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Introduction

The Testing Accommodations and 504 Plan module is part of the Montgomery County
Public Schools (MCPS) Online Administrative Student Information System (OASIS). It
provides a record of a student’s testing accommodations or 504 plans. This user manual
provides step-by-step instructions for managing students’ testing accommodations and 504
plans.

Primary users of this module are:
e School administrative secretaries
e School testing coordinators

e (Central office staff

You can add these types of testing accommodations:
e [EP testing accommodations
e ESOL testing accommodations
e RELL testing accommodations

e 504 accommodations including 504 plan disabilities and related services

A student can have only one active plan type: 504 plan or IEP testing accommodations.
However, a student can have ESOL testing accommodations with either a 504 plan or IEP
testing accommodations.

Managing students’ testing accommodation and 504 plans involves these tasks:

1. Add testing accommodations and 504 plan information for a student

2. Edit or delete testing accommodations and 504 plan information for a student
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1 Manage Testing Accommodations

Use the Student Plans page to add or delete accommodations for a student. This page
displays the Student Detail and lists the plans that are associated with that student.

This page also displays a Y or N next to Special Ed/IEP, ESOL, and RELL to indicate
whether the student is a Special Education student or an ESOL student. You can add IEP
testing accommodations only if the student is a Special Education student. You can add
ESOL testing accommodations only if the student is an ESOL student.

1.1 Add Testing Accommodations

To add testing accommodations:

1. Log on to OASIS.

2. Hover the mouse pointer over the Student Demographics tab to display its menu

choices.

3. Click Accommodation.

STUDENT
DEMOGRAFHICS

Student Incuiry
Learning Academy
Residency Werification
Studert Programs
ESOL Services
EZOL Survey
S50
Homeless
Suspensions
ESOL Services
Residency Campliance
Buillying
Activity Fee
Impact &id

l—
@D

If you have not selected a school, you may be asked to do so. See Section 4.3 Select a

School for more information.

If you have not already selected a student, you will be asked to do so. See Section 4.2
Search for Students for information on this task.

The student’s Student Plan record appears.
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Accommodations ® Studenth hics = =
Student Plans

Student Plans
Reports

Student Accomm. Report [ | | Student does not have any plans.

Student List By Plan

L, Erinter Friendly

Studert List By Grace W Special EDIEP: ESOL: 1 RELL: r
| AddIEP Accomm, | AddRELL Accomm. | Add 504 Plan |  2oddESOL Accomm.
Student Detail
uder all Eenin -
ICn: (active) Mo Records Found.

RICHARD MONTGOMERY HIGH |
(201)

A IER Accomm, | AddRELL Accomm. | Add 504 Plan |  2oddESOL Accomm.

Mvacda 44

4. As appropriate, click either the Add IEP Accomm., Add ESOL Accomm., Add 504
Plan, or Add RELL Accomm. button. The Student Plans page appears for you to select

the appropriate accommodations.

Note: The “Add IEP Accomm.” and other buttons are activated only if the student is a

Special Ed, ESOL or RELL respectively.

5. Indicate the plan’s Begin Date using the calendar icons or by entering the date in
MM/DD/YYYY format. Note that you cannot select a Start Date that occurs in the

future, nor and End Date past the last day of the school year.

Select Plan Dates:

Begin Dt: [18/28/2006 i End Dt: [05/31/2007

Plan Type: ESOL

Select Accommodations Current Accommaodations

2-H MOMTOR TEST RESPONSE N
\ INSTRUCTIOMNAL ASSISTAMNT ]

Accomm. Code

|
| Cancel | Save

= Student Demographics = Accommodations > Student Flans L, Printer Friendly
Student Plans
"L special EDIEP: N ESOL: ¥ RELL: N

6. Under Select Accommodations, click the accommodation to select it. To select more
than one testing accommodation, hold the Ctrl key while you click each accommodation.

7. Click the > button to move the selections to Current Accommodations.
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Note: To remove a Current Accommodations, click on it and click < to return it to
Select Accommodations.

8. When finished, click either

e Save to save the testing accommodations to the student’s record and return to the
Student Plan

e Cancel to return to the Student Plan. No changes are saved.

= Student Demographics » Accommedations

L, Frinter Friendly

Student Plans

{"j"j Drata was saved successiully

li:._j:) Special EDAEP: N ESOL: ¥ RELL: N

Add [EP Accomm Add RELL Accomm Acd 504 Plan Add ES0L Accomm

SI252006 03312007 ESOL g Edlit Delete
712005 0B/30/2006 ESOL Wi Edit Delete

A [EP Accamim. Add RELL Acoomm. Acldd 504 Plan Add ESOL Acoomim.

1.2 Update Testing Accommodations

To change the IEP or ESOL testing accommodations:

1. Retrieve the student’s Student Plan. See Section 1.1 Add Testing Accommodations for
information on how to do so.

= Student Demographics » Accommadations

L Frinter Friendly

Student Plans

(i) Datawas saved successfully

Ii_:_j:} Special EDIEP: N ESOL: ¥ RELL: N

Aodd [EP Accomm. Add RELL Accomm. Add 504 Plan Add ESOL Accomm.

Begin Dt.

Plan Type

S/28L2006 05731 72007 ESOL

TH2005 0673072006 ESOL

Ao [EP Accarmim. Add RELL Accormim. Add 503 Plan

Add ESOL Accomim.

2. On the Student Plan, click the View/Edit link for the plan that you want to update. The
student’s current testing accommodation plan appears.

3. Ifnecessary, update the End Date.
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Note: You cannot change a Start Date. If the Start Date for testing accommodations has
changed, delete the record and create a new one with the correct Start Date.

4. As with adding the initial testing accommodations, add or remove the information in the
Current Accommodations list as needed.

5. When finished, click either

a. Save to save the updated testing accommodation information to the student’s
record and return to the Student Plan

b. Cancel to return to the Student Plan. No changes are saved.

1.3 Update Testing Accommodations

1. Retrieve the student’s Student Plan. See Section 1.1 Add Testing Accommodations for
information on how to do so.
2. On the Student Plan, click the Delete link for the plan to delete.

3. When requested, click OK to confirm that you wish to delete the plan.
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2 Managing 504 Plans for Students

You can manage a 504 plan for a disabled student to indicate the type of disability, the

appropriate accommodation code(s), and relevant related services.

2.1 Add a 504 Plan for a Student

To add a 504 plan for a student.
1. Log on to OASIS.

2. Hover the mouse pointer over the Student Demographics tab to display its menu

choices.

3. Click Accommodation.

STUDENT
DEMOGRAFHICS

Student Incuiry
Learning Academy
Residency Werification
Studert Programs
ESOL Services
EZOL Survey
S50
Homeless
Suspensions
ESOL Services
Residency Campliance
Buillying
Activity Fee
Impact &id

l—
@D

If you have not selected a school, you may be asked to do so. See Section 4.3 Select a

School for more information.

If you have not already selected a student, you will be asked to do so. See Section 4.2
Search for Students for information on this task.

The student’s Student Plan record appears.
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STUDENT GRADE
SCHEDULING ENROLLMENT DEMOGRAFHICS REFORTING ASSESSMENTS REFORTS

Accommodations ot hics = dation, L, Frinter Friendly
Student List

Student Plans
Student Plans

(i) special EDIEP: N ESOL: ¥ RELL: N

Detail  School Detail

Student Hame

D974 (active) Add [ER Accomm Agd RELL &ccomm Acdd 504 Plan Add ESOL Accomm
PARKLAMND MIDDLE (5123

Grade &

DioB: 11721931

Male TH2005 063072005 ESOL i Bt Drelete

African American, Mot Hizpanic

Al IEF Accaomm. Add RELL Accomm. Acld 504 Plan Add ESCL Accomm.

4. Click the Add 504 Plan button. The Student Plans page for 504 appears.

5. Indicate the plan’s Begin Date using the calendar icons or by entering the date in
MM/DD/YYYY format. Note that you cannot select a Start Date that occurs in the
future, nor and End Date beyond 12 months from the start date.

S ; e o ramrnn, | 0. From the Select
Disabilities list

Student Plans >

select the

\1/ Special EDIEP: N ESOL: Y RELL: N Student’s

disability. Click
the right arrow to

g " add it to the

Select Plan Dates:

Plan Type: 504 Current
Select Disabilities Current Disabilities Disabilities list.
E—T— 7. From the Solect
10 ADDIADHD 51 DIABETES .
Accommodations
20 HEARING IMPAIRMENT 100 VISLIAL PROCESSING i .
| list, select the
60 ORTHOPEDIC )
approprlate
40 LEARNING
0 v accommodation.
0 ALDITORY PROCESSING Bl Clle the rlght
) _ arrow to add it to
Select Accommodations Current Accommodations
X the Current
Accomm. Code Accomm. Code Description .
Accommodations
020 HOME AHD HOSPITAL TEACHING 010 HEALTH-RELATED SERVICES .
030 INSTRUCTIONAL ASSISTANT LI 18 LARGE PRINT list.
= TR s wewcewwesss 1| 8, From the Select
050 TRANSPORTATION .
Related Services
1-C SIGH LANGLAGE list. select the
= 1S
approprlate
Select Related Services Current Related Services SeI'Vice . Chck the
Fight o 0 add
2 COUEELIE B it to the Current
20 CONSULTATION OTRT Related Services
0 COMSULTATION SPEECHL AMGUAGE LI

list. This field is
optional.
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Note: To select more than one item, hold the Ctrl key while you click each choice. To
remove a choice in any of the Current entries, click it and click < to return it to its Select
list.

9. When finished, click either
e Save to save the 504 plan to the student’s record and return to the Student Plan

e Cancel to return to the Student Plan. No changes are saved.

2.2 Update the Student’s 504 Plan

To change the student’s 504 plan:

1. Retrieve the student’s Student Plan. See Section 2.1 Add a 504 Plan for a Student for
information on how to do so.

# Student Demographics * Accommodations L Printer Friendly

Student Plans

[ 1) Datawas saved successully

| | ! Special EDIEP: N ESOL: ¥ RELL: H

SI2872008 Q373172007 E=0L

/2372008 121572008 a04

T 2005 052372008 ESOL

Add [EP Accomm. Add RELL Accomm. Add 504 Plan Add ES0L Accomm.

2. On the Student Plan, click the View/Edit link for the 504 plan to update. The student’s
current 504 plan appears.

3. If necessary, update the End Date.

Note: You cannot change a Start Date. If the Start Date has changed, delete the record
and create a new one with the correct Start Date.

4. As with adding the initial 504 plan, add or remove the information in the Current
Disabilities, Current Testing, and Current Related Services lists as needed.

5. When finished, click either

c. Save to save the updated 504 plan to the student’s record and return to the
Student Plan

d. Cancel to return to the Student Plan. No changes are saved.

8 Revised: January 02, 2007



Testing Accommodations and 504 Plans User Manual
Version 2.3

2.3 Update Testing Accommodations

Note: If you delete the all the data for a 504 plan, the entire plan is deleted from the database.

1. Retrieve the student’s Student Plan. See Section 2.1 Add a 504 Plan for a Student for
information on how to do so.

2. On the Student Plan, click the Delete link for the 504 plan to delete.
3. When requested, click OK to confirm that you wish to delete the plan.
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3 Reports
3.1 Student Accommodations Report

Through OASIS, you can identify all active accommodations from all plans for a particular
student in one report. To do so:
1. Log on to OASIS.

2. Hover the mouse pointer over the Student Demographics tab to display its menu

choices.
STUDENT GRADE
SCHEDULING EMROLLMENT DEMOGRARHICS REPORTING AESSESSMENTS REFORTS
Student Incuiey
- = Angom
Accommodations Learning Academy
Residency Verification
Student Plans Stl_l d Studen:‘lpmgrams
Reports
" ESOL Services
Student Accomm, Report (P) E least one field must be entered.
ESOL Survey
Student Lizt By Plan 251
Student List By Grade Homeless
SuEpensions
Fesidency Compliance
Student Detail .
Buillying
Ho Student. Activity Fee
Shew [+ f

. Accommodsations
Find Another Student: Active L nactive o EitheriDont Know

IE ter Student 1D G |
nter studen |_'3 | Clear Search

3. Click Accommodations

If you have not already selected a student, you will be asked to do so. See Section 4.2
Search for Students for information on this task.

4. Click Student Accomm. Report on the left-hand menu. The Report appears for the
student.

STUDENT CRADE
SCHEDULING ENROLLMENT DEMOGRAFPHICS REPORTING ASSESSMENTS REFPORTS

* Student Demographics = Accommeodations

Accommodations

Student Plans

Student Report

IEP Accommodations

Reports
Student Accomm. Report

Studert List By Plan

Begin Dt: S22/2006 End Dt: 5152007
Stucdent List By Grade
N [
ESTE = (ET 040 INSTRUCTIONAL STRATEGIES
2.8 SCRIBE
I (activel
ASHELURTON ELEMEMNT &R 2 RESPOMD ON TEST BOOKLET
[425) 2-m GRAPHIC ORGAMZERS
Grade
e a-m EXTENDED TIME
hals a-m REDUCE DISTRACTIONS TO THE
African american, Mot Hispanic STUDEMT
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3.2 Students List By Plan

Through OASIS, you can identify by school, a list of all students for whom 504, ESOL, IEP,
and RELL plans are captured. To do so:
5. Log on to OASIS.

6. Hover the mouse pointer over the Student Demographics tab to display its menu

choices.
STUDENT GRADE
SCHEDULING EMROLLMENT DEMOGRARHICS REPORTING AESSESSMENTS REFORTS
Student Incuiey
- = Angom
Accommodations = Learning Academy
Residency Verification
Student Plans Stl_l d Studen:‘lpmgrams
Reports
ESOL Services
Student Accomm, Report E least one field must be entered.
ESOL Survey
Student Lizt By Plan 251
Student List By Grade Homeless
SuEpensions
Fesidency Compliance
Student Detail .
Buillying
Ho Student. Activity Fee
Show [+ y

. Accommodsations
Find Another Student: Active o nactive o EitheriDont Know

IE ter Student 1D G |
nter studen |_'3 | Clear Search

7. Click Accommodations.

If you have not already selected a student, you will be asked to do so. See Section 4.2
Search for Students for information on this task.

8. Click Student List By Plan on the left-hand menu. The Student List appears. If you
have not selected a school, you may be asked to do so. See Section 4.3 Select a School
for more information.

9. Using the Plan Type drop-down list, select type of plan for which you to see designated
students.

STUDENT GRADE
SCHEDULING ENROLLMENT DEMOGRAPHICS REFORTING ASSESSMENTS REPORTS

= Student Demographics = Accommodations

Accommodations

Student Plans

Students With Plans

Reports

There is no selected schoal.

Plan Type: |504 'I
I Showy Studernts
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have an active plan of that type will be displayed.

10. Click the Show Students button. The list of those students in the school that currently

11. Click a student’s Student ID number to see all the plans that pertain to the student.

> Student Demographics = Accommodations

Student Plans

ESOL: ¥

(i) special EDIEP: N RELL: N

L, Frinter Friendhy

Addd [EP Accarmim.

Ao RELL Accomm

TH2005 01 /3002006 ESCL

/372006 20272007 a04

Addl 504 Plan

e Eclit
iy Bt

Add ESOL Accomim.

Delete
Delete

Add [EP Accamm.

Aold RELL Accomm.

Add 504 Plan

Add ESOL Accomm.

12

Revised: January 02, 2007



Testing Accommodations and 504 Plans User Manual
Version 2.3

3.3 Student List by Grade

Through OASIS you can identify, by Grade level, a list of all students with indicators to
inform you whether they are currently ESOL, RELL, IEP or 504 as well as if
accommodations have already been entered for each student or not. To do so:

12. Log on to OASIS.
13. Hover the mouse pointer over the Student Demographics tab to display its menu
choices.
STUDENT GRADE i .
SCHEDULING ENROLLMENT DEMOGRAFPHICS REFORTING ASSESSMENTS REFORTS

Student Inouiry
= Studer ons

Accommodations Learning Academy

Residency Yerification
— Stud Studer: Programs :
Reports
. ESOL Services i
Student Accomm. Repart \1)/ Pl Inue.
ESOL Survey

Student Lizt By Plan ssL

Student List By Grade \L/ { Homeless Al BRI R

(i) ° Susfpansle : as identified by Dept of Shared Accountability, as of 12/11/2008.

* Residency Compliance dentified.

Student Detail School Detail i
Bullying

Ho School. Activity Fee
Shote [+ s

Accommodations
Select Another School:

I-—Please Select-- :I

14. Click Accommodations.

15. Click Student List By Grade on the left-hand menu. The Student List appears. If you
have not selected a school, you may be asked to do so. See Section 4.3 Select a School
for more information.

16. You will be asked to select a valid grade level now from the drop down list

Student List By Grade
- | | - Cuarrent, P - Past, B - Rewver, blank — <o

i | 1 T only current RELL students as identified by Dept of Shared Accountahbiliby, as of 1 2112006
) * COnly current IEF students identified.

Student Grade: I ot vI

17. Then click on Show students once you have selected a Grade.
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18. The list of students in that Grade will be displayed. Use the following legend when
examining the indicators for each student:

C : Current
P : Past

N : Never
Blank : No

Student ID | First Name Last Hame

516280 ALERS JOMES 7 It} i i} 1t} i il
473303 DELMIS LM ZOR: 7 ] I I I I &}
396302 PHUC THO: MGLYEN 7 i P I I I &}
B05332 RAMDY REVESCRUZ 7 P I © I P I &
519213 CYMNTHIA GROSS 7 ] I I I I &}
1113 ALTAGRACIA  BELTRANWILCHE 7 P I © I i I &
519216 AKX GROSS 7 P I I I I 1y
337ET0 STEFFANE ORDOMEZ-TURCID 7 [ P I I I &}
BO7EGS GREGORY GADBOIS 7 ] I I I I &}
415057 MARIALY MM OHANLAYORN 7 ] I I i I &
929893 EhILY DOLLEMORE 7 | I I I I &}
342243 LADY MARIAMA  TAPATARIWERS 7 [ I I I I &}
501090 LESLY MEMDEZ 7 P P i I I I 1y
15156 RAIRAMNDA, MANGAND 7 ] I I I I &}
F20026 KAREN BOMILLA 7 P P [ I I I &}
G20219 JEMMIFER GLEYARA 7 ] I I i I &
510002 ARIEL DOMSCARDOMS, 7 P I I B I &}
BO0Z2295 MARC AMASTAS] 7 ] I I I I &}
B05306 CHARLIE MEMBRERD 7 ] I I I I &}
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4 Common Tasks
41 Log On and Off of OASIS

To log on to OASIS:
1. Enter your User name and Password, and select the appropriate domain.
2. When finished, click Go.

Login

(T) Please Enter username and password.

User name: | |

Password: | |

Log on to: |MCPSMD

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

Student Search | Contact Us | Helg | Log ©ut ’

| Welcome, | ¥Yiew Profila

4.2 Search for Students

To search for the student’s record.

1. On the OASIS menu, click the Student Search link in the upper right-hand corner. The
Student Search page appears.
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_oﬂva Montgomery County Public Schools Welcome, usernot [ view Profils |

Online Administrative Student Information System

CP5

T e : i STUDENT
sC : H DEMOGRAPHICS
= Student Demographics L, Printer Friendly
Student Detail
Ho Student. Student Search
-
.. - [ j) Entersearch parameters; atleastone field must be entered.
Find Another Student:
IEnter Student ID |Go Student ID: | |
SSN: | |
| 1_' User Tif
= v Last Name: | |
Welcome to DASIS! )
Suspensions and Student First Name: | |
Programs modules will be
back onling by the first day .
of =choal, AGES e Active c Inactive « EitheriDon't Know

2. Enter search criteria in one or more fields. You can search for a student using the Student
ID, social security number (SSN), Last Name, First Name, or a combination of fields.
Use the percent sign (%) as a wildcard to enter part of a name or number. For example,
entering a Last Name and R% in the First Name field retrieves all students with the
designated last name and whose first name begins with R.

Student Search

[:'T.:] Enter search parameters; at least one field must he entered.

Student ID: | |

ssM: | |

Last Name: |Gr0ves \ |

First Name: |R% |

Status: Artive L Inactive 2 EithenDont know

3. For Status, click an the option button to search by status:
e Active: All active students that meet the search criteria
o Inactive: All inactive students that meet the search criteria

o Either/Don’t Know: All students that meet the search criteria regardless of their
active/inactive status

4. Click Search. If you entered either a first or last name, you see the list of students that
match the search criteria.
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Student Search

Search Results (Click on a column heading to sort the list)

743 H B H 1211938 18 ¥ Montgomery 757
Blair High

G21 H L ] 1 DG S54 21 I Rosemary Hills 794
Elementary

QB0 H H B 07111997 9 Y Sligo Creek 51T
Elementary

585 H R 3 01031932 24 I Sherwood High a03

621 H 5 M 097231934 22 I Watter Johnzon 424

High

]
(=]
(]

030401 551 25 Ilia

To see a student’s record, click the Student ID.

The student whose record is retrieved is now the current student. Student-based work that
you perform in this module will pertain to that student until you retrieve another student’s
record.

In many cases, secondary information about the student is available but is hidden by
default on the page.

e (lick its Open button to view that information.

= Scheduling * Secondany Drop Add

Scheduling Secondary Info

e C(Click its Hide button to hide the information.

= Scheduling » Secondary Drop #Add = Wiew Class By Course

Scheduling Secondary Info

Special ED: N 504 Plan: M

ESOL: M FARMS Plan:

Note: 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 on the left-hand menu and click Go.

Some students have enrollments in more than one school, including non-MCPS schools.
If you select Scheduling = Secondary Drop Add = Student Class Drop/Add, all
enrollments will appear. Click View Schedule for the school schedule you want to view.
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Enrollment List

School Ho. School Name

230 ROCKYILLE HIGH

Enroliment Date Withdrawal Date

14407/2005 Wiew Schedule

4.3 Select a School

If you are involved in more than one school, you be asked to select the appropriate one. To

do so,

1. On the right-hand menu, see the School Detail tab.

2. Under Select Another School:, click the down arrow. A list of schools appears.

3. Click the school name to select it.

STUDENT GRADE

SCHEDULING DEMOGRAPHICS REFORTING

ENROLLMERNT

Master Schedule Maintenace = Scheduling » Master Schedule Maintenace

Teacher/Counselor Mnt. o
Teacher List

Class Info knt.

Aol Mewr ClassiSaction (i) Flease select a school before cortinuing.

Course Mnt. By Year

Restricted Course List By Year

Student Detail School Detail

Ho School.

Select Another School:

--Pleaze Select-- ;I

--Pleaze Select-- -
& Wario Loiederman Midde T |
Albert Einstein High —
Argyle Middle
Baker Middle
Benjamin Banneker Middle
Bethezda-cheyy Chase High
Briggz Chaney WMiddle Schoo
Cahin John Middle

Col Zadok Magruder High
INCamazcus High =

ASSESSMENTS REFORTS
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