
 
Portal Course Requests

To make your course selections for next year by 
way of the Community Portal, open your 
preferred web browser and enter http://
sapphire.etownschools.org into the address bar.

Select Community Portal.

Enter your username, password and PIN 
number to log into your Community Portal 
account.

If you forget your password, click the “Forgot 
your password?” link and your password will be 
sent to your student district email account.

Once you are logged in, click the Course Request Form link in the left link menu and review 
the onscreen directions for completing the course request form.  

The course selection 
form will be available 
for the grade to which 
you will be entering the 
following school year.

Click Fill Out Course 
Request Form.  
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Required courses will display at the top of the Course Request form.  Select the course that 
you would like to take by clicking your mouse in the box to the left of the course name.  A 
checkmark will appear in the box indicating that you would like to request that course for your 
schedule next year.

If the course that you would like to take does not appear in the list, click the Special Request 
box.  The Guidance Office will meet with you to find out which course you would like to take.

A course that is highlighted in green with a checkmark already in the box indicates that a 
teacher has recommended for you to take that course.  You may deselect that choice by 
clicking the checkmark to make it disappear.  Remember to select another required course.

Make sure you have four required courses (3 for Seniors): English, Math, Science and Social 
Studies.

Courses displaying in the 
Mandatory Courses 
section are required for all 
students in that grade level 
and will be automatically 
added to your schedule. 
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Elective courses are hidden in collapsable lists.  Click the “Click to expand” button to display 
the courses.  Click the “Click to collapse” button to hide the course list again.

To select your two alternates, place a checkmark in the Alternate column to the right of the 
course name.
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Save Course Selection buttons are displayed throughout the Course Selection form.  Press 
the button periodically to save your selections and to refresh the screen so you do not get 
logged out unknowingly.

If you select too many credits whether required 
or electives, a message will display telling you 
how many credits you need to choose and how 
many you have chosen.  You need to go back 
and deselect courses to get the required number 
of course.

If you forget to select a course for a required 
subject, you will see a message that tells you to 
choose a course for that subject.

If you do not select three electives, you will be 
told that you have selected less credits than the 
required and so you need to go back and select 
additional courses.

Once you click the “Save Course 
Requests” button, the form review 
screen displays.  Review your course 
selections.  If you need to make 
changes, return to the course 
selection screen.  

When you do not need to make more 
changes, print out the form, sign and 
have your parents sign it.  Return the 
form to the Counseling Office.

You may make changes to your 
course requests until the course 
selection date expires.  Once the date 
has passed, you will no longer be able 
to make or edit course requests online 
through the Student Portal.
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