enrollment List 1 NON MCPS address is not in Montgomery County or is a new street
i ) Student has never been enrolled not yet found in OASIS.

j New Student Created! Chelsea Clinton has now been assigned the new studentid: 156952

Address fields are displayed on the page based on the residency type se-
lected.

School | School No. | ENR Code | Enroll

Name Date

| ‘ o S| - Student Address

| Enrol i ) You mustfirst select a schoal.

Cancel

Primary Address NA

3. Inthe Student Enrollment List, click tReturelink. The Student Address Add. Mailing Addr. N&
section of the Enrollment Main Page will open. ERROR (225 Herbert Hoover Midde |2

Residency Type: |IN AREA MCPS -
Zip Code Street Name Type House No Apt No.

Select ;] [ _‘_] | _'J | l]

Home Phone

I Cancel

OASIS Enrollment Quick Reference Guide CETETE <« Previous Page Next Pagd> 11



Enrolling Students

6. Complete the address for the student. 11. If you are enrolling a student in Grades 9 through 12, postenter the

_ éear in theFirst Year 9th Gradgeld. For example, for school year 2610
When entering an address for IN AREA MCPS and OUT OF AREA MCP3(1 1 you would enter 2011. If known, you should enter the year in the

residency types, first enter the zip code then enter the remaining addressEXp Year of Gratexpected year of graduation) field.

in the order of the fields on the page. If there is a protective order associ-

ated with the student, you must enter the school address instead of the s, TheFirst Year 9th Gradéeld is not editable for students enrolling in
home address. ¢' other grades and for students articulating from the eighth to ninth

grade at MCPS. For special education studentsitte Year of Grad
0 For the IN AREA MCPS residency type, only zip codes and street deta|I tleld is not editable. Its value is from the OASIS JEP module.

grtAR Ay | aOK22fQa K2YS | NBI I @At oftS F2NJ aStSOUA2Yyd C2NJ (K
OF AREA MCPS residency type, only zip codes and street detail vakd C|ICk theEnrollbutton. A message will be displayed at the top of the Stu-
within Montgomery County are available for selection. dent Enrollment List section indicating that the student has been future

enrolled.
7. For an out of area or neMCPS address, select the appropriate reason

code (only shown when those residency types are selected). Deleting a Future Enrollment

8. IntheHome Phondield, enter the home phone number. If there is no 1. Loginto OASIS.

trYREAYS LK2yS |0 K2YSZ SydSNI Iy Isléaf\é@f&ﬂqg(ﬂeswgdlg&d%rﬁzﬂe&ﬁf\l)/Qa OSttf LK2yS

ber, if provided, buhotii KS & G dzRSy i Qa OSfft LIK2YyS ydzYoSNY ! f K2dAK &2dz
do not have to enter a phone number to proceed, it is recommended that [seime  cmoiueir .,EMDGR;;H.cs U Assesswens speciaL services
you do so.

3. At the top of the page in the tab bar, hover your mouse over the ENROLL-
9. Click theSavebutton. The Future Enroliment section of the Enroliment  MENT tab to display a menu.

Main Page will open.

ENROLLMENT

Enroliment Main Page

Future Enrollment

Enroliment Search\ ID Gen

i ) Student has never been enrolled in an MCPS school. Release List
Transfer(COSA) System
RIA
School: |Herbert Hoover Middle il
Home Instruction
Non-MCPS Data Collection
Previous Enrollment: Withdraw Code: N/A Withdraw Date: N/A
Grade Level : E__Ki| Enroll Date: 01/05/2011 :
4. On the menu, seledEnroliment Main Page
Enter Code: 14 b Exp. Year of Grad: ,—
AU Student Enrollment List

! Enroll I Cancel

Grade | School Name | School | ENR Enroll Date | WD Withdrawal | School

No. = | | Code | Date | Year | |
10. Select a grade and enrollment code. The enroliment codes change based 7 resr = o ossoaee @ 2t ke
on any previous enrollment information. MioDLE
6 HERBERT 228 11 10/18/2009 00 2010 Release/ Update  Future
HOOVER WithDraw Enroll

MIDDLE

OASIS Enrollment Quick Reference Guide CETETE <« Previous Page Next Pagd> 12



Enrolling Students

5. In the Student Enrollment List, click tbelete Futurdink.

6. On the resulting confirmation message, click @kbutton to delete the
future enroliment.

Changing a Future Enrollment

To change a future enrollment (after the NYS process is run in January but
before the July flip to a new school year), delete the current future enroll-
ment and add a new future enrollment to the correct school.

OASIS Enrollment Quick Reference Guide Contents <« Previous Page Next Pagdp 13



Withdrawing Releasing Transferring Studen% the next page is a flowchart showing the process for withdrawing, releas-

, and transferring students, followed by stbp-step instructions for the
Withdrawals, releases, and transfers apply when a student is leaving MCB @éss_

changing MCPS schools. Following are some guidelines:

1 If thestudent is leaving MCP8ithdraw the studentusing the appropri-
ate withdrawal code.

7 If the student idransferring between MCPS schools during the school
year, if you are the current schoaklease the studenso that the receiv-
ing school caenroll the student.

1 If the student idransferring between MCPS schools in the sumrihgou
are the receiving schoadnroll the studentwhich automatically with-
draws the student from the current school.

The withdrawal date is generally the first school day after the last day of the
d0dzRSyiQa IGiGSYRIyOSe® /2yaARSNIGA2yad FT2NJ 40dzRSy i S6AGKRNI gl fa FNB I|a
7\

1 Scheduleg! FGSNJ 6 AGKRNI g X | éddﬁéy Q4 aOKSRdzZ S
ais |

iKS a0dRSYyid A& y2 t2y3ISNIfA&GSR S

4 Ita42 6AGKRNIG6YS | yR
Y2y3 (K248 Gl
courses.

1Ay3 GKS &iGdRSyiQs ¥:

1 ProgramgWithdrawing automatically withdraws a student from any pro-
grams at the school.

1 ESOLRecorgs L2y GSAGKRNI gl f%X | &addzRSyidQa 9{h[ adlddza 0S02YSa Ayl Omn
tive, but approval for reentry into ESOL is retained. The student can be
re-enrolled into ESOL at the receiving school. You cannot withdraw a stu-
dent the same day that an ESOL record becomes effective. You would
need to change the ESOL record.

1 Suspensiong, 2dz Ol yy2i ¢AGKRNI ¢ | &a0dzRSyid o0STF2NBE GKS addzRSydQa adzam
pension date. You would need to change the suspension.

1 Backdating WithdrawatBackdating may delete OASIS grades and will
RStSGS OftlaaNe2y FGGSYRFYyOSed | addzRSyiQa NBO2NR&A Ydzald 0SS I OGAQGS 2y
last day of the marking period for OASIS grades to be retained.

Refer to theEnrollment and Withdrawal Codsection of this guide for a list
of valid codes and code descriptions.
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OASIS Enroliment Process — Withdrawing, Releasing, Transferring Students

Log in to OASIS.

s the transfe
withdrawal in
summer?

2a

Current school
begins the process
of releasing the
student.

’

Search for the
desired student
record.

OASIS Enrollment Quick Reference Guide

Withdraw the
student using the
appropriate
withdrawal code.

ib

Yes

Receiving school
enrolls the student
(which automatically
withdraws the
student from the

current school).2,

On the Enroliment
menu, select
Enroliment Main
Page.

On the Enroliment
Main Page in the
Student Enroliment
List, click the
Release/Withdraw

link. 6

A 4

In the Enroliment
section, enter
information and
click the Withdraw
button.

Summer Withdrawal

> Withdrawal date is first
day of school.

> If no attendance by mid
September, withdraw by
September 30.

September Withdrawal
> Withdrawal date is the

day after the last day of
attendance.

> Withdraw by mid
October.

Release From Current
School

(not applicable during the
summer)

> Withdrawal code is RE
(Release for enrollment at

!

e Log out of OASIS.

Contents <« Previous Page
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Withdrawing a Student

Follow the stepby-step instructions below to withdraw a student.
1. Loginto OASIS.

2. Search for the desired student record.

STUDENT GRADE
SCHEDULING ENROLLMENT DEMOGRAPHICS REPORTING ASSESSMENTS SPECIAL SERVICES

REPORTS

Withdrawing, Releasing, Transferring Students

Enrollment

Enroll Code: 13 Enroll Date: 8/30/2010

Withdraw Code: | Y Withdraw Date 08/30/2010

Documents for Withdraw Code Collected? | 5=t =l

3. Atthe top of the page in the tab bar, hover your mouse over the ENR&LLIN the Enroliment section of the Enroliment Main Page inwWiendraw

MENT tab to display a menu.

ENROLLMENT

Enroliment Main Page
Enroliment Search\ ID Gen
Release List
Transfer(COSA) System
RIA
Home Instruction

Non-MCPS Data Collection

4. On the menu, seledEnroliment Main Page

Student Enrollment List

( ‘ ) No release is necessary for enroliment of student until after fifth day (9/3/2010) of school.
(i) Enroliment at your school will automatically withdraw the student from the current school.

( , ) Be aware that this student's schedule at HERBERT HOOVER MIDDLE will be deleted on withdraw.

I Enroll

School School ENR
Name No. Code

7 HERBERT 228 13
HOOVER
MIDDLE

Grade

School
Year

Enroll Date | WD Withdrawal
Code Date

08/30/12010 00 2011

Update

Release/

I Enroll |
Cancel

5. In the Student Enrollment List, click tRelease/WithDrawlink.

OASIS Enrollment Quick Reference Guide

Codefield, select the reason for withdrawal.

7. In theWithdraw Datefield, enter the effective date of the withdrawal,
most easily by clicking the calendar icon to the right of the field.

8. In theDocuments for Withdraw Code Collectedield, selectYesor No.

Although critical for only high schools, all schools should have the appro-
priate documentation to support the selected withdrawal code.

9. Click thewithdraw button to update the student record, as shown in the
Student Enrollment List.

Student Enrollment List

| Enroll

Release
Date

School
Year

Enroll Date | WD Withdrawal
Code Date

School ENR

School
Name No.

Code

Update
Withdraw

7 HERBERT 228 13 08/30/2010 15 10042010 2011

HOOVER
MIDDLE

] Enroll k,
Cancel

‘ If cau:[ionary messages are displayed indigating unintgndgd pﬁegts of
UKS AUKRNI gl f 2y UKS aiudzZRSyuduQa
marks and you do not wish to proceed with the withdrawal, click the
Cancebutton on the message then théancebutton in the Enroll-
ment section of the Enrollment Main Page.

Processing Summer Withdrawals

If a student notifies you of a withdrawal during the summer (which includes
the first 5 days of the school year) or was expected at your school in Septem-
ber but has no recorded attendance by r8éptember and will not be at-
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Withdrawing, Releasing, Transferring Students

tending your school, withdraw the student as a summer withdrawal. The 5. In the Student Enrollment List, click thigpdate Withdrawlink.
withdrawal date for summer withdrawals is the first day of school. Students
with no September attendance should be withdrawn by September 30 as a  Update Withdraw

summer withdrawal.

ProcessingeptembeMVithdrawals

Enroll Code: 13 Enroll Date: 08/30/2010

If a student attends any time in September, has at least 5 days of unexplainec e =
absences, and will no longer be attending your school, withdraw the student [ “Wihcraw { Cance
dZé)\)fH I a uKS gANUKRNI g f RIGS uKS Ric ' TUOSNJ UND L I au RI € zT uKS a u dzR

dance. Process all September withdrawals by mid October.

Updating a Withdrawal

6. Make the necessary changes.

7. Click thewithdraw button to update the student record.

You can update a withdrawal date and reason within the same school year as

the withdrawal was entered.
1. Loginto OASIS.

2. Search for the desired student record.

STUDENT

GRADE
SCHEDULING ENROLLMENT DEMOGRAPHICS REPORTING ASSESSMENTS

3. At the top of the page in the tab bar, hover your mouse over the ENROL

MENT tab to display a menu.

ENROLLMENT

Enrollment Main Page
Enreliment Search\ ID Gen
Release List
Transfer(COSA) System
RIA
Home Instruction

Non-MCPS Data Collection

4. On the menu, seledEnroliment Main Page

Student Enrollment List

| ENR Enroll Date | WD |
| No. Code Code

HERBERT 228 13 08/30/2010 15 10042010
HOOVER
MIDDLE

OASIS Enrollment Quick Reference Guide

SPECIAL SERVICES

| Enroll

REPORTS

Cancelling a Withdrawal
You can cancel a withdrawal by doing either of the following:

1 Enrolling a student on the same date as the withdrawal at the same
school. The enroliment reverses the withdrawal.

1 Changing the withdrawal code to RE (Release for enrollment at another
location) then clearing the release. This method is for the active school
I'§7ear only. Releases do not apply during the summer.

Releasing a Student Transferring Between MCPS

Schools

Students changing schools during the current school year must be released
from their current school then enrolled in the receiving school. A release
unlocks a student record so that another school can enroll the student. Ac-
cordingly, the current school can control the date the student is allowed to be
transferred and can finish entering any grades, special programs, accommo-
dations, and IEP information.

The release does not specify the receiving school. Also, a release does not
withdraw a student from the current school. The current school must con-
tinue taking attendance and must report grades for the student until the stu-
dent is enrolled in the receiving school. After being enrolled in the receiving
school, the student is automatically withdrawn from the current school with

Contents <« Previous Page Next Pagd»> 17



Withdrawing, Releasing, Transferring Students

one of the transfer withdrawal codes. The receiving school then requests 8he A message will show at the top of the page confirming that-amaé has

A0dzRSyiQa NBO2NREA FTNRY G(GKS OdNNBy (o &®ODKR228wi TNRY @&2dzNJ aOKz22f (G2 GKS
release.

Releases do not occur during the summer, which includes the first 5 days of

school, because students have not started classes, so begin and end datF@éréasing a Student From the Current School
classes do not have to be tracked. Delaying tracking until after the fifth day of g in 1o OASIS.
school allows for quickly adjusting student schedules at the start of the

school year. 2. Search for the desired student record.
Requesting a Release From the Current School SCHEDULWG | EWROLWENT | omibomufWcs | mommo  ASSSsWEWs  seeowLsemvees  Repows

1. Loginto OASIS. .
g 3. At the top of the page in the tab bar, hover your mouse over the ENROLL-

2. Search for the desired student record. MENT tab to display a menu.
SCHEDULING. ENROLLMENT DEMSJE?,E‘;L,CS RE;"%RAD#NG ASSESSMENTS SPECIAL SERVICES REPORTS ENROLLMENT

Enroliment Main Page
3. At the top of the page in the tab bar, hover your mouse over the ENROLL: “ = °*
MENT tab to display a menu. iapafedCOSE) ovaion
RIA
Home Instruction
ENROLLMENT Non-MCPS Data Collection
Enroliment Main Page
Enrcliment Search\ ID Gen .
Release List 4. On the menu, seledEnroliment Main Page
Transfer(COSA) System
RIA .
Home instruction Student Enrollment List

Non-MCPS Data Collection

. ; ‘i‘E,“,‘;ﬂ}‘ |

School School ENR Enroll Date | WD Withdrawal School

4. On the menu, seledEnroliment Main Page [Wame  |Wo. | Code | Code | Date | Year |
7 HERBERT 228 13 08212009 00 2010  Releasel Update
- HOOVER WithDraw Enroll
Student Enrollment List MIDDLE
o - = . ‘ . i Enroll
. - Cancel
Grade School ENR Enroll Date | WD ‘Withdrawal School Release
Name No. VCode Code Date Year | ; Date
Al oS A 2010 Ressel  Uoddle Fuwe Bequed 5. In the Student Enrollment List, click tRelease/WithDrawlink.

MIDDLE Enroll

{ Enroll ] Clear Release

Canéél ]

5. In the Student Enroliment List, click tRequest Releasknk.
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Withdrawing, Releasing, Transferring Students

Enrollment 3. At the top of the page in the tab bar, hover your mouse over the ENROLL-
MENT tab to display a menu.

. 13 . 8312009
Enroll Code: Enroll Date: ENROLLMENT

Withdraw Code: | b Withdraw Date |08/312009 Enroliment Main Page

Enroliment Search\ ID Gen
Documents for Withdraw Code Collected? [seect =

Release List

Transfer(COSA) System

RIA

Home Instruction
Non-MCPS Data Collection

6. Inthe Enroliment section of the Enrollment Main Page inWithdraw

Codefield, selecRE(Release for enroliment at another locatign )
4. On the menu, seledEnroliment Main Page

7. In theWithdraw Datefield, select the effective date of the release, most

easily by clicking the calendar icon to the right of the field. Student Enrollment List
X ( , This student has now been released for enroliment at another school. The student is still enrolled at your school until picked up by
8. IntheDocuments for Withdraw Code Collectedield, selectYesor No. ~ another school.

Although critical for only high schools, all schools should have the appro-

priate documentation to support the selected withdrawal code. Grade  School | School |ENR | EmollDsic WD | Wihirawsl | School e
. . ? HERBERT 228 13 08/31/2008 RE 2010 Release/ Update  Future  02/16/2010
9. Click thewithdraw button to release the student from the current HaoveR WARDI2W gy
school. The Student Enroliment List will show the release date. ‘ - : . BT
Cancel

Student Enrollment List . .
5. In the Student Enrollment List, click tGdear Releasbutton.

(i) This student has now heen released for enroliment at another schoal. The student s still enrolled at your school until picked up by
~ anather schoal.

Changing a Release Date (From the Current School Only)

{ Enroll =

ol Cearrel i
. _ « |_cearee ] | oginto OASIS.
Grade School School | ENR Enroll Date | WD Withdrawal | School Release
Name No. Code Code Date Year DE .
7 WERaERT zzs 1 owews e o e e e cecow | 2. Se€arch for the desired student record.
HOOVER WithDraw gy
MIDDLE e
| Evol | ClearRelease SCHEDULING ENROLLMENT ngmﬂgﬁhcg i ASSESSMENTS SPECIAL SERVICES REPORTS
Cancel

_ 3. At the top of the page in the tab bar, hover your mouse over the ENROLL-
Clearing a Release Date (From the Current School Only)  MENT tab to display a menu.
1. Loginto OASIS.

ENROLLMENT

2. Search for the desired student record. Enrolment lfain Page

Enroliment Search\ ID Gen
— Release List
s s UDEN ‘GRADE
SCHEDULING ENROLLMENT el SPECIAL SERVICES REPORTS Transfer(COSA) System
RIA

Home Instruction

Non-MCPS Data Collection
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Withdrawing, Releasing, Transferring Students

4. On the menu, seledEnroliment Main Page Viewing the Release List for Your School
. Follow the instructions below to view a list of students from your school who
Student Enrollment List have been released to enroll in another MCPS school.
(ri\') This student has now heen released for enrollment at another school. The student is still enrolled at your school until picked up by
" anather school. 1 Log in tO OASIS
School School ENR Enroll Date | WD Withdrawal School Release
Name No. Code Code Date Year Date
Ty R SRR TR AR AR e w0 Pk s fase c2ozov 2 At the top of the page in the tab bar, hover your mouse over the ENROLL-
MIDDLE - ool .
MENT tab to display a menu.
[Ccarear |
5. In the Student Enroliment List, click tRelease/WithDrawlink. e
Release List
Enro llment Transfer(C:liA) System
Home Instruction
Non-MCPS Data Collection
Enroll Code: 13 Enroll Date: 8/31/2009
inaraw Code; RE ¥ winarawate " 3. Onthe menu, seled®elease List
Documents for Withdraw Code Collected? |Ve ) j'

| wihdraw | ' L A —

Enroliment Search\ ID Gen

Enroliment Details

6. IntheWithdraw Datefield, change the release date, most easily by click- | e seressnaeaer
ing the calendar icon to the right of the field. Heinsseli

Student Detail ~ School Detail

7. Click thewithdraw button to update the release date, which will be Hlo School.
shown in the Student Enrollment List.

Select Another School:

Student Enrollment List

(fi\) This student has now been released for enrollment at another school. The student is still enrolled at your school until picked up by

~ another school. 4. On the left side of the page on the School Detail tab, select your school.
The release list for your school will be displayed.

m- | Clear Release -

Grade School ENR Enroll Date | WD School Release

Name No. Code Date Year Date
7 HERBERT 228 13 08/31/2008 RE 2010  Release/  Update Future 02/16/2010
HOOVER WithDiaw  gnyq
MIDDLE R
. . m | Clear Release
| cancel
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Withdrawing, Releasing, Transferring Students

lease Lis . Open |+ . .
Release Lis At the top of some transfer pages is @penbutton ( ). Click this but-
, ton to show special programs in which the selected student participates. Click
TN EEINCTEE. the Hide button when you are finished viewing this information.
100222 Adams Abigail 12 09/12/2007 02/05/2008
Edison Thomas 9 09/18/2007 02/26/2008
Ross Betsy 3 09/19/2007 03/11/2008 Transfer(COSA} Secondary Info
Special ED: N 504 Plan: N
Cancel

ESOL: N

Viewing Transfer (COSA) Information

In the OASIS Enrollment module, you can track COSA information. A C
'y | LIINBGSR GNIYATFTSNI FNR2Y | auﬁég Wi qSM&gYQggT&%%S%E?i % @% §§é% fs

requests or special program placements. Parents can request a COSA tran f?vICPS school to another MCPS school.
from February 1 through April 1 for any of the following reasons:

i i 1. Loginto OASIS.
1 Documented, unique hardship oginto

§ Exemptions 2. Search for the desired student record.

STUDENT GRADE
SCHEDULING ENROLLMENT DEMOGRAPHICS REPORTING ASSESSMENTS SPECIAL SERVICES REPORTS

1 Sibling An older sibling attends the requested school in the regular

program absent a boundary change. 3. At the top of the page in the tab bar, hover your mouse over the ENROLL-

f Continuationt Middle school students on an approved COSA may con-MENT tab to display a menu.
GAydzS (G2 GKIFG a0K22f Q& TFTSSRSNI LI AA&NY KAJIK 50K22ft3 SEOSLI 6KSy I F
fected by boundary change or consortium choice guidelines. To con- =" ="
tinue in the feeder pattern from middle school to high school, a new  evoiment searhio cen
COSA form must be submitted. (Elementary school students return to e

Transfer(COSA) System

their home middle schools unless a COSA form is submitted and ap- R
proved based on unique hardship or one of other exemptions in this .o s
list.)

1 Exempt ProgramsThe student is selected for an exempt program. 4. On the menu, selectransfer (COSA) System list of transfer records for
the selected student will be displayed.

1 Family RelocationWhen a family moves within Montgomery County,
preference to remain in the original school will be considered to com-  Transfer(COSA) List

plete the current school yearonly. e - =

Students new to MCPS must be enrolled and registered in their home school | #/#«oe® E;E""E“'“R“ B
e (234) THOMAS S WOOTTON HIGH Approved 8/30/2010
before submitting a COSA request.

(237) FROST MIDDLE Approved 08/27/2007
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Withdrawing, Releasing, Transferring Students

5. Click theView Onlylink for the transfer record whose detail you want to Lo
VleW Enroliment Main Page
Enroliment Search\ ID Gen
Release List
Student Transfer(COSA) Detail Transfer(COSA) System
RIA
Current Address: ;‘zﬁg'(gvlf:l‘-%R'ng;OSE-i App Address: ;%)OT(&E‘.%R%ggoss.z Hoeme Instruction
Non-MCPS Data Collection
Home Schook: WINSTON CHURCHILL HIGH (602)
Request School:  THOMAS S WOOTTON HIGH (234) 4. On the menu, selectransfer (COSA) System list of transfer records for
s 0812012010 the selected student will be displayed.
Status: Approved

> Enroliment > TransferCOSA) System

Transfer(COSA) System
Reason Code: Complete Sequence -

Student Transfer(COSA

School Transfer(COSA) Report

- e ————— PR Transfer(COSA) List
I Cancel I Update | Delete ransfer(COSA) Status Report g . 5 ~ G ” 5 e s ~ R
- o - g - Carlos Santana (209) LAKEWOOD ELEMENTARY Approved 09/04/2001 View Only
Originating | Date Received | Where Date Sent Status Code RSl o) (234) THOMAS S WOOTTON HIGH Approved 0813012010 View/Edit
Lacstion L ,Sem . | |2H2T:I‘ SRR (237) FROST MIDDLE Approved 0872712007 View Only
88 03/18/2010 12 04/14/2010 Approved Update Delete Grade B , ' O e
~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~ DOB: 5/12/1996 . e
Male
Hispanic
. - Hige |t 1
Viewing a School Transfer (COSA) Report
Follow the instructions below to view transfer log details about students 5 On the left of the page on th&ransfer (COSA) Systemenu, select
transferred to or from a school during a particular school year. School Transfer (COSA) Report

1. Loginto OASIS. School Transfer Log Selection

2. Search foanystudent record. e _
. S : | Please Select =
You must search for a student record to be able to select a school in a chack erseScee R
later step From/To Indicator: ¢ From ¢ To
SCHEDULING. ENROLLMENT S S SPECIAL SERVICES REPORTS

3. At the top of the page in the tab bar, hover your mouse over the ENROLL-
MENT tab to display a menu. 6. Provide the information requested. In the#om/To indicatorfield, select
whether you want to view details about transfdrem or to the selected
school during the selected school year.

7. Click theSubmitbutton to view the transfer log detail.
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Withdrawing, Releasing, Transferring Students

School Transfer Log Detail

Transfers: 0 WINSTON CHURCHILL HIGH (602) 3

School Year: 2010

MENT tab to display a menu.

ENROLLMENT

Status

Ethnic From To Reason

Enroliment Main Page
Group Sch. Sch.

Enroliment Search\ ID Gen

368741 Andrews Benita F E 12 AL 230 602 Scheduled Approved

'SPECIAL SERVICES

REPORTS

At the top of the page in the tab bar, hover your mouse over the ENROLL-

Release List
Move Transfer(COSA) System
301123 Atwater Kimberly E F 11 w 424 602 Hardship Approved RIA
409657 Bateman Michael ] M 12 w 201 602 Scheduled Approved Home Instruction
Move Non-MCPS Data Collection
782619 Cho Nicole A F 11 Asian 125 602 Hardship Approved
469469 Daniels Risa K E 10 w 125 602 Scheduled Approved .
Hove B 4. On the menu, selectransfer (COSA) System list of transfer records for
Year

the selected student will be displayed.
8. Do the following, if desired:

> Enrcliment > TransferlCOSA) System

Student Transfer(COSA)

1 To view a list of transfer records for a student, click the ID link for that ~_ = "~
student. Transfer(COSA) Status Report

Transfer(COSA) List

Student Detail Request School Status Effective Date

Carlos Santana (209) LAKEWOOD ELEMENTARY Approved 08/04/2001
ID: 242675 (active)

THOMAS S WOOTTON HIGH
(234) (237) FROST MIDDLE Approved 08/27/2007

(234) THOMAS S WOOTTON HIGH Approved 08/30/2010

Status

Request School Effective Date

(209) LAKEWOOD ELEMENTARY Approved 09/04/2001 View Only Grade 9
DOB: 5/12/1996
(234) THOMAS S WOOTTON HIGH Approved 08/20/2010 View/Edit Male

(237) FROST MIDDLE Approved 08/27/2007 View Only Hispanic

1 To export the detail to an Excel spreadsheet, clickikeebutton. 9 On the left of the page on théransfer (COSA) Systemenu, select

From there, you can print and save the detail if needed. Transfer (COSA) Status Report
Viewing a Transfer (COSA) Status Report Seloolseeeion for oot
Follow the instructions below to view a transfer status report for a school for School Year: [Pesseseest 5]
a particular school year. o E
1. Loginto OASIS. | |
Pending I ubmt |
2. Search foanystudent record. ke —
Approved -1 Year
Approved
You must search for a student record to be able to select a school in a Lol

later step. . . .
P 6. Provide the information requested for the report.

OASIS Enrollment Quick Reference Guide Contents <« Previous Page Next Pagdp>
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Withdrawing, Releasing, Transferring Students
7. Click theSubmitbutton to view the report.

Transfer Status Report

School Year: 2010

Ethnic
Group

8. Do the following, if desired:

1 To view a list of transfer records for a student, click the ID link for that
student.

Transfer(COSA) List

1
, . 1
Request School Status Effective Date ‘

(209) LAKEWOOD ELEMENTARY Approved 08/04/2001 View Only
(234) THOMAS S WOOTTON HIGH Approved 08/30/2010 View/Edit
(237) FROST MIDDLE Approved 08/27/2007 View Only

1 To export the detail to an Excel spreadsheet, clickgkeelbutton.
From there, you can print and save the report if needed.
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Updating Student Information | o |

Enroliment Main Page

Ly GKS h!{L{ 9yNREtfYSyd Y2RdzA Sz &2 swmsccs YIAYGIAY + aGdRSYydQ
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A student can have a primary and an additional mailing address. Generally, = "=
the primary address is used for mailing all correspondence, including report -
cards. However, the additional address can be designated as the mailing éid-
dress. Only one address will be used for mailitfge primary or the addi- '

tional address not both.

On the menu, seledEnroliment Main Pageo display that menu on the
left of the page.

When you search for a student record, demographics including the addresses
and phone number for the student will be displayed.

Updating the Mailing Address and Phone Number

1. Navigate to theEnrollment Main Pagenenu.

2. On the menu, seledpdate Address/Phone

After searching for the desired student record, you can make any necessary
corrections to the addresses, phone number, and demographics by navigating
to the Enrollment Main Pagenenu and proceeding with the appropriate step
-by-step instructions in the following sections.

To navigate th&nrollment Main Pagenenu, do the following:
3. Enter the new address and phone number.

STUDENT GRADE
SCHEDULING ENROLLMENT DEMOGRAPHICS REPORTING ASSESSMENTS SPECIAL SERVICES REPORTS

. When entering an address for the IN AREA MCPS residency types, first
1. Atthe top of the page in the tab bar, hover your mouse over the ENROLLg e the 2ip code then enter the remaining address in the order of the
MENT tab to display a menu. fields on the page.
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