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Introduction to 
Re-enrolment
Re-enrolment is the annual process used by schools to 
confirm which currently enrolled students will return for the 
next academic year. 

It provides early visibility of student retention, supports 
capacity planning, and enables schools to collect updated 
family information before the new school year begins.
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How Re-enrolment is 
managed in OpenApply
OpenApply centralises the entire re-enrolment cycle within 
a single workflow:

● Schools invite eligible families to confirm their 
intention to return

● Parents respond online using a secure personalised 
access link

● Schools collect confirmations, withdrawals, or 
undecided responses in real time

● Administrators track outcomes by grade and cohort
● Confirmed students are prepared for progression prior 

to Transitioning Years

Outcome
A structured, fully digital process that improves planning 
accuracy, reduces manual follow-up, and ensures student 
data is current before the next academic year begins.



Setting up 
Re-Enrolment within 
OpenApply



Setting up 
Re-Enrolment within 
OpenApply

• Ensure that all of your students are in the system, and 
in the correct Grade/Year groups

• Enable re-enrolment and set your re-enrolment 
deadline

• Customise your re-enrolment notification emails

• Customise your re-enrolment forms



Prepare your Data
Ensure the system can correctly identify eligible students and successfully contact families.

Navigation
Roster > Students
Settings > Import & Export (Use the provided template if
data updates are required)

Recommended checks

Student records

● All current students exist in the system
● Students are assigned to the correct current grade

Parent records

● Each student is linked to at least one parent
● Parent email addresses are valid and active
● Family relationships are correctly configured

Academic structure

● Academic years are configured correctly
● Grade level structure is accurate

Important
Incomplete parent emails will prevent families 
from receiving re-enrolment invitations.



Enable Re-enrolment
Activate re-enrolment and define the parent response window.

Navigation
Settings > Admissions > Re-Enrolment

Instructions

1. Enable Re-Enrolment. 
2. Set the re-enrolment deadline
3. Save changes

Parents will be able to choose from YES or NO. 
Optionally enable an UNDECIDED value.

Parents can confirm or decline only before the 
deadline. You may extend the deadline at any time.

Eligibility Rules

● Student must have status Enrolled
● Student must not be in your top grade level
● Student must be assigned to the correct current grade

Important
Re-enrolment confirms intent only. It does 
NOT move students to the next grade.



Customise Re-enrolment Emails
Control communication and provide secure parent access.

Navigation
Settings > Admissions > Status & Notification 
> Re-enrolment Notification

Instructions

1. Enter your email Subject line 
2. The email body can be personalised using 

mail-merge values. 
3. Preview your edits and Save changes.

Edit the following notification types:

Notification Types

● Initial Reminder - sent when re-enrolment opens
● Pending Reminder - sent to non-responders
● Undecided Reminder - sent to families 

awaiting decision
● Confirmation Email - sent after confirmation Consider

Clear messaging may help reduce undecided 
responses and follow-up workload.



The initial re-enrolment and pending re-enrolment emails should include the Re-enrolment URL link.

Instructions

Include the re_enrollment_url merge field.
This will appear as a valid link for parents. 

Parents will be able to click on this URL, which 
automatically logs them into OpenApply, 
even if they have never previously logged in before.

Refer to the Legend of Values to use other unique 
merged values into your email body. Clear messaging 
may help reduce undecided responses and follow-up.

Simplified Parent Access

Important
The direct login links are valid for 28 days 
from the notification issued date. How this appears for parents



Configure Re-Enrolment Forms
Define information collected from families

Navigation
Settings > Forms

Instructions

Enable and configure:

1. Re-Enrolment Form - required
2. Re-Enrolment Form (Undecided) - optional
3. Re-Enrolment Form (Declined) - optional

Re-use forms or use unique forms each year.

You may choose not to have any fields on your form, in which case 
parents will simply have the option to indicate their Re-enrolment 
decision (Yes, No, Undecided).

Add fields and custom fields to your form to gather information or 
ask any questions. Existing family data auto-populates fields. 

Important
Re-enrolment forms must be enabled or 
the process cannot run.



Adding a Re-enrolment Fee
Optionally establish a fee for processing re-enrolment

Navigation
Settings > Payments > Fees

Re-use re-enrolment fees each year, or create new

Instructions

1. Create Fee
2. Enter a name, description and amount
3. Create Fee to Save

You can then enable the re-enrolment fee on 
your re-enrolment forms

Important
Configure your payment options before 
issuing reminders. See here

https://help.openapply.com/hc/en-us/articles/4405382136461-Configuring-Payment-Methods-Instructions


Form Settings & Content
Design forms that capture the exact information required for planning, compliance, and retention insight.

Navigation
Settings > Forms > Select a form

Instructions

1. Open the required re-enrolment form
2. Configure display settings and tags
3. Configure required vs optional fields
4. Optionally select a fee if payment is taken
5. Preview and Save Changes

Recommended Configurations

Re-Enrolment Form
Use for operational readiness:

● Confirm contact details
● Update emergency contacts
● Upload required documents
● Capture consent or agreements
● Configure payment if applicable

Undecided Form
Use for forecasting insight:

● Expected decision date
● Key decision factors
● Additional support required

Declined Form
Use for retention intelligence:

● Reason for leaving
● Destination school
● Feedback on experience



Launching 
Re-Enrolment



Declining Non-returning Students
A recommended pre-step to maintain quality data

Navigation
Left-hand Menu > Re-Enrolment

Instructions

1. Review eligible students
2. Mark known non-returning students as Declined
3. Remember to scroll down and click Confirm Re-enrolment 

to save changes for any updated students

Navigation
Applicant Profile > Re-Enrolment panel

Instructions
Alternatively, navigate to a student’s profile directly

On the right-hand side under “Re-enrollment”, 
click the Edit pencil ✐ icon, mark as Declined

Fill in the Declined form and Save Changes



Issue Re-enrollment Notices
Send bulk invitations and open the response cycle.

Navigation
Left Menu > Re-Enrolment

Instructions

1. Review eligible students
2. Click Send Re-Enrolment Notifications
3. Select Send Initial Re-Enrolment Reminders

This will send notifications in bulk to all students 
meeting the criteria.

Follow-up Actions

● Resend Undecided Reminders
● Resend Pending Reminders
● Resend Confirmed Reminders



Filtered Notifications
Communicate with specific groups.

Navigation
Re-Enrolment Dashboard > Filter

Instructions
Select Filter to restrict your student list by 

● Status or Tags
● Campus, Programme & Grade

Filter Results to save, Send Re-Enrolment Notifications, and notices will only be sent to families that match the criteria

Navigation
Re-Enrolment Dashboard > select Status

Instructions
Select the Status in the Chart to immediately filter the
student list, such as for students currently Undecided.
 
Send relevant notifications accordingly. 



Communicate with specific families.

Navigation
Applicant Profile > Re-Enrolment panel > Envelope icon

Instructions
Find students either via your roster or via the global 
search bar. Navigate to their profile

● Send individual notifications via the right-hand side 
of the applicant profile under “Re-enrollment”. 

● Click the Mail envelope 📧 icon & Confirm to issue reminders
● If the envelope is not present, this means notifications for this current status have already been issued

Individual Notifications

Navigation
Re-Enrolment Dashboard > Search

Instructions
Use the Search bar in the Re-enrolment dashboard
Click enter/return to quickly find particular students. 
Send notifications to the listed families only. 



The Parent 
Perspective



Parent Experience
Understand the family workflow.

Navigation 
via E-mail Notification

1. Parent clicks email re-enrolment link
2. System logs the parent in automatically
3. Parent selects Yes, No, or Undecided
4. Parent completes corresponding form
5. Parent receives confirmation

Navigation 
via OpenApply

Parents can also access the Re-enrolment page 
at the top of the parent dashboard after they 
log-in to your school’s OpenApply.

Best-Practice
Add a link to your OpenApply login page on your 
school’s website to help parents find it. See here

https://help.openapply.com/hc/en-us/articles/4405312749709-Configuring-your-School-Settings


Parent missed the Deadline
A notice will appear if Re-enrolment decisions were not submitted by the deadline

The parent will need to reach out directly to inform of their decision. OpenApply admissions staff can update 
the re-enrolment status directly via the Re-enrolment roster or the applicant profile. 

Extending the Deadline

The Re-enrolment deadline can be updated to extend access for parents. 
Navigate to Settings > Admissions > Re-Enrolment, update the deadline, Save Changes.

Please note, this will update the deadline for all users, not specific individuals.



Re-enrolment Decision
Parents will find the re-enrollment options for all linked children

Parent Decision Flow

● Yes -> Confirm form
● No -> Declined form (if enabled)
● Undecided (if enabled) 

-> Undecided form (if enabled)

If a family has more than one child 
pending re-enrolment, their Dashboard 
will show every sibling.  

Parents can complete each re-enrolment 
for all of their children simultaneously.

Save and Next to move to the next step

If the decision is different for different children you 
will be taken to the relevant forms accordingly.



Completing Forms
The relevant form(s) will appear based on the re-enrolment decisions

Depending on the form layout, parents may be asked to answer questions and sign terms & conditions

Note: All forms will appear on the one page, be sure to scroll down to complete for all children

Accept > Re-enrollment Form Undecided > Undecided Form



Updating Contact Information
Parents can be given the option to update their information, and add or remove parent contacts

Click the Trash can icon to remove a parent/guardians information

Click Add Parent/Guardian to create a new entry

Removing profiles or Editing Information Adding additional contacts



Submitting Payments
Allow families to complete any required re-enrolment fee as part of confirming their child’s return.

This step is shown only if payment is enabled on the re-enrolment form.
If no payment is required, this page is skipped automatically.

Parent Process

1. Review the total re-enrolment fee
The amount will tally for multiple children

2. Select a payment method. 
Available options may include:
○ Credit card
○ Bank transfer
○ Cash or Cheque
○ PayPal, AliPay or school-defined methods

3. Enter required payment details
4. Click Submit to confirm and process

Offline Payment Methods

If Cash or another offline method is selected, parents will see any instructions 
provided by the school, such as where or how to pay.



Confirmation of Re-enrolment
Once all children have their re-enrolment status 
entered, confirmations of any next steps will be 
sent to parents

Confirmation via OpenApply

After submission, parents are returned to their 
dashboard and shown a confirmation message:

“Thank you for confirming your re-enrollment 
status. Payment has been confirmed.”

Confirmation via E-mail

Your confirmation notification will be sent to their 
email address accordingly. 

● Yes > Re-enrolment Confirmation email



Tracking 
Re-enrolment Status



Monitor responses and plan next year’s intake.

Navigation
Left-hand menu > Re-Enrolment

Dashboard Capabilities

● Issue notices to those Not Sent
● View Undecided, Pending, 

Confirmed or Declined
● Filter by grade or cohort
● Track trends across school
● Monitor response timeline

Navigation
Student Profile > Right Panel

As the students re-enrolment is updated, this will be 
reflected on the right-hand side of their applicant 
profile under Re-enrolment

Tracking Re-enrolment Responses



Record or correct student’s re-enrolment decision in bulk

Navigation
Left-hand menu > Re-Enrolment

Instructions

1. Filter students by grade, status, or cohort
2. Via “Mark as re-enrolled” update statuses in bulk 

● Yes,set all students in the list as Accept
● No, set all students in the list as Decline

3. Adjust individual statuses as needed
4. Adjust next-year grade if required
5. Click Confirm Re-Enrolment to save

By default, students are assigned to the next grade level unless edited.

Updating Statuses in Bulk 

Best-Practice
Use Mark As to firstly bulk update the majority of students to a 
status such as Accept (Yes), and then individually update 
students to other statuses, such as Decline or Undecided



Record a specific student’s re-enrolment status via their profile.

Navigation
Applicant Profile > Right Panel > Re-Enrolment > Edit icon

Instructions

1. Open the student’s profile
2. Edit the re-enrolment for the relevant academic year
3. Select Confirmed, Declined, or Undecided
4. Double check the Enrolment Grade
5. Log the current date or a specific date of record
6. Optionally update form questions or details
7. Click Save Changes

Any updates to family contact information are saved to the 
main profile automatically.

Use cases

● Parent confirms in person or by phone
● Correction to recorded decision
● Administrative data update

Updating Statuses Individually



Provide a forward-looking overview of expected student numbers for the next academic year

Navigation
Left-hand menu > Analytics > Enrolment

Instructions

1. Select the target academic year,
Example: 2026-2027

2. Optionally select an enrolment date. 
This shows projected student 
numbers on a specific day

3. Review re-enrolment (RE) status columns
○ Confirmed RE - students returning
○ Pending RE - invited but no response

Undecided RE - families still deciding
○ Declined RE - students not returning

4. Compare against overall enrolment indicators
○ Newly Enrolled & Total Confirmed
○ Places Offered vs Capacity

5. Apply filters or export data as required

Monitor Re-enrolment Analytics 



The Transition Years 
Process
Once Re-enrolment is complete



Transitioning Years prepares student records for the new academic year after re-enrolment decisions are 
finalised. While re-enrolment confirms a family’s intention to return, transitioning updates the student’s 
academic placement and status.

Re-enrolment Confirms whether a student is returning.
Transitioning Years Updates records to reflect next-year status and grade placement.

When Transitioning Years Occurs

● After re-enrolment decisions are recorded for all students
● Applied to enrolled students who confirmed return
● Students who declined may be transitioned to Graduated

 or Withdrawn

Once transitioned, confirmed students move to their next 
grade by default. 

The original enrolment year remains unchanged.

Introduction to Transitioning Years

Important

Schools using ManageBac+
Complete generating Report cards in 
ManageBac+ before transitioning in OpenApply.

Schools using iSAMS
Complete the annual rollover in iSAMS before 
transitioning OpenApply.



Prepare student records for new academic year.

When to run
After re-enrolment responses close.

Navigation
Roster > Students > Transitioning Years

Actions

Click the check-box to confirm their transition. 
Select All or None to bulk action
Double check the proposed grade change in the list

1. Graduate top grade
2. Withdraw declined students
3. Promote confirmed students
4. Execute bulk transition via Confirm Transition

Recent Transitions will be reflected on the right-hand 
side. 

Transitioning Students



Any student marked as Declined for 
Re-enrolment will optionally be able to 
be marked as Withdrawn or Graduated

Once a status has been chosen for 
students in the list, click Confirm 
Transition at the bottom of the page to 
action the updates

Handling Declined Students

https://help.openapply.com/hc/en-us/articles/4405314144013-Transitioning-Years-Step-by-Step-Guide


Handling 
Re-application
For Declined or Former Students



Allow a former or previously declined student to apply again for a 
different academic year through the standard admissions workflow.

When to Use Re-Application

● Applicant applies for a different academic year
● Former student returns and must complete a new application
● Previous application was Declined, Waitlisted, or Withdrawn

Re-application creates a new application cycle while 
preserving historical records.

Navigation
Applicant Roster or Alumni Roster

Instructions

1. Locate eligible student
2. Click Reapply
3. Enable reapplication notification (recommended)

Optionally clear prior checklist items
4. Enable Reapplication to confirm

Re-Application Process



Parent Experience
Understand the family workflow.

Parent process

1. Parent clicks log-in link
2. Navigates to click Reapply for the relevant child
3. Follow the application steps as usual, such as 

completing relevant forms
4. Please note that it will be necessary to choose the 

new Academic Year / Enrolment Year that you are 
applying for

Note, notification templates can be customised by each 
school



FAQs & Resources



FAQs for Re-enrolment
Who is eligible for re-enrolment?
 Students with Enrolled status who are not in the top grade.

Can families respond after the deadline?
 No. The school must extend the deadline to reopen access.

Can the school update a decision manually?
 Yes. Administrators can confirm or decline from the student profile or dashboard.

Do students move to the next grade automatically?
 No. Re-enrolment confirms intent only. Grade progression occurs during Transitioning Years.

What if a family does not receive the email?
 Verify parent email details and resend the notification from the dashboard.



FAQs for Parents
What is re-enrolment?
 It is the yearly process to confirm whether your child(ren) will return next academic year. 

How do I access re-enrolment?
 Use the secure link in the notification email, or log-in to your OpenApply parent account.

What decisions can I select?
 Yes - confirm return / No - decline return / Undecided (if enabled) - decision pending

Can I re-enrol multiple children at once?
 Yes. All eligible children appear on your dashboard and can be completed in one session.

What happens after I confirm?
 You will complete a short form (as configured by your school) and receive confirmation.

Can I change my decision later? What if I miss the deadline?
 Contact the school admissions office if your plans change or the deadline has passed.

Why do I need to update my details?
 Schools use this information for communication, safety records, and planning for the new year.

Is payment required to confirm re-enrolment?
 This depends on the school’s policy. If applicable, payment options appear during confirmation.



FAQs for Transitioning Years
When should Transitioning Years be run?
 After all re-enrolment decisions are finalised.

What happens during transitioning?
 Returning students move to next-year placement. Non-returning students are withdrawn or 
graduated.

Does transitioning change a student’s original enrolment year?
 No. The enrolment year always reflects when the student first joined the school.

How does this work with system integrations?
 Schools using ManageBac+ should complete initial reporting steps first.
 Schools using iSAMS should complete system rollover before transitioning.

Can transitioning be done in bulk?
 Yes. Bulk transition is recommended for accuracy and efficiency.



FAQs for Reapplication
When should re-application be used?
 When a former or previously declined student applies for a new academic year.

Will previous application data be lost?
 No. Historical data is preserved while a new application cycle begins.

Does the application checklist reset?
 Optional. Checklist requirements can be cleared when issuing the repplication.

Will families need to pay the application fee again?
 Yes, if the application form includes a fee.

How do parents know they can re-apply?
 They receive an email notification once re-application is enabled.



Video Resources
Browse useful videos on Re-enrolment

https://faria.s3.amazonaws.com/OpenApply/Preparing+for+Re-enrolment+Summary.mp4
https://faria.s3.amazonaws.com/OpenApply/Filtering+and+exporting+re-enrolled+students.mp4
https://faria.s3.amazonaws.com/OpenApply/OpenApply+Support_+Re-Enrolment+.mp4


Thank you!

Questions? 

Submit your query via 

https://help.openapply.com/hc/en-us 

https://help.openapply.com/hc/en-us

