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Enrolling and Transferring Students 
To ensure that enrollment numbers are accurate, learn how to 
properly enroll, transfer, and pre-register students in PowerSchool. 

Enroll a New Student 
Use the Enroll New Student link to enroll students who are new to 
the district. Students who have attended another school in the 
district are already in the database and are not considered new. 

1. From the Start Page, click Enroll New Student 
2. Enter the student’s last name, first name, and middle initial 
3. In the Enrollment date field, enter the date the student will 

start school 
 
The enrollment date defaults to the current date, but it is 
rarely the first day the student will attend classes. Never 
enter a date prior to the first day of the school year. 

4. Select a full-time equivalency 
5. Complete all fields required by the school 
6. If the student has no siblings in the district, select Enroll 

without Linking or Copying Information 
7. Click Submit 

 
PowerSchool will check for duplicate student records using 
the last name, Social Security number, and home phone 
number. 

Once the student is enrolled, enter important information into 
PowerSchool. 

1. Click Demographics 
2. Enter demographic information as required by the
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9. Select Copy and Related when you find the matching 
sibling 

10. Click Submit 

PowerSchool copies the designated demographic information from 
the sibling’s record to the new student’s record. Complete 
additional student information, such as the fields on the Schedule 
Setup page. 

Another Way to Enroll 
Here is another way to enroll more than one new student in a 
family when you have one student enrolled already. 

1. Navigate to the enrolled sibling’s student pages 
2. Under Enrollment, click Functions 
3. Click Enroll New Student Living in the Same Household 
4. Complete all fields required by the school and click Submit 

> Enroll 
 
The street address and phone number will be copied to the 
new student’s record. 

Address Validation 
To verify that the student’s home address is a valid residence and 
falls within school’s boundaries, use the address validation 
function. You’ll find address validation at the bottom of the Enroll 
New Student page, on the student’s Addresses page, and on the 
student’s Demographics page. 

Once you’ve entered the student’s home address on one of those 
pages: 

1. Click Validate 
2. When Google Maps appears, select the appropriate school 

from the View Boundary menu 
3. Make sure the student marker identifying the location of the 

student’s address falls inside the school’s boundaries 
4. If the address falls within school boundaries, click Accept in 

the Student Info pane 

 
Accepting the address puts the geocode, or a statement of 
latitude and longitude for the student’s address, on his or 
her student pages. 

5. Click Submit to record the validated address 

Transfer a Student 
When students leave the school, use the “Transfer Out Of School” 
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