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Introduction

The Elementary Subject Assignment application enables school staff to assign or re-assign
students to a specific course section individually or as a complete unit. The Elementary
Subject Assignment module is part of the Montgomery County Public Schools (MCPS)
Online Administrative Student Information System (OASIS). This module shows the
sectioning in which a student is enrolled. You can also add sections and move students within
sections.

Primary users of this module are:

School secretaries

School administrative secretaries

School principals

School attendance secretaries
This user manual provides step-by-step instructions for using the Elementary Subject
Assignment module.

1 Access the Elementary Subject Assessment Module

To access the Elementary Subject Assessment Module:
1. Logonto OASIS.
2. Hover the mouse pointer over the Scheduling tab to display the menu items.

_G:_i"/‘.a Montgomery County Public Schools

Online Administrative Student Information System

k... STUDENT GRADE
IHOttmenT DEMOGRAPHICS REPORTING. REPORTS DISCIPLINE

SCHEDULING

Elementary Subject
Assignment

Secondary Drop Add

Student Search

NO STUGENT.

Show 111 | ] ) Enter search parameters; at least one field must be entered

3. Click the Elementary Subject Assignment link.

If you have not selected a school, you may be asked to do so. See Section 6.3 Error!
Reference source not found. for more information.

If you have not already selected a student, you will be asked to do so. See Section Error!
Reference source not found. Error! Reference source not found. for information on
this task.

2 View Teacher and Student Lists

You can view sections in the following ways:
View Teacher List
View Sections by Teacher

View Sections by Course
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View Homeroom Students

To view these lists, use the links in the left-hand menu.

2.1 View the Teacher List

The Teacher List shows all the teachers for a school to whom sections have been assigned,
and their employee ID numbers. It also provides a link to the sections assigned to each
teacher. This page is the default when you access the Elementary Subject Assignment
module, or click View Teacher List on the left-hand menu.

1. In Elementary Subject Assignment.

2. Click the View Sections link to see the sections that have been assigned to a particular
teacher. The teacher’s Section List page displays.

Teacher List

i1 TescherList (havng secsons) for schoal
ASHBURTON ELEMENTARY (425}

Section List

Teacher: Ainsfield, Shana S5

Section | Course BEGIN End

No. DATE Date
01 ESOL 08/28/2008
o1 ESOL A01 OB/28/2006
0 ESOL 206 OB/26/2006
05 MATHEMATICS 08/28/2008
05 READING | OB/28/2006
05 SOCIAL STUDIES  O8/28/2006
35 HOMEROOM 08/28/2006

a2 HOMEROOM OB/28/2006

Schook ASHEURTON ELEMENTARY (425)

View Studsnts
Yiew Sludents
Wiew Students
View Studsnis
Wiew Students
Wiew Students

View Students

View Students

Add Students

Add Students

Add Students

Add Students

Add Students
Add Students

Add Students

Add Students

L
R

Changs Teacher
Chenge Teacher
Change Teacher
Changs Teschsr
Change Teacher
Change Teacher
Chanos Teachsr
Change Teacher
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2.2 View Sections by Teacher

The Sections by Teacher list shows all the courses and sections to which a teacher is
assigned.

1. In Elementary Subject Assignment.

2. Click View Sections by Teacher in the left-hand menu.

Section List

School: ASHBURTON ELEMENTARY (425}

Teacher;: Madinan Kearrv F

~

000023238
000075568

Killian, Yvette R
Killory, Sarah M

=

00oos8602 Kraft, kelly &

Section | Course
Ho.

000066319

13 HOMERCOM

B MATHEMATICS

082972006

Wigwy Students

Moyer, Monica P

Add Studerts

|nge Tescher

Chane Teacher

ES READIMG | 0843172006 “ieww Students

Add Studerts

Chane Teacher

Update  Delete

Upciate:

Upicate:

3. Select the teacher from the Teacher drop-down list. The Section List displays.

Note: If you do not see a teacher’s name in the drop-down list, that teacher has not been

assigned to a section.

Section List

School: ASHBURTON ELEMENTARY (425)

Teacher: Madigan, Kerry E

BEGIN
DATE

End
Date

Section | Course
Hao.

Al Students
el Students

Change Teacher

Change Teacher

13 HOMER OO 082672006 gy Students
35 MATHEMATICS 05/28/2006 Wiew Studerts
35 READING | 057312006 Wiew Studerts

Aelel Students

Change Teacher

Update  Delste
Delets

Delets

Undats
Undate

4. Click the links on this page to carry out these tasks:

View Students — View a list of the students who are enrolled in this course and
section

Add Students — Add students to a section for this course
Change Teacher — Change the teacher assigned to this course and section
Update — Update the begin or end dates for this course

Delete — The course and section from the teacher’s list
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2.3 View Sections by Course

This list displays the teachers that are assigned to a particular course.

1. In Elementary Subject Assignment.

2
3.
4. Click Get Sections.

Sections By Course

Click View Sections by Course in the left-hand menu.
Using the drop-down list, select a Course and a Section.

i This pege sliowyou ko view a8 seclions by setecting a course. Sebectag = secon is opbans

Coumne; [MATHEMATCE -
Saction; [#1Sectire: =

e Secters

Sectbon  Teacher BLGIN End
™ DATE Dt
m \ e o Sudrts  AiSusely  Che [
o5 A OETALTOR rer SEuoorfn Aod Shygerts Chat Do
% E nename Vi gty AdSuomts  ChaoseTecow  Undes  Celms
o osaRTDs e Sty AdiSuoels  ChaoseTesches  Uides  Deles

v

0 osanms GewrSiucets  AmiSuseis  Chave Tt Undde  Dee

2.4 View Homeroom Students

This list displays all students in a homeroom in a school.

1.
2.
3.

In Elementary Subject Assignment.

homeroom teacher appears.

Student List

: ASHBURTON ELEMENTARY {425}
HR Teacher: Madigan, Kerry E

13

Section:

Homeroom

Course:

Click View Homeroom Students in the left-hand menu.
Using the drop-down list, select Homeroom Teacher. The Student List for that

b A 05252006 Assign Subjects
333 A 08/28/2006 03/28/2008 Assign Subjects

0]
324 A O526/2006 Assign Subjects
336 B 08728/2006 Assign Subjects

el
arr o 08728/2006 Assign Subjects
325 o) 05252006 O8/25/2006 Assign Subjects
324 o] 05/28/2006 Assign Subjects
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3 Work with Sections

In working with sections, you can
Add sections
Update sections
Add students to a section
Change the teacher for a section

Delete a section for a teacher
3.1 Add Sections

To add a section to a school:
1. In Elementary Subject Assignment.

2. Click the Add Section link on the left-hand menu. The Add New Section page appears.
Use this page to add new sections for any teacher in the school.

_i%;o Montgomery County Public Schools
Online Ads

ministrative Student Information System

3. Click the Teacher drop-down list to select the teacher for which you want to create a new
section.

Teachers listed in the drop-down list on this page are any employees in the school that
have a position code specific to teacher. This list is downloaded from the Human
Resources database and may be different from the Teacher List page. Remember that the
Teacher List page lists only those teachers in a school who have been assigned to a
section.

4. Click the Subject, Course, and Section drop-down lists to create a section.
Select a Begin Date for the section by using the calendar or by entering the Cow e
date in MM/DD/YYYY format. The calendar displays the MCPS calendar B oo
from which you can select valid school dates for this section. Leave the End 2122232425

Date field blank ERE

6. If student is leaving building to go to a middle school, add the name of the
middle school and the teacher in the comment box.
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7. To complete the new section, either click
Save to save your changes and return to the teacher’s Section page.

Save & Add Another to save your changes. The Add New Section page displays
again with blank fields so you can add another section.

The system checks for invalid dates or other teachers assigned to the same section.
Unless you are adding course sections on or before the first day of school, valid dates do
not include dates in the future. That is, you can only assign Begin and End dates that are
between the first day of the school year and the current date. When you add a section
with beginning and ending dates, those dates are entered into the database. If you later
need to change a date that is later than the End date, a conflict would arise in the
database, and you would receive and error message.

Reset to return the original contents of the fields.
Cancel to close the Add New Section page and returns to the teacher’s Section page.
No changes are saved.

3.2 Update Sections

You can change the teacher and the dates for a section. The system currently allows only
backdating sections. You cannot add future dates.

To update an existing section:

1. In Elementary Subject Assignment.

2. Click the View Sections by Course link in the left-hand menu.

3. Using the drop-down list, select a Course and a Section.

4. Click Get Sections. The teacher’s section(s) for that course appears.

Sections By Course

i | This page allow you to view all sections by selecting a course. Selecting a section is optional

Course: ART-GRADE 5 -

Sections By Course

Section: Al Sections =

This page abow view il 56CE0NS by SaICHNG A couree Selecing a secsion is oplional

5. Click the Update link. The Update
Section page appears.

Courss:  ART-GRADE §

Section: AFSectons -

B End | Toml Towsl Commests
BATE Date | Stwd. WP
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Update Section
Teacher: | Burrel, £rin £

Subject: | —Please Select—

Course: |~
Section: | 24

Begin Date: |08/27/2012

End Date: |09/26/2912]

Comments *:

I Reset Cancel

* You may enter teacher/school name for students attending middle school or any comments you
may have

You can update only the Comment, Begin Date and End Date for a section. When you
select different dates using the calendar, you can select only valid school dates up to the
current date. You cannot assign a future date.

When finished, click
Save to save the updates
Reset to return the original contents of the fields
Cancel to return to the Sections by Course page. No changes are saved.

If you enter an End Date for a section that has students assigned to it, the system asks if
you want to change the End Dates for the students in that section. Click OK to update
students’ dates.

When saving, OASIS checks for:
Another teacher assigned to the same course or section within the date range
Students who have end dates after the new end date for the section
Students who have begin dates before the new begin date for the section

Students who have end dates before the new begin date for the section

3.3 Add Students to a Section

To add students to a section:

In Elementary Subject Assignment.

2. Click the View Sections by Course link in the left-hand menu.

Sections By Course

This page allow you o view all sections by selecting a course. Selecting a section is optional

Course: READNG-GRADE S -

Section: Al Sectons -
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Using the drop-down list, select a Course and a Section.

Click Get Sections. The teacher’s section(s) for that course appears.
Click the Add Students link. The Add Students to Section page appears.
Note: To add students, the section cannot have an end date.

Sections By Course

i) This page allow you to view all sections by selecting a course. Selecting a section is optional,

Course: READING-GRADE S -

Section: Al Sections -

; Get Sections

Section | Teacher BEGIN End Total Total Comments

No. DATE Date | Stud.  IEP

S0 Dugan, Kathleen 08/27/2012 0 0 View anye Teacher Update Delste
L Students

To choose students from existing homerooms, in the From box,

a. Select the currently-assigned homeroom teacher (HR Teacher) from the drop-down
list.

b. Select a move date (Move Dt) using the calendar. This indicates the date that the
student will begin in the new section.

c. As appropriate, narrow the list of students displayed by selecting the appropriate
check box or option buttons. Choices include ESOL and Spec. Ed. In addition, you
can choose Male, Female, or All students (default).

d. Click Go. A list of the students in the current teacher’s homeroom appears.

Add Students To Section

i) School BEA] LEMENTARY (207

Choose Student Source

@ Homerooms © Artic Groups

From To

HR Teacher: v Teacher: Kathleen Dugan

Move Dt.: |08/27/2012 Course: READING-GRADE 5

|ESOL Male ) Femalg /@

Spec Ed Al section: g

=2 Begin Dt: 82712012 End Dt

To choose students from articulation groups, in the From box,

e

Click to select the Artic Groups option.
b. Select a course from the dropdown.

c. Selecta group from the dropdown.
d

Select a move date (Move Dt) using the calendar. This indicates the date that the
student will begin in the new section.
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e. Atrticulation groups cannot have any additional filters applied.

Add Students To Section

School. BEA

~=Een Note: Articulation
Groups are optional
and only seen if your
school set them up in
the Articulation
Application separate
from OASIS.

Chatse Student Source

Homerooms @ Artic Groups

From

To

Teacher: Kathleen Dugan

Articulation Application Groups

READNG-GRADES = Course: READING-GRADE 5

ReadingSB1 Section: 50

Move DL: |08/27/2012 Begin D 82772012 End Dt:

f. A list of the students in the articulation group appears automatically.

o

Select the student that you want to move to the section. To select more than one student,
hold the Ctrl key while clicking students’ names. To select all the students, click the
Select All option button

©

Click the > button to move the student(s) to the section list.

To remove students from a section, click the < button. You can only remove students that
you added in this session.

A

Teacher / Secti

Select All '@ Unselect All

10. Click Save. The system checks for a valid enroliment date and moves the selected
student(s) to the new section.

3.4 Change the Teacher for a Section

Note: To change a teacher, the section cannot have an end date.
To change a teacher for a section:
1. In Elementary Subject Assignment.
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2. Click the View Sections by Course link in the left-hand menu.

Sections By Course

Y
L1
WL/

Course: IMATH IM - Sch A - Toh & LI

Section: |41 Sections =

Section | Teacher BEGIN End
Ho. DATE Date
05 hd

09/26/2008 Wiew Students

Add Students

| This page allow you to view all sections by selecting a course. Selecting a section is optional.

Change Teacher Update  Delete

3. Using the drop-down list, select a Course and a Section.

4. Click Get Sections. The teacher’s section(s) for that course appears.

Sections By Course

.| This page allow you to view all sections by selecting a course. Selecting a section is ophaonal.

Course: [MATHIM - Sch A - Tch A =

Section: |4 Sectons =l

Section Teacher BEGIN End
Ho. DATE Date

097262008 e Students

Akl Studentsf

Change Teacher

5. Click the Change Teacher link. The Change Teacher page appears.

Change Teacher

i) [Provide a description for this page]

Current Teacher: Ainsfield, Shana 5
Cowrse: MATHEMATICS
Section: 05

Begin Date: B/28/2006

End Date:

New Teacher: |E =l

As of Date: |09/26/2006

Reset ﬁ cancel

6. Using the drop-down list, select a New Teacher.

7. Indicate the date of the change using the calendar.

8. When finished, click

Save to save the updates. The system ends all the students in the original section and
begins them in the changed section with the As of Date as the Begin Date.

Reset to return the original contents of the fields

10
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Cancel to return to the Sections by Course page. No changes are saved.
3.5 Delete a Section for a Teacher

To delete a section for a teacher:

1. In Elementary Subject Assignment.

2. Click the View Sections by Teacher link in the left-hand menu.

3. Using the drop-down list, select the Teacher. The Sections page appears.
4

Click the View Students link to make sure there are no students in the section. If there
are, students must be moved from that section prior to its deletion.

5. Click the Delete link in the row of the section that you want to delete.
Hﬁ_..'m * Zzhedubeg * Elemencae Dapiect Azanoent
Vi Tomches List Section List

e School: ASHERIRTON ELEMENT ARY (425)

Teacher: M

6. The system will warn you that deleting the section deletes all the students in it. Click OK
to confirm.

Microsoft Internet Explorer N X|

,\_? / Deleting this section shall delete all students in it. Are you sure you want to delete this section?

3.6 Mass Scheduling
This option is available for assigning homeroom and course sections (i.e., Reading, Math,
Social Studies, Science, etc.) for elementary students.

All Homeroom Sections and Course Sections must be created (see Section 3.1Add Sections)
before students can be assigned. The begin date will default to the first day of school for all
sections created between July and the first full week of school each year.

Note: To add students, the section cannot have an end date.
To add students to a section (homeroom used in this example):
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1. Access the Elementary Subject Assessment Module.

2. Click the Mass Scheduling link on the left-hand menu. The Mass Scheduling — Select
Section page appears.

3. Select the teacher from the dropdown list. The teacher’s section(s) list appears. Note that
all homeroom sections will have a begin date of the first day of school.

Mass Scheduling - Select Section

School: ASHBURTON ELEMENTARY (425)

Teacher: Madigan, Kerry E v
3 13 HOMEROOM 8/28/2005 Wiew Students
r 35 MATHEMATICS 6/29/2006 Wiew Students
r 35 READING | B/31/2006 View Students

et

4. Select the Homeroom Section to which you want to assign students by clicking the box
on the left hand side.

Click Next. The Mass Scheduling From —To page appears.

Under From, select the grade level and optionally an articulation group. If articulation
group options are grayed out, it means your school did not create articulation groups for
this grade level. Students not yet assigned a homeroom will be listed first in bold type,
followed by the students already assigned to a homeroom listed in grayed out type. Only
students’ names displayed in bold type can be assigned a homeroom. Students whose
names are grayed out have already been assigned a homeroom.

Mass Scheduling

ASHEURTON ELEMENTARY (425

Teacher. “nsteid Shana s

Artcutation Apphcation Groups Course'Section; HCEMERDOMEZ
{you marnt Nent satect & graoe kv

Move Dt; BETZ01Z

7. Inthe From column, select the student to move to the section. To select more than one
student, hold the Ctrl key while clicking students’ names. To select all the students, click
the Select All option button.
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8. Click the > button. The student’s name will be moved to the To column.

Note: To remove students from a section, click the < button. You can only remove
students that you added in this session.

9. When finished, click Save. You will return to the previous page to select the next section
to which students can be assigned in mass.

4 Work with Student Schedules

When working with student schedules, you can
View students in a course section
Assign subjects to students

Update student schedules
4.1 View Students in a Course Section

To view the students in a section:
1. Click the View Sections by Course link in the left-hand menu.
2. Select a Course and Section from the drop-down list.

3. Click the Get Sections button. The teacher, and begin and end dates for that section
appear.

4. Click View Students. The Student List for that section appears.
Student List

School: ASHBURTON ELEMENTARY {425)

Teacher Butler, Katharine

Section: 91

Course: MATHEMATICS

usonis St vognree e |
957

A OBr2852006 Aszign Subjects
996 © O5/25/2006 Assion Subjects
951 © O5/25/2006 Assion Subjects
940 © O5/25/2006 Assion Subjects
951 ) O5/25/2006 Azsion Subjects
339 E 08/28/2008 Aazion Subjects
312 H O8/28/2008 Aszign Subjects
951 L O5/25/2006 Assion Subjects

4.2 Assign Subjects to Students

To view the students in a section:
1. Click View Homeroom Students on the left-hand menu.
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2. Select the homeroom teacher from the drop-down list.

3. Click the Assign Subjects link for a student. The Student Schedule with basic student
details for the student and the student’s course list appears.

If the student has been enrolled in more than one MCPS school during the school year,
you see a list of those schools. Click View Schedule next to the current school to see the
course list.

Student Name

School: ASHBURTON ELEMENTARY(425)

Enrollment Dt: §282006

Withdrawal Dt:

Hide |t

Student Schedule

Course Teacher Begin End
Date Date

HOMEROOM B 30 08/28/2006

MATHEMATICS B 01 08/28/2006
READING | B 01 0873042006

4. To add a subject to the Student Schedule, click New Class. The Add Student Schedule
page appears.

Add Student Schedule
Schook ASHBURTON ELEMENTARY{425)

Enrollment Date: 8282006

Withdrawal Date:
Course: |LANGIARTS =]
Teacher Section: B v

Begin Date: 09/25/2006

End Date:

- i Save 1 Save & Add Ancther - l Reset 1 Cancel

5. From the drop-down menus, select the Course you want to assign to the student, the
Teacher /Section, and the Begin and End Dates.

6. When finished, click
a. Save to save your changes and return to the Student Schedule page.
The system checks the following:

All date ranges are valid based on the enrollment dates and the section
dates
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The student is not taking the same course in any section in between the
dates entered

If the student has ended the same course previously on the begin date, system
updates the old schedule with the new end date.

b. Save & Add Another to save your changes. The Add Student Schedule page
displays again with blank fields so you can add another section

Reset to return the original contents of the fields

d. Cancel to close the Add Student Schedule page and returns to the Student
Schedule page. No changes are saved.

4.3 Update Student Schedules

To update a student’s schedule:

1.

Go to the Student Schedule page for a student. (See Section 4.2 Assign Subjects to
Students for instructions).

Click the Update link in the row of the course you want to update. The Update Student
Section page appears.

Note: If the student has more than one enrollment during the school year, click Add
Schedule on the Enrollment list to see the Update Course page.

Select a Student Begin Date (Dt.) and a Student End Date (Dt.) for this course.
When finished, click
a. Save to save your changes and return to the Student Schedule page.
The system checks the following:

i. All date ranges are valid based on the enrollment dates and the section
dates

ii. The student is not taking the same course in any section in between the
dates entered

If the student has ended the same course previously on the begin date, system
updates the old schedule with the new end date.

b. Reset to return the original contents of the fields

c. Cancel to close the Update Student Schedule page and returns to the Student
Schedule page. No changes are saved.
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5 Manage Sections

When working with managing sections, you can
View all course sections in your school
Create new or update existing sections
Delete sections

Assign students to sections
5.1 View Course Sections

To view the course sections in:

1. Click the Manage Sections link in the left-hand menu.

s
View Teacher List
View Sections By Teacher
View Sections By Course
View Homeroom Students
Add New Section
Masz Scheduling
Student Subject Assignment
Students with missing subject

Manage Sections

2. Alist of all course sections appears. If the list is long, select to view additional pages at
the bottom of the list view. Optionally, filter the list by selecting a specific subject and/or

teacher.
Manage Sections

Show sections by subject: [ A1 v | Show sections by teacher: | AL
Suyet Comrse Tracher Crald | See | Snow | 1EPe| C | AdaSmd
ESOL
ES-ESOL SCREENING - | Ainsfield, ooa? g o
b SrREENTNG CRADEPRE | Shana w01 ;|0 |0 | N| | 4AddSas .
K
v fﬁl\ﬂo&\( HOMEROOM m“'“’- g (2 [0 |0 ||| Adasas |l
b FRoon | MOMEROOM | Askinfae | 9151 | 302 (1 W | pAddSuds .
v fﬁl\ﬂo&\( HOMEROOM {"u““;“"- sst ;|2 |3 N | Aadse |
- HOMEROON | Bree, mst 40 (% |1 N Add Stdr
HoMEROOA | HOMEROOM | OO ] W (1 N[ A =l
v ooy | MOMEROOM | BummEm 9131 | W0 |22 (2 N| | pAddsws
- HOMEROON | Button, s [0 |2 |0 N Add Erdr
HOMEROON | HOMEROOM | g pppscing S W] | 4 5 |
v B emomg | HOMEROOM | pben o |0 |2 (1 | w|| 4adasas |

5.2 Add Course/Update Sections

Upaate

o Update

o Update

« Update

o Update

« Update

o Updte

« Update

o Updnte

1. Click the +Add Section button to add a section , or click the Y Update button on a
section row to change section information. An Add/Edit screen appears.

Manage Sections

Add/Edit Section

Courses: Begin Date
Salect Course._. v Brenian2
Teachers:
Select Tencher Commnents
(max 250 char)
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2. Fill in the information and click to create a new section or save update changes.

5.3 Delete Sections

Add/Edit Section

Courses:

MATH INVESTIGATIONS

Teachers:
Barr. Leskie

Sections:

By Dale
T2

X

1. Click on the Pink/Red X button at the end of desired section row and then click the Yes

button when asked to confirm deletion.

5.4 Add Students to Sections

Message from webpage . - | G—— lﬁ

e Are you sure? I students are in this section, their record for this class

L will zlso be deleted
( QK ) Cancel

1. Click +Add Students button to go to the Mass Scheduling add students to section screen.
Se section 3.6 for more information on adding students on this screen.

6 Subjects to Section

Course/Grade Level K 1-3 4-5
Art R R R
ESOL E E E
Homeroom _ R R R R = Required for ALL students
Instrumental Music M E = Required onlyfor ESOL students
Language R
Learning Skills R R R M = Required only for Instrumental
Mathematics R R R Music students
Music R R R S = Required only for specific students
Physical Education R R R needing ESOL screening
Reading R R R
Science R R R
Social Studies R R R
Writing R R R
ESOL screening S S S
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