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To Transfer Students out of your school whether it is to another school in district or 

out of the district entirely. 

The First couple of steps is the same whether it is for out of district or between 

schools.  

 

Step 1:  Locate the student that you are going to be transferring out of your  

  school. 

Step 2: Go to the attendance page for that student and make sure they have no 

  attendance codes for the date that you are using as the transfer out date. 

  IE if a students left your school on 8/23/2013 make sure there are no  

  attendance records in for that date. 

  The student below has attendance records for 8/23/2013 that I need to 

  erase the letters codes that are entered in there. 

 Step 2A: Select the week that the attendance records are on. So click on 8/19-

   8/23 at the top of the column. 
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 Step 2B:  Make sure the current attendance code boxes do not have anything in 

   them, then click on the attendance code for the day and the class that 

   they are entered in. Once you click on the box that the code is in, the 

   code should disappear. Once you clear all codes that are on the day or 

   after the date of transfer. 

    

 Step 2C:  Click submit at the bottom of the page. 
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Step 3: Drop all of the currently enrolled courses for the student. 

 

 Step 3A: Click on the modify schedule link it is located  at the bottom of the left 

   hand menu. 

 Step 3B:  Click on the Drop All at the bottom of the list of courses that this  

   Student is enrolled in. 

 Step 3C: In the Exit Date, enter in the last day that the student actually attended 

   classes. 

   Click Submit 
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Step 4: Transfer the student out of your school. 

  

 Step 4A: Select the Functions option from the left hand menu, it is listed in the  

   enrollments section of the menu. 

 Step 4B: Select Transfer Out of School option from the functions menu. 
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 Step 4C: On this page is where you actually transfer the student out. 

  The following fields are required for you to fill out. 

   Transfer Comment—Give some sort of info on what is happening like the 

      example below. 

   Date of Transfer—Normally the day after the date you entered when 

      dropping the students classes. 

   Exit Code—Make sure you use the appropriate code. If they are  

     transferring to another school within the district the exit 

     code is 20. 

If they are a summer graduate, summer transfer, or summer dropout make sure you 

change those options to a Yes. 
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At this point if the student transferred out of the district you are all done. If the student is 

transferring to another school within the district please continue. 

 

Step 5:  Transfer the student to another school within the system. 

 Step 5A: Click on the functions menu again. 

 Step 5B: Select the option to transfer to another school. 

 Step 5C: Select the school the student is transferring to from the drop down menu  

   And click submit. 
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Step 6:  Re-Enrolling the student into the new school. 

 Most individual schools do not have access to the other schools in  

 PowerSchool so  most likely this step will need to be performed by either 

 someone at the other school or by someone with access to the other school. 

 

 Step 6A: Navigate to the school you just transferred the student to. 

 Step 6B: Search for the student again. 

 Step 6C: Select the functions menu again.  

 Step 6D: Select the option for Re-Enroll in School. 



 

8 

 Step 6E: On the Re-Enroll screen there are a couple of required fields. 

 

 Date or Re-Enrollment—Enter in the date the student actually starts at your school. 

 Entry code—Select the appropriate code from the drop down box. 

 Entry Comment—Please write a brief description of what is happening. 

 Full-Time Equivalency—Enter in the appropriate option available. 

 Grade Level—Change the grade level to the appropriate grade. 

If the student is re-enrolling from out of the district then make sure if one of the summer 

graduate, summer dropout, or summer transfer options are set to yes, then change them to 

NO. 

Leave track, District of Residence, and Restore Class Enrollments the way that they are. 

 Click Submit. 


