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Roster Copy  

Scheduling > Roster Copy 
1) Select the Year, School, and Calendar you are copying rosters to. 

 
 

2) Select Scheduling > Course/Section as the search type.   

 
 

3) Select the Source Calendar.  This is the calendar you are selecting to copy the roster from.  

 
 

4) Select the Schedule Structure of Main.  
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5) Select the Source Course.  This is the course you are copying the roster from.  

 
 

6) Select the Source Section.  This is the section you are copying the roster from.  

 
 

7) The Destination Calendar will always be the calendar selected at the top of the page. Select the 
Destination Schedule Structure of Main. 
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8) Select the Destination Course.  This is the course you are selecting to copy the roster to. Use the chart on 
page 12 and 13 to determine which courses need roster’s copied to.  

 
 

9) Select the Destination Section.  This is the section you are copying the roster to.  

 
 

10) Click Run. 

 
 

11) A message will appear with how many students were copied into the roster.  Click Ok.  

 
 

 


