Create Reenrollment Records in FACTS SIS

Step 1: Update Default Enrollment Year

**Pplease Note: You will need to Logout and Back into FACTS for Change to Take Affect**

From Main Menu please select Configuration
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Select New Enrollment Year from “Default Enrollment Year” Dropdown

Default Enrollment Year

Default Enrollment Year controls the school year for admissions and reenroliment. Do NOT change Default Enrollment Year
without authorization from the Admissions Director.
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Select Save to Save your Changes.

**Pplease Note: You will need to Logout and Back into FACTS for Change to Take Affect**

Default Enrollment Year

Default Enroliment Year controls the school year for admissions and reenroliment. Do NOT change Default
Enrollment Year without authorization from the Admissions Director.
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Step 2: Create Reenrollment Records

Once logged into FACTS please select Admissions
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Select the Gear to begin Setup
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Select Reenrollment Management
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Enrollment Responsibility

A List of Currently Enrolled Students are listed. Select Create Reenroliment

Dashboard Application & Enroliment New Students Returning Students Reports

Select Create
- —
Reenrollment

Reenrollment Management - Premier Academy (2021-2022)

The following students are currently enrolled for 2021-2022 but have not been setup for reenrollment in 2021-2022. Click Create
Reenrollment to start thelr reenrcllment process

Student Current Grada Current School Reenroll Grade

Connolly, Abby 06 Premier Academy 06

Connolly, Ben 06 Premier Academy 06



Once Created, Select Back Arrow to return to Returning Students Dashboard

Select Back
Arrow

Reenrollment Management - (2024-2025)

All students cumently eniolled for 2023-2024 have been setup for reenraliment in 2024

2025

Select Reenrollment Management
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Enroliment Responsibility 16 students to assign responsibility

For any Highlighted Names, Select Parent from the “Enrollment Responsible Parent” Dropdown and Select Save
Enrollment Responsibility

Enrollment Responsibility

| Your Secondary Signature Option has been saved.

Secondary Signature Option:| No Secondary Signature

School: Premier Academy

Highlighted = No Responsibility Saved
2. Select Save

Reenro"ment # Save Enrollment Responsibiﬁty | Red = Missing Email or Fam"y Portal l_ogin

Responsibility

1. Select
Abernathy, Baby 1202592  Returning | Abernathy, Sarah | Al Reenrollment
Adams, John 1202550  Returning ! Abernathy, Sarah (Mother) Responsible Parent
Abernathy, Jason {Father)
Akins, Maggie 1202519  Returning Akins, Mabel (Sister) | W |

Reenrollment List has been Created.

**please Note: Process will Need to be Repeated for Any Student Enrolled AFTER Reenrollment**
List has Been Created



