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Transfer Assignment Process 
When to use the transfer assignment function? 
If an educator left the district before the end of the school year and a replacement educator has taken over their 
assignment(s), or if a semester long course ends before the end of the semester. 
 
Things to remember: 
You must add the Replacement Educator to the October Educator file after you have completed the transfer. 
You will receive error code CRS00002 – Educator School Record Missing if the Replacement is not the the 
October Educator file. 
 
*Transfer assignment can only be done in a latest trial of the October Assignment file.  
 
**The two files necessary for this function are the October Educator and October Assignment files.  

***DO NOT END DATE ORGINAL EDUCATOR UNTIL AFTER TRANSFER ASSIGNMENT IS 
COMPLETED. 

1. In the latest trial of the October Assignment, select records. 

 
 
2. On the left of the screen under Records, select Course Assignments.  
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3. Search for the educator that you are replacing and click View 
*You can search either Educator SSN, Last Name, or First Name  

 

4. Click the Transfer Assignment button  
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5. Select the assignment(s) that will be reassigned by checking the check box. 
7a. Enter the end date of the Original Educator 
7b. Complete the Replacement Educator fields 
7c. Click Transfer Assignment  

 

 

6. The replacement educators name will then display at the top as the teacher of record. 

 
 

7. Open the lastest trial of the October Educator file to end date the Original Educator and add a 
start date the Replacement Educator. (If the Replacement is not in the October Educator file, 
Please add them at this time). 

7a. Select Records 

 
 

Original educator name and SSN will 
display here 
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8. On the left of the screen under Records, select Schools. 

 
 

9. Search for the educator you are replacing and click View. 
**You can search either Educator SSN, Last Name or First Name 
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10. Click Edit to add an end date in the Early End Date field for the original educator. 

 
 
11. Enter the Early End Date in the MM/DD/YYYY format and click SAVE. Repeat for 

Replacement Eduator by enterign a start date. 
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12. Click revalidate, and if there are zero errors, click certify. 

 


