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Making Courses Active and Available in the Current Course Catalog and 

Creating new Sections in PowerSchool SIS 

This Document will walk you through the steps to find already created courses and make them available in 

the current course catalog so they can be scheduled.  

 
Overview 
This document will cover the following process:  Making already existing courses active and available in 
the current course catalog 

1. Find the Course in the District Office and make the Course Active in the School Building’s Current 
Year 

2. Make the Course Available in the Current Year Course Catalog 
3. Create a New Section 

 
 

 
1. Find Courses in the District Office:   [Start Page > District Management > Courses and Programs 

> Courses] 
 

 
 

 Select the Filter Course Number or Course Name, however you want to search 
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 Click on the course name 

 Click on the Availability Tab 
 

 

 Make sure the course is available for the correct school and correct school year, click Edit if 
it is not available, next to the year you wish to Edit 

 Select the Building you wish to make the course active in and hit the arrow button then 
click: SUBMIT 

 
2. Make the Course Available in the Current Course Catalog: Navigate from within the School 

Building Entity:   [Start Page > School Management > Courses and Programs > Courses > 
Manage Courses for this School] 



 

 

MAKING COURSES AVAILABLE AND CREATING NEW SECTIONS 
ST – 10/29/2024  

PAGE 3 OF 5 

 

 Click on the Unavailable Tab 
 

 

 
 
 

 Check the Box Next to the Course(s) you want to make available 

 Click SUBMIT 
 

3. Create a New Section of the Course in the School Building:   [Start Page > School Management 
> Courses and Programs > Course Sections] 

 From the Course Sections Page; search for the course you want to create a new section for. 
Search by looking at the list of courses on the left navigation or using a CTRL+F to type in 
the name of the course or course number 
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 Click on the Course Name 

 On the Edit Sections Page, Click New 

 Fill in the Correct Fields where needed:  
▪ Expression: What period of the day the section is in 
▪ Select the Correct Term:  Semester 1, Semester 2, Year Long or Quarter 
▪ Lead Teacher 
▪ Co-Teacher or other Staff to the Section if applicable 
▪ Secion Number: Make sure you know how many sections may already exist and 

select the next chronological number 
▪ Maximum Enrollment 
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 Important Note: Many of the fields on this page already have selections that are derived 
from the Course in the District Office, Only fill in the fields necessary and do not override 
District Setting unless necessary.  

 Click SUBMIT 
 
 


