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Manually Scheduling Students in PowerScheduler 

June 2023 ● Version 1.0 

Dates, terms, courses, and schools depicted throughout this handbook are used as examples 
and may not reflect the current summer school year, term, or school-type. 

Scheduling a Group of Students 

To schedule a group of students, do the following: 

1. On the PowerScheduler page, under Resources on the left side menu, click Students. 

2. Select the student group. 

3. Above the list of selected students, click Functions. 

 

4. From the list of Student Scheduling Functions, select Schedule Mass Enroll. 
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5. On the Mass Enroll screen, select the teacher and period from the drop-down menus. 

NOTE: If the teacher has multiple sections for the selected period, an alert will indicate a specified 
course and section must be entered instead. 

6. Click Submit. 

 

7. Spot check student schedules. 
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Scheduling One Student 

1. On the PowerScheduler page, under Resources on the left side menu, click Students. 

2. Search for and select the student. 

 

3. On the left-side menu, select Schedule from the drop-down menu, then click the selected student’s 
name. 

 

4. On the Schedule tab, expand the Enroll drop-down menu and make a period selection. 
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5. Select from the list of available class options. 

 

6. Spot check the student’s schedule. 
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Dropping a Class 

In PowerScheduler, students must be dropped individually. 

1. On the PowerScheduler page, under Resources on the left side menu, click Students. 

2. Search for and select the student. 

3. On the left-side menu, click the student’s name. 

4. On the Schedule tab, below the Drop column, check the boxes of the classes to drop.  

5. Click Drop Classes. 

 


