
Transferring/Withdrawing a Student 

To Withdraw a Student:

1. Before withdrawing a student, you must first delete any attendance events 
showing for dates on or after the withdrawal date (Ex. If a student is expelled 
or put on homebound, and you have entered the attendance codes through to 
the end of the year). If you must backdate a withdrawal (withdraw prior to the 
current  date), you must also delete any attendance events showing for dates 
on or after the withdrawal date (Ex. a student’s records are requested as of 
9/05/2008, but you have absences entered from that date to present while you 
have been verifying the student’s whereabouts. Because these absences will be 
inaccessible once the student is withdrawn and yet still be visible under “show 
dropped classes”, these attendance events must be deleted before the 
student’s schedule is dropped or the student is transferred out).

• Search on the Start Page to find the student.

• In the Academics section of the Student menu, click Attendance.

• On the Attendance screen, click Change Multiple Days.
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• Change the absence codes to Present for the appropriate dates.

Enter the date of withdrawal.  

Enter date of last attendance entry.

Select Overwrite.  

• Click Submit.

• Select Attendance from the Academics section of the Student menu.

• On the Attendance screen, click Change Meeting Attendance.
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• Change the absence codes to Present for the appropriate dates.

Enter date of withdrawal.
Enter date of last      
attendance entry.    

Click Select All.

Click All for 
Codes to scan 
for.

Select Present.
Click Overwrite.

9/1/2008   

9/8/2009   

• Click Submit to save the changes.
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2. Drop the student’s schedule.

• Change the Term to the current school year, if necessary.

Click Term at
the top of 
the screen.

Choose the 
year from the 
pop-up.

Click Submit.

08-09 2008-2009    

• In the Scheduling section of the Student menu, click Modify Schedule.

• Drop all classes.
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Click All.

9/9/2008  

• Make sure the exit date is the date of withdrawal, the day after the student’s 
last day on roll. NOTE:  Be careful! This date will default to the current date.

                 

Enter the date of 
withdrawal.

Click Drop Classes.

9/9/2008  

• You will be returned to the Modify Schedule screen to confirm that the classes 
have been dropped.
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3. Edit the Student’s Classification End Dates. 

• In the Information section of the Student menu, click State/Province-TN.

• Scroll down the page and click HERE under Student Classification.

• For each classification, click on the abbreviation under Type. 

Click here to edit 
the classification.

• Edit the Classification End Date to the withdrawal date.   

Change this date
to the student’s 
withdrawal 
date.

Click Submit.

• Repeat this process for ALL classifications. 

4. Edit the Student’s Transportation End Dates. 

• In the Information section of the Student menu, click on Transportation.

• Click the To and From links for the current year to edit the End Dates. 
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• Edit the date to reflect the student’s withdrawal date.

Change the date and click Submit at the bottom of the screen.

Dalworth, Darius

8/11/2008  

6/2/2009  

• Repeat for each transportation entry.

5. If the student is enrolled in any Special Programs, edit the Special Programs 

Exit Dates.

• In the Enrollment section of the Student menu, click on Special Programs.

• If a Special Program is listed, click on the date next to the name of the 
program.

                
Click here to edit date.

• In the Exit Date field, change this date to the student’s withdrawal date.      

Change date here.

7/7/2008  

7/6/2009  

• Click Submit at the bottom of the screen.

• Repeat for additional Special Programs.

6. Transfer the Student Out of the School.

• In the Enrollment section of the Student menu, click Functions. 

• On the Functions menu, click Transfer Out of School.
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• Fill out the Transfer Student Out information.

Enter to + 
name of  
receiving 
school

Enter transfer date (mm/dd/yyyy) - 
the day after the student’s last day

Select the exit code from
the drop-down menu.

Do not check.

Enos, David Paul

1.

2.

3.4.

• Click Submit at the bottom of the screen.

•  The Alert screen tells you that the student was transferred. Click Back

                  
7. Leave the student inactive unless/until a receiving SCS school is known. (Wait 

for the school to call. Don’t take the parent’s or the student’s word.)

To Transfer a Student To Another SCS School:

1. Transfer the student out of school.

2. Search to find the student using /last_name. 

3. Click Functions in the Enrollment section of the Student menu.
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4. Click Transfer to Another School. 

Enos, David Paul Choose the 
school from the
drop-down list.

Click Submit.

5. The Alert will appear letting you know that the student is now inactive at the 
receiving school.

Enos, David Paul

Click Back.

Receiving School is not known or if student is leaving SCS:

1. The student will remain inactive at your school.

2. To find inactive students, type /enroll_status=2 in the search box on the Start 

Page.
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Transferring Students Before School Starts (BSS)

Amend the Enroll and WithdrawTransfer instuctions as follows to transfer students 
from another SCS before school starts.

Withdraw/Transfer 

Enter to + 
name of  
receiving 
school

Enter transfer date (mm/dd/yyyy) - 
the day after the student’s last day

Select the exit code from
the drop-down menu.

Do not check.

Enos, David Paul

1.

2.

3.4.

BSS Only:  Enter 
today’s date.

Enroll Student 

Baker, Kacy Sue

A.

B.

C.

D.

E.

F.

G.

H.

BSS only:  Enter 
first day of school 
8/11/2008.
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