How To: Transfer Student(s) To Another School

Summary
The basic process for transferring a student, or group of students, from one school to another is as follows.
1. Select the student(s)
2. Transfer the student(s) out of their current school
3. Transfer the student(s) to their new school.
4. Select the student(s) in their new school
5. Re-Enroll the students in their new school. 
 
For Transfer out of School
Step 1: Select The Student(s) At Their Current School
1. Log in to PowerSchool Admin
2. Select the school where the student(s) are currently enrolled.
3. Search for the student(s) at the Start Page
Note: Before moving to Step 2 the student(s) must be transferred out of all classes. This can be confirmed by checking the Student's All Enrollments Page.  
 
Step 2: Transfer the Student(s) Out of Their Current School
For a Single Student
1. Navigate to: Start Page > [The Student] > Functions (Under Enrollment) > Transfer Out of School
2. Fill out the form presented. For version specific details of the fields present, click Help
3. Click Submit
For a Selection of Students
1. With the students selected at the Start Page, navigate to: Start Page > Special Functions > Group Functions > Transfer Out Of School
2. Select the radio button for "Transfer to:"
3. Select the students new school from the dropdown
4. Fill out the remainder of the form presented.  For version specific details of the fields present, click Help
5. Click Submit 
 
Step 3: Transfer the Student(s) To Their New School
Note: If you lose your selection of students at this point, you will have to search for them again using / as they will be inactive.
For a Single Student
1. Navigate to: Start Page > [The Student] > Functions (Under Enrollment) > Transfer To Another School
2. [bookmark: _GoBack]Select the destination school
3. Click Submit
For a Selection of Students
1. This has already been done as part of Step 2 
 
For Transfer Into New School
Step 4: Select The Students In Their New School
1. Select the school the student(s) were transferred to
2. Search for the student(s) at the start page.  
Note: The students will be inactive.  You will need to search for them using the forward slash. 
 
Step 5: Re-Enroll The Students In Their New School
For a Single Student
1. Navigate to: Start Page > [The Student] > Functions (Under Enrollment) > Re-Enroll in School
2. Fill out the form presented. For version specific details of the fields present, click Help
3. Click Submit
For a Selection of Students
1. With the students selected at the Start Page, navigate to: Start Page > Special Functions > Group Functions > Re-Enroll Students in School
2. Fill out the form presented.  For version specific details of the fields present, click Help
3. Click Submit

