
 

This is the process for dropping a class and adding a new one, or “Replacing Student Section”. 

Path: Administrative Access > Student > Student List > Scheduling > Schedule List 

 

 
 

1.​ Find the class that you want to drop and click the down arrow 
 

 
 

2.​ Record Options: 
a.​ Delete Student Section – use this only before the term starts, if the student has never set foot in the 

classroom and there are no attendance records or grades. 
b.​ Change Student Section – use this to move the student to a new section within the same course. 
c.​ Drop Student Section – use this if you are dropping and not replacing with a new class 
d.​ Replace Student Section – use this to both drop and add a course in one transaction 
e.​ Unschedule Student Section – this returns the course to a request status 

 



In this example, we will be dropping Studio Art 2 and adding Photography 1. 
3.​ Click the down arrow and select Replace Student Section 

 

4.​ On the Replace Student Section window, the End Date defaults to the current day, this can be changed – the 
drop day should be the day after the last day of attendance in the class. 

5.​ Choose the Early Exit Reason “DROP” 
6.​ Add the replacement class and section. 

 

 
 

7.​ Click Next. A Verification Summary page will appear. 

 



 
 
 

8.​ Click Save 

 
9.​ You can double check the student’s new schedule by looking at the schedule 
matrix. The dropped class appears in pink and the new class appears in green. 

 
 

 
 

The Schedule List also shows the Start Date and End Date of each course: 
 
 

 


