Transferring a student transcript record when moving a student to a different section of the same
course:

e Student top tab>Select the student
e Schedule>Workspace side tab>List View
e Select the course section to drop
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e Click Drop
e Click Select

A pop up window appears. Search for the new section of the same course to add the student to.

e Choose the new section
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A star appears next to the newly added section
e Click Post

A pop up window appears Update transcripts to new section

e Select Update
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Updating New Section Teacher’s Gradebook

In order for the new teacher to see the term 1 grade in her gradebook you must update the new
teacher’s gradebook with the newly transferred transcript record.

Go to

e Grade Top Tab>Transcript side tab

e Select the transcript record

e *Important*Options>Show selected

e Options>Update Gradebooks

e Select the column to update (Term 1 Mark)
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The term 1 grade is now found in the new teacher’s gradebook with a blue exclamation mark indicating
it was updated at the office.
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