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Manually Graduating a Student 
 

1. Make sure the Guidance Counselor has entered the correct information on 
the State/Province-TN page. 

 

 
 

2. Select the student who graduated at a time other than the regular 
graduation day. 

3. Navigate to the Functions student screen and click the Transfer Out of 
School link. 

 
 

 
 

 
 

 
 

 
 

 

 

 

4. 
 
 
5. 
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7. 
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4. Enter an appropriate Transfer Comment such as "Graduated per 
___________” (put the reason for graduation in the blank). 

5. Enter the date of the student's transfer. This should be the day after the 
student's last day in class. 

6. Do not select an Exit Code. 
7. Click Submit. 
8. Verify that the student was successfully transferred out of school. The 

words "Transferred Out" should be displayed at the top of each student 
page. 

 
 
 
 

 
9. Navigate to the Functions student screen and click the Re-Enroll In 

School link. 
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10. Enter the Date of re-enrollment. This date should be the same date as the 

transfer out date or the first day of the current school year if the student is 
graduating as a result of Summer School.  

11. Do not select an Entry Code. 
12. Enter an appropriate Entry Comment such as "Graduated per 

___________” (put the reason for graduation in the blank). 
13. Select a Full Time Equivalency. 
14. Do not restore the student's course enrollments. 
15. Click Submit. By re-enrolling the student into the current school, the 

student's final school enrollment has been archived as a previous 
enrollment. Navigate to the Transfer Info student screen and verify that 
the student's previous year’s enrollment is archived under Previous 
Enrollments. 

 

Once the student's final school enrollment has been archived as a Previous 
Enrollment, the new current school enrollment must be modified to reflect the 
state of a graduated student. 
 

1. Navigate to the Transfer Info page. 
2. Click the Entry Date of the student's current enrollment. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3. Set the Exit Date to the same value as the student's Entry Date.  

 

3. 
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4. Navigate to the Scheduling Setup student screen. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

5. Verify that the Next Year Grade is set to 0. 
6. Verify that the Schedule This Student check box is not checked. 
7. Verify that Next School Indicator popup menu is blank. 
8. If any changes were made, click Submit. 
9. Contact a member of the PowerSchool staff to complete the process of 

graduating the student. 
 

Melody Thomas, Specialist  mthomas@scsk12.org  901‐321‐2683 

Tommie Taylor, Customization Analyst  ttaylor@scsk12.org  901‐321‐2669 

Karen Dew, Gradebook Analyst  kdew@scsk12.org  901‐321‐2685 

Tabitha Barnes, EIS Analyst  tbarnes@scsk12.org  901‐321‐2618 

Annette Owens, Support Analyst  aowens@scsk12.org  901‐321‐2634 
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