Individual Schedule Changes for Students

Using the Add/Drop

Click on Student>Profile>Use the search box to find the student you need to make changes to and click Search
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Click on the [image: image2.png]


 to go to the students schedule.  Make sure to change the school year to 2009-2010 and click the Add/Drop button (NOTE:  Next time you can click the [image: image3.png]


 to go directly to the add/drop screen and add classes or drop classes for a student).
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Click on the classes you want to drop.  These will turn Red
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Now type the room number of the homeroom the student will be going into where it says Section and click Search.  The classes will show below.
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Check off all sections to ensure you have assigned the student to their homeroom and special area classes.  Now click the Add button
Now scroll back to the top and click Save to complete the process.
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The last step is to change the Counselor, Advisor, and Homeroom fields
To do this go to Registration>Students and search for the student you are working on.  Then click the [image: image8.png]


 edit icon.
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Change the teacher name under Counselor AND Advisor.  Then change the homeroom to match the new room number they are in.
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This completes the process.
