
How to Move a Student to a New School 
Manually 

Move to School 
The Move to School feature is used to move students from one school to another. This can be done at 
any time within the program.  
 
To access the Move to School feature, go to the Utilities menu and click on Accounts. On the next 
screen, click on the Move to School tab (see screen shot below). 
 

 
 
You will then see the Move Student screen: 
 

 
 



Select the student you want to move by clicking Select Student (see previous screen). The next screen 
presents a list of students to choose from. You can search for students by first or last name using the 
search tool at the top, or you can scroll through the list of students.  
 

 
 
When you have located your student, select his or her name and click Select. 
 

 
 



The next step is to choose the school you are moving the student to. You will need to select both the 
district and the school name. 
 

 
 
The next step is to move the student. 
 

 
 
 
 
 
 
 
 
 
 
 



After clicking on Move Student, a confirmation window will open asking if you are sure you want to 
move the student to the designated school. Clicking Cancel will end the process and the student will not 
be moved. Clicking OK will move the student and you will see a confirmation message on your screen. 
 

 
 
 
 
If you have questions or need assistance, please contact Human Kinetics Technical Support. 

Technical Support 

Monday through Friday, 7 a.m. to 7 p.m. CST, except holidays 
 
Phone: 217.351.5076 option 3 for Technical Support 
 
E-mail: support@hkusa.com 
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