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Introduction

The Master Schedule Module allows secondary school users to manage information about
classes and scheduling. This includes information such as assigning teachers to class sections,
adding new classes and sections, assigning room numbers, and maintaining class information.

The primary users of the Master Schedule Maintenance module are Master Schedulers:

e Master Schedulers perform all Master Schedule Maintenance tasks. The exception is that
they cannot add or change the four-digit course codes. (If a school believes a new course
code is needed, contact the Office of Curriculum and Instruction for further information.)

e Some counselors may be authorized to manage class capacity.

To access this and any OASIS module, users will first have to log on to OASIS. Depending on
the task in this module, users will also need to be able to Search for Students or Select a
School. Section 10 of this User Manual explains how to perform these Common Tasks.

Subject to a user’s access rights, this User Manual provides brief step-by-step instructions for
using the Master Schedule Maintenance module to:

1. View and change teacher/counselor assignments.
2. View, create, and change class information.

Reports

Master Schedulers also may access, from the Scheduler tab, Scheduling Reports. Two reports
are available:

e Class Schedules by School, which provides the master schedule for a school; output may
be sorted by multiple criteria and may be exported as an Excel spreadsheet

e Missing Student Schedules by School, which provides a report of any student who has
not been assigned to at least one class (including homeroom or counselor) in the period.

This User Manual provides no further information regarding these reports.

When you, the user, are finished your work in OASIS, be sure to log out!
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1 View Teacher/Counselor Class Information

You can view teacher and counselor assignments in a school. To do Al e SO:
Secondary Drop Add

1. Click on the Scheduling tab to display its menu choices.
!
2. Click Master Schedule Mnt.

SCHEDULING
3. If the desired school is not already selected, select a school from | master senedute nt. the
Select Another School: drop-down list under the School Detail  teachericounsetor mnt. tab.
See Section 10.3 Select a School for more information. Class Info M.

Acled Mewy Class/Section

Studert Detail School Detail

4. The Teacher List displays. It includes all teachers available for
class assignment. (If the Teacher List does not display, click the
Teacher/Counselor Mnt. link on the left-hand menu.) L

Select Another School:

I-—Please Select-- LI

* Sehedul = Master Schadule Mnt.

Master Schedule Mnt.

Teacher/Counselor Mnt. a_
Teacher List

Clazs Info bt

Add Mew Class/Section School: ARGYLE MIDDLE (823)

Course Mnt. By Year

; . 00006 & Beassign &l Sections
Studert Detail * Sehool Detail
000471 B Reassign &l Sections
Argyle Midcdle (323)
ID: 1778 (active) o010 B Reassign &l Sections
2400 Bel Pre Road 0000588 Bl Reassign &l Sections
e (@Al 000054 B Reassion All Sections
2 Reassign All Sections
e 00007sE B Reassign &l Sections
000058 B Reassign Al Sections
Select Another School:
oo0ovs4 B Reassign &l Sections
I--Pleasa Select-- =
aooo B Reassign Al Sections

5. To review the sections to which a teacher is assigned, click that teacher’s View Sections link.
(Note: the Reassign All Sections link is currently only enabled during the summer.)

6. The Class List By Teacher displays, by

Class List By Teacher

school and by teacher, the class N ——

Duration, Period, Course Title, Room

No., Course [code], Level, Section, Carm e neem ot e ey ey
Teacher Begin Date, Teacher End @%-@-%!
Date, Total Students, and the S e @ owm % v e e
Maximum number of Students L L v o=
currently allowed in this class. s F B PP RO o
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2 Re-assign a Teacher
2.1 Re-assign a Course to a Different Teacher

You may need to assign a course to a different teacher. Note that you cannot reassign a teacher to
a course that has a Teacher End Date.

To re-assign a course:

1 Perform steps 1 through 6 of Section 1, View Teacher/Counselor Class Information, to
arrive at the Class List By Teacher screen.

2 Toassign a section to a different teacher, click the Reassign Teacher link for that section.

Class List By Teacher
School: ARGYLE MIDDLE (823)

Teacher: B

Duration |Period | Course Title Course | Lewel Section | Teacher Teacher
Begin Date End Date

=1 0z SOFT &FF 1289 2803 ula] 04 OSr25/2006 29 32 REeassign
DESGR & Teacher
=1 04 SOFT &FFP 129 2903 ula] o7 OSr25/2006 31 32 Reassign
DESGR & Teacher
=1 0s SOFT &FFP 129 2903 ula] 0& O5r25/2006 27 32 Reassign
DESGH & Teacher
52 0z SOFT &APP 129 2904 Juli] 04 01202007 29 32 Reassion
DESGH B Teacher
52 04 SOFT APP 128 2804 aa a7 0142002007 30 32 Reassion
DESGH B Teacher
52 05 SOFT &FF 129 2504 ula] [u5] 01 r2002007 26 32 Reassion
DESGH B =%
i 03 INTRC 1289 25840 ula] o1 OSr25/2006 30 REeassign
COMPLUTERS Teacher
¥R o7 INTRO 129 2940 ula] 0z OSr25/2006 31 =
COMPUTERS Teacher
R jei=] HOMERCOM 9151 ula] 32 O5r25/2006 19 u] Reassign

Teacher

3 The Reassign Teacher screen Reassian Teacher
opens. Select the New Teacher e R
from the drop-down list. Using

Teacher 5 Lela W Lo se Code Tags
the calendar or entering the date e o R
in MM/DD/YYYY format, enter -
the As Of Date to signify the date s R
the change becomes effective.
Mow Teacher: | Bediv A =]

s 0 Danes | 1007302005

4 When finished, click either:
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1. Save to save the updates. The Class List By Teacher screen for the newly-assigned
teacher displays.

2. Reset to return the original contents of the fields.
3. Cancel to return to the Class List By Teacher screen. No changes are saved.

» Scheduling * Master Schedule Mot » TeacheuCounselor Mnt. 4 Frinter Friend)

Class List By Teacher
School: JULIUSWEST MIDDLE {211)

Teacher: S.

Begin Date End Date

R o1 ESOL LEVEL 2 002C 1222 o o3 O&i27i2007 16 23 Beassign
MID Teacher

wR 02 SOCIAL STS  002C 7883 a1 m 0842772007 10 5 Reassign
GRD & Teacher

wR a2 USHISTORY & 002C 2002 81 o1 08427/2007 & 7 Reassign
Teacher

wR 03 MATH & 002C 3ME il [} 034272007 10 3 Beassign
(MATH &) Teccher

wR 03 ALG PREP 0o2c 308 81 o1 08272007 10 10 Reassign
(MATHE) Teacher

R 04 ESOL LEVEL 2 002C 1222 o 02 O&i27i2007 o 23 Reassign
M Teacher

2.2 Re-Assign a Different Teacher to All of a Teacher’s Sections

The Reassign All Sections option on the Teacher List screen is currently available only during
the summer.

Master Schedule Mnt. > Scheduling > Master Scheduls Mnt, £, Frinter Friend!

TeacheriCounselor Mnt. .
Teacher List
Class Info Mnt,

Acld Mew Class/Section School: ARGYLE MIDDLE (823)

Course Mt By Yesr

Employee ID

Q000E: A Beassion All Sections Vigw Sections

Student Detail  School Detail

oonn47 ] Reassion Al Sactions View Sections
Argyle Middle (623)
D 1778 (active) oooo1o 8 Reassion &1l Sections yiew Sections
2400 Bel Pre Road oonn5aE Bl Reassion Al Sactions View Sections
IR (1) 02D 00004 ] Reassion Al Sections yigw Sections
000076 ] Reassion Al Sactions View Sections
o0o0sE ] Reassion &1l Sections yiew Sections
Select Another School:
oonnTs4 ] Reassion Al Sactions View Sections
~Please Seleci- -
oooo El Reassion &1l Sections yiew Sections

Click Reassign All Sections for a given teacher.
When enabled, the Reassign All Sections screen
displays. The user may select, from the New Reassign All Sections
Teacher: drop-down list of teachers in the e MBS

school, the teacher who will be assigned the '

schedule of the former teacher. The drop-down R e a—
list includes temporary place names starting with asorvate: ||

“A —,” for the number of teachers expected to be |
newly assigned to the school.

Leave the date field blank.

ing » Master Schedule Mnt, > TeachsnCounselor hint
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3 View Class Information

You can view class information. To do so:
1. Hover the pointer over the Scheduling tab. Its tasks display.

Master Schedule Maintenance.
2. Click the Class Info Mnt. link on the left-hand menu.

If you have not selected a school, you may be asked to do so.
Select a School, Section 10.3 for more information.

SCHEDULIMG

Secondary Drop Add

Master Schedule Mnt. 2lick
Scheduling Reports
SCHEDULING
Master Schedule Mnt.
See

TeacheriCounzelar hnt.

Addd Mew ClassiSection

3. The Class List by Section screen for that school displays.

TUDEN GRADE
SCHEDULING ENROLLMENT DEMOGRAFHICS REFORTING

» = Master Mnt.

Master Schedule Mnt.

TeacheriCounselor Mt

Class List By Section
Course: IBSBU £ A0Y ORCHESTRA 'l
Level'Section: IAII Sections 'I

Class Info Mnt.
Add Mew ClassiSection
Course Mnt. By Year

Restricted Course List By Year

ASSESSMENTS

REFORTS

4. Using the drop-down list, select a Course.

Select the Level/Section. You may also view All Sections (the default choice).

Click the Get Classes button. On the Class List by Section screen, you will see the
section(s) for the course selected. From this screen, you can click Update to update the
class’ Room, Capacity, and Period (see Section 4 Update Existing Classes and Sections),

= ing = Master nt.

Class List By Section

Course; |G860/ ADY ORCHESTRA =

LevelSection: |4l Sections |

Lewvel | Section |Period | Duration | Teacher Rm | Section Section Total Max
Ho. Begin Date | End Date | Stud. Stud.

oo o1 05 R s b 222 08f27i2007 17 20 Update

Delete e

Delete
sections,
Move
Class, and
Combine
Class.

L, Frinter Friendly

Combing
Clags  Class
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4 Update Existing Classes and Sections

Updating existing classes allows you to change a section’s room
assignment, maximum number of students, period, and cross
scheduling (attending school). To do so: Secondary Drop Add

1. Hover the pointer over the Scheduling tab. Its tasks display. Clic
Master Schedule Maintenance. =cheduling Reports

2. Click the Class Info Mnt. link on the left-hand menu.

SCHEDULIMG

If you have not selected a school, you may be asked to do so. See SeERTE
Select a School, Section 10.3 for more information. Master Schedule Mnt.
Teacher/Counselor bint

3. The Class List by Section screen displays. Class Info Mnt,

Master Schedule Mnt. » Scheduling * Master Sche dule hrd. A Mewy Classlsecton

TeacheriCounselor Mnt s -
Class List By Section

Class Info Mnt.

Course; |7835 JENGLISH GRADEE

Saction: |4l Sections =

Al Mew ClassfSection

Course Mrt. By Year

Restricted Course List By Year

Stucerit Detsil — School Detail
Argyle Middle {823)
10 1778 (active)

2400 Bel Pre Road
Phane: (301) 460-2400

Select Another School:

--Please Select-- hd

4. Using the drop-down list, select a Course.
Select the Level/Section. You may also view All Sections (the default choice).

Click the Get Classes button. The Class List by Section screen displays the section(s) for
the specified course.

= Scheduling * Master Schedule Mnt. L, Frinter Friendly

Class List By Section
Course: I?SSS FEMGLISH GRADE 6. -
LevelSection: |AII Sections -

Section | Period | Duration | Teacher Section Seclion | Total
. | Begin Date  End Date | Stud.

ao o 08 ¥R P 209 0827iz007 19 28 Update Delete  Mowe — Combing

ao oz o VR 3 207 08272007 18 28 Updste Delete  Move  Combine

oo o3 or R = 207 Dg2viz007 pra| 28 Upclate  Deleste Mowe  Combine

an 04 0z vR 5 207 DaTR007 28 28 Update  Delete

7. Click the Update link to update room number, class capacity (maximum number of
students), and the period. The Class Data Entry screen displays.
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8. Update the Room, Class Capacity, and/or Period and Attending School as needed.
Class Data Entry

Schoaol: Any School (000

Course Term Code: |S1 'l

Course: |1?11 FSPARISH 1A LI

Level: | 0o 4 l
Section: | 0 = l

Teacher: | ‘ork, Waria W =

Room: lm—
Class Capacity: |3D -l

Period:

10 =l

Attending School: |Any School LI

| Reset | Cancel | Update

Note: Cross Scheduling - If students are already assigned to the class when you change the
attending school, you MUST delete the class from each student’s schedule and add it back. Note
the begin date for each student and add it back with the correct begin date so that you will not
loose attendance. If any marking period or final marks are in OASIS, they must be re-added
when you do this.

9. When finished, click either
o Update to save the updates and return to the Class List by Section screen.
o Reset to return the original contents of the fields.
o Cancel to return to the Class List by Section screen. No changes are saved.
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Delete a Class and/or Section

Hover the pointer over the Scheduling tab. And click Master Schedule Maintenance.
Click the Class Info Mnt. link on the left-hand menu.

If you have not selected a school, you may be asked to do so. See Select a School, Section
10.3 for more information.

Master Schedule Mnt.

The Class List by Section screen displays.

Using the drop-down list, select a Course.

Resiticted Course List By Yesr

Stugtert Detail | Sehool Detail
Arayle Middle (323)

02 1776 (active)

2400 Bel Pre Road

Fhone: (301) 460-2400

Select the Level/Section. You may also view All
Sections (the default choice).

Hide 17

Select 0ok

Pleas: <

Click the Get Classes button. The Class List by Section screen displays.

» Seheduling * Master Scheduls hint, 4 Fuinter Friendt

Class List By Section
Cowrse: | 7685 /ENGLISH GRADE 6 -
LeveliSection: | All Sections -

et Classes

Level Teacher Section Total
Begin Date Stud.
oo o1 06 ¥R P 14 26 Upriate

208 082702007 Delete  Move — Combine
Clags  Clags

oo 02 m YR s 207 08272007 18 28 Update  Delete  Move  Comhbine

0a 03 o7 ¥R S 207 08272007 2 28 Upclate  Delste  Mowe  Coimbing

oo 04 2 YR K 207 08/27/2007 29 28 Update Delete  Move  Combine

Deleting a section deletes the section’s entries in both the student and teacher schedules. To
delete a section, click the section’s Delete link on the Class List by Section screen.

You will be asked to confirm that you are sure you want to delete the class. Click OK to do
so. If there is still one or more student assigned to this section, you will be asked to click OK
to confirm the class deletion, or to Cancel.

Microsoft Internet Explorer =]

tp Deleting class will delete both student and teacher schedule attached tao this class.
-
.

Are wou sure wou wank to DELETE this class?

Cancel

Option: Combine two sections, rather than using Delete, if you want to move the students in a

section to another section of the same course.

Important Note: Deleting a section removes all student grades and attendance records, attached

to that section, from the OASIS database!
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6 Move a Class

Moving an existing class allows you to change its eight-digit course code to a new eight-digit
course code, without changing its other pre-existing information (such as room, maximum of
students, teacher, students, and period). To do so:

1. Perform steps 1 through 6 of Section 3, View Class Information, to arrive at the Class List
By Section screen.

Select the class and section to move. Click Get Classes.

The Class List by Section screen expands to provide information regarding the selected
course code (course, level, and section). Click the Move Class link to move students into a
new class from the sending class.

4. The Move Class screen displays with the current course code information (course, level, and
section) information for the section you wish to move.

= Scheduling » Master Schedule Mnt. = Class Info hint.

Move Class
School: ARGYLE MIDDLE (823)
Teacher: S Term Code: YR

Period: 01 Class Cap: 28

Course: |7885/ENGLISH GRADEE. x|

Level: I ] = l
Section: | 02 i l

| Cancel I Save

5. Using the drop-down lists, all of the course code information can tentatively be changed, as
appropriate.

6. When finished, click either:

e Save, to complete the move. The students and teacher will now be assigned to the new
course code. The Class List by Section screen now displays the updated course code
information.

e Cancel, to return to the Class List by Section screen without completing the move.
Accordingly, the course code information remains unchanged.
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7 Combine a Class
Combining existing classes allows you to select, for a particular course, the section that you want
to combine (in the sense of merging into another section) and the receiving section. To do so:

1. Perform steps 1 through 6 of Section 3, View Class Information, to arrive at the Class List
By Section screen.

2. On the Class List By Section screen, you may select, from the Level/Section drop-down list
field, either

e All Sections
o The specific section you need to combine into a receiving section

Click Get Classes. v s YR
If you had selected All Sections, you will ~ “*tt®ss

see the Class List by Section screen P P —

expanded to display all the sections for —

that school and course, with information

per section, including period, total students %@@EE!!!-

£266  DBI27/2007

enrolled, and maximum number of e e e T i
students (section capacity limit), as in the I P o E e e P B[ [ e [
fOIIOWing Screen Shot. 22 o1 03 52 L A266 012372008 12 20 Update  Delete  Move Combine

Compine
Class

5. Instead of selecting All Sections, the user could have selected a particular level and section.
In that case, the expanded Class List by Section screen would only display the information
for that section.

» Scheduling » Master Schedule hnt, » Class Info bint.

6. Click Combine Class to select the specific level ~ Combine Class
and section for combining. The Combine Class S TR
screen then displays. In the following example,

FROM:

Course Code: 1221 Level’Section: 10/01

the user selected level 10, section 01. Tocter: ¢ o o
7. Under TO:, select the
Level/Section/Period/Class Cap[acity]/Actual
Size: drop-down list, select the receiving class. o R =

As Of Date: 0941772007

The combined class size must not exceed the
class capacity of the receiving class. (Class
capacity limits may be changed through the Update function.)

Cancel Save

8. The As of Date is the effective date for combining the sending section into the receiving
section. Click on the calendar icon to the right of the blank date field, click to the correct
month if not already displayed, and then click the effective date. Or click in the blank date
field, and enter the date in the MM/DD/YYYYY format.

Note: Courses may be combined up to the twenty-fifth school day of a current semester.
9. When finished, click either

e Save to combine the two sections and return to the Class List by Section screen.
e Cancel to return to the Class List by Section screen. No changes are saved.
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8 Add New Classes (and set cross schedule school)

To add new classes:
1. Hover over the Scheduling tab to display its menu choices. Click Master Schedule Mnt.

2. Click the Add New Class/Section link on the left-hand menu. If you have not selected a
school, do so from the Select Another School: drop-down list (lower left-hand side of the
screen).

3. The Class Data Entry screen displays.

SerEpULING Class Data Entry

Master Schedule Mnt. School: SEMECA YALLEY HIGH (104)

TeacheriCounselar Mnt.

Course Term Code: |Please Select ¥
Add Hew Class/Section Course: |Please Select Ll

COuT e T e

Levet: [Please Select v
Section: [pease Select

Restricted Course List By Year

Studert Detal | School Detail .
Teacher: [pease select -
Seneca Valley High (104)
ID: 1240 (active) Room: l—
18401 Crystal Rock Drive
Phone: (301) 353-8000 Class Capacty: |pieaze Select =
Higair Period:

Select Another School:

--Pleaze Select-- hd

{ ) user Tip
10 =
Please remember to logout 3
o you have finished Attending School: | SENECA VALLEY HIGH ;l

using OASIS Addtional

User Tips coming soon
Pleass ses the Help Desk's |ctear | [ cancel Save Save & Add Ancther

4. Using the drop-down lists, select the Duration, Course, Level, Section, Teacher, Class
Capacity, and Period. Enter the Room number. If this is a cross scheduled class, change
the Attending School field to indicate the school where the student will attend class or the
school responsible for entering the grades and attendance.

Note — You MUST set the attending school before adding students to a class.
5. When finished, click either

Class List By Section

e Save to save your changes. The Class List e
by Section screen displays with the new L CEET—
class you added. (In the screen, it is the last —
entr " Level Teacher Section
Y I i
e Save & Add Another to save your changes. = * ¢ f me e mmmn e s s b e
The Class Data Entry screen displays again ~ * * * ° Zu = ™™ S A
with blank fields so you can add another R P con e
CIaSS- 70 02 04 51 1:::\:::;‘ 350 08272007 30 32 ; ; [
e Clear empties the fields so you can select 0 om @ s e m oo a7l
diﬁerent information. a1 02 05 st ::::hn::a‘ 178 0BR7RN07 2 2 Update  Delete ::
e Cancel closes the Class Data Entryscreen =0 . L L-
and returns to the Class List by Section

screen. No changes are saved.
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9 Adding Classroom Support Staff

9.1 Classroom Support Maintenance daaaichado i

Teacher/Counselor Mnt.

Class Info Mnt

The Classroom Support Maintenance module in OASIS allows the seroom Suppert

tracking and reporting of additional staff assigned to a class. Add New ClassSection
Course Mnt. By Year
From the Scheduling tab select Master Schedule Mnt., Classroom R

Support Mnt.

This screen allows you to add support staff to a class. It also provides you with links to helpful
reports.
Classroom Support Maintenance - Class List By Section

Course: Please Select -
Level/Section: -
| Get Classes

Reports

Classes with Classroom Support Report
Available Teachers by Period Report

9.2 Add support staff to a class

1. Enter a course and level/section and press the Get Classes button.
2. From the class list, click on the Assign link of the desired class.

Classroom Support Maintenance - Class List By Section

Course: 7880 /ENGLISH GRADE 6 -

LeveliSection: Al Sections. -

iod | Duration | Teacher . =G Section End | Total Max
Begin Date Date Stud. Stud.

3. Choose a staff member from the dropdown.

4. Set begin and end dates (these must be valid school days). These default to the term dates for

the class. Assign Classroom Support

5. ChOOSG the type of Support: sehool: BRIGGS CHANEY MIDDLE (335)

Teacher: ATeacher-01, A Course Code: 7880

e Co-Teacher — this access allows full classroom
access to Gradebook and attendance. Only staff
with teacher job codes in HR are permitted to be co-

teachers Section Begin Date: 8/27/2012 Section End Date:

Level: 62 Section: 01

Term Code: YR Period: 01

e Support — this access does not have access to M
Gradebook and attendance.

<«
: Begin Dt ‘

Click Save ooz 1ol €—

<«

Support Type: @ Co-Teacher () Support

Reset Cancel Save
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9.3 Reports
P Reports
There are currently 2 reports available. Available Tenchors by poris fopors

Click on the link to select the desired report.

A ("M Properties ]| History ]| Subscriptions
|

. . H My Subscripti Hel
SQL Server Reporting Services IS ubscriphions | nelp

@ Home > Reports > Classroom Support = Search for:
— Classes With Classroom Support

a3

(=i New Subscription ~
School <Select a Value= -
9.3.1 Classes with Classroom Support Report

1. Select your school
2. Click the View Report button once the report screen appears.

A" Properties | History | Subscriptions

=i New Subscription o

. . H My Subscripti Hel
SQL Server Reporting Services REOHES uBscriptions | nelp

= Home > Reports > Classroom Support > Search for: @
— Available Teachers By Period

School «Select a Value= - Period v View Report

9.3.2

Available Teachers by Period

1. Select your school

2. Select the period
3. Click the View Report button.

9.3.3

Notes:

Only OASIS users with Master Scheduler access can assign support staff and see reports.
Every class must have a primary teacher assigned in Class Info Mnt., support staff is optional.
A class can have more than one support staff assignment.

If a primary teacher is on long term leave, you must assign a different primary teacher, not rely on
the secondary teacher. (You can end the co-teacher assignment and make them primary.)

If you move a class, the support staff moves with the class

If you combine a class with support staff into another existing class, the support staff does NOT
move with the students. You must add the support staff to the receiving class if desired.
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e Deleting a class automatically deletes all support staff assignments for that class.
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10 Common Tasks

10.1 Log On and Off of OASIS

Login

(i) Please Enter username and password.
To log on to OASIS: >

User name: j‘

Password:
Log onto: |MCPSMD o

1. Enter your User name and Password, and
select the appropriate domain.

2. When finished, click Go.

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

10.2 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 screen displays.

_G@o Montgomery County Public Schools
Online Administrative Student Information System ;

STUDENT

SEHEDULILE DEMOGRAPHICS REPORTING HEFERS

= Student Demographics

4, Printer Frigndly
Student Detail

o Student. Student Search

. () Entersearch parameters; atleast one field m

Find Another Student:

Enter Student ID Go

Student ID: ||

SSh: | ‘
(1) serTi
= D Last Name: | ‘
Please remember ta logaut i
once you have finished First Name: | ‘

using DASIS. Addtional
User Tips coming soan
Plzaze see the Help Desk's
wehsite for ser Manuals
for the QASIS mocles that
you use.

Status:

Wigw Ancther Tip

2. Enter search criteria in one or more fields. You can search for a student using the Student 1D,
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

w_:'}:_u Enter search parameters; at least one field must be entered.

Student ID: |

|
SSH: | |
|
|

Last Name; |Gruves
)
First Name: |R% /

Status: e

 inactive © EitherDont know
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For Status, click an option button to search by status:
Active: All active students that meet the search criteria
Inactive: All inactive students that meet the search criteria

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

Student Detail

o Student. Student Search
Click Search_ If you entered either a o o “sth Search Results (Click on a column heading to sort the list)
first or last name, you see the listof ~ Zi @@n-ﬂm
students that match the search criteria. e L
10.2.1 Export Search Results T e @t S
| ciar | sercn
The Excel button provides the option to display or export x|
your search results as a spreadsheet file. Click Excel. The Do you want to open o save this fie?
following message will pop up and overlay the search results oy e e
Screen . Type: Micrasoft Excel Worksheet, 408 bytes
. Fram: stuwebdewl

Open Save I Cancel I

¥ Always ask before opening this type of file

o Disregard the warning statement in this case. Opening
or downloading this file is without risk. @ ey et 1 o s 1 1 surct 2t oo

save this file. ‘What's the risk?
e Click Open to see the same search results in a
spreadsheet format. Under File, on the menu tool bar, you have the standard options.

e If you click Save on the File Download dialogue, the standard Windows Save As
dialogue displays.

e Saved search results may subsequently be opened in MS Excel (or another spreadsheet
program). The file may also be inserted into MS Word as an object, as a Microsoft Excel
worksheet.

10.2.2 Sort Search Results

/3 Popup - Web Page Dialog x|

You may also sort your search results. Click the Multi Sort SR 5
option. The popup may display as following. Y Pl e o
e Toinclude afield in the sort, change Include to “Yes.” mmm
- . Stuctert D =] [asc = [ Ll
e If you want the sort to be in descending order, set |
Direction as “DSC.” R e |
e The Sort Order determines which field is first sorted. - .

For example, if you wanted to sort only by Last Name and
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Student ID, with both in ascending order, and with the sort first by Last Name and secondly by
Student ID, set the drop-down list options as in the following figure.

x
Multi-column Sort
- | | Update and Save sort parameters
Press ‘Do Sort'to perform the ot
Stuclent I Yes -| [asc - v[
Last Name |'ves x| |asc =l | =l
First Mame o =] [asc EANE B3|
Cancel I Do Sort

In the previous example, the Sort Order for First Name is inactive, as First Name is not selected
for inclusion in the sort order.

The Multi-column Sort dialog could contain a different combination of fields. For example, the
following available screen may display for a multi-column sort in OASIS” MSA Roster module.

10.3 Select a School

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

do so,

1. On the right-hand menu, see the School Detail tab. If necessary, click it to make it active.
2. Under Select Another School:, click the down arrow. A drop-down list of schools displays.

3. Click the school
name to select it.

SCHEDULING ENROLLMENT

Master Schedule Maintenace | > S2heduling > Master Sshedule Maintenace

TeacheriCounselor Mnt.

Teacher List

Class Info

Add New Class/Section | Please selecta school hefore conti
Course Mt By Year

Restricted Course List By ear

Studert Detal  Sehool Detail

Ho School.

TUDENT GRADE
DEMOGRAPHICS REPORTING

ASSESSMENTS REPORTS

huing.
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