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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 
can also view change of school assignment (COSA) information and update student demographics 
and contact information. For more information about enrollment and withdrawals at MCPS, refer to 
the Montgomery County Public Schools Student Recordkeeper Manual. 

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. 

For readability, you can press Ctrl+L to view this document in Full Screen Mode. Press the Esc key to 
return to normal viewing mode. 

http://www.montgomeryschoolsmd.org/departments/regulatoryaccountability/pdf/StudentRecordkeeperManual.pdf
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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 enrollments for the upcoming school year. Future en-
rollments for active MCPS students are automatic after the NYS process is 
run. 

If enrollment is during the first 5 days of the school year, the enrollment date 
is set to the first day of school. After the first 5 days, the enrollment date is 
set to the actual date.  

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, 
ǘƘŜ ǎǘǳŘŜƴǘΩǎ ōƛǊǘƘŘŀȅ Ƴŀȅ ōŜ ƛƴŎƻǊǊŜŎǘΦ .ȅ ǎǘŀǘŜ ƭŀǿΣ ǿƘŜƴ ǊŜƎƛǎǘŜǊπ
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 the Enrollment and Withdrawal Codes section of this guide for a list 
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-
ready enrolled or does not already have an ID. If the student does not have 
an ID, you must generate one before proceeding with the enrollment proc-
ess. 

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

1. Log in to OASIS. 

 

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

 

3. On the menu, select Enrollment Search/ID Gen to begin the process of 
verifying that the student is not already enrolled. 

 

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

5. Click the Search button. Results are displayed below your search parame-
ters. 
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Green highlighting indicates the part of the student record that matches 
your search parameters. The right-most column is a rough indicator of 
the strength of the matches on a scale of 1 to 6, with the lower number 
indicating the closest match. If an exact or very close match is found, ver-
ify if it is the same student. If it is, use the existing ID to enroll the student 
in your school. If it is not the same student or is a new student, proceed 
to the next step. 

To avoid generating duplicate IDs for a student, when verifying if an 
exact match has been found, make sure to thoroughly check the 
search results, especially if a student has double last names or a name 
with a generational suffix such as Jr. or Sr. 

6. Click the Gen ID button to generate a unique ID for the student. 

 

7. In the Generate New Student ID section of the Enrollment Main Page, 
ŎƻƳǇƭŜǘŜ ǘƘŜ ƛƴŦƻǊƳŀǘƛƻƴ ŦƻǊ ǘƘŜ ǎǘǳŘŜƴǘΣ ƛƴŎƭǳŘƛƴƎ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǎƻŎƛŀƭ 
security number if known. 

8. Click the Generate Id button. 

If you have not entered a social security number, you will be prompted 
to enter one. Click OK to clear the message, and click the Generate Id 
button again to proceed. 

Enrolling a Student in the Current School Year 
In the current school year, you can enroll a new-to-MCPS student or a previ-
ously enrolled student. The main difference in the enrollment process is that, 
for the new-to-MCPS student, you generally must generate a unique student 
ID, except if the student is cleared for enrollment through the Residency and 
International Admissions office or the Division of Consortia Choice and Appli-
cation Program Services. Although the ID for the previously enrolled or 
cleared student should already be in the system, you must still check to en-
sure that it is. 

You cannot enroll a student in a school year within the last 5 days of 
that school year. 

On the next page is a flowchart showing the process for enrolling a student in 
the current school year, followed by step-by-step instructions for the process. 
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Follow the step-by-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 ID, and generate an ID if necessary. 

 

2. In the Student Enrollment List, click the Enroll button to open the Student 
Address section of the Enrollment Main Page. At this point, the student is 
inactive, as shown in the Student Detail at the left of the page. 

For a new-to-MCPS student, the Student Address section will look like the 
following: 

 

For a previously enrolled student, the Student Address section will ini-
tially look like the following: 

 

3. In the School field, if not already selected, select the school in which the 
student is enrolling. 

4. In the Residency Type ŦƛŜƭŘΣ ǎŜƭŜŎǘ ǘƘŜ ƭƻŎŀǘƛƻƴ ƻŦ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ŀŘŘǊŜǎǎΥ 

¶ IN AREA MCPSτaddress is in your home school area. 

¶ OUT OF AREA MCPSτaddress is in Montgomery County but not in 
your school area. 

¶ NON MCPSτaddress 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. 
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5. Complete or correct the address 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 
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 
home address. 

For the IN AREA MCPS residency type, only zip codes and street detail 
ǾŀƭƛŘ ƛƴ ŀ ǎŎƘƻƻƭΩǎ ƘƻƳŜ ŀǊŜŀ ŀǊŜ ŀǾŀƛƭŀōƭŜ ŦƻǊ ǎŜƭŜŎǘƛƻƴΦ CƻǊ ǘƘŜ h¦¢ 
OF AREA MCPS residency type, only zip codes and street detail valid 
within Montgomery County are available for selection. 

6. For an out of area or non-MCPS address, select the appropriate reason 
code (only shown when those residency types are selected). 

7. In the Home Phone field, enter the home phone number. If there is no 
ƭŀƴŘƭƛƴŜ ǇƘƻƴŜ ŀǘ ƘƻƳŜΣ ŜƴǘŜǊ ŀ ǇŀǊŜƴǘΩǎ ƻǊ ƎǳŀǊŘƛŀƴΩǎ ŎŜƭƭ ǇƘƻƴŜ ƴǳƳπ
ber, if provided, but not ǘƘŜ ǎǘǳŘŜƴǘΩǎ ŎŜƭƭ ǇƘƻƴŜ ƴǳƳōŜǊΦ !ƭǘƘƻǳƎƘ ȅƻǳ 
do not have to enter a phone number to proceed, it is recommended that 
you do so. 

8. Click the Save button. The Enrollment section of the Enrollment Main 
Page will open. 

For a new-to-MCPS student, a message will be displayed at the top of the 
Enrollment section confirming that the student is new to MCPS. 

 

For a previously enrolled student, messages similar to those shown below will 
be displayed, depending on the grade level for the student. 

 

9. Select a grade and enrollment code. The enrollment codes change based 
on any previous enrollment information. 

10. If you are enrolling a student in Grades 9 through 12, you must enter the 
year in the First Year 9th Grade field. For example, for school year 2010-
2011, you would enter 2011. If known, you should enter the year in the 
Exp. Year of Grad (expected year of graduation) field. 

The First Year 9th Grade field is not editable for students enrolling in 
other grades and for students articulating from the eighth to ninth 
grade at MCPS. For special education students, the Exp. Year of Grad 
field is not editable. Its value is from the OASIS IEP module. 

11. Click the Enroll button. The student is now actively enrolled in the se-
lected school, as shown in the Student Detail at the left of the page. 
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12. On the left of the page on the Enrollment Main Page menu, select Up-
date Demographics. 

13. ¦ǇŘŀǘŜ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ŘŜƳƻƎǊŀǇƘƛŎǎΣ ŦƻƭƭƻǿƛƴƎ ǘƘŜ ǎǘŜǇ-by-step instruc-
tions on page 27. 

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

¶ Select the Update Enroll link. 

¶ Correct the expected year of graduation if necessary, and click the En-
roll button. 

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

Student Demographics moduleτUpdate emergency card informa-
tion. 

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

Updating Enrollment 
1. Log in to OASIS. 

2. Search for the desired student record. 

 

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

 

4. On the menu, select Enrollment Main Page. 

 

5. In the Student Enrollment List, click the Update Enroll link. 

 

6. 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. 

You can view a year in the Orig. Year of Grad field and correct the year in 
the First Year 9th Grade field and in the Exp. Year of Grad (expected year 
of graduation) field only for students enrolled in Grades 9 through 12. 
(For school year 2010-2011, the year would be 2011, for example.) If you 
correct the expected year of graduation, you will be prompted to select a 
reason. The First Year 9th Grade field 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, the Exp. Year of Grad field is not edit-
able. Its value is from the OASIS IEP module. 
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7. Click the Enroll button. 

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 Withdrawals section of this guide. 

/ŀƴŎŜƭƭƛƴƎ ŜƴǊƻƭƭƳŜƴǘ ŘŜƭŜǘŜǎ ƛƴŦƻǊƳŀǘƛƻƴ ŀōƻǳǘ ŀ ǎǘǳŘŜƴǘΩǎ ǎŎƘŜŘǳƭŜǎΣ 
grades, suspensions, interventions. Cancelling enrollment also deletes educa-
tional management team (EMT) referrals and office referrals that are main-
tained on the myMCPS Student page. 

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 step-by-step instructions for the process. 
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Follow the step-by-step instructions below to enroll a student in a future 
school year (after the NYS process is run in January until the July flip to a new 
school year). 

1. Do one of the following: 

¶ For a currently enrolled student who is not changing schools, on the 
Enrollment Main Page in the Student Enrollment List, verify the accu-
racy of the future enrollment record. The future enrollment in the 
next school year is automatic after the NYS process is run. 

¶ For a currently enrolled student who is changing schools, if you are the 
current school, delete the future enrollment (as described in the step-
by-step instructions on page 12) and add a new future enrollment to 
the correct school by proceeding to the next step. 

¶ For a student who is not currently enrolled, proceed with the next 
step. 

2. Verify that the student is not already enrolled or does not already have 
an ID, and generate an ID if necessary. 

 

3. In the Student Enrollment List, click the Future link. The Student Address 
section of the Enrollment Main Page will open. 

 

4. In the School field, if not already selected, select the school in which the 
student is enrolling. 

5. In the Residency Type ŦƛŜƭŘΣ ǎŜƭŜŎǘ ǘƘŜ ƭƻŎŀǘƛƻƴ ƻŦ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ŀŘŘǊŜǎǎΥ 

¶ IN AREA MCPSτaddress is in your home school area. 

¶ OUT OF AREA MCPSτaddress is in Montgomery County but not in 
your school area. 

¶ NON MCPSτaddress 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. 
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6. Complete the address 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 
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 
home address. 

For the IN AREA MCPS residency type, only zip codes and street detail 
ǾŀƭƛŘ ƛƴ ŀ ǎŎƘƻƻƭΩǎ ƘƻƳŜ ŀǊŜŀ ŀǊŜ ŀǾŀƛƭŀōƭŜ ŦƻǊ ǎŜƭŜŎǘƛƻƴΦ CƻǊ ǘƘŜ h¦¢ 
OF AREA MCPS residency type, only zip codes and street detail valid 
within Montgomery County are available for selection. 

7. For an out of area or non-MCPS address, select the appropriate reason 
code (only shown when those residency types are selected). 

8. In the Home Phone field, enter the home phone number. If there is no 
ƭŀƴŘƭƛƴŜ ǇƘƻƴŜ ŀǘ ƘƻƳŜΣ ŜƴǘŜǊ ŀ ǇŀǊŜƴǘΩǎ ƻǊ ƎǳŀǊŘƛŀƴΩǎ ŎŜƭƭ ǇƘƻƴŜ ƴǳƳπ
ber, if provided, but not ǘƘŜ ǎǘǳŘŜƴǘΩǎ ŎŜƭƭ ǇƘƻƴŜ ƴǳƳōŜǊΦ !ƭǘƘƻǳƎƘ ȅƻǳ 
do not have to enter a phone number to proceed, it is recommended that 
you do so. 

9. Click the Save button. The Future Enrollment section of the Enrollment 
Main Page will open. 

 

10. Select a grade and enrollment code. The enrollment codes change based 
on any previous enrollment information. 

11. If you are enrolling a student in Grades 9 through 12, you must enter the 
year in the First Year 9th Grade field. For example, for school year 2010-
2011, you would enter 2011. If known, you should enter the year in the 
Exp. Year of Grad (expected year of graduation) field. 

The First Year 9th Grade field is not editable for students enrolling in 
other grades and for students articulating from the eighth to ninth 
grade at MCPS. For special education students, the Exp. Year of Grad 
field is not editable. Its value is from the OASIS IEP module. 

12. Click the Enroll button. A message will be displayed at the top of the Stu-
dent Enrollment List section indicating that the student has been future 
enrolled. 

Deleting a Future Enrollment 
1. Log in to OASIS. 

2. Search for the desired student record. 

 

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

 

4. On the menu, select Enrollment Main Page. 
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5. In the Student Enrollment List, click the Delete Future link. 

6. On the resulting confirmation message, click the OK button to delete the 
future enrollment. 

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. 
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Withdrawing, Releasing, Transferring Students 
Withdrawals, releases, and transfers apply when a student is leaving MCPS or 
changing MCPS schools. Following are some guidelines: 

¶ If the student is leaving MCPS, withdraw the student using the appropri-
ate withdrawal code. 

¶ If the student is transferring between MCPS schools during the school 
year, if you are the current school, release the student so that the receiv-
ing school can enroll the student. 

¶ If the student is transferring between MCPS schools in the summer, if you 
are the receiving school, enroll the student, which automatically with-
draws the student from the current school. 

The withdrawal date is generally the first school day after the last day of the 
ǎǘǳŘŜƴǘΩǎ ŀǘǘŜƴŘŀƴŎŜΦ /ƻƴǎƛŘŜǊŀǘƛƻƴǎ ŦƻǊ ǎǘǳŘŜƴǘ ǿƛǘƘŘǊŀǿŀƭǎ ŀǊŜ ŀǎ ŦƻƭƭƻǿǎΥ 

¶ Schedulesς!ŦǘŜǊ ǿƛǘƘŘǊŀǿŀƭΣ ŀ ǎǘǳŘŜƴǘΩǎ ǎŎƘŜŘǳƭŜ ƛǎ ŀƭǎƻ ǿƛǘƘŘǊŀǿƴΣ ŀƴŘ 
ǘƘŜ ǎǘǳŘŜƴǘ ƛǎ ƴƻ ƭƻƴƎŜǊ ƭƛǎǘŜŘ ŀƳƻƴƎ ǘƘƻǎŜ ǘŀƪƛƴƎ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ŦƻǊƳŜǊ 
courses. 

¶ ProgramsςWithdrawing automatically withdraws a student from any pro-
grams at the school. 

¶ ESOL Recordsς¦Ǉƻƴ ǿƛǘƘŘǊŀǿŀƭΣ ŀ ǎǘǳŘŜƴǘΩǎ 9{h[ ǎǘŀǘǳǎ ōŜŎƻƳŜǎ ƛƴŀŎπ
tive, but approval for re-entry 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. 

¶ Suspensionsς̧ ƻǳ Ŏŀƴƴƻǘ ǿƛǘƘŘǊŀǿ ŀ ǎǘǳŘŜƴǘ ōŜŦƻǊŜ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǎǳǎπ
pension date. You would need to change the suspension. 

¶ Backdating WithdrawalςBackdating may delete OASIS grades and will 
ŘŜƭŜǘŜ ŎƭŀǎǎǊƻƻƳ ŀǘǘŜƴŘŀƴŎŜΦ ! ǎǘǳŘŜƴǘΩǎ ǊŜŎƻǊŘǎ Ƴǳǎǘ ōŜ ŀŎǘƛǾŜ ƻƴ ǘƘŜ 
last day of the marking period for OASIS grades to be retained. 

Refer to the Enrollment and Withdrawal Codes section of this guide for a list 
of valid codes and code descriptions. 

On the next page is a flowchart showing the process for withdrawing, releas-
ing, and transferring students, followed by step-by-step instructions for the 
process. 
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Withdrawing a Student 
Follow the step-by-step instructions below to withdraw a student. 

1. Log in to OASIS. 

2. Search for the desired student record. 

 

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

 

4. On the menu, select Enrollment Main Page. 

 

5. In the Student Enrollment List, click the Release/WithDraw link. 

 

6. In the Enrollment section of the Enrollment Main Page in the Withdraw 
Code field, select the reason for withdrawal. 

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

8. In the Documents for Withdraw Code Collected? field, select Yes or No. 

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

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

 

If cautionary messages are displayed indicating unintended effects of 
ǘƘŜ ǿƛǘƘŘǊŀǿŀƭ ƻƴ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǎŎƘŜŘǳƭŜΣ ǇǊƻƎǊŀƳǎΣ ŀǘǘŜƴŘŀƴŎŜΣ ƻǊ 
marks and you do not wish to proceed with the withdrawal, click the 
Cancel button on the message then the Cancel button 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 mid-September and will not be at-
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tending your school, withdraw the student as a summer withdrawal. The 
withdrawal date for summer withdrawals is the first day of school. Students 
with no September attendance should be withdrawn by September 30 as a 
summer withdrawal. 

Processing September Withdrawals 
If a student attends any time in September, has at least 5 days of unexplained 
absences, and will no longer be attending your school, withdraw the student 
ǳǎƛƴƎ ŀǎ ǘƘŜ ǿƛǘƘŘǊŀǿŀƭ ŘŀǘŜ ǘƘŜ Řŀȅ ŀŦǘŜǊ ǘƘŜ ƭŀǎǘ Řŀȅ ƻŦ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ŀǘǘŜƴπ
dance. Process all September withdrawals by mid October. 

Updating a Withdrawal 
You can update a withdrawal date and reason within the same school year as 
the withdrawal was entered. 

1. Log in to OASIS. 

2. Search for the desired student record. 

 

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

 

4. On the menu, select Enrollment Main Page. 

 

5. In the Student Enrollment List, click the Update Withdraw link. 

 

6. Make the necessary changes. 

7. Click the Withdraw button to update the student record. 

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

¶ Enrolling a student on the same date as the withdrawal at the same 
school. The enrollment reverses the withdrawal.  

¶ Changing the withdrawal code to RE (Release for enrollment at another 
location) then clearing the release. This method is for the active school 
year 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 
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one of the transfer withdrawal codes. The receiving school then requests the 
ǎǘǳŘŜƴǘΩǎ ǊŜŎƻǊŘǎ ŦǊƻƳ ǘƘŜ ŎǳǊǊŜƴǘ ǎŎƘƻƻƭΦ 

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 dates for 
classes do not have to be tracked. Delaying tracking until after the fifth day of 
school allows for quickly adjusting student schedules at the start of the 
school year. 

Requesting a Release From the Current School 
1. Log in to OASIS. 

2. Search for the desired student record. 

 

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

 

4. On the menu, select Enrollment Main Page. 

 

5. In the Student Enrollment List, click the Request Release link. 

6. A message will show at the top of the page confirming that an e-mail has 
ōŜŜƴ ǎŜƴǘ ŦǊƻƳ ȅƻǳǊ ǎŎƘƻƻƭ ǘƻ ǘƘŜ ŎǳǊǊŜƴǘ ǎŎƘƻƻƭ ŀǎƪƛƴƎ ŦƻǊ ǘƘŜ ǎǘǳŘŜƴǘΩǎ 
release. 

Releasing a Student From the Current School 
1. Log in to OASIS. 

2. Search for the desired student record. 

 

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

 

4. On the menu, select Enrollment Main Page. 

 

5. In the Student Enrollment List, click the Release/WithDraw link. 
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6. In the Enrollment section of the Enrollment Main Page in the Withdraw 
Code field, select RE (Release for enrollment at another location). 

7. In the Withdraw Date field, select the effective date of the release, most 
easily by clicking the calendar icon to the right of the field. 

8. In the Documents for Withdraw Code Collected? field, select Yes or No. 

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

9. Click the Withdraw button to release the student from the current 
school. The Student Enrollment List will show the release date. 

 

Clearing a Release Date (From the Current School Only) 
1. Log in to OASIS. 

2. Search for the desired student record. 

 

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

 

4. On the menu, select Enrollment Main Page. 

 

5. In the Student Enrollment List, click the Clear Release button. 

Changing a Release Date (From the Current School Only) 
1. Log in to OASIS. 

2. Search for the desired student record. 

 

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

 

5. In the Student Enrollment List, click the Release/WithDraw link. 

 

6. In the Withdraw Date field, change the release date, most easily by click-
ing the calendar icon to the right of the field. 

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

 

Viewing the Release List for Your School 
Follow the instructions below to view a list of students from your school who 
have been released to enroll in another MCPS school. 

1. Log in to OASIS. 

 

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

 

3. On the menu, select Release List. 

 

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. 
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Viewing Transfer (COSA) Information 
In the OASIS Enrollment module, you can track COSA information. A COSA is 
ŀƴ ŀǇǇǊƻǾŜŘ ǘǊŀƴǎŦŜǊ ŦǊƻƳ ŀ ǎǘǳŘŜƴǘΩǎ ŀǎǎƛƎƴŜŘ ǎŎƘƻƻƭ ŘǳŜ ǘƻ ǎǇŜŎƛŀƭ ŦŀƳƛƭȅ 
requests or special program placements. Parents can request a COSA transfer 
from February 1 through April 1 for any of the following reasons: 

¶ Documented, unique hardship 

¶ Exemptions 

¶ Sibling: An older sibling attends the requested school in the regular 
program absent a boundary change. 

¶ Continuation: Middle school students on an approved COSA may con-
ǘƛƴǳŜ ǘƻ ǘƘŀǘ ǎŎƘƻƻƭΩǎ ŦŜŜŘŜǊ ǇŀǘǘŜǊƴ ƘƛƎƘ ǎŎƘƻƻƭΣ ŜȄŎŜǇǘ ǿƘŜƴ ŀŦπ
fected by boundary change or consortium choice guidelines. To con-
tinue in the feeder pattern from middle school to high school, a new 
COSA form must be submitted. (Elementary school students return to 
their home middle schools unless a COSA form is submitted and ap-
proved based on unique hardship or one of other exemptions in this 
list.) 

¶ Exempt Programs: The student is selected for an exempt program. 

¶ Family Relocation: When a family moves within Montgomery County, 
preference to remain in the original school will be considered to com-
plete the current school year only. 

Students new to MCPS must be enrolled and registered in their home school 
before submitting a COSA request. 

At the top of some transfer pages is an Open button ( ). Click this but-
ton to show special programs in which the selected student participates. Click 
the Hide button when you are finished viewing this information. 

 

Viewing a Student Transfer (COSA) Record 
Cƻƭƭƻǿ ǘƘŜ ƛƴǎǘǊǳŎǘƛƻƴǎ ōŜƭƻǿ ǘƻ ǾƛŜǿ ŘŜǘŀƛƭǎ ŀōƻǳǘ ŀ ǎǘǳŘŜƴǘΩǎ ǘǊŀƴǎŦŜǊǎ ŦǊƻƳ 
one MCPS school to another MCPS school. 

1. Log in to OASIS. 

2. Search for the desired student record. 

 

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

 

4. On the menu, select Transfer (COSA) System. A list of transfer records for 
the selected student will be displayed. 
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5. Click the View Only link for the transfer record whose detail you want to 
view. 

 

Viewing a School Transfer (COSA) Report 
Follow the instructions below to view transfer log details about students 
transferred to or from a school during a particular school year. 

1. Log in to OASIS. 

2. Search for any student record. 

You must search for a student record to be able to select a school in a 
later step. 

 

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

 

4. On the menu, select Transfer (COSA) System. A list of transfer records for 
the selected student will be displayed. 

 

5. On the left of the page on the Transfer (COSA) System menu, select 
School Transfer (COSA) Report. 

 

6. Provide the information requested. In the From/To indicator field, select 
whether you want to view details about transfers from or to the selected 
school during the selected school year. 

7. Click the Submit button to view the transfer log detail. 
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8. Do the following, if desired: 

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

 

¶ To export the detail to an Excel spreadsheet, click the Excel button. 
From there, you can print and save the detail if needed. 

Viewing a Transfer (COSA) Status Report 
Follow the instructions below to view a transfer status report for a school for 
a particular school year. 

1. Log in to OASIS. 

2. Search for any student record. 

You must search for a student record to be able to select a school in a 
later step. 

 

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

 

4. On the menu, select Transfer (COSA) System. A list of transfer records for 
the selected student will be displayed. 

 

5. On the left of the page on the Transfer (COSA) System menu, select 
Transfer (COSA) Status Report. 

 

6. Provide the information requested for the report. 
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7. Click the Submit button to view the report. 

 

8. Do the following, if desired: 

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

 

¶ To export the detail to an Excel spreadsheet, click the Excel button. 
From there, you can print and save the report if needed. 
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Updating Student Information 
Lƴ ǘƘŜ h!{L{ 9ƴǊƻƭƭƳŜƴǘ ƳƻŘǳƭŜΣ ȅƻǳ Ŏŀƴ Ƴŀƛƴǘŀƛƴ ŀ ǎǘǳŘŜƴǘΩǎ ŎǳǊǊŜƴǘ ŀŘπ
ŘǊŜǎǎŜǎ ŀƴŘ ǇƘƻƴŜ ƴǳƳōŜǊ ŀƴŘ ǳǇŘŀǘŜ ŀ ǎǘǳŘŜƴǘΩǎ ŘŜƳƻƎǊŀǇƘƛŎǎΦ 

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 ad-
dress. Only one address will be used for mailingτthe primary or the addi-
tional addressτnot both. 

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

 

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 Page menu and proceeding with the appropriate step
-by-step instructions in the following sections. 

To navigate the Enrollment Main Page menu, do the following: 

 

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

 

2. On the menu, select Enrollment Main Page to display that menu on the 
left of the page. 

 

Updating the Mailing Address and Phone Number 
1. Navigate to the Enrollment Main Page menu. 

2. On the menu, select Update Address/Phone. 

 

3. Enter the new address and phone number. 

When entering an address for the IN AREA MCPS residency types, first 
enter the zip code then enter the remaining address in the order of the 
fields on the page. 










