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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 
 

 
 

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

Log in with your 
LAUSD username and 
password 

 

Click the Instructional 
Online Accountability 
link to access the log 
in Screen 
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II.  OLAS Main Menu 
 

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

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. 

 
III.  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. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

    

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

 

Click on the desired link 
to access resources 

 

The green checkmark 
indicates items that only 
require principal certification 
(no upload required) 

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

 

Principal certifies the 
month's accountabilities 
and submits 

 

Clicking on the question mark 
will allow the user to view a 
description of the accountability 
item and action 
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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. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

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 

 

Click on the Report 
Menu button 
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3.  The following OLAS School Report, showing the status of all accountability items for the school year, will display: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
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 
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2.  Click on User Manager to open the access page needed to begin to assign access. 
 
 
 
 
 
 
 
 
  
 

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

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.  

 
 
 
 
 
 
 
 
 
  

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

Principal clicks the 
Find button, and will 
be directed to an 
initial information 
screen. 

Principal will need to enter 
the first and last name to 
conduct a search for the 
individual who will be 
granted access  

 

Principal must click "Add 
User", to grant access 

 

Principal clicks the 
User Manager link 

 


