
1. Your parent needs to log in to their RDS Parent Access Account 

 **If you cannot remember your RDS Parent Access username/password, please  

 contact rdsparent@lcscmail.com.  Counselors DO NOT have access to your user

 name/password. 

2. Under your student’s name, click “Request Courses” 

Doe, John 

3. Required courses for your student’s grade level will already be in the schedule. 

4. To add an elective, find the subject box.  Choose a subject from the drop down menu, then choose 

a course from the drop down menu.  Once you have chosen the subject and course you wish to add, 

click the “Add Course” button. Your choice should appear in the schedule grid. 

Here, we chose 

to add Art I.  



5. Once you have added your electives, make sure you choose alternates for each elective.   

6. To add alternates, choose the subject, course, and under Alternate?, choose which class you 

would like this course to be an alternate for. Then press “Add Course”. A blue “A” will appear next 

to the course you chose an alternate for. Please remember that all electives are subject to course 

availability.  Additional alternates can be added to the “Notes” section (make sure to click “Save 
Notes”). 

 

  For example, if we would like to add Accounting I as an alternate for Art I,  a blue “A” will show 

7. In the “Notes or Special Requests” section, you can add notes to your child’s counselor.  This is 

where you would indicate your intention to take Honors or AP level courses,  more elective 

choices, courses you wish to take in summer school,  or anything else you want your child’s     

counselor to know.   

  *You MUST press “Save Notes”, or the counselor won’t get your note!!! 
  **We CANNOT and WILL NOT honor any requests for teachers, lunch hours or 

   hours of classes. 

 

8. Your child’s counselor has the ability to make changes to your child’s schedule and/or comment on 

any and all notes that you write to her, letting you know whether or not your requests can or will be 

honored.   

 

 



9. Once you have added all of your elective courses and written your child’s counselor any pertinent 

notes in the “Notes” section, you need to submit the schedule. 

 

10. Find the “Next” button on the top right hand side of the page.  Click this button.   

 

11. To submit the schedule, please click the “Submit Course Requests” button. Once you submit the 

schedule, you will no longer be able to make any changes, however, your child’s counselor will still 

be able to make changes as necessary or as requested. 

1234567 Doe, John  

1234567 Doe, John 


