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Timeline for Course Registration 
23-24

.

1/30 - Counseling Scheduling Lessons in TAP Hold (When not in the auditorium- look at 
Course Guide, Course Offerings Sheet, Transcripts, update your ICAPs and prepare for student 
led conferences)

1/30-2/15-In Core classes enter recommended courses in SIS

2/5- Show Dept videos/slideshows, Prepare for syllabus tasting, Prepare for Student LeD 
conferences

 2/9- Scheduling tasting in the gyms/continue registration & conference preparations



Timeline continued
2/15-TAP Full Hold- TAP teacher will have a mini conference with you to verify in SIS 
you have a full course schedule in your requests.  Prepare student led conference folders. You 
will be locked out of SIS after school on 2/15.

2/20-You will receive a printed out schedule on letter template/colored paper in 
your TAP class. 

2/20-2/26- Teachers sign off on student course requests in  classes 
(not during TAP unless you do not currently have a course in the department requiring a 
signature). Students need to have parent/guardian signature

2/26- student led conferences Practice and finalize SLC Folders (both paper and Electronic). 
TAP Teachers will collect Course Request Forms.

2/28- STUDENT Led conferences - Students Attend get preferential treatment for high 
demand courses.



HIGH SCHOOL COURSE 
DESCRIPTION GUIDE

Please review the Course 
guide carefully. Counselors 
and teachers  can provide 
you with instructions and 
guidance but ultimately it 

is the responsibility of you 
(the student) and your 

parent(s)/guardian(s) to 
plan which courses best fit 
your needs in relation to 
your ability and future 

goals. 

https://www.mehlvilleschooldistrict.com/common/pages/DownloadFileByUrl.aspx?key=wVdIizH3bg9VAyBwihaBkm9guo0A%2bJh1CBBatPL97SJBiASG%2bZi5%2bNsnzKTd31lunXHkZyIKRgtizzUf%2fS6Pnn61EtmCH7CcTLYUMEoIVaX8o%2bnktpwZSPGQWZTly6PgvbXCMwQeisEz0kZH7dKB375FQKntaHwGFkRLVpRyosPQOSiueUduH%2bmDTZnbR1XVZHVIT0wEI9HnAAVrc2Hs9oS5On7GjH5ftRLTub4AMsijyiArOaV49e2%2feB33p9s6gn21ug%3d%3d




Pay attention to 
department 

sequence



● Do not overwhelm yourself by signing 
up for too many Honors, AP, and/or 
Dual Credit Courses. Prioritize these 
courses according to your career 
path. (See list of all AP/Dual 
courses in the Planning Guide.)

● Do not under challenge yourself. Take 
courses that will help you increase 
your intellect and prepare you for 
life after high school.

● Remember that Colleges, the Military, 
and Employers not only look at your 
GPA—but also at the courses you have 
taken.

Tips for 

Course 

Selection



 

● Talk with your teachers about courses 
they recommend for you in their 
departments 

○ SSD & ELD students must also 
communicate with their case 
managers.

● Look at your transcript to make sure you 
are taking the courses you need for 
graduation. Look to see what courses you 
have passed, not passed,  or didn’t 
receive credit in (NC). 

○ Use the MHS Credit Check Worksheet 
to make sure you are on track for 
graduation. 

● Use your SCOIR Assessments results and 
Missouri Connections account where you 
complete your ICAP to check into 
suggested courses in your career path.

Resources for Course Selection

https://docs.google.com/document/d/1ExqQvtuMBikxui-VHxYbu9TZk3eLy_2wJBzJ3rzCa2I/edit?usp=sharing
https://docs.google.com/presentation/d/1PSrxRsdWSPV54Tz-JzRfgXAx0ogs8hfAk5Y368kuGdw/edit?usp=sharing
https://docs.google.com/presentation/d/1QOT6d3eQNZx9lxkyj5s-CFFBAcG2fqpN-4kj5f5JbiM/edit?usp=sharing


 

● If you took the PSAT, be sure to 
utilize the resources on the College 
Board website to learn more about your 
AP potential and recommended courses.

● Research the colleges, apprenticeships, 
& military branches you are interested 
in to see what their entrance 
requirements are and make sure you are 
taking the courses they require.

● If you are planning to play a sport in 
college you should also check the NCAA 
Eligibility Center regarding courses 
they require. 

Resources for Course Selection

https://web3.ncaa.org/ecwr3/??links.ncaa-play-college-sports_en_US??
https://web3.ncaa.org/ecwr3/??links.ncaa-play-college-sports_en_US??


ICAP by Grade (make sure the total credits is at 
least 25 with 7 per grade level planned)



ICAP by 
Subjects
Make 
sure they 
have the 
required 
credits 
planned



Students need to update their ICAPs with Completed Courses AND Future Courses



Click on the Edit - Orange corner to update courses to passed/failed



SIS Student Course Selections

https://docs.google.com/presentation/d/1sCJApmeTgfik8L-REioRIr2WYhxUUHLyM6s1tkc0XW8/edit?usp=sharing


Step 1: Log into your SIS Student Portal

Step 2: In the middle of your home screen you will 
see a yellow bar which says “Course Requests 
may now entered - View” so click on “View”



Step 3: Verify you are in the 2024-25 Course 
Requests by looking at the green highlighted year 
in the upper right corner of your screen

Step 4: On the bottom right of the Course Requests 
page, select the + symbol over “Add Requests”



Step 5: Click on the “Subject” Box to enter the course number you 
are wanting to add from your Course Offerings Sheet. Don’t forget 
the H at the beginning of each course. 
Leave the “Group” box at the top and the “Section” and “View Options” boxes blank - your schedule will 
be incorrect if you use any box other than the “Subject” box.

Only Use the Subject Box

https://docs.google.com/document/u/0/d/16SDMIX85gFngwnf9wLz3pu8FhkYBtWfoGxSZu1AOKqg/edit


Step 6: Enter the number of the course you 
want to add in the “Subject” box. Then click the 
arrow above the word “Next”

Step 7: Verify you typed the correct number by 
checking the course title on your course screen.



Step 8: If this is correct click the checkmark in the 
bottom righthand corner to “Save” that course and 
then click the + symbol above “Add Requests” to add 
more courses.

Step 9: Click the “Save” checkmark icon each 
time you add a course to verify you have saved. 
You will get this message:

Click 1st

Click 2nd



Step 10: Check that the Requested Term is marked correctly for 
Year, Semester Any, Semester 1 or Semester 2.
For semester courses leave “Sem-Any” for all courses in order to get the best 
schedule possible - except for the following two exceptions:
*If you are picking two courses and one is the prerequisite for the other - make sure you mark 
“Sem 1” and “Sem 2” like the sample below.
*If you are selecting two PE courses, you must mark one as Sem 1 & one as Sem 2 because you 
are not allowed to take two PE courses in the same semester.

Mark Sem 1

2D must be taken before 
Drawing I so mark Sem 2

Leave Sem Any



Step 11: Continue entering your courses by 
repeating steps #6 - #10 until you have all of 
your requests entered.



Step 12: Continue adding courses until you have a 
full list of 7 blocks:

1 yearlong course = 1 block
2 semester courses = 1 block

½

1
1

1

 1

½

½

½

1

Total is 
7 when 
added 
up



Troubleshooting: If you add a class to your list and 
then need to delete it, click on the dots under 
“Actions” and then click “Delete”.  Then click “OK” 
when asked if you are sure. (DO NOT use the Lock 
Section option. This will cause major problems in 
your schedule.)

Click Delete 



Step 13: Click “Save” one more time to 
ensure your requests have been saved.



DO NOT TAKE CLASSes twICe!!! LET 
us KNOW -- most classes will not 
grant credit again! Exceptions: 
band, strings, choir & PE courses 

If you failed any 
core/required classes, you 
need to sign up for           
summer school for credit 
recovery. Talk with your 
core teachers about what 
they would recommend for 
you.  If you don’t take it in 
summer school you will 
need to make it up next 
year. Contact your 
counselor for additional 
help if needed.

Make sure your primary classes 
add up to 7 credits!  You will not 
put in TAP, your TAP class will 
automatically be put in after 
schedules are complete.

Things to 
Remember



SOUTH Tech OR STLCAPS Courses 

ONCE ACCEPTED to south tech or stlcaps, youR 
Counselor will SEND YoU two codes for your 
courses. One that will be for A days and one 
for B days. 

Your counselors will lock you into your 
AM/PM Slots assigned by South Tech and 
STLCAPS.



Examples of Course 
request forms

Make sure 
your 

classes add up to 

7 credits! Do 

not include TAP



Teacher Approval Required: 
Core Classes

AP/Dual Credit
Bands/Choirs/Strings (after auditions)

Project Lead the Way (PLTW)
SSD & ELD Courses

Electives if signature is required

Applications & Teacher Approval 
Required:

AP Studio Art 
(Ms. Vagen, click link for application)

Broadcast Journalism/Journalism II      
(Ms. Moeckel, click link for application)

Leadership (Ms. Kern & Ms. Busch will have the 
application at the Syllabus Tasting)

Yearbook (Ms. Stout, click link for application) 

Applications Only: 

Employment Internship & Network 
Administration 

(Ms.Norrid- get application at the Syllabus Tasting or 
outside room 221)

Access Point (see your alpha counselor)

South Tech (Link for application)

Early College Academy 
(Applications in the Counseling Center - see Mrs. Neighbors)

MyPath Independent Study 
(Applications in the Counseling Center - see Mrs. Neighbors)

https://docs.google.com/forms/d/e/1FAIpQLSdO37aJK6vV2lAhGVatSx9nlzAmcodjNbaHqvi85FyVUOVuCQ/viewform?usp=sf_link
https://mehlvillemedia.com/join-staff/
https://forms.gle/FsJQQjjQLNmowkaF6
https://docs.google.com/forms/d/e/1FAIpQLSfTwi1slEFquABKY3BPXGdfrRmROH9Lws91TRHPIW5cDEtVUA/viewform?usp=sf_link
https://accesspointprogram.com/#what
https://ntst.enrolltrack.com/StudentPortal/#


Make sure you fill in the Alternates 
Section with your back up classes in 

case there are conflicts 

The more accurately you fill out your Course Request Sheet, the more likely you’re to get 
your ideal schedule.



Look at your Transcript. Use the Credit Check Worksheet in Google Classroom 
to make sure you’re on Track to Graduate.

PAY ATTENTION TO WHAT YOU’VE TAKEN!!!! YOU DON’T WANT TO RETAKE THE SAME class  IF YOU PASSED 
IT. iF YOU NEED MORE CLARIFICATION REACH OUT TO your counselor.

https://docs.google.com/document/d/1ExqQvtuMBikxui-VHxYbu9TZk3eLy_2wJBzJ3rzCa2I/edit?usp=sharing


Resources
 

for choosing    

classes….
● Use your ICAP in 

MoConnections
● Talk with your TAP 

Teacher
● Visit with your 

counselor
● Refer to Department 

Videos 
● This presentation will 

be in Google Classroom

● Google Classroom code: vyccmul (all 
scheduling tools are here)

● Directions on how to complete ICAP

● How to view transcript

● Career & Course Planning Guide 

● Course Offerings Cheat Sheet 

https://classroom.google.com/c/NDk3OTEyNzY3NzA0?cjc=vyccmul
https://docs.google.com/presentation/d/1QOT6d3eQNZx9lxkyj5s-CFFBAcG2fqpN-4kj5f5JbiM/edit?usp=sharing
https://docs.google.com/document/d/1MRexyv0zGWSbWexklHxn0UiygI5rnw2e4TaH1VYggME/edit?usp=sharing
https://www.mehlvilleschooldistrict.com/about_us/departments/curriculum/career_and_course_planning_guide
https://docs.google.com/document/d/1ccNKWYmxAq5rr-_mvjUokg7dQk1bSJIGQwUeoVkwyHs/edit?usp=sharing


Questions???

Remember ALL 

RESOURCES are in 

Google Classroom and 

in this slideshow.

Happy Scheduling!


