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Online Tutorial: Modifying Student Schedules

Step 1: In the left navigation bar, click on “Teacher Schedules”
under the “Functions” heading

How to add a course:

Step 2: Find the teacher you’re looking for and click on his/her 
name.

Step 3: Look at the box in the center of the page and write down the course name 
and course number you’d like to enroll the student in.  An example is below.

Step 4: Click the PowerSchool logo in the top left corner to 
return to the start page.

Step 5: Search for a student or browse 
students to find the student whose schedule 
you’d like to modify.
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Step 6: In the left navigation bar, click on “Modify Schedule”
under the “Scheduling” heading.

Step 7: Enter the course number and period 
that you wrote down in Step 3.

Step 8: Click the “Find” button.

Step 9: In the middle of the screen, change 
the term to the current semester.

Step 10: Click on the course and section in which you’d like to enroll the student.

How to drop a course:

Step 1: Search for a student or browse 
students to find the student whose schedule 
you’d like to modify.

Step 2: In the left navigation bar, click on “Modify Schedule”
under the “Scheduling” heading.

Step 3: On the right side of the screen, click the checkbox for the 
course you’d like to drop.

Step 4: Click the “Drop” button.


