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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/TransferRequestSCHOOLCOPY2.pdf) and submit to 
Operations.  If it is a brand new student to IUSD, 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. 

              

 

 

 

 

https://intranet.iusd.org/forms/documents/TransferRequestSCHOOLCOPY2.pdf
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Click on the Add button.  You can be on any student record when you do this. 

 

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. 

 

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

 

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 

          

 

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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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. 

 

 

 


