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Section 3: Managing Student Information

Viewing the Student List and Adding New Students

Students can be added to the OMS by Administrators or Teachers. Data Entry users are able to view the Student List
in order to select students and enter screening data, but they cannot add students or edit student information.

To add a new student: a:)

1. Open the Student List under the My Students tab. @
2. Click the Add icon at the top of the page.

3. Enter First Name, Last Name, Date of Birth, and
Class. It is recommended that you also complete ( )
optional demographicindicators such as gender
and ethnicity to allow you to filter certain group
reports by these characteristics.

4. Click the Save button to successfully add the
new student.

Editing Information for a Student or Changing a Student’s Class Assignment

To edit information for a student or change a student’s class assignment:

1. Open the Student List. D

2. In the Actions column, click the Edit Student icon for
the student whose information you would like to edit.

3. Make desired changes.

4. Click the Save button to save your changes.
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Entering Psychosocial Risk Factors

Psychosocial risk factors are optional indicators recorded within a student’s records. These risk factors should be
recorded if your program is using at-risk cutoffs. At-risk cutoffs are particularly useful for programs with a large
number of at-risk children, as they distinguish which children may be adequately served by prevention programs and
which children may have true developmental delays.

Children with four or more psychosocial risk factors will have their screening scores compared to an at-risk cutoff in
the Screening Summary Report, if they score below the cutoff for potential developmental delays.

To enter a student’s Psychosocial Risk Factors:

1.
2.

Open the Student List.

Click the name of the student for whom you would
like to enter risk factors.

. Click the Risk Factors link in the left navigation menu.
. Check off the relevant psychosocial risk factors.

. Click the Save button.

(1 I
(2 I

Deactivating a Student

If you wish to remove a student’s information from group reports (e.g., a student has moved or left the school), you
can deactivate the student’s record.

To deactivate a student:

1.
2.

4.

Open the Student List.

Click the Edit Student icon in the Actions column for
the student you would like to deactivate.

. Click the Inactive checkbox under Student

Information.

Click Save to save your changes.

Note: Deactivating a student does not delete the student from the
OMS. Instead, deactivating a student hides the student from the
default active Student List and removes that student’s data from
group reports. You can view inactive students by selecting “show
inactive” or “show all” from the dropdown menu in the upper-left
corner of the Student List page.
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Reactivating a Student

To reactivate a student:

I

1. Open the Student List.

2. Select Show Inactive from the dropdown menu in
the upper-left corner.

3. Click the Edit Student icon in the Actions column for
the student you would like to reactivate.

4. Uncheck the Inactive checkbox under Student
Information.

5. Click Save to save your changes.

Exporting Student Information

The Student List can also be exported as a CSV file by
clicking the Export icon at the top of the page so you
can easily view or save information on each student in
your account. The CSV file also provides demographic
information and parent information for each student.

To export student information:

1. Open the Student List.
2. Click the Export icon at the top of the page.
3. Open the downloaded file from your file finder.
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Entering Data from the Data Sheet o:)
(Core Assessments)

1. Open the Student List and click the Enter Screen Data
icon in the Actions column for the desired student.

OR

Click the Enter New Screening Data icon on the
Student Profile page.

2. Prior to entering data, make sure you have the child’s
completed Data Sheet. ]

3. Enter the assessment date and examiner name
written on the Data Sheet (examiner will already be D
prepopulated based on your name; if you were not
the examiner, you can change this field to reflect the
actual examiner’s name).

Helpful tip: Enter a new assessment date for each screening.
The OMS will not allow you to enter the same screening date

for multiple assessments.

4. Click the Start button.

5. Check each skill that was circled (i.e., marked as
mastered) on the child’s Data Sheet. You can check
the Select All checkbox in the second column to
quickly check all skills for a given assessment. If the
Select All checkbox was checked in error, it can be
deselected.

Helpful tip: If most items (even if not all) were mastered, you
can check the Select All checkbox, and then deselect those

items that the child did not master. Q )

6. Click the Save Progress button to save data while
you are working or if you would like to return at a
later time to finish entering data. You can return by
clicking the link to the Data Sheet on the Student
Profile page. Click the Submit button when you are
ready to submit and score the Data Sheet.
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Entering Data from the Self-Help and Social-Emotional Scales

For children 2+ years of age, if domain-level scores are desired for self-help and social-emotional skills, then
administer the Self-help and Social-Emotional Scales and enter data in the OMS using the steps below.

To enter data from the Self-help and
Social-Emotional Scales:

1. Prior to entering data, make sure you have the
completed Parent or Teacher Report for the Self-help
and Social- Emotional Scales.

2. Data for the Self-help and Social-Emotional Scales can
be entered at the same time as data is entered for the
Core Assessments by clicking the Self-help & Social-
Emotional Scales tab on the online Data Sheet page.
Alternatively, this data can also be entered after the
Core Assessments have been saved by navigating to the
child’s Profile page and clicking Continue in the Self-
help & Social-Emotional Scales column.

3. For each question, click the radio button for the
appropriate response. All questions must be answered
in order to submit and score the Self-help and Social-
Emotional Scales.

4. Click the Save button if you would like to save data
while you are working or return at a later time to finish
entering data. You can return by clicking the Self-help
& Social- Emotional Scales link on the Student Profile
page. Click the Submit button when you are ready
to submit and score the Self-help & Social-Emotional
Scales.

Helpful tip: If you enter data for the Data Sheet (Core
Assessments) and the Self-help and Social-Emotional Scales

at the same time, clicking the Submit button will submit and
score both forms.
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Managing Observations

When considering a child’s development, it is crucial

to incorporate both formal screening and informal
observation methods to support a more complete picture
of the child.

You can access the Observations section by navigating
to the Student Profile page and then clicking the
Observations link in the left-hand navigation menu.
The Observations section includes links to the Screening
Observations Forms, which can be used to collect
authentic information during or immediately after a
screening to inform the need for further screening or
treatment.

Accessing Additional Assessment Results

You can access this section by navigating to the

Student Profile page and then clicking the Additional
Assessment link in the left-hand navigation menu. The
Additional Assessment link provides PDFs for recording
data on the Supplemental Assessments and the Reading
Readiness Scale.

The Supplemental Assessments immediately follow
the Core Assessments in your Screens Ill manual. The
Supplemental Assessments allow you to assess a child’s
mastery of more advanced skills than those presented

in the Core Assessments. Supplemental Assessments are
available for two-year-old children through first grade.

The Reading Readiness Scale immediately follows the Self-

help & Social-Emotional Scales in your Screens Il manual. The

Reading Readiness Scale is a standardized measure of skills
and behaviors related to emergent literacy. Normative scores
are available for five-year-old children.
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