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Tip: 

Last Day and Est. Start Date:
Last Day and Est. Start Date can be back-dated. However, when the future date
is used for those fields, a transferred student will not be in new school until the 
specified Est. Start Date. 

Transfer Reason:
Transfer Reason needs to be selected during the Transfer process in order to be 
recorded in the Enrollment Record. If a reason cannot be found, select 
"Duplicate Entry" or "Data Entry Error," and make sure to record the reason 
elsewhere.
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To access a Transfer button...

Registration > Student(s) > 
Select student and click > Transfer

Step 1:
How to Transfer a Student
1. Go to Registration > Students
2. Select a Student you'd like to transfer and Click
3. Once the Student Record is open, click on 
    Transfer
4. Select and fill in all information. 
5. Click SAVE ONCE.

Note:
Fields marked with red astrisk "*" are required.
This information is needed to complete the Transfer. 
Dates can be back-dated.

Step 2:
How to accept an Incoming Student
1. Go to Registration > Incoming Students
2. Choose the building the student is transferring to.
3. Click on the student and then ACCEPT.

NOTE:
You ONLY need to ACCEPT a student when a 
student is tranferring within the school district.
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To access a Transferred Students page...

Registration > Transferred Students

How to utilize Transferred Students page
1. Go to Registration > Transferred Students
2. If you have a student that you're looking for,
    fill the information in search fields to narrow
    your search. Then hit GO.

TIP:
Search Results can be exported in MS Excel® to
be sorted in the way you'd like. You can also print 
out your record from here.

How to Re Enroll Student(s)
1. Go to Registration > Transferred Students
2. Search a student that you'd like to re-enroll.
3. Once the result comes up, click on the student.
    New window will open up with the details of
    Transfer.
4. Click on Re Enroll button. The student will be
    re-enrolled to original school automatically.

NOTE:
Please contact your eSchoolData Administrator if
you do not see the Re Enroll button. 

Previous Portfolio
Student Portfolio for Transferred Student is 
attached to a student's transfer record. You will
be able to view the information from the time
that the actual transfer action was taken. 

How to view Previous Portfolio
1. Go to Registration > Transferred Students
2. Search a student that you'd like to re-enroll.
3. Once the result comes up, click on the student.
    New window will open up with the details of
    Transfer.
4. Click on Previous Portfolio button. Student's
    previous portfolio will be displayed in new
    window.
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