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This document has explains how to transfer a student from one building to another within your own district.
TRANSFER A STUDENT TO ANOTHER BUILDING
Step 1: Withdraw Student.  Once the information is correctly entered, click Submit.
Navigation:  StudentInformation > SIS > Student > Withdraw Student
[image: http://androida.s3.amazonaws.com/appimages/9f/ab0be827637397907286c39f01ff.c.png]Be sure to type in which building the student will be transferred to in the “Withdraw to School Comments” section.
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 Step 2: Transfer the student using the Transfer Student link on the Student Menu.  You will need to select the school year for the student to be available, as well as the District and Building you are sending the student to.
Navigation: StudentInformation > SIS > Student > Student Transfer 
[image: ]


· Once the transfer button is pressed, you will see the transfer pending.  The student is now waiting for the receiving building to register.

Step 3:  Switch to the new building. Search for Pending Students and click “Detail” next to the student you would like to enroll.
[bookmark: _GoBack]      Navigation: StudentInformation > Management > School Administration > Student Transfer > Pending Students
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Step 4: Click on the [image: ] next to the Building you would like to student to be enrolled.  You will now be directed to the Registration Wizard to complete the registration to the new school building.
      Navigation: StudentInformation > Management > School Administration > Student Transfer > Pending Student Detail
[image: ]
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Withdraw Student

From this screen, you can withdraw a student from the working school.

In order to withdraw a student from the working school for the current school year, please enter a withdraw

date and select a valid withdraw code. If you are sure you want to withdraw the student, please select the
submit button from below.

Building | District

Admission Date: [e/19/2014

Withdraw Date: 3/4/2015 7
‘Withdraw Reason: *= - Not Applicable, Did not withdraw/was not truant v ¢
Withdraw to School IRN: il

Withdraw to School Comments:

‘Student Status: 1- WITHDRAWN TRANSFER -y

Remove Locker Assignme:

emove Homeroom Assignment:
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Student Transfer

From this screen, you can transfer the selected student to a building or a district and view the status of the transfers that have taken place.

There are no records to display.

Make students available in: 20142015+ &

Search For District to Transfer Student

Search For District:

- Select a Building (optional) -
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Pending Student Detal

From this screen, you can register or reject a student that has been sent to you from another school.

Student Name:
Gender: F

Transfer Date | Status
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