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Future Scheduling:  Creating the Wish List for Online Course Requests 
 

1.  Check courses in FS/BC/CM to make sure: 
a. Grade Ranges are correct* 
b. Sections built for new courses **(If there is no section built for a course, it will not be 

included in the Course Wish Group) 
c. Required or Elective set correctly 
d. Manual or Normal (or Special Ed) are set correctly 

NOTE:  Changes in this area must be made by LeAnn Carroll. 

Go to your Course Master.  Set your screen as follows:   Using---Views:  Course Details/Filters: Active 
Courses GradeRangeView 

 

Grade Ranges:   Grd L and Grd H determine the grade level of the student that the course will be made 
available to.  If there is a course that should not be offered to a particular grade level, but that grade 
level is in the range between Low and high, make note of the course number and give to Donna Layer 
with the correct range it should be set to. 

Schedule Type:  Courses that are set to Normal (will be included in the Auto Schedule Process), Manual 
(will not be included in the Auto Schedule process) or Special Ed (may or may not be included in the 
Auto Schedule Process).   These are important to consider because you can elect to include or not 
include in the Wish List. 

Required or Elective:  This setting is also used to determine what will be included in the wish list.  You 
can decide whether you want just the electives listed or both electives and required courses listed on 
the wish list. 

Actual Number of Sections ACT NBR SCT:  This column lists the number of sections that are currently 
built for this course.  If the field is blank, there are no sections built.  You must build at least 1 section 
with a meeting pattern for the course before it will be included in the wish list.   

For an easier way to view just the courses with no sections and steps to add sections, go to the next 
page. 

  



From the Course Master, Change the Views to:  Section Details, and the Filters to: Only Active with no 
Sections

 

If you have no records showing, then all of your courses have sections.  Change your filter back to All 
and change your Views back to Course Details. 

If you have a course listed and you want it included in your wish list, you will need to  

a. Expand the record by clicking the next to the course. 
b. Expand the Section area and click Add Section 

 
 

c. Fill out the section details and click SAVE and ADD MEET 
 

d. If you are not sure what period is going to be used for the section, you can use period zero.  
However you will need to make sure you change this when the correct period is determined.  
Zero period does not auto-schedule. 
 

e. Click Save 
 

f. Continue until you have at least 1 section built for each course you want included in the 
wish list. 

 

When you have finished, be sure to change your filter back to ALL Sections. 
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2. Go to Future Scheduling/Request Processing/Setup/Codes/Course Wish Group 

 

 

 

 

 

 

 

a. Make sure there is a WEB Course Wish Group code 
i. Add the code if there is not one.  Make sure the code is set to “Use The Course 

Availability List in Family/Student Access”.   

 
b. Expand the group to see if there are any details. (There should not be if you are just 

starting the process.) 

 

  



3. Go to FS/RP/Setup/Utility   
a. Create Course Availability List 

i. Change the Course Wish Group to “WEB” 
ii. Click the CREATE process type 

iii. Set grade ranges (06-08) or (09-12) The WEB group will create a sub list for each 
grade level.  The courses added to each grade level will be determined by the 
Grade Ranges setting on the course.  See 1.a. 

iv. Determine the Course selection you want included, either both Electives and 
Required or just Electives. This is based on a setting on each course.  See 1.c. 

v. Determine the Course Scheduling types you want included- Normal, Manual, 
Special Ed (this is based on a setting on each course. See 1.d. 

vi. Set desired sorts-  This will determine the order the students/parents see the 
courses listed in on Family Access. 

 
b. RUN 
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4. Go back to FS/RP/Setup/Codes  

a. Select Course Wish List 

 

b. Expand the WEB code and then 
expand one grade level

 
c. Click the Drop (link) next to any courses that you don’t want the students to select or 

see in the wish list.  

 
 
The course will not be removed from the list, but its status will be changed to dropped.  
If you make a mistake, you can click the Append link to make it available again. 
 

 
 

d. Continue this through each grade level. 

  



5. New Courses Added after creation of the list 
a. If new courses are added after you have created the list, you will need to APPEND the 

list.  NOTE:  Before you run the utility to Append, you should make list of the courses 
you have already dropped from the list.  When you run the Append process, any course 
that was previously dropped will be appended (added back).  Therefore you will need to 
drop them again. 

b. Listing of Dropped Courses:  for a list of dropped courses, go to Request Processing, 
Setup, Codes, Course Wish List.  Expand the WEB code.  Select a grade level (you need to 
do this for each grade level).  Click the ‘View All Courses “ link 

 
 

c. Click the Export to Excel button 
 

d. Download the exported file and then open it. 
You will get a warning message.  Click Yes. 
 

e. Highlight the spreadsheet and Sort your report by the Status column.  This should put 
the dropped courses at the top.  Delete all the rest.  Print or save your report for use 
later. 
 

f. Repeat for each grade level under the WEB code. 
 

g. Once you have these lists, you will need to run the Append process 
 

h. Go back to Step 2 and select APPEND instead of CREATE.  This is very important.  Do not 
run the process as CREATE. 
 

i. Once the Append Process is complete, you’ll need to repeat Step 3. 
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6. Test your list— 
a. Online Course Requests must be turned on in Student Access before you can do your 

Online Test.   Turn in a technology service ticket to turn this feature on in Skyward.  
NOTE:  Once it is turned on, it will be available for students and parents to see. 

b. Select a student from each grade level. 
c. Use their Student Access login to make sure the link shows up on the screen in Family 

Access and also review the list for accuracy and desired format. You will need to request 
that information in your ticket or get the information from a student. 

d. If the link is not showing, contact the Help Desk. 
e. If the list of courses is not accurate, go back to your WEB code listing to see what needs 

to be corrected.   
i. If a course is missing, check to make sure the course is set correctly according to 

your parameters.  Also, make sure there is a section and meeting pattern built 
for the course. 

ii. If a course is showing that should not be, drop it from the list. 
iii. If you are not sure how to resolve the issue, contact the Help Desk. 

 


