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Setting up Courses and Sections for Elementary Schools 

1. Setup Years/Terms. 
a. From Start page  Setup Menu  click on School 

 

b. From the School Menu  scroll to Scheduling menu and click on Years/Terms  Click on the 

New Button 

 

c. Enter in the year name, abbreviation, start and end dates – click submit. 

 

d. Once the years and terms are displayed click on the year name link to enter in the 

days/periods. 
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e. Enter the Days and periods for you school and click submit.   

NOTE:  You will need only 1 day in your schedule.  You will need an AM and PM period and then a period for 

each subject area your school may need. 

 

2. Setup Periods 
a. From School Setup menu  click on Periods 

b. Click on Period 1, name it AM Attendance with an abbreviation of AM, then click submit. 

NOTE:  You will need to rename each period for AM/PM Attendance and then each subject area 
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3. Create Courses 
a. From Start Page  Setup Menu  School  Courses (under Scheduling Menu) 

b. When the Course list displays  click on View Master Course List link 

NOTE: If you have No courses created your screen will look like the picture below.  If you have entered some 

courses, you will see courses displayed in the frame on the left side. 

 

c. After you click on View Master Course List  you will see the DISTRICT Master Course List 

NOTE: Two schools can share the same course.  At this point, you can either check the box next to courses you 

would like to use at your school or click the New button to add new courses.  Once you Add a new course, you 

will get back to the DISTRICT Master and will have to check off the course to activate it at your school. 

 

d. To add a new Course  Click on the New button at the top of the list 

e. You must enter a Course Name, Course Number and the appropriate Grade Scale, then you can click 

submit at the bottom of the page.  If the Grade Scales are not setup, it is OK, these can be modified 

later. 
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f. Once you have created your courses, you need to activate them on the DISTRICT Master Course 

List.   

g. To activate, you check the box next to each course you need to use and then click the submit 

button at the bottom of the screen. 
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4. Create Sections 

Once you have created or activated all your courses, you will need to create sections of your courses for 

each of your teachers.  Your grade level teachers will need a section for AM, PM and each subject area.  

Your ‘specials’ (Art, Music, PE, etc.) teachers will have as many sections as necessary per grade level for 

their courses 

a. From Start Page  Setup Menu  School  Sections 

b. You will see your courses displayed in a list in the frame on the left. 

c. Click on the Course you want to create sections for 

d. Click on the New button 

 

e. Once you click on the New button, you will have to enter the section info: 

i. Term 

ii. Period 

iii. Teacher 

iv. Room 

v. Section number: the section number does not have to be a number.  A lot of elementary 

schools will incorporate the teachers name or room number into the section.  It MUST, 

however, be unique for each course.  And, it CANNOT start with the letter P 

vi. Max Enrollment 
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f. Be sure to scroll to the bottom and click the SUBMIT button. 

 

g. Repeat for all sections necessary for ALL courses.
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5. Setting up Dependent Sections 

Once you have all your sections created you can set the Dependent sections.  These are used so that when you 

Mass Enroll students into their homeroom section, they also are enrolled into the remaining sections needed 

for grading. 

a. From Start Page  under Functions menu  click on Teacher Schedules  click the Homeroom 

Teacher name you would like to start with. 

b. Click on the Section Number for the AM Attendance Section, it will open the section detail 

screen. 

 

c. Scroll to the dependent sections box, enter in the remaining sections for this teacher.  You must 

separate each section with a comma. 

d. Scroll to bottom and Click SUBMIT button. 

 

e. Repeat for all AM Attendance or Homeroom sections. 
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6. Enrolling Students into Sections 

The final step will be to enroll the students into the AM Section. 

a. From Start Page  search students by clicking on a grade level  you will get a list of students 

 

b. At the bottom of the student list  click the Functions drop down  select the option to Select 

Students by Hand 
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c. The list will refresh and you will then be able to choose students.  Be sure to hold down the 

Control (CTRL) key as you select the students. 

d. Then click on the Functions button 

 

e. From the Functions menu  select the option to Mass Enroll. 

 

f. Select the teacher and enter the AM Attendance section number. 

g. Be sure the Enrollment date is the correct date 

h. Click submit. 
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PowerSchool will now enroll the students in the AM Attendance section as well as ALL of the Dependent 

sections associated with the AM Attendance section for this teacher. 

i. Repeat for ALL Grade level/Homeroom Teachers. 

 

You have now successfully created schedules for your Elementary School.  Congratulations! 


