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Quick Reference Card: Add New Course Request 

For: Site Coordinator, Coach 

Click on Students. Click on the student’s name. 

 

On the left side under the Enrollments heading, click Requested 

Courses. 

 

Click Add new course request. 

 

Select Catalog and Course. 

 

For Start Date, select the first day the student should have 

access to the course. 

 

For End Date, select the last day the student should have access 

to the course. Note: Allow 5 business days for final grade to be 

issued after end date. 

 

For Status, select APPROVED. 

 

Click Save. 

 

A record of all Requested Courses can be found on the Requested Courses page. They will be removed when the 

student is enrolled in a section with an Edmentum teacher. To view enrollments, refer to the View Enrollments 

quick reference card. 

 

  


