
Changing the Class a Student is
Enrolled In

You can change the class that a student is enrolled in by
following the steps below.  Before changing a student’s
enrollment, you may want to create an export file to back up
the data.

 Click on the Go Menu and select Classes.

 Click on the class that the student or students are
enrolled in now.

 On the right side of the Classes screen select the
students who need to be enrolled in a different
class.



 To select more than one student, hold down the
<Ctrl> key (Windows) or the <> key (Macintosh)
as you select the student.  To select a group of
students, click the first one, hold down the <Shift>
key, and click the last one.

 Click on the Classes menu and select Change
Enrollment.

 The Change Student Enrollment dialog box will
appear.  Click on the class that you want to
transfer the student(s) to.  Then, click the OK
button.  You will return to the Classes screen.
When you click on the student’s or students’ new
class, the student(s) will be listed on the right side
of the screen.


