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1.  Go to www.ketteringschools.org.  Hover your cursor over the schools link and select 
the Kettering Fairmont High School link. 

 
 
2.  On the left side of the FHS webpage are some “Quick Links”.  Click on the link for 
FHS Online Coures Registration 

 
3.  Note that there are two links for online registration.  If you are using a computer at 
school, for instance the FIC or Library, click on the link for “Online Scheduling from a 
School Computer”.  If you are scheduling away from school, click on the link for “Online 
Scheduling from Home.” 

 
 
4.  In the User ID dialog box, enter your student ID number. 
 
5.  In the password box, type your birthday.  This would be two digits for month, two 
digits for day and four digits for year (mmddyyyy). 
 -- example:  04271994 

 
6.  Click on “Sign On”.  A new page will appear listing your name and current grade.   
 

 
 
 
 

 

http://www.ketteringschools.org/


7.  On this screen you will also see a link for “View Requests” in the center of the screen.  
Click on this link.  

 
 
8.   After clicking on “View Requests”, a new page will open up that looks like the screen 
shot below.  In the Course Number box, type the 5-digit number for the first course you 
wish to take listed on your worksheet.  The entries are case sensitive.  Be sure to 
capitalize the first two letters in the course number code. 

 
9.  Click “Add to List”.  Your courses you have entered will begin to be listed beneath the 
course number box and will look something like the screen shot below. 

 
 
10. Repeat steps 8 & 9 until all your courses are entered, including your optional courses 
listed at the bottom of your worksheet.  You will notice that certain courses will appear as 
“mandatory” and others as “optional” in the course priority box.  This is pre-set by the 
scheduling computer.  Boxes will also appear after the optional course choices.  Place a 
two digit number (01, 02, 03, etc) to determine the priority of the optional courses in 
your schedule. 

 
 
 



 
11.  Should you make a typing error on a course code number, you may get a message 
like this: 

 
Do not panic.  If you simply click on the arrow for “menu options” and choose “my 
profile”, it will take you back to the previous page that listed the schedule you were 
creating.  

 
 

12.  If you enter a course that you later decide not to take, you may remove that 
course.  Click on the box to the right of the course to “remove” the course from your 
schedule.  You must click on “Update Request” to remove the course from the list. 

 
13.  When all courses have been entered and you have listed the priorities of you optional 
courses by number, click “Update Requests”.  Your course requests will not be saved 
until this step is done.  Print out a copy of your schedule, staple your scheduling 
worksheet to the back of your printed schedule and turn it in to your Advisory 
teacher.  Your Advisory teachers will be checking the printout to make sure it matches 
your scheduling worksheet. 

 
14.  Under the Menu Options box on the left side, click “Logout”.   

 
 


