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Moving Students From One Entity to Another 

This document will show the basic steps to move a student from one entity to another.  This is 

just a basic move with no special circumstances (e.g., Retained student). 

1. Locate the student in the entity in which they are currently enrolled.  Click on the 

Entry/With tab on the left. 

2. Click on the current E/W record (the one on the top).  There should be no Withdrawal 

Date visible in this record.  Click the “Withdraw” button on the right. 

3. Fill in the Withdrawal Date (the last day that the student was in that entity, and do NOT 

ever use the same date as the Entry Date for the Withdrawal Date), the Exit Code (this 

should be “19” because the student is continuing in your district), and the MSDS Exit 

Code (this should also be “19”).  You can enter a comment in the Exit Comment box if 

desired.  You do not need to change anything else in this screen. 

 

4. When you click the “Save” button, the student will be withdrawn from their current 

entity and available to enroll in the new entity. 
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5. Switch to the new entity in which the student will be enrolled.  In the Student Profile 

area, click the “Add” button to the right of the Student Name and Ranges link. 

6. Type in at least the first few letters of the student’s first and last name in the 

appropriate boxes and click the “Click Here to Search for Entered Name”. 

7. When the student appears in the lower half of the screen, click the “Select Name and 

Add to Current Entity as Student” button on the right. 

8. In the next window, verify that all the Demographic information is correct and click the 

“Save and Add Entry Record” button. 

9. In the next window, enter the correct Entry Date (this should be the first day that the 

student attended the new entity, usually the day after the Withdrawal Date from the 

old entity), the Entry Code, an Entry Comment if desired, and any other required fields 

that are blank (required fields are denoted with an asterisk “*”).  Please note that you 

will be able to see the student’s Enrollment History in the bottom half of this window.

 

10. Click the “Finish” button. 
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11. In the next window, verify that all the student information is correct and accurate.  This 

student is now correctly enrolled in the new entity. 
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