
Online Tutorial: Second Semester Schedule Setup

Part One: Print your current master schedule

Step 1: From the start page, click on “Reports” under 

“Functions” in the left navigation bar.

Step 2: In the middle of your screen, click on “Run Reports.”

One week before the end of the first semester, you should set up your second 

semester schedule.
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Step 3: Scroll down to the bottom of your screen and click 

“Master Schedule (PDF)” under the “Student Listings” section.

Step 4: Check the “All periods” box.

Step 5: Check the “All days” box.
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Scroll down to the bottom of your screen and click 

“Master Schedule (PDF)” under the “Student Listings” section.

Step 6: Select “All Rooms.”

Step 7: Select “All Teachers.”



Step 8: Under the “Printing Options” section, leave everything else on the screen as 

it is, except for Margins (inches) and Orientation.

Step 9: Click the “Submit” button.

Step 10: In the report queue, click on “View” next to “Completed” for your 

“Scheduling Master Schedule” report.

Step 11: Press “Ctrl-P” to print your report.
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Step 11: Press “Ctrl-P” to print your report.

Part Two: Identify second semester course numbers

Step 12: On the start page, click on “School” under “Setup” 

in the left navigation bar.

Step 13: Scroll down and select “Courses” under the “Scheduling” heading.

Step 14: Click on “Manage Courses for this School” in 

the top center of the courses box.

Under the “Printing Options” section, leave everything else on the screen as 

it is, except for Margins (inches) and Orientation.

In the report queue, click on “View” next to “Completed” for your 

P” to print your report.
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P” to print your report.

Part Two: Identify second semester course numbers

On the start page, click on “School” under “Setup” 

Scroll down and select “Courses” under the “Scheduling” heading.

“Manage Courses for this School” in 



Step 15: In the middle of your screen, next to “Sort list by,” click “Course Number.”

Step 16: For each Semester 1 course on your Master Schedule report that you 

printed (Step 11), identify and write down the course number for Semester 2 from 

PowerSchool.  

The course name in Semester 2 should be the same as in Semester 1, but will end in 

a “B” instead of an “A”.

Ex. Algebra: Semester 1 course is Algebra 1A, course # 4001, while Semester 2 

course is Algebra 1B, course # 4002
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Part Three: Create a new section

Step 17: From the start page, click on “Teacher Schedules” 

under “Functions” in the left navigation bar.

In the middle of your screen, next to “Sort list by,” click “Course Number.”

For each Semester 1 course on your Master Schedule report that you 

printed (Step 11), identify and write down the course number for Semester 2 from 

The course name in Semester 2 should be the same as in Semester 1, but will end in 

Ex. Algebra: Semester 1 course is Algebra 1A, course # 4001, while Semester 2 

3

From the start page, click on “Teacher Schedules” 

under “Functions” in the left navigation bar.



Step 18: In the left navigation bar, click on the first teacher’s name.

Step 19: In the middle of your screen, click the “New” button.

Step 20: Enter the Semester 2 course number for the 

teacher’s class.

Step 21: Check the box corresponding to the Period 

(Expression) for this section.

Step 22: Enter the room number 

and section number.  These can be 

4

and section number.  These can be 

found on the Master Schedule 

printout (Step 11).

Step 23: Next to the “Term” box, select 

“Semester 2.”

Step 24: Click the “Submit” button.

Step 25: Repeat Steps 17-24 for all sections and all teachers.

In the left navigation bar, click on the first teacher’s name.

In the middle of your screen, click the “New” button.

Enter the Semester 2 course number for the 

Check the box corresponding to the Period 

Enter the room number 

and section number.  These can be 

4

and section number.  These can be 

found on the Master Schedule 

printout (Step 11).

24 for all sections and all teachers.



Part Four: Mass enroll students

Step 26: From the start page, click on “Teacher Schedules” 

under “Functions” in the left navigation bar.

Step 27: In the left navigation bar, click 

on the first teacher’s name.

Step 28: Click the number of students under the “Size” heading 

for the first section.
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Step 29: Scroll to the bottom of the page and click the “Make this the current 

selection of students” link.

Step 30: Click on “Mass Enroll” under the “Function” 

heading.
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Scroll to the bottom of the page and click the “Make this the current 

Click on “Mass Enroll” under the “Function” 



Step 31: Select  the appropriate 

teacher and period (Expression) 

from the drop-down boxes.

Step 32: Enter in the course number 

and section in the following format: 

course.section (Ex: 4002.1)

Step 33: Enter the first day of the second semester as the enrollment date.

Step 34: Click the “Submit” button.

Step 35: Repeat these steps for “Mass Enroll Students” for all sections and all 

teachers.

6

Note: if you are changing courses for a few students, mass enroll all students first, then 

hand-select the few students who need to be moved.

Enter the first day of the second semester as the enrollment date.

Repeat these steps for “Mass Enroll Students” for all sections and all 
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Note: if you are changing courses for a few students, mass enroll all students first, then 

select the few students who need to be moved.


