
                               PPOOWWEERRSSCCHHOOOOLL  DDOOCCUUMMEENNTTAATTIIOONN    
                                                                                                                                                                                                                                                                         Audience Code:  GW – DA –SA 

                                                                                                                                               Doc. No. PS-0705-22 SCHE 
 
 
 
 

                       

Maintaining Student Schedules 
Adding Courses 

 
Purpose: Administration – Instructions on adding a course to a student’s schedule.  There 
are several ways to add a course depending on the amount of information you know about 
the course the student wants to enroll in, as well as the school registration process. 
 
Adding One Course – Same Period 
 
If a student drops a course and needs to schedule another course in the same period you 
will make a selection from a list of courses that are available for that particular period. 
 
1. Choose student 
2. Select Modify 

Schedule page. 
3. Choose the period 

you need to enroll 
the student in a 
course from pop 
up menu. 

 
4. Click Find.   

 
5. The Available 

Courses page 
displays. 

 
6. Refine your search for 

appropriate courses by 
choosing: 

a. Period 
b. Day 
c. Term 
d. Grade 
e. Teacher 
f. Credit type  
g. Course number 
 

7. Enter the correct 
enrollment date. 

 
8. Click on the course 

name you want to enroll 
this student in. 
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9. The added course will now appear under Enrollments. 

 
 
Adding One Course – When You Know Course Number and/or Section Number 
 
If you know the number of the course and the Section Number the student wants to enroll in, 
you can enroll him/her by: 
 

1. Click Modify Schedule page after you select a student. 

2. Enter Course.Section in the Quick Enroll area.  
3. If you only enter the course number without the section number you may be shown 

several sections of that course if there is more than one available. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4. If more than one exists, click on the section you want. 
5. If you knew the course number and the section number Click on Enroll 
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