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PROCESSING SUMMER WITHDRAWALS 

Summer Withdrawals in PowerSchool 
 
Summer withdrawals and next year enrollments are to begin after all districts in the state have 
completed the End of Year (EOY) process.  This is to prevent provisional enrollments from 
being created in districts which will become an error in the End of Year Process.  Once the 
ALSDE has given the go ahead that all districts have completed EOY, districts can then begin 
withdrawing and enrolling students for the upcoming school year 
 

1. Search for the student and 
click into their student 
record. 

 
2. Click on the ‘Functions’ 

student page in the left 
student screen list and 
select ‘Transfer Out of 
School’. 

 
3. Enter the appropriate 

information on the transfer 
student out screen based on 
the student’s transfer 
reason. 

 
The date should be a date on or after July 1 of the current year.  This is to process this 
withdrawal for the upcoming school year according to federal dates.  It is highly suggested to 
use a July date for any withdrawal that occurs up until the first day of school.  Once the first day 
of school begins you will use dates within the school year to process the withdrawal.  This will 
allow transfers to not get caught in an overlap situation with districts when an enrollment into 
another district needs to take place. 

 

 
 



Rev. 7/1/2022 
 

2 

 

AL - PowerSchool 
 

         

• Note:  Districts can decide to have a uniform withdrawal date to process all summer 
withdrawals.  Consult with your district PowerSchool Admin on the appropriate date for your 
district. Having a uniform date that is early in July will allow for withdrawals entered in June to 
be in a pending status for a lesser amount of time. If a withdrawal is entered in June with a July 
exit date the withdrawal will be in a pending transfer status until the date selected.  On the actual 
date of the exit date entered, the transfer will process out automatically and the next steps can 
then be completed.   

 
4. Once the transfer has been completed, navigate back to the ‘Transfer Info’ student screen. 

 
5. Click into the current enrollment record, which is where the transfer was processed. 

 

 
 

6. Inside of the current record, update the entry date to be the same date as the exit date that was 
just entered in the previous step. Submit. 
 

 
 

7. A completed summer withdrawal will have the following on the transfer info screen under 
current enrollment: 

• A transferred out status 
• Matching entry and exit date 
• Appropriate withdrawal code 
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Tip: When processing withdrawals in June, the records will be in a pending transfer out state up 
until the date you have entered for the withdrawal.  During this time the transfer record does 
NOT appear on the ‘Transfer Info’ student screen.  It will not appear until the date that was 
entered as the exit date.  In some cases a parent might come to withdraw a student at the end of 
school, the district will process  the withdrawal with the future July date, and then the parent 
will return to the school and state that they do not want to withdraw the student after all.  If they 
alert the school after the withdrawal processes, the district will just need to re-enroll the student 
using the re-enroll student process under the ‘Functions’ student screen.  However, if the parent 
notifies the school while the transfer is still in a pending status, the school will need to follow 
the directions below to cancel the pending transfer: 
 

• Make student your current selection 
• From group functions choose Student Field Value 
• Enter the following and submit this page and the next page: 
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