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Student Tutorial: Online Course Requests 
 
 
1. Log student into Skyward 
 

 
 
 
 
2. Click Schedule 
 

  



2 
Student Tutorial: Online Course Requests/January 2019 

3. Click Request Courses for [next school year] in [your school] 
 

 
 
 
4. Request Courses 

 
Selected Courses may have already been pre-loaded by the school. These can only be removed by school 
personnel. 
 
On the Request Courses tab, there are two options for searching courses: 
a. Enter 5 digit course key, then click on Search. When course appears, click the course then click Add Course 

       OR 
b. Click on a course in Available Courses for [next school year] area, then click Add Course 

 
Courses will appear in the Selected Course area. Use Remove Course to delete courses from your list. 
 
When complete, verify the Total Credits = 8.00 (high school), 7.00 (middle school) 
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5. Request Alternate Courses 
 

On the Request Alternates tab, there are two options for requesting alternate courses: 
a. Enter 5 digit course key, then click on Search. When course appears, click the course then click Add Course 

       OR 
b. Click on a course in Available Alternate Courses for [next school year] area, then click Add Course 

 
Courses will appear in the Selected Alternate Courses area. 

 
Requested courses have an “R” priority. Alternate courses receive a priority number. Priority can be changed by 
using the arrow buttons. Use Remove Course to delete courses from your list. 

 

 
 
 


