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Transfer a Registrant to a New Class in the Same 

Course 

1. To transfer a registrant to a new Class in the same Course, navigate to the person's Registration 

for the original Class. In the Registration tab, double click into the Registration, and the 

Registration window will open. 

                 

2. Click on the blue Switch Arrows ( ) to the right of the Class field. 
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3. Select the Class into which the person will be transferred, then select OK. Save out of the 

registration. 

                       

• Students who are registered in contract Classes can only be transferred into another 

contract Class. Unlike Registrations in standard Classes, contract Class Registrations can 

be transferred to a Class outside of the current Course, provided the two Classes are 

both using the same contract. 

 

 

 


