
Drop a Class from a Student’s Schedule

NOTE:  If you are replacing a class for a student, drop the current class first, and 
then add the replacement class.

1. From the PS Start Page, select the student for whom you wish to drop a class 
or classes. (If you need to drop classes for a group of students, select the 
group and use the Counselor’s Screen.)

2. Click on Modify Schedule in the Scheduling section in the menu on the left 
side of the Student screen.

3. In the Drop column, click in the check box next to each class that needs to 
be dropped. Then click the Drop button at the bottom of the window.

Select classes
to drop.

Click Drop.

4. The Drop Classes screen is displayed. The Exit Date should be the day after 
the last day the student was in the class. Before school starts, it can be any 
date before the first day of school. Verify the date and click Drop Classes. 

                

Verify the Exit Date.

Click Drop Classes 
to complete the 
drop process.
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