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1.0 Introduction 
 
The Student Bullying module is part of the Montgomery County Public Schools (MCPS) 
Online Administrative Student Information System (OASIS).  It provides the 
functionality of viewing, adding and updating records of bullying victim and offender 
records.  
 
Primary users of this module are: 
• School administrative secretaries 
• School principals 
• School administrators 
 
This user manual provides step-by-step instructions for using the Student Bullying 
module to manage students’ bullying records.  
 
 
2.0 Managing Student Bullying Records 
 
To manage students’ bullying records, you perform the following tasks: 
  
1. Search for a student record 
2. View the Student Bullying list 
3. Add, update, or delete bullying victim information 
4. Add, update, or delete bullying offender information 
 
These tasks are described in the sections below. 
 
2.1 Searching for Student History 
 
You must first search for the student record that you want to view. To open a student 
record, log on to OASIS and click the Student tab at the top of the page. You see the 
Student Search page. 
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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. 
 
To search for a student record: 
 
1. Enter search criteria in one or more fields. 
 
2. In the Active YN field, click an option button to search for the following: 
 

• All:  All students that meet the search criteria 
• Yes:  Students that are active in the MCPS system 
• No:  Students that are no longer active in the MCPS system 

 
3. Click Search. 
 
If you entered either a first or last name, you see the list of students that match the search 
criteria. 
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4. To see a student’s record, click the Student ID.  You see the Student Demographic 
page.   

5. Click on the Bullying link in left navigation menu.  You see the Student Bullying List 
page. 

 
Note:  If you entered the Student ID or the SSN, your search should bring up only one 
student. You see the Student Demographic page for that student. Click on the Bullying 
link in left navigation menu.  You will see the Student Bullying List page. 
 
 

 
 
 
Tip:  You can search for a new student at any time while you are working in a module. 
Enter a Student ID number in the Search box at the bottom of the page and click Go.  To 
search by name or other search criteria, click the Student Search link in the left 
navigation menu. 
 
 
2.2 Viewing Student Bullying History 
 
The Student Bullying List displays two sets of information: 
 
• Basic Student Details 
• Bullying List 
 
Basic Student Details displays information about the student such as student ID number, 
name, date of birth, grade, gender, and school.  
 
2.2.1 Viewing Bullying Victim Records 
 
When you click the Bullying link in left navigation menu, you see the Student Bullying 
List.  
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2.2.2 Viewing Bullying Offender Records 
 
For each bullying incident, there may be one or more offender associated with it. 
 
To view the offender(s), click View Offender next to the bullying record on the Student 
Bullying List.  You see the Offender List.  If there is no offender(s) for the bullying 
record, the View Offender link is disabled. 
 
To return to the Student Bullying List, click the Back to Bullying List button. 
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2.3 Adding, Updating, and Deleting Bullying Victim Record 
 
You can add a bullying victim record and update or delete an existing victim record from 
the Student Bullying List. 
 
2.3.1 Adding a Victim Bullying Record 
 
To add a victim bullying record: 
 
1. On the Student Bullying List, click the Add New Bullying Record button at the 

bottom of the page.  
 
You see the Student Enrollment List. This page displays the MCPS schools that the 
student attended, with the dates of enrollment. The system will only allow you to add 
bullying records for the current school year. 
 

 
 

2. Click Add next to the enrollment in which the bullying occurred. You see the 
Incident Detail page. 
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3. The Date of Incident and Total Days Absent fields are both required fields. 
 
4. Please choose all answers that apply for Investigation questions 1-5.  You may choose 

more than one answer for each Investigation question. 
 
5. Click Save. You see the Student Bullying List with the victim record you added 

displayed in the list 
 
2.3.2 Updating a Bullying Victim Record 
 
To change or update the information on a bullying victim record, click Update next to 
the record that you want to change on the Student Bullying List. You see the Incident 
Detail page. Change any of the information on this page. 
 
Click the Update button to save your changes. Click Cancel to return to the Student 
Bullying List without saving your changes.  
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2.3.3 Deleting a Bullying Victim Record 
 
To delete a bullying victim record, click Delete next to the record that you want to delete 
on the Student Bullying List. Click OK to confirm the deletion.  
 
 
2.4 Adding, Updating, and Deleting Bullying Offender Record 
 
A record of a bullying incident may have offender information. You add an offender 
record from the Bullying List.  But you use the Offender List to update or delete and 
offender record. 
 
2.4.1 Adding Bullying Offender Record 
 
To add a bullying offender record: 
 
1. On the Student Bullying List, Click Add Offender next to the bullying record. You 

see the Offender Detail page.  
 

 
 
2. Last Name, Age on Date of Incident, School on Date of Incident, and Days Absent 

fields are required. 
 
3. Click Save. You return to the Offender List.  
 

Click Cancel to return to the Offender List without saving your changes. 
 

Click Save & Add Another to save the offender record and remain on this page to 
add another offender record. 
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1. 

 
2.4.2 Updating Offender Information 
 
To update offender information:  
 

On the Student Bullying List, click View Offender next to the bullying record.  You 
see the Offender List.  

 

 
 
2. 

3. 

Click Update next to the offender record that you want to change. You see the 
Offender Detail page.  

 
Click the Update button to save the changes and return to the Offender List. 

 
2.4.3 Deleting Offender Record 
 
To delete the offender record, click Delete, and then click OK to confirm the deletion.  
 
Tip:  Deleting an offender record will not delete the corresponding bullying record.  
However, deleting a victim’s bullying record on the Student Bullying List page will 
delete both the bullying victim record and any offender record(s). 
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