Los Angeles Unified School District
Multilingual and Multicultural Education Department

Instructional Online Accountability System (OLAS)
Job Aid
The Multilingual and Multicultural Education Department (MMED), in conjunction with the Office of Data and Accountability and

ITD, developed the Instructional Online Accountability System (OLAS) to document and monitor the English Learner program and

services provided to ELs throughout the District. School sites utilize this platform to certify completion of EL program accountabilities
and upload related documentation as evidence of compliance.

I. Accessing OLAS

OLAS can be accessed through the Principal's Portal: https://principalportal.lausd.net
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Williams Sufficiency Certification Integrated Safe School Plan Misis

School Data Designee Form MyData

School Promotion Materials Passport

Log in with your
LAUSD username and

/ password

Login to Principal's Portal

Username

Password

Forgot your password?

Enter your Single Sign-On(email) username and password to log in.
eg. (mary.smitt d-net, ith@y A o )

Session times out after 30 minutes.

Having login or account creation problems?

Please call the ITD Helpdesk at (213) 241-5200 for assistance

Need Help? Click here for FAQ

NOTE: See section V (page 4) for instructions on how to assign OLAS access.
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Il. OLAS Main Menu

Los Angeles Unified School District
Multilingual and Multicultural Education Department

The OLAS Main Menu contains links to access monthly accountabilities and resources.

Click on the
accountability month to
view what is due for the
month.

Click on the desired link
to access resources
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English Learner Instructional Online Accountabilities

If your current location is different than the location you must certify for or you must certify for more than one location,
you can change your location by using the input box below. Click on the ‘Change Location’ button.
Current Location Change Location

® MULTI LING/CULT ED(0995) 1099501

[J Certification Items

Month

Due Date Due? Certification Status?

08/31/2017 Yes Yes
09/30/2017 No No
107312017 No No
117302017 No No
12/312017 No No
0173172018 No No
02/28/2018 No No
03/31/2018 No No
0473012018 No No
05/31/2018 No No
06/12/2018 No No

O Contact Information

and
333 South Beaudry Avenue, 25th Floor
Los Angeles, CA 90017

Phone: (213)241-5582

Contact: Angela Sandova!
213) 241-5582 abs9291@lausd.net

MMED Vision Statement

pi

NOTE: Please download and print the OLAS Task Calendar and Checklist. These documents are essential for
understanding what needs to be uploaded and certified in OLAS for the month. All EL Program documentation needs
to be filed at the school site for a minimum of 5 years as evidence of compliance.

[ll. OLAS Certification (monthly EL accountabilities)

The OLAS Certification page displays the accountability items due at the end of the month. School site EL Designees
will only see the accountability items that require an upload. The school site principal will see all accountability items
referenced in the OLAS Task Calendar and Checklist.

Clicking on the question mark
will allow the user to view a
description of the accountability
item and action
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The green checkmark
indicates items that only
require principal certification
(no upload required)
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For mre information, plesse cick on the rees e uncer o P

Send the Inital Notification of Enroliment by September 13, 2017 [ s ria 10 fhe selected

Send the Inital Notification of Assessment Resuits by September 13, 2017 § o fhe selecred
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Complete all Intial CELDT assessments for stucent envolied from the beginning of the )
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Incluce In the professional cevelopment plan PO specific to Els )

Principal Certification

Browse for and select
the document. Click
here to upload, then
click to save.

By checks . E e 1 of the . prograr

School Name: MULTI UNG/CULT E0X0995) Posiion: ANGELA SANDOVAL - ADVSR,

TEMMSTNONSCHOO

Principal certifies the
month's accountabilities
and submits
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Los Angeles Unified School District
Multilingual and Multicultural Education Department

NOTE: Only the principal user role can view the "Certify Only" accountabilities

IV. Accessing an OLAS School Report

OLAS users can view, download and print an at a glance OLAS school report to monitor monthly accountability
uploads and certification.

1. Click onto the "Report Menu" button to access available reports in OLAS.

Click on the Report

COTIGEEE
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Current Location
® MULTI LING/CULT ED(0995)

Month ue Date

01312018
0272872018
031312018

1302018
0531208
061122018

English Learner Instructional Online Accountabilities

you tlocation is different than the location you must certify
You can change your location by using the input box below. Click on the ‘Change Location’ button.

O Certification Items.

L4 Menu button

——— |

for or you must certify for more than one location,

—

ucation Department

2. The Report Menu will display. View the menu and select the School Report link to view the OLAS at a glance
accountability completion report.

Click onto the
School Report link

MAIN MENU

Instructional Online Accountability System Reports

REPORT MENU

\\. School Report

School report screen and menus only (canned
report). Principal and designee will be able to access
report(s).

Executive/Local District Report

Executive or Local District EL Report Screen and
Excel output interface

EL Services

This report now displays EL Services section
attributes entered by schools on or before the
morning of 02/22/16 (column N).

2016

CELDTStudentintervention2015-

CELDT Student Intervention 2015-2016 Reports
Updated 03/8/16

LAUSD-CELDT Roster

The LAUSD-CELDT (non-official) student roster
provides the names of the 2nd-12th grade English
Learners who will be administered the LAUSD-CELDT
(non-official) during the window of April 4-15, 2016.
Schools will receive specially labeled shipment of
LAUSD-CELDT (non-official) testing materials with
student bar code labels for each student on the
roster.

LAUSD-CELDT Results

LAUSD CELDT Results - April 2016 This file provides
the LAUSD CELDT student results, and indicates
whether or not students met the English Proficiency
criteria for reclassification(Column P).
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Los Angeles Unified School District
Multilingual and Multicultural Education Department

3. The following OLAS School Report, showing the status of all accountability items for the school year, will display:

am: Principal’s
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Instructional Online Accountability School Report

School Year:(2017 ¢ Month: Al

School List (Al T

Aecountavinty DueOnie | Upload | Uploaded Date | Uploaded By | Princpe Ces Ote | Pincipl Cert B | PricipelCo?
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parents of s i grades 112 Ryt
Establsh and n-service the Student Suppct and Progress Team (SS9T) | 08/31/2017
Estabish ELD instrctionl blockschedue for the schoo! ste oauzn
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20
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Upload SST Meeting Log for Auguss, Sept., Octaber, and November
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Moritoe RFEP shdent progress schosi wice a2 part of SSPT*
Maitain the Mastar Pan nstructions! Program Cptons Log, ist
Samastar

Condctdassroom obsevations o Designates and negratd E10
Senc to ELPAC raing the idontfind ELPAC Cordnaer
Rociassfy a1 s who have mt he ecassicaton rers

120 and e PO spacc o €5

Vonor the progress of L Stocets 38 pat o SSPT

Hoid o Mastr P Instrctions rograms Options meetn 42
Ervure i dasses it Els have ELs senices evored in MSES
Veritor RFED Stodent Progress aspar of ST

Conductcass cbservations ofDesgaind and integated EL0
Mot LTEL Progress Parert Meetng #2

Conduct claszroam obaervatons of Deignated and ntagrated £.0
Rociassfy a1 s who have et he recassiicaton rers
Adminisor the Areusl ELAC 0 9 615

ran s v rofessional ceveiopment spectc for €5
Varsain the Master P Instructens! Program Optons Log, 208
Semeser

Upload ST Masting Log for March, Aprl and May

V. Assigning OLAS Access to an EL Designee
Principals have User Manager access which allows a principal to assign OLAS access to the school site EL Designee.
This will allow the EL Designee to upload EL documents in OLAS. EL Designees (who are not principals) cannot
certify OLAS accountability items.

1. To assign access, click onto the Settings link.

Principal clicks the
~_— Settings link

%E’Qa r|1(:|pa| S Home  Seffings ‘ ®

English Learner Instructional Online Accountabilities

If your current location is different than the location you must certify for or you must certify for more than one location,
you can change your location by using the input box below. Click on the ‘Change Location’ button.

Current Location Change Location

® MULTI LING/CULT ED(0995) 2099501
O Certification Items

Month Due Date Due? Certification Status?
August 2017 08/31/2017 Yes Yes
September 2017 09/30/2017 No No
October 2017 1073172017 No No
November 2017 11/30/2017 No No
December 2017 1273172017 No No
January 2018 01/31/2018 No No
Feburary 2018 02/28/2018 No No
March 2018 03/31/2018 No No
April 2018 04/30/2018 No No
May 2018 05/31/2018 No No
June 2018 06/12/2018 No No
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Los Angeles Unified School District
Multilingual and Multicultural Education Department

2. Click on User Manager to open the access page needed to begin to assign access.

‘q‘A Los Angeles Unified School District

Principal Certification System

. Principal clicks the
Admin Tools

/ User Manager link

User Manager

3. Click on the Find button to begin a name search.

Select the cost center from the drop down to view users at that location. To add a user, click on the ‘Find' button and search for the employee. Click on the employee to select him/her and click on the 'Add User' button to finish.

o ;‘:p";‘ G 5 " Principal clicks the

L ocal C B Find button, and will
District: .

System [Ins!ructionalOane Accountability System =] be dIrGCted to an

Adc User

initial information

Retumn to Main Menu

4. Enter the individual's first and last name then click onto the search button. A new screen will open. Select the
individual's name for whom will be granted access.

Principal will need to enter
the first and last name to

Resource Search Screen
First Name: conduct a search for the
Last Name: —— | individual who will be

Search Clear Cancel

granted access

5. Select the appropriate information: User Type, Location/Local District, and Instructional Online Accountability
System, for the individual who will be granted access.

~—_

User", to grant access

Select the cost center from the drop down to view users at that location. To add a user, click on the ‘Find' button and search for the employee. Click on the employee to select him/her and click on the 'Add User' button to finish.
User Name: Fing
User Type: [ Al + ]
L ocal =
District: ( :)
System [Ins!ruckional Online Accountability System #]
Adc User
Retumn to Main Menu
i . . "
\ Principal must click "Add
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