
Subject: Moving Students to the next  Academic Year 
Applied to: SavvySchool v2.x Series 
 

Question: How do I move the current year students to the next year? 

Answer: Please follow the following 4 steps to move students to the next 
academic year: 
Step 1: Complete your posting of financial and academic records for the current 
year then save the fee record. 
Please read section 42 (Saving Fees Collection Record) on page 54 of the user manual for instructions. 
 

Step 2: Create new class streams for the next year. 
 Click “Settings” button.  Then on the side menu select “Create Classes” as shown below: 
 

 
 
Start by clicking the “New” button. The page will change as shown below. All sections in red rectangle 

blocks are now empty. 

 



If you had year ID as 1, then for your next year, your year ID will be 2. In this example (above) our year 

ID is 5, so our next year ID will be 6. Go ahead and enter your year ID appropriate to you. 

If your current Academic Year Name is 2019 (as with our example above), your next academic year 

name will be 2020. For those with (overlapping) academic year beginning September (IGCE system), 

they will be doing this process in august 2020. Their current year would probably be reading 

“2019/2020” and therefore their next academic year will be “2020/2021”. Go ahead and enter your 

academic year name appropriate to you. 

Then enter begin date for your academic year. If your academic year is not overlapping (as with our 

example above), the begin date is always 1st of January of your next year. Once you enter the begin date 

and press “Enter” key, the end date will be inserted automatically.  

Our page will now look like this: 

 

We have now created “2020” as our next academic year name. The year begins 1st January 2020 and 

ends on 31st December 2020. 

To create classes for our new academic year, simply select from the drop down menu on the right 

rectangle as shown below. 

 



Once all classes have been selected, proceed and enter term names, begin date and end date as 

applicable in your curriculum. 

 

Please note, if you don’t create academic names for your new academic year, you will not be able to 

post scores for that year. Settings of academic term names do not affect your fees installment 

schedules. 

With new classes (class streams) created, you now need to move students to new classes. 

Step 3: Moving Students to new academic year classes. 
NOTE: This step can only be done once you cross the current academic year. Click “Academic” button.  
Then on the side menu select “Enrollment” and on the enrollment page click “Selecting Class Name” as 
shown below: 
 

 
 



To move the students, you will select a Stream name from the top dropdown menu (to move from) and 

select another Stream name (to move to) and then click the “Move” button. 

The “Move From” dropdown menu will display the previous year streams. In our example it will be 2019. 

The “Move to” dropdown menu will show the newly created 2020 streams as shown below: 

 

Please page 49 of the user manual for more explanation. 
 

Step 4: Creating Exam Names 
This step can only be done once you cross the current academic year.  
Click “Settings” button.  Then on the side menu select “Exam Names” as shown below: 
 

 
 
As you can see there are no exam names. To create new exam names for the new academic year click 
“Add Exam Names” button. A new window will pop up as shown below: 
 



 
 
The “Exam ID” field will have some number that will depend on your previous years exam settings. You 
cannot edit the generated number. In the “Exam Name” field, enter the exam names you wish to have in 
your new academic year. In the “Term Name” field, select appropriate term name for the exam name 
you entered earlier. Then click “Save” button to complete.  
 
Repeat the process as necessary until you have entered all exam names for that year. 
 
With the four steps done, you would have successfully created new academic year streams and you 
would have moved the students to the new academic year.  
 
Then review subject and fees profile for the students now in the new classes and make changes if 
necessary. Likewise review specific fees settings for the students with the specific fees. 
 
If you need to change fees structure, click “Settings” button and select “Group Fees Settings”. Then 
make necessary changes on all fees profile.  
Note also the fees and subject profiles can be changed for the whole stream. Simply click “Batch 
Change” button and make your selection. 
 
If you did save the fees collection record (Step 1 above) and you did not post any fee record thereafter, 
you may now import the fee balance to the current year. Please go to section 43.1 (on page 55)of the 
user manual for instructions. But if you did post after saving, the balance brought forward will defer for 
those students you posted after saving the fees collection record. 
 
And for the fees changes to take place, don’t forget to click “Create Invoices”, then select the current 
year (2020) and create. 
 
Good Luck and Happy New Year 
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