
Manual Reenrollment Process for RCDOB 
 
 

Once logged into FACTS please select Admissions 

 
 

 

 

 

 

 

 

 

Select Returning Students 

 

 

 

 

 
Select the Gear to begin Setup 

 

 

 

 

 

 
 
Step 1 – Select Reenrollment Management 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Select 
Admissions 

 

 

Select Reenrollment 
Management 

Select Returning 
Students 

Select 
the Gear 



A List of Currently Enrolled Students are listed, Select Create Reenrollment to Generatee a list of Students 
Eligible for Reenrollment  
 

 

 
 

Select Back Arrow to return to Enrollment Setup Menu 

 

 

 

 

 

 

 

 

 

Select Back Arrow to return to Returning Students Menu 
 

 

 

 

 

 

 

 

 

 

 

 

Select Back 
Arrow 

Select Create 
Reenrollment 

 

Select Back 
Arrow 



Step 2 – Update Reenrollment Status 

There are two ways to Update Reenrollment Status 

 Individual Update (One Record at a Time) 
 Batch Update 

 
1.  Individual Update (One Record at a Time) 

 

Click on the Reenrollment Status 

 

 

 

 

 

 

 

 

Select Update Status 

 

 

 

 

 

 

 

 

 

 

Select “Finished” from Status Dropdown.  Select “Update Status” to Save your Changes 

           **Please Note:  Status Should NOT be Marked Finished Until Registration Fee Has Been Paid** 

 

 

 

 

 

 

 

 

 

 

 

 Click on the 
Reenrollment Status 

Select  
Update Status 

Select  
Finished 

Select “Update Status” 
to Save your Changes 



Select Back Arrow to return to Returning Students Menu 

 

 

 

 

 

 

 

 

 

Reenrollment Status has been Updated and will be Reflected on the Enrollment Dashboard Report 

 

 

 

 

 

 

2.  Batch Update 

 

Place a Checkmark next to the Students to Update.  Select “Update Status” 

 

 

 

 

 

 

 

 

 

Select “Finished” from Status Dropdown.  Select “Update Status” to Save your Changes 

           **Please Note:  Status Should NOT be Marked Finished Until Registration Fee Has Been Paid** 

 

 

 

 

 

 

 

 

 

Select Back 
Arrow 

Updated 
Reenrollment Status  

Select Back 
Arrow 

Select  
Finished 

Select  
Finished 

Select “Update Status” 
to Save your Changes 



Reenrollment Status has been Updated and will be Reflected on the Enrollment Dashboard Report 

 

 

 

 

 

 

 

To Access the Enrollment Dashboard Report Click on Reports 

 

 

 

 

 

Select Enrollment > Enrollment Dashboard 

 

 

 

 

 

 

 

Returning Student Statuses are Displayed on Report 

Updated 
Reenrollment Status  

Click on 
Reports 

Select Enrollment 
Dashboard 

Select Back 
Arrow 


