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The George B. Thomas Sr. Learning Academy is a tutoring and Students enrolled in Saturday School also have access to addi-
mentoring program that enhances the academic performance tional programs and services that the Learning Academy offers,
and achievement of students in grades K through 12. Offered at such as peer tutoring in math for middle and high school stu-
12 school locations, referred to as centers, the primary signature dents and SAT and ACT test preparation. Annually, scholarships
program of the Learning Academy is Saturday School. On Satur- are provided to students who participated in Saturday School to
day mornings during the school year, from 8:30 to 11 a.m., certi- support students’ transition to higher education.

fied teachers and volunteer tutors work with students on core

. . . . The primary users of the Learning Academy module are center
subjects and teach successful learning and studying strategies. P y g v

administrators, center directors, and lead tutor trainers.

Manage Learning Academy Enrollment Records

In this section are instructions for maintaining student enrollment records for the Learning Academy.

View a Student’s Learning Academy History
You can view details about a student’s current and previous enroliment in the Learning Academy.

SCHEDULING ENROLLMENT mmcg RE%G ASSESSMENTS SPECIAL SERVICES g
TRANSPORTATION DISCIPL Student Inquiry Learning Academy > Leaming acscemy AlSO View Student History bv Selecting this L, Printer Friendly
A ] Data Input command on the Learning Academy menu.
AdmmFunnhonsA Student History :étlu(lieln!tlsgalr;hllllllllllllllllllllllllllllllllll:
Attendance " oAdvanced search ®
Leaming Academy A Statt -._' i '_. Enter search parameters; at least one field must be entered :
st
Residency Compliance - Stadontin :
— renors : ent ID: | | -
Student ngm_ms e Tl = State Student ID: | | -
Student Promotions T L -
Titke | Student Services : SSN: | | -
. Student List . L
1. Atthe top of the page in the tab bar, hover | . < o report . Last Name: | | "
your mouse over STUDENT DEMOGRAPHICS, M Fist Name: | | p
. s :
and select Learning Academy from the ——— " -
Status:
menu. No Student. -

2. If you have not already selected a student, chow [

search for and retrieve a student’s record  [ind Another Student:

ing ei i e Basic search
using either a basic search or an advanced e 4'0
search adeeneet Smident History

f}':. View student enrollment history and add or edit enrollment records

e Basic search—enter a student ID on the
Student Detail tab on the left of the page,
and click the Go button.

APPLICATION ATTENDANCE
e Advanced search—enter a student ID or 11032018 Rockvile 1 End Edit App Edit At Delefe smithjon
Other Search criteria on the Student Search 09/16/2017 Rockville 1] 6M15/2018 M NIA NiA dogjaned

02M12017 Springbrook HS 0 6M6/2017 MNiA N/A NIA doejaned

page, and click the Search button. If multiple
student records result from your search, click
a student ID to open the Student History.

3. On the Student History, view details about the student’s current and previous enrollments in the Learning Academy.
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Add a Learning Academy Enrollment Record
Students can begin Saturday School any time during the school year. You can add a new enrollment record for a student only after an
end date has been assigned to any of the student’s previous enrollments.

Student History 1. View a student’s Learning Academy history.

(%) View student enroliment history and add or edit enroliment records 2. Click the New button.

The New button is available only after any pre-
pep—p—— ARSENCES prep—— or vious enr_ollment records for the student have
AR A T A TTENCANCE been assigned an end date.

3. On the Student Registration, enter the infor-
mation requested, keeping in mind the follow-
Student Registration ing:

( ] )] Enter/Edit Data on Student Registration Record

e Enroll Date—Select the Saturday session

it that the student began participating in the
ESOL: N Home Phone: (301) 1234567 Learning Academy
HR Teacher/Counselor: Keller, Helen Home School: Walt Whitman High (427) !
e Center—Select the Learning Academy loca-
Enrol Date: Center: GBTL Grade: tion where the student is enrolled, which
e Parent Last Name: [piczcc Parent Fist Name: might not be the same as the student’s
Parent Work No.: Parent E-Mai: home school.
Emegency No [ ] Parent celi e GBTL Grade—Select the grade level at the
fadresss 12045 main s | C1" [potomac Learning Academy for the program or ser-
Add Z State: . . . . . .
rese® | ‘ vices in which the student will participate,
Registration fee Received: Zip:

which might not be the same as the stu-
dent’s grade level at the home school.

4. Click the Save button.

Comments:

Edit a Learning Academy Enrollment Record
You can edit only the most recent enrollment record for the current school year.

Student History 1. View a student’s Learning Academy history.

View student enroliment history and add or edit enrollment records 2. In the Student HiStOfy, click Edit App

3. On the Student Registration, edit the desired
information.

4. Click the Save button.

APPLICATION

11/10/2018 Rockville

Edit App

Student Registration

( ] )] Enter/Edit Data on Student Registration Record

Student Indicators

ESOL: N Home Phone: (301) 123-4567
HR Teacher/Counselor: Keller, Helen Home School: Walt Whitman High (427)
Envot Dat: Contr: GBTL Grade:
e Parent Last Name: |F'u:asso Parent First Name:
Parent Work No.: [3025551234 Parent E-Mail: picasso@mymail co|
Address: [12345 main st | i
Address 2: | ‘ State:
Registration fee Received: Zip: [20854

Comments:
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Assign an End Date to a Learning Academy Enrollment Record

Assigning an end date indicates that a student will not attend more Learning Academy sessions during the current school year or that

the school year’s sessions have ended.

Student History

|':' j":'. View student enrollment history and add or edit enroliment records

BEGIN DATE CENTER ABSENCES END DATE EDIT EDIT
APPLICATION ATTENDANCE

11/10/2018

Raockville End Edit App Edit At

essage from webpage

‘You are ending this record. Any attendance dates for this
student past the end date will be deleted.

Student History

|_:' i) View student enroliment history and add or edit enrollment records

BEGIN CENTER ABSENCES END DATE EDIT
DATE APPLICATION | ATTENDANCE

11/10/2018  Rockville 2

Delete a Learning Academy Enrollment Record
Only an enrollment record for the current year can be deleted.

Student History

|':' ; ':'. View student enroliment history and add or edit enroliment records

Save New
DA R AB D DA D D
ATIO A DA
11/10/2018 Rockhville 2 End Edit App Edit Aff Delete canergw
essage from webpage * | save New

You are about to delete this record. Any attendance dates for
this record will also be deleted. Do you wish to continue?

(3]

1. View a student’s Learning Academy history.
2. In the Student History, click End.

3. On the warning message that is displayed, click
the OK button.

Any attendance dates for the student past the
end date will be deleted.

4. Select the end date.
5. Click the Save button.

1. View a student’s Learning Academy history.

2. In the Student History, click Delete.

3. On the warning message that is displayed, click
the OK button.

All attendance associated with that enrollment
record also will be deleted.

Manage Learning Academy Attendance

In this section are instructions for taking and updating attendance.

Take Attendance for a List of Students at a Learning Academy Center

Learning Academy * Student Demographics > Lesming Academy
Data Input

Student History Atte]ldance

Attendance

®Please select a Subject and Subject Assigned value for each 9-12 grade student that attended Learning Academy!
Add Staff

Date: |05/04/2019 Center: |Rockville
Reports

Teacher Lisi

Grade:

ATTENDANCE SUBJECT

STUDENT IDFULL NAME SUBJECT ASSIGNED?|

1. On the Learning Academy
menu, select Attendance.

L Printer Friendly

2. Select options to define the list
of students for which you want

| cetus e to take attendance.

Grade is the grade level for the

Staff Totals [ ——— ) a S Learning Academy program or
S {09005 [topes deter Ly LA e Cmm—aT o services in which the students
B [ @O AT Peamin  f 0§ are participating, which might
[ ot S— il Spees not be the same as their grade
No Student. level at their home school.
g . Click the Get List button.
Find Another smu:::w .

Enter Student ID I Go

4. Indicate if each student was
present (P) or absent (A).

5. If applicable, for high school students who were present, select for SUBJECT the academic support that that student is receiving

then Yes for SUBJECT ASSIGNED.
6. Click The Save button.
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Update a Student’s Learning Academy Attendance
You can view and update a student’s attendance in the Learning Academy for the current school year.

Student History 1. View a student’s Learning Academy history.

.:}:. View student enroliment history and add or edit enrollment records 2. Inthe Student HiStOI"y, click Edit Att.

3. On the Attendance page, update the attend-
ance for the desired date, selecting either P
(present) or A (absent).

4. If applicable, if the student is in high school and
was present, remember to select for SUBJECT

Attendance the academic support that that student is re-
( }:.You may update this studeni's attendance. P is for present, A is for Absent CeiVing then YeS fO[' SUBIJECT ASSIGNED.
e 5. Click the Save button.

FULLNAME DATE  ATTENDANCE SUBJECT SUBJECT ASSIGNED?

Picasso, Paule (542018 Oy ™ Ll:

Picasso, Pauia (272018 | O p @ b4 & :

Picasso, Pauio (4132010 | @ p O a v Ll: o

Picasso, Paulo (4182018 v Ll:

Picasso, Pavio [anzoie | @ p O a [ Ll:

A T

Manage Learning Academy Staff

In this section are instructions for maintaining details about staff at the Learning Academy centers.

Add Staff to a Learning Academy Center: Option 1
1. On the Learning Academy
— menu, select Add Staff.

f“"::.,";:i:m"’ Add Staff 2. On the Add Staff page, enter
the information requested,

Learning Academy = Student D iics = Leaming Academ: A, Frinter Friendly

Bl Staff Information: e !
Center: Last Name: | keeping in mind the following:
Reports
Teacher List First Name: | | Certification: 1o = e Center—Select the Learning
Stalf Tatas S — = Sehool: (Piease Seect = Academy location where
Student List .
) the staff member is volun-
Weekly Statistical Report MCPS School: & .o o City: | | X
teering.
Current Address: | ‘ State: l:l
Student Detail Current Address 2 | | ] e Tutor Level-Select the staff
No Student. member’s role: Lead Tutor,
Home Phone: | | Cell Phone: ‘ .
show [ Lead Tutor trainer, Adult
Find Another Student Emall Address: | | Volunteer, Center Director
’ ’
_EI Student ID Go —
[Ener Senio_] o | Rl College Student Volunteer,

Advanced Search

Student Volunteer.

ancel § Save § Save & Add Another

e MCPS School, Certification, School-These options are available only if Lead Tutor is selected for Tutor Level.

e Active—Leave YES as the entry so that the staff member is included in the center’s Teacher List and Staff Totals.

e School-Select the Learning Academy location where the staff member is volunteering. If not an MCPS school (and MCPS School
is No), enter the school name and address.

3. To save your entries, click the Save button. To save and continue adding staff, click the Save & Add Another button.
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Add Staff to a Learning Academy Center: Option 2
1. On the Learning Academy

Learning Academy > Student Demographics > Leaming Academ: L, Frinter Friendly )
—— menu, select Teacher List.
Student History H .
Teacher List 2. Click the New button.
Aftendance Center: | Rockvile ll
Add Staft 3. On the Add Staff page, enter
the information requested,
Reports Last Name Certified . . . .
Teacher List keeping in mind the following:
T Hank Aaron Student Volunteer No Yes Edit\View Delete
John Adams Lead Tutor No No EditiView Delete e Center—Select the Learning
Student List Add Staff .
e Academy location where
R OO the staff member is volun-
Student Detail Center: Last Name: | | teering.
No Student.
o e First Name: | | Certfication: 10 v e Tutor Level-Select the staff
Show &g Tutor Level: [plezss Select ~] School: [Please Select ] member’s role: Lead Tutor,
Find Another Student: .
[Entor Stugentin_|| G0 MCPS School: & voo o e city: | ‘ LeaI\d Tutor trainer, edult
Advanced Search
Advanced Search Cumont Addros: | | Ster || Volunteer, Center Director,
College Student Volunteer,
CurrentAddress 2 | | —
Student Volunteer.

Home Phone: | | Cell Phone: ‘

e MCPS School, Certification,

School-These options are
Active: available only if Lead Tutor

Email Address: | |

is selected for Tutor Level.

Cancel g Save g Save & Add Another

e Active—Leave YES as the entry so that the staff member is included in the center’s Teacher List and Staff Totals.

e School-Select the Learning Academy location where the staff member is volunteering. If not an MCPS school (and MCPS School
is No), enter the school name and address.

4. To save your entries, click the Save button. To save and continue adding staff, click the Save & Add Another button.

View and Edit Details About Learning Academy Staff

Learning Academy > Student Demoarsphics > Lesming Acsdemy &, rinter Friendly 1. Onthe Learnlng Academy
— menu, select Teacher List.
Sy Teacher List 2. Click the Edit/View link.
Aftendance Center: | Rockville
Add Stafl 3. On the Add Staff page, edit the
desired information.
R:purt: List o Last Name
eacher Lis H R
T Hank Aaron Student Volunteer No Yes EditView Delete TO InaCtlvate Staff members
John Adams Lead Tutor No No EdillView Delete but retain their name in the
Student List
Add Staff ;
T, Teacher List, select NO for
T Active. Inactive staff are ex-
Student Detail Center: Last Name: [agron ‘ cluded from the counts in the
No Student. Fistamme: [ar | Certification: (1o - Staff Totals.
o i Tutor Level: [Siudent Volunteer ~] School: [Piease Select ~] 4. To save your entries, click the
Find Another Student:
[Entor Stugemtin_]|_8o MCPS School: & vor o e city: [Ragiaiis | S'ave buttgn. To save and con-
i S | oo tinue adding staff, click the
urren TeSS: 789 Yellow Brick Road d -m:-
Save & Add Another button.
curent gt 2 | |  —
Home Phone: 3010005555 | Cell Phone: [3401119999

Email Address: [aaronhnk@mymail.com |

Active:

Cancel Save Save & Add Another
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Delete Names From a Learning Academy Center’s Staff List

Leamning Academy > Student Demogrsphics *
e ———
Data Input
Student History TeaCher L].St
Aftendance
Add Staff
Reports
Teacher List o
Hank
Staff Totals
John
Siudent List
Ben
Weekly Stafistical Report Christi
ristina
Student Detail ey
No Student. 50
Neil
Show &g Jane
Find Another Student: Alec

Enter Student ID | Go Halle

Advanced Search

Lesming Acaderm

Center:

Armstrong
Austen

Baldwin

L, Printer Friandly

| Rockville

Last Name

Student Volunteer No Yes EdithView Deletef
Lead Tutor Nao No EditView Delete
Student Volunteer No Yes Edit\View Delete
College Student No Yes EditView Delete
Volunteer

Student Volunteer Nao Yes EditView Delete

Message from webpage 3w | EditView Delete

Edit/View Delete

) . ) ) EditView Delete
e Deleting this teacher will delete everything attached to this

Editview Delete

teacher as well.

Are you sure you want to DELETE everything attached to this
record?

O =1 o-

On the Learning Academy
menu, select Teacher List.

Click the Delete link.

On the warning message that
is displayed, click the OK but-
ton.

View Learning Academy Center Reports

In this section are instructions for viewing online reports about staff and students at Learning Academy centers.

View a Teacher List

Learning Academy

Data Input
Student History
Affendance

Add Staff

First Name

Reports
Teacher List o
Hank

Siaff Totals
John
Student List
Ben
Weekly Stafistical Report -
Christina
Student Detail LR
No Student. e
Neil
Show mg Janz
Find Another Student: i

Enter Student ID | Go Halle

Advanced Search

View Staff Totals

Teacher List

* Student Demographics > Leaming Academy

Center:

Last Name

Austen

* Student Demographics > Lesming Academy

L, Printer Friendly

|Rockville

Cerfified

Student Volunteer No Yes EdithView Delete
Lead Tutor No No EditView Delete
Student Volunteer No Yes EditView Delete
College Student No o Yes EditView Delete
Volunteer

Student Volunteer No Yes EditView Delete
Student Volunteer No

e —— w Use these controls to navigate
Student Volunteer no through the list, show it as one

Lead Tutor Ne  continuous list or divided among
Lead Tutor No

pages, and sort the list.

L, Printer Friendky

Center: |Rockville

Employee Type

Lead Tutor 2

Adult Volunteer 1

Center Director 0 e

Student Violunteer a1

Lead Tutor trainer o

College Student Volunteer 4

Total: 88 View

Learning Academy
Data Input
Student History Staff TOtalS
Attendance
Add Staff
Reports ;
Teacher List Rockile
Rackville
Staff Totals
Rockville
Student List
Rackville
Weekly Statisfical Report Rockvil
ille
Rackville
Student Detail Rochville
No Student.
Show IL§

Find Ancther Student:

Enter Student ID Go

Advanced Search

Click View to open the Teacher
list, which shows details about
staff at the center.
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1.

On the Learning Academy
menu, under Reports, select
Teacher List.

Select the Learning Academy
location.

View details about staff at that
location.

From here you can add staff
to the center, view and edit
staff details, and delete names
from the center's staff list.

On the Learning Academy
menu, under Reports, select
Staff Totals.

Select the Learning Academy
location.

View totals for each type of
staff at that location.

The totals include only active
staff.



View a Student

Learning Academy

Data Input

List

= Student Demographics > Learming Academy

L, Printer Friendky

Student History Smdeﬂt Llst

Aftendance Date: [05/0412019 | v | Center: |Rockville [v] GBTLA Grade: 12 [v] Q Gt List

Add Staff

Click this button to export the list to an Excel spreadsheet. M
s RS S
GRADE | GRADE | SCHOOL ABS

SELIUGEE 000001 Edison Thomas 2 12 Rockvile High "o 24 54

Student List 000005 Jolie Angelina 12 12 Walt Whitman High 4 7 ° 76

Weekly Statistical Report 000022 Lopez Mario 2 12 Rockville High 15 20 25

000007 Shakespears William 12 12 Rockville High T 23 70

Student Detail *

No Student.

I...

Show [+ B
Find Another Student:

Enter Student ID | Go

Advanced Search

A‘

1

| Excel

For long lists, use these controls
to navigate through the list,
show it as one continuous list or
divided among pages, and sort
the list.

On the Learning Academy
menu, under Reports, select
Student List.

Select the information to in-
clude in the report:

e Date—Saturday session in
which the students to be
listed were enrolled.

e Center—Learning Academy
location where the stu-
dents to be listed were en-
rolled on the selected date,
which might not be the
same as their home school.

e GBTLA Grade—Grade level(s) at the George B. Thomas Learning Academy (GBTLA) for the program or services in which the stu-
dents are participating, which might not be the same as their grade level at their home school. You can select a grade level or
All for all grade levels.

3. Click the Get List button.

4. View details about students at the center on the selected date and in the selected grade level(s).

View a Weekly Statistical Report

Leaming Academy > Student Demographics > Leaming Academy L, Printer Friendly
Data Input
Student Histor et .
v Weekly Statistical Data:
Aftendance Center: [Rockville v ate: 05042019 [ | Run e
Add Staff
Enroliment
Reports
Teacher List Total Enrolled 223
LA Enroliment by Gender
Student List
Weekly Statistical Reporlo Sl i)
Female 104
Student Detail Not Available a
No Student.
Enroliment By Reporting Race
Show [+ | . ) .
Find Another Student: American Indian or Alaska Native 2
Enter Student ID =0 Asian 40
{ userTip Black or African American 56
Please remember to logout Hispanic/Lafino 93
once you have finished
using OASIS. Additional
UselngpS coming soon. Native Hawaiian or Other Pacific Islander 0
Please see the Help Desk's
website for User Manuals:
for the OASIS modules that P e i
you use.
View Another Tip White 22
Enroliment By Grade Levels Enroliment Attendance
15
1 28 28
2 29 29
B e I i S e P N PRS-

N e W

P W _\'—1—-_.,*.‘_‘,_, N,

e ——— W Wy Py

11 4 4
12 4 4
Totals 223 223
Attendance*
For Quarter 3 as of 5/4/2019 12:00:00 AM
Number of Students at > 80% 47
Number of Studenis at = 50% 128

*Individual student attendance records available on request
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On the Learning Academy
menu, under Reports, select
Weekly Statistical Report.

Select the information to in-
clude in the report:

e Center—Learning Academy
location.

e Date—Saturday session for
which you want to view the
prior week’s statistics.

Click the Run button.

View the week’s enrollment
and attendance statistics for
the selected center as of the
selected date.
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