
Transferring Student Schedule 
** The below directions should be referenced when a student moves from one entity to another within the 

district** 

1. Once the student has been transferred to the new entity, access Scheduling By Student (OF/CS/BC/BS) 

 

2. Find the new student and click the + button beside their name to expand their information. For their 

CY schedule, click the Utilities drop down menu and select Transfer Student Schedule. 

 

 
 



3. Next, you will see all of the courses from the student’s previous entity in the column on the left. In the 

column on the right are the courses at the new entity that align with the prior courses. (You may have 

to manually add courses that match). Once the prior entity and new entity courses have been aligned, 

click transfer.  

 

 

**Transferring student schedules will allow their grades to “follow” them from one entity to the next. If an entirely new 

schedule is built and their previous schedule is not transferred, there grades will not follow them.**  


