
How to Transfer a Student from One Class to Another Class in APEX (same school) 

(Site Coordinator) 
 

1. Login to APEX: www.apexvs.com  

 

2. Make sure you are listed as a Site Coordinator 

 
3. First thing is to find the Ecode of the class that you are transferring the student into. *Course must be the same 

course build up for the transfer to work. Meaning Civics semester 1 with teacher A period 1, must be identical to 

Civics semester 1 with teacher B.  

4. Finding the Ecode: 

a. Go Menu 

b. Classrooms 

c. Then when you see the list of classrooms, look over under column 5 (Ecode) 

 
d. *Please notice the highlighted Ecodes. All are different and unique to that specific course.  

 

5. Click Menu and then Students 

 
 

6. Now that your students are pulled up, search for your specific student and then click on the hyperlinked Transfer 

 

http://www.apexvs.com/
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7. A new window will open and you will see: Transfer Student: Student Name. Under you will see (From 

Organization) and then to the right (To Organization), put the organization as your school. 

 
 

8. Now look below and you will see (From Classroom(s)) May be more than one enrollment for this student. In the 

middle column you will see Action. Change to Transfer 

 
9. Once that happens, a new dropdown will appear under (To Classroom(s)). This is where you take that Ecode 

from steps 3 and 4 and find the course you wish to transfer to.  

 
 

10. Now, you chose your transfer classroom. Last thing to do is select the Transfer Button 

 

 


