
How to Change A Schedule Before School Starts in PowerSchool 
 

1. Pull up Student 
 

2. In Menu Bar on left, click on Modify Schedule under Scheduling. 
 

3. Place check box in class/classes you want to drop.  When prompted for a date, ALWAYS use the date on 
the schedule under Enroll copy and paste).  If you drop more than one class, make sure the dates are all 
the same.  Drop any additional date separately.  EXP.  Most enroll dates will be 08/03/2016, drop all of 
these at one time, one date may say 08/05/2016, drop it on 08/05/2016.  Classes starting Second 
Semester will have the date 01/03/2017, drop these on 01/03/2017.  You NEVER drop a class before it 
starts.  If ever in doubt always call us first.  
 

4. Put the new schedule in.  When adding a schedule if you are doing the Quick Enroll, put in the grade level-
section.  Exp.  400.2 would be Section 2 of 4th grade.  If you are unsure of the section, put 400 in Course 
Number box, change period to all, click on FIND.   Your sections for 4th grade will come up, click on the 
appropriate one and your student will be fully scheduled.  Always check to make sure that the section 
numbers and teacher names are correct and the schedule is correct.  ALWAYS notify Kathy of any 
corrections that need to be made. 

 
5. After you have changed the schedule click on Modify Info under the Information section.  Use the drop 

down beside Home Room to change to the appropriate Home Room and Submit. 
 

 
 
 

 
How to Change A Schedule Before School Starts in PowerSchool 

 
1. Changing a schedule after attendance has been taken on the First day of school has not changed.  

ALWAYS…. DROP TOMORROW, ADD TOMORROW.  You always use the same date.  If for some reason you 
need there to be no instance of the class you are dropping, you will have to email us the students name 
and student number as well as the class you want to go away.  Once attendance has been taken, it has to 
be removed before you can drop the class.  Keeping schedule changes to a minimum after school starts is 
always best.   

 
 


