
STUDENT TRANSFER GUIDANCE

Transfer Guidance - LaunchPad
Before, during, and after testing | All assessments

PURPOSE

Use this process when a student transfers from one school to another within the same LEA. A Local
Accountability Coordinator or School Test Coordinator should complete these steps in LaunchPad whether
the transfer occurs before, during, or after testing.

1
Open Users

From the left navigation menu, select Users.

Navigation tip

Under Roster Data, choose Users to access student records.

2
Find the student

Enter the student's SASID or name in the search
bar.
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Open the student role record
Locate the record, then open role settings.

3
Open the student record

Select the pencil icon on the right side of the student row.

4
Select Edit Roles

In the student record, select Edit Roles.

PROGRESS
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Replace the school role
Add the new role before removing the previous role.

5
Add a new role

Select Add New Role to create a role for the new school.

6
Remove the previous role

Select the trash can icon next to the current role for the previous organization.

IMPORTANT

LaunchPad requires active users to have at least one active role. Add the new role before deleting the
previous role.
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Complete and verify the transfer
Enter the new school information and confirm the update.

7
Complete the required fields

Role Organization

Primary designation Save Changes

8
Confirm the update

After you save the changes, verify that the student record displays the new school.

✓ Transfer complete: the student is now associated with the new school in LaunchPad.
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