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ReportWriter 
 

Disable/Transfer of Students 
 
You may need to remove a student from your ReportWriter roster because the student 
has left your school or because the student has transferred to a new teacher.  Whatever 
the reason, you will ONLY complete the disable/transfer process after a message 
comes to you from the main office after a synch - - - 
 

 
 
 
or in your RW when you open the student.   
 

 
 
 

• How do I disable/transfer a student? 
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1.  Complete any attendance, learning records, or report cards before you disable the 
student. 
 
2.  Click on the student's INFO page, 
 
3.  Click on File>Disable/Transfer.   
 
4.  Synch RW to complete the process.  You can skip the courses. 
 
 

• What does the new teacher see? 

 
The new receiving teacher will get the student on their RW roster but the student name 
will be highlighted in gray.  When the teacher tries to open the new student file, they will 
get a message explaining who has the student and the approximate date the student 
can be expected to transfer over.  Once the first teacher completes the disable/transfer, 
the gray stripe will disappear and the student will be available to the new teacher with all 
previous records intact.   
 

 
 
Once the new teacher gets the student on his/her roster without the gray stripe (after a 
synch), they should check to see if the student is migrated.  You can check this by 
clicking on the student's name.  Look in the bottom right corner to see if the student is 
"migrated".   
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The following student is connected to SP SIS.  Nothing needs to be done. 
 

 
 
The following student is not connected to SP SIS because she is not migrated.  Click on 
the "Migrate Now" button and choose student's name from the list. 
 

 


