
Quick Reference Guide 

How to transfer a student between registration offers 
To transfer a student to a different registration offering at the same school: 

• Access the student through Place Management / Registration Offers 
• Locate the student and indicate the student for transfer 
• Transfer the student to the selected offering 
• OK the transfer 

 
Go to Place Management  Registration offers  

Click the  alongside the students belongs to 
 

 
 

Tick the check box alongside the student name need to be transferred. (Bulk 
change is permitted by ticking the first  check box in heading line) 
 
Click the Transfer button   
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Select the offering that the student will transfer to. Note that the student’s 
current offering (K) is not listed.  Click the Transfer and Exit button 
 
 

 
 
A transfer confirmation message will display. Click OK to continue 
 

 
 
 
The student will now be shown as INTERNAL TRANSFER on the Registration 
Offering List where the listing was shown before the transfer. 
 
 

 
 
The student is now included on the list where transferred to. The status on 
this list is Enrolled (In Attendance) 
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