PowerSchool Quick Reference

Transfer Student Record Process

When students transfer from one Local Education Agency (LEA) to another, use the
following steps to move the students’ historical data to the new school. Before performing
this process, the student must first be transferred out of the previous school/LEA, and then
enrolled in the new school/LEA using the Enro11 New Student screen.

Note: This process is performed by the NEW/receiving school, NOT the sending school.
Refer to Student Transfer Cheat Sheet (QRD), located under http://www.nc-
sis.org/admit withdraw.html to determine the appropriate transfer process based on the
student’s scenario.

Security Settings

Important: Security settings must be configured in order for a person to have access to
this process. Please make sure that security page permissions are set
properly for only those you wish to have access to this process (e.g. Data
Managers, Registrars).

Transfer Student Record Process

\ Navigation: Start Page > Select Student > Enrollment > Transfer Student Record

Important: The Enrolling New Student (QRD) process (located under http://www.nc-
sis.org/admit withdraw.html) must be completed by the receiving school
before proceeding to the Transfer Student Record process.
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Proceed with Student Record Transfer

Click the Continue button below to proceed with Student Record Transfer

1. Verify correct student is selected and click Continue.
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Transfer Student Record Process

2. The following screen will be displayed once the Transfer Student Process is
complete.

v Transfer Succeaded
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Description Curremnt Walue Walue not Imported
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= Custom Tables

Table Rows Imported

If the import is successful, the “"Transfer Succeeded” message will appear and list the
number of records imported, along with any individual fields that did not import.

If the import was not successful, an error message appears.

Data Cleanup 19956 -

Student Record Transfer Results

A Transfer Failed, please contact your System Administrator
Mo Previous District Record found for Student

11

Contact the previous school to verify the student has been transferred out of school and the
fields on the Sscheduling Setup page have been properly set (refer to Transfer Out of

School, located under http://www.nc-sis.org/admit withdraw.html for more information on
the fields to be updated by the sending school).

Note: 1In some cases, district customizations in PowerSchool resulting in duplicate fields can
prohibit successful data transfers. In such cases, if the student has been verified as
transferred and the transfer process is still unsuccessful, please confirm whether the

sending school has customizations in their PowerSchool instance or contact Home Base
Support Center for assistance.

This document is the property of the NCDPI and may not be copied in whole or in part
without the express written permission of the NCDPI.
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