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1. Outgoing Registrar –  
a. Search for student.   

 

 
 

2. Outgoing Registrar –  
a. Click on Enrollments tab 
b. Click on current year enrollment 

record.   
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3. Outgoing Registrar –  
a. Enter end date and comments. 
b. Click on planning year enrollment and 

delete.   
 

4. Notify Incoming Registrar that the student 
has ended enrollment.   
 

 

 
 

5. Incoming Registrar –  
a. Search by All People for student name 
b. Click on Enrollments tab 
c. Create new enrollment with start date 

that is one day past the end date from 
originating school so there are no 
overlapping dates.   

 
 
 
 
 
 


