How to Transfer/Add a Student in Aeries

These instructions will walk you through the process of transferring a student from one site in
IUSD to another site within IUSD. This can only be done if they are in the current year and the
student is inactive at the site they are leaving (Tag is “I”, “N”, “V” or “W”). If it is a student
from a previous year or involves moving from middle to high school or elementary to middle,
please complete a Transfer Request Form
(https://intranet.iusd.org/forms/documents/TransferRequestSCHOOLCOPY?2.pdf) and submit to
Operations. If it is a brand new student to 1USD, instructions begin on page 4 of this
document.

Please contact the sending school to inactivate if that is not done already. To ensure the
integrity of the records, please contact your colleague at the other school to let them know you
need to transfer a student and of course need the cumulative record (if there is one).

You begin the process after completing the above by going to the student data screen shown
below.
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https://intranet.iusd.org/forms/documents/TransferRequestSCHOOLCOPY2.pdf

Click on the Add button. You can be on any student record when you do this.
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You will now see the District Student Locator screen. Fill in the Student Last Name, First Name and

any other fields you would like to search.

Click on the Search for Student button. A list of students will appear. Find and select the student in
the list, and then click on the Transfer Selected Student button. Please note the student must be

inactive and in the current school year in order to transfer the student into your database.
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Answer Yes to the pop up box.

ADD THIS STUDENT?

)

Add_tu your student file?

I

Yes Mo

]

The system tells you that the student was transferred. Click OK.

r R
Microsoft Access ﬁ

Student transferred
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You will now see the record in your database. Update all necessary information
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To add a brand new student to your school who has never attended an IUSD school, you will
need to pull the student registration from AIR.

Go to VIEW ALL FORMS
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Highlight Aeries AIR — Online Student Enrollment then click OK.
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Click Residential School, this will show you the list of students assigned to your school only.
Highlight the name of the student you would like to import from AIR then click Details.
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You will then see the District Student Locator. This help ensure a student does not have a
previous record that the parent is unaware of and could cause duplicate records. The name of
the student you're importing will appear on the screen. Please check to see if the student is
listed. Scroll down because the student may not always appear at the top. If the student is not
listed, click on Student Not Found. If the student does appear on the list, you will select that
student and continue to follow the steps above for transferring a student.
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Counter Last Name First Name Middle Sex Grade Birthday Perm ID# Schi# Tag Leave Date
1 Abbas Ameerah Mysha F 0 S5M0/2009 118140022 118 -
2 Min Samantha Eunbi F 0 510/2008 169130153 169
3 Vicente Sofia Elena F 0 S5M0/2009 146130154 146
4 Roux Oceane F 10  10/26M1999 191075075 612
-] Hemsley Hyla Breeze F 0 61072009 169130185 169
& Yang Vera Oceana F 1 311172008 156130345 156 !
7 Aali Tina F 2 91472007 174110103 174 .
8 Aaron Alexandra Sophia Jiz F 9 62072000 191064790 612 |
9 Aaron Sarah Elsbeth Yz F 10 Ji811999 191064789 612 i
10 Abad Kaytlin Laoren F 12 9221997 191030460 602 |
11 Abad Kylie M. F 8 101262001 270400050 512
12 Abadallah Raian F |8 8/27/2000 154120102 501 -
View Match No Matching Use Selected
Details Student Found Student for AIR i
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Once you have selected No Matching Student Found you will return to the AIR Online
Student Enrollment Details to import the student to your database. Please choose the
status of Active or Web Enrolled for 2014/15 then click on Import Student.
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Once the student has been imported she will appear in your database. Always remember to
update all of the student’s information.
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