Instructions for Using Microsoft Word Mail Merge and OPAL Exports
to Approve and Deny Open Enrollment Applications

Step 2: Create the Templates

There are three steps for preparing approval and denial letters using a Microsoft Word mail merge with data
exported from OPAL.

Step 1: Export the Data
Step 2: Create the Templates
Step 3: Prepare the Letters Using Mail Merge

Basic Steps for Creating the Templates
The basic steps for creating your own letter templates for approvals and denials are:

Sign into OPAL.

Go the the Exports tab.

Download the appropriate letter template from OPAL.

Match the template to the export file you created in Step 1 (each letter will have a number, such as
L101, that corresponds to an export file with the same number).

Make your desired changes.

6. Save as your own template.
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Following is a list of the export files, the matching letter templates and the page on this document where the
instructions are located:

Name of Export File Name of Letter Template Page
Resident Approvals L101 L101 Resident District Approval Letter 2
Resident Denials L102 L102 Resident District Denial letter—Reg and Alt Apps 11
Nonresident Approvals and School Assignments L103 L103 Nonresident District Approval and School Assignment 24
letter

Nonresident Denials L104 L104 Nonresident District Denial letter 34
Alternative App Nonresident Approvals and School L105 Nonresident District Alt App Approval and School 24
Assignments L105 Assignment

Alternative App Nonresident Denials L106 L106 Nonresident District Alt App Denial letter 34




Creating the Template for Resident School District Approvals

1.

From the Exports page, select and click on letter L101 Resident District Approval Letter.

Logged in as Mary Jo Cleaver

D101 1A Th 1T T 1T AR OFAL Open Enrollment for
| Mailbox | Students | Alt Apps | Apps | Exports Contacts
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Contact DPI i
Available Exports
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Special Education
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Data Entr o Intent to Attend Report
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To help you customize letters, we provide exports that can be used with the appropriate letter template,

Letter Templates

+« Bpprovals

o B¥ 1101 Resident District Approval Letter,docy

2 L103 Monresident District Approval and
School Assignment letter. docy

o B¥ | 105 Monresident District Alt Anp Anproval
and School Assignment.docx

« Denials

o B¥ 107 Resident District Denial letter--Req and
Alt Apps.docs

o B¥ | 104 Nonresident District Denial letter.docs

o B¥ 106 Nonresident District Alt App Denial
letter.daocx

« Instructions

o Step 1: Export the data

¢ Step 2: Create your templates

o Step 3: Prepare letters using mail merge



2. You may get a page asking if you want to merge this document into another document. If so, click

IINO.II

o) \H9-0&d ) Documentl - Microsoft Word
T

| Heme ‘ Insert Page Layout References Mailings Review View Developer Add-Ins Acrobat

= & _ o o = i—  a— .
- Calibori ~112 ~||A A = v iz = £ AaBbCcDdl AaBbCel
Paste ¥ | B [ U -ae %X, X Aa- A k) TMe Spacing  Headingl

Clipboard T« Styles

vear: | 2014215 v
Logout Grade: | Al Grades
Available Exports Letter Templates

Mailbox « Custom Application Export * froerovals
+ Application Exports for Letter Templates o B 1101 Residant District Aporaval Letter.doc

Students ° fpprovals o
. 3 Resident Approvals (L101)
g Microsoft Office Word
['o you want to merge changes in ‘L1071 Resident District Approval Letter [3).docx’ back inta 'C:\D ocuments and

Settings\CLEAVM] \Local SettingzhT emporary Intemet FilestContent M S04 101 Resident District Approval
Letter.docs'"?

) |
L e I [ Mo J I Mo, and don't ask again J

- 3 argrnative App Nonresident Denials * Instructions
{L106) s Step 1: Evport the data
« Reqular Applications (during Feb-April) o Shen 2: Create your termplates

° Al Applications o Step 3: Prepare latters ysing mail merge
¢ Approval/Denial Status

+ Intent to Attend Report
« Albernative Applications
o Al Applications

Page: 2 of 2 | Words: 143 | English (U.5.) |

i3 Start @ E (® i @ Inboy - Micra... T Documentl - ... P MNew Tab - Go...



3. Open the letter.

o) | 9 - 0 & )5 1101 Resident District Approval Letter (4).docx - Microsoft Word - B X
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May 7, 2014

wparent_full _name»

wparent_full_nameZ»

«mailing_addresss

wmailing_cityx, emailing_state» emailing_zip»

Your application for «student_full_name_fnf: to transfer out of the «resident_district_name» School District into
i the «nonresident_district_name» School District underthe open enrollment program has beenapproved by the
- wresident_district_name= School District for the «school_year_full» school year.

_ This notice does not constitute approval of the «nonresident_district_name= School District, nor does it commit
the enonresident_district_name» School District to approve the application.

Ifyou have additional questions about thiz notice, please contact wres_oe_coordinators at «res_ce_phone» or

wres_oe_email».

wres_district_admin_names»
District Administratar
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4, Click on Mailings, Select Recipients and Use Existing List.

; s Y . -
o) \H 9 U &GO s 1101 Residen pproval Letter (4).docx - Microsoft Word - B x
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May 7, 2014

wparent_full _name»

wparent_full_nameZ»

«mailing_addresss

wmailing_city», «mailing_state» «mailing_zip»

Your application for «student_full_name_fnf: to transfer out of the «resident_district_name» School District into
the «nonresident_district_name» School District underthe open enrollment program has beenapproved by the
wresident_district_name= School District for the «school_year_full» school year.

This notice does not constitute approval of the «nonresident_district_name= School District, nor does it commit
the enonresident_district_name» School District to approve the application.

Ifyou have additional questions about thiz notice, please contact wres_oe_coordinators at «res_ce_phone» or
wres_oe_email».

wres_district_admin_names»
District Administratar
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(If you prefer, you may click on Start Mail Merge and use the Step by Step Mail Merge Wizard rather than

these instructions.)



5. Find the location on your computer where you stored your export file (in Step 1). Select and click on
Resident Approvals L101.
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This notice does not constitute approval of the «nonresident_district_names School District, nor does it commit
the «nonresident_district_namex» Schoaol District to approve the application.
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6. Select the file and click “OK”.
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wparent_full_nameZ=x

«mailing_addresss

wmailing_city», «mailing_state» «mailing_zip»

Your application for sstudent_full_name_fnf: to transfer out of the wresident_district_name=» School District into
the «nonresident_district_names» Schoal District under the open enrollment program has been approved by the
wresident_district_name= School District for the «school_year_full» schoolyear.

This notice does not constitute approval of the «nonresident_district_names School District, nor does it commit
the «nonresident_district_namex» Schoaol District to approve the application.
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7. Click on Preview Results.

Note that now you have matched the letter to the data, other fields are highlighted. If these additional
fields are not highlighted, your letter is not matched to your data.
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May 8, 2014

Belinda Sugar
1582 Hillside Rd
Rhinelander, Wi 54501

Your application for Sarah Sugar to transfer out of the Rhinelander School District into the Grantsburg School
District underthe open enrollment program has beenapproved by the Rhinelander School District for the 2014-
2015 school year.

) This notice does not constitute approval of the Grantsburg School District, nor does it commit the Grantsburg
- School District to approve the application.

-+ Ifyou have additional questions about this notice, please contact Roger Erdahl at (715) 365-9750 0r

walkojan@rhinelander k12 wi.us.

L Roger Erdahl
) District Administratar

S
@
¥
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8. Make any needed changes to the document, such as:

Print

@ Prepare P
E Send b
527 Publish b

] Close

e Contact information.
e Name or title of person who signs the letter.
e |Insert digitized signature.
e Put on your own letterhead.
9. Once you have completed your template, unclick Preview Results. Click on the Windows icon and Save
As.
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10. Go to the location on your computer where you want to store your letter templates. Give the template
the name you wish and Save it. Although it is not necessary to have separate resident approval letters

for regular and alternative applications, if you wish to create separate letters from the template, you
may do so.

Save As @

Save in: |@ OPAL APPROVAL AND DENIAL LETTERS AND DATA, v | @-0 | X o B~

Size | Type Date Modified
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Templates

@ Wy Recent
Documents

@ Desktop

My
Documents
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Computer
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Places

File name: |Rhinelander Resident Approval Letter Template docx Iv;|
e e ao T e T v

You are now ready to prepare your letters in Step 3.

Step 1: Export the Data
Step 2: Create the Templates
Step 3: Prepare the Letters Using Mail Merge

Return to the OPAL Exports page and click on the link to the Step 2 instructions or go directly to
http://www.oe.dpi.wi.gov/opal/appr _deny step3.
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http://www.oe.dpi.wi.gov/opal/appr_deny_step3

1.

Creating the Template for Resident School District Denials

From the Exports page, select and click on letter L102 Resident District Denial letter-Reg and Alt Apps

Logged in as Mary Jo Cleaver
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Letter Templates

« Approvals

o B¥ 101 Resident District Approval Letter,docy
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s Instructions

o Step 1: Export the data

¢ Step 2 Create yvour templates

o Step 3: Prepare letters using mail merge




2. You may get a page asking if you want to merge this document into another document. If so, click
”NO,”
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3. Open the letter. Notice that the letter contains all possible reasons for a resident school district to
deny open enrollment.

It is recommended that you save a “basic” template with all the reasons for denial. You can then
decide whether you want to create individual templates for individual reasons for denial.

It is probably most efficient to create separate templates, as follows (this will be done in a later step):

e One for denials due to “undue financial burden.”

e One for 4K denials, if your district does not offer 4K.

e One that contains all other reasons, which may then be altered as necessary for individual pupil
denials.

@ V| 9 - U & )5 1102 Resident District Denial letter--Reg and Alt Apps (3).docx - Microsoft Word - B x
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aparent_full_names

uparent_full_name2=

wrnailing_sddresss

umailing_city», amailing_state» amailing_zp»

“¥our application for estudent_ful_name_frfs to transfer out of the eresident_district_names School District into
the unonresident_district_names School District under the open enrollment program has been denied by the
uresident_district_namex School District for the wschool_year_fulls school year. The application was denied for
the followinz reason(s):

- The resident school board of the wresident_district_name» School District has determined that the cost of
r:_| the special education and related servio uired in the child's individualized education program (IEP), as
B proposed to be implemented by the enonresident_district_name» School District would impose an undoe

financial burdznon the sresident_district_names School District. [wis. 5tats. § 118.51 (12} [b]]

The application submitted for this pupil was submitted after 4:00 PM on wapplication_deadline_datex, was
incomplets or was deliberated falsified. [wis. Stats. & 118.51 (3] and wis. Admin. Code § FI 36.03 (1) (b} and
-+ e}

Applications for this pupil were submitted to more than thres (3] nonresident school districts. [Wis. Stats. §
11E.51 [3) and Wis. Admin. Sods § PI36.03 (1] [b) L.]

. The child's resident school district, wresident_district_name» School District, does not offer the same type of
™ prekindergarten, 4~year-old kindergarten, early childhood, or school-operated day care program thatis

- requested in the enonresident_district_name» School District or the child i not eligible for that

. prekindergarten, 4-ysar-old kindergarten, early childhood, or school-opsrated day care program thatis

- offered in the enonresident_district_namex School District. [wis. Stats. § 118.51 (2]]

N The child has not reached the age reguired undsr Wis. Stats. § 115,14 for school attendance; or the applicant
o has reached the age of 21 on or before the first day of school and iz not entitled to 3 free education under
- Art. 10, 5ec. 3, of the Wisconsin Constitution.

- The application submitted under the alternative application procsdure is not in the pupil's best interests.

. [Wis. Stats. § 118.51 [3m] [b} &.]
- The criteria relied upon to submit the application under the ahernative application procedure doss not apply
. the pupil. [Wis. Stats. § 118.51 (3m] [d} 1.]

- If you have additional questions about this notice, pleass contact wres_os_ooordingtors at wres_os_phonss or
- ures_og_smails

Page:1of2 | Words: 509 | English (U.S) |
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4, Click on Mailings, Select Recipients and Use Existing List.

ial letter--Reg and Alt Apps (3).docx - Microsoft Word - B x
eview View Developer Add-Ins Acrcbat @
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Contacts...

amailing_city», smailing_state» amailing_zip»

“our application for estudent_full_name_frfs to transfer out of the wresident_district_name» School District into
the unonresident_district_names School District under the open enraliment program has been derisd by the
uresident_district_namew School District for the wschool_year_full+ school year. The application was denied for
the following reazon(s):

The resident school board of the eresident_district_name» School District has determined that the cost of
the special education and related services reguired in the child's individualized education program [IEP], as
proposed to be implementsd by the snonresident_district_name» School District would impose an undus
financial burden on the aresident_district_namex School District. [Wis. Stats. § 118.51 {12} [b]]

The application submitted for this pupil was submitted after 4:00 PM on wapplication_deadline_datex, was
incomplete or was deliberated falsified. [wis. Stats. § 118.54 (3} and Wis. Admin. Code §PI1356.03 (1) (b} and
1=

applications for this pupil were submitted to maore than thres [3) nonresident school districts. [wis. stats. §
11851 (3} and Wis. Admin. Code § PI 35.03 (1) (b} 1.]

The child's resident school district, eresident_district_names School District, doss not offer the same type of
prekindergarten, 4-ysar-old kindergarten, early childhood, or school-opsrated day care program thatis
requested in the snonresident_district_names School District or the child is not eligible for that
prekindergartsn, 4-year-old kindergarten, arly childhood, or schooloperated day care program thatis
offered in the wnonresident_district_name= School District. [Wis. Stats. § 11851 (2]]

The child haz not reached the ags reguired under Wis. Stats. § 11E.14 for school attendance; or the applicant
has reached the age of 21 on or before the first day of school and i= not entitled to 3 fres education under
Art. 10, Sec. 3, of the Wisconsin Constitution.

The application submitted under the alternative application procedure is not in the pupil's best interests.
[wis. Stats. § 118.51 [3m] b} &.]

The criteria relied upon to submit the application under the akernative application procedure doss not apply
tothe pupil. [wis. Stats. §118.54 [3m} [d} 1.]

If you have additional guestions about this notice, please contact wres_oe_coordinator» at wres_os_phone» or
ures_ps_smails.

Page:1of2 | Words:509 | English (US) | ENE
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(If you prefer, you may click on Start Mail Merge and use the Step by Step Mail Merge Wizard rather than
these instructions.)
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5. Find the location on your computer where you stored your export file (in Step 1). Select and click on
Resident Denials L102.

) | Ho v@d s L102 Resident District Denial letter--Reg and Alt Apps.docx - Microsoft Word - B X
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financial burden on the «resident_district_name» School District. [Wis. Stats. § 118.51(12) (b)]

The application submitted for this pupil was submitted after 4:00PM on «application_deadline_date», was
incomplete or was deliberated falsified. [Wis. Stats. § 118.51 (3) and Wis. Admin. Code §PI 36.03(1) (b) and
(el

- OPAL Reports, .. "-Zl Iail Merge Ins... "-Zl L101 Resident ...
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6. Select the file and click “OK”.

o) | 92 -8 &0 )s 1101 Resident District Approval Letter (1).docx - Microsoft Word -
S
= Home Insert Page Layout References Mailings Review View Developer Add-Ins Acrobat @

=1 Envelopes IB' o - = j =P Rules - 4@%3] | H o4 || || oM | o %
Labels & j = 9% Meatch Fields :

i _ - _ _ Find Recipient
Start Mail  Select Edit Highlight Address Greeting Insert Merge Preview
Merge - Recipients - Recipient List || Merge Fields Block  Line Field - L8 Updatelabels || pecuits | 2 Auto Check for Errors Adobe PDF

Start Mail Merge Write & Insert Fields Preview Results Acrobat

cription  Modified Crested
05i108M 4 10:39:27 AW 0510544 10:33:27 AWM 1]

May 8, 201

B3] JE

. First powe of data contsins column headers
Belinds Sugj

1582 Hillside Rd
Rhinelander, Wi 54501

Your application for Sarah Sugar to transfer out of the Rhinelander Schoal District into the Grantsburg School
District under the apen enrollment program has beenapproved by the Rhinelander School District for the 2014-
2015 schoolyear.

This notice does not constitute approval of the Grantsbhurg Schoaol District, nor does it commit the Grantsburg
School District to approve the application.

-+

- ou have additional questi sbout thi i 3 3 Z iahl a 65-9750ar
Page:1 of1 | Words: 91 | English (U.5.) |

s start @& (@ Microsoft Acce.., P OPAL Re b ooo T Mail Merge Ing... T 1101
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7.

Click on Preview Results.

Note that now you have matched the letter to the data, other fields are highlighted. If these additional
fields are not highlighted, your letter is not matched to your data.

@ H9-0 &0 s L102 Resident District Denial letter--Reg and Alt Apps.docx - Microsoft Word - # x
it | ——

Home Insert Page Layout References Mailings Developer Add-Ins Acrobat @

=1 Envelopes ﬂ E W :E_ fE_ .:. [ZFRules -
2 Labels == 2:WMstch Fields
Start Mail  Select Edit Highlight Address Greeting Insert Merge
Merge - Recipients ~ Recipient Li Merge Fields Block  Line Field - ] Ppdate Label Results
Create Start Mail Merge et -

Belinda Sugar
1582 Hillside Rd
Rhinelander, W154501

Your application for Sarah Sugar to transfer out of the Rhinelander School District into the Appleton Area Schoaol
District under the open enrollment program has been denied by the Rhinelander School District for the 2014-2015
schoolyear. The application was denied for the following reasonis):

The resident school board of the Rhinelander School District has determinad that the cost of the special
education and related servicesrequiredin the child's individualized education program (IEP), as proposed to
beimplemented by the Appleton Area Schoal District would impose an undue financial burden on the
Rhinelander School District. [Wis. Stats. § 118.51(12) (b]]

The application submitted for this pupil was submitted after 4:00PM on April 30, 2014, was incomplete or
was deliberated falsified. [Wis. Stats. § 11851 (3) and Wis. Admin. Code §PI 36.03 (1) ib) and {c]]

Applications for this pupil were submitted to more than three (3] nonresident school districts. [Wis. Stats. &
118.51(3) and Wis. Admin. Code § P1 36.03 (1) (b) 1]

The child's residentschool district, Rhinelander School District, does not offer the same type of
prekindergarten, 4-year-ald kindergarten, early childhood, or school-operated day care program that is
requested inthe Appleton &rea School District or the child iz not eligible for that prekindergarten, 4-year-old
kindergarten, early childhood, or school-operated day care program that is offeredin the Appleton Ares
Schoal District. [Wis. Stats. §118.51 (2]]

The child has not reached the age required under Wis. Stats. § 118 14 for school attendance; or the applicant
haz reached the age of 21 on or before the first day of school and is not entitled to a free education under
Art. 10, Sec. 3, of the Wisconsin Constitution.

- The application submitted under the alternative application procedureis notin the pupil's best interests.
Nis State E118 51 (3mifhi R 1

Page:lof 2 | Words: 521 | English (U.5.) |

E
@
¥
‘s start @B E T Mail Merge Instru.., | (@ Inbox - Mi : T 10z b Dis... @ 154pm
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8. Make any needed changes to the document, such as:

Contact information.
Name or title of person who signs the letter.
Insert digitized signature.

Put on your own letterhead.
Do not make any changes to the appeal notice!

Do not make any changes to the reasons for denial quite yet. You can do this in a later step.

9. Once you have made these basic changes, unclick Preview Results. Click on the Windows icon and

Save As.

=z
i

I fill

Iy mﬁﬁ I

i
8]

Z

Save a copy of the document

Word Document
Save the file az a Werd Document.

Word Template
Save the document as a template that

can be used to format future decuments,

Word 97-2003 Document

Save a copy of the decument that is fully
compatible with Word 97-2003.

Adobe PDF

OpenDocument Text

Save the document in the Open
Docurnent Fermat.

PDF or XPS

Publish a copy of the document as a PDF
or XP5 file,

Other Formats

Open the Save As dialog box to select
from all possible file types,

Review View Developer Add-Ins

Acrobat

@ Yd 9 -0 & 5 1102 Resident District Denial letter--Reg and Alt Apps (3).docx - Microsoft Word

= B X

[» ¥

= ] it = -
lg e
= =1=]
= =1=]

9% Match Fields

#] Update Labels

eeting Insert Merge
Line Field -

te & Insert Fields

Preview
Results

_Zee

: fnfe totransfer out of the wresident_district_names School District into
il pistrict under the open enrollment program has been denied by the
for the wschool_year_full» school year. The application was denied for

fresident_district_namex School District has determined that the ocost of
gervices required in the child' s individualized education program (IEP], as
pe wnonresident_district_name» School District would impose an undue
district_name» School District. [Wis. Stats. § 11851 (12} [b}]

pupil was submitted after 4:00 PM on sapplication_deadline_dates, was
ffied. [Wis. Stats. § 118.51 (3] and Wis. Admin. Code § PI135.03 (1} (b} and

bmitted to more than three (3} nonresident school districts. [Wis. Stats. §
PI35.03 (1] [b] 1.]

uresigent_district_namesx School District, doss not offer the same typs of
frzarten, early childhood, or schoploperated day care program thatis
krict_name» School District or the child i not eligible for that

frgarten, early childhood, or schookopsrated day care program thatis

&t names School District. [Wis. Stats. § 118.51 (2]

fFequired under Wis. Stats. § 11814 for school attendance; or the applicant

] Weord Options ] [X Exit Word

gfore the first day of school and is not entitled to 2 free education under

T EECTE 0TI

ures_ops_smails,

nEtitution.

The application submitted under the alternative application procsdure is not in the pupil's best interests.
[wvis. Stats. § 118.51 [3m] b} &.]

The criteria relied upon to submit the application under the alternative application procsdure doss not apply
tothe pupil. [Wis. Stats. § 118.54 [3m} [d] 1.]

If you have additional guestions about thiz notics, please contact ares_oe_coordinators at ares_os_phones or

i W us

%4 Find Recipient
l%l Auto Check for Errors

Preview Results

T Mail Merge Instru...

» COPAL Reports, Ex...
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10. Go to the location on your computer where you want to store your letter templates. Give the template
the name you wish and Save it. It is recommended to name it something like “Basic Resident Denial
letter template.”

Save As @@

Save in: |@ OPAL APPROVAL AND DENIAL LETTERS AND DATA, v | @-0 | X o B~

BTrusted Mame - Size Type Date Maodified
[EDEEtEs B Rhinelander Resident Approval Letter Template.dacx 18 KB Microsoft Office wa.., 05/07/14 3:23 PM

@ Wy Recent
Documents

@ Desktop
w

Documents
’ '_'i Iy

Computer
‘d by Metwork

Places

File name: Rhinelander Basic Resident Denisl Letter template docx hs |

Save as typ e

OF DCLITE A0CK, W |

Tools - Save [ ancel

.-’,‘.‘ s,[‘a rt @ E @ mbax - Microsoft ... fé'l Mail Merge Instru. . P OPAL Reparts, Ex... 1::.'. L102 Resident Dis... '<'B 420 PM

Keep the letter open after you have saved it.
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11. To create a separate template for “undue financial burden,” delete all the reasons for denial except
“undue financial burden.”

‘\ H92-0v&o )+ Rhinelander Basic Resident Denial Letter template.docx - Microsoft Word - B x

Home Insert Page Layout References Mailings Review View Developer Add-Ins Acrobat @
i e 3 e B
2 Labels ; : o g 9% Match Fields ) Find Recipient -
Start Mail  Select Edit Highlight Address Greeting Insert Merge Preview Finish & || Mergetc
Merge - Recipients ~ Recipient List || Merge Fields Black  Line Field~ & Updatelabels || pecyits | B Auto CheckforErrors || Merge - || Adobe PDF

Start Mail Merge Write & Insert Fields Preview Results

o

uparent_full_name»

aparent_full_namezs=

umailing_address»

amailing_city», smailing_state» amailing_zp»

“our application for estudent_full_name_frfs to transfer out of the wresident_district_name» School District into
the enonresident_district_name» School District under the open enrcliment program has been denied by the
uresident_district_name» School District for the eschool_year_fulls school year. The application was denied for
the following reazon(s):

The resident school board of the eresident_district_name» School District has determined that the cost of
the special education and related services reguired in the child's individualized education program [IEP], as
proposed to be implementsd by the wnonresident_district_name» School District would impose an undus
fingnciz! buldenorlth& wresident_district_name» School District. [Wis. Stats. § 118.51 (12} [b]]

The application submitted for this pupil was submitted after 4:00 PM on wapplication_deadline_datex, was
incomplete or was deliberated falsified. [wis. Stats. § 118.54 (3} and Wis. Admin. Code §PI1356.03 (1) (b} and
+ 1=

. applications for this pupil were submitted to more than thres (3] nonresident school districts. [Wis. Stats. §
Z 118 51 [3) and Wiz. Admin. Code § PI35.03 (1) [b) 1.]

. The child's resident school district, eresident_district_names School District, doss not offer the same type of
L prekindergarten, 4-ysar-old kindergarten, early childhood, or school-opsrated day care program thatis

- requested in the g i _names | District or the chifll is not @igible for that
. prekindergartsn, Tz rogram thatis
- offered in the wng - 1 D W[vvis. Pats.

R The child haz not reached the ags reguired under Wis. Stats. § 11E.14 for school attendance; or the applicant
i has reached the age of 21 on or before the first day of school and is not entitled 1o 3 free education under
- Art. 10, 5ec. 3, of the Wisconsin Constitution.

Z The application submitt=d under the alternative application procedure iz not in the pupil's best interests.
- [wis. Stats. § 118.51 [3m] b} &.]

r:-.. The criteria relied upon to submit the application under the akernative application procedure doss not apply
- tothe pupil. [wis. Stats. §118.51 [3m] [d} 1.]

- ITyou have aoomional QUESTIONS aboUT this NOTICE, PIEass CONTACt “res_DE_CDOrOINGtors at wres_os phonss of
N ures_ps_smails.

Page:1of 2 | Words: 500 | English (U.5.) |
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12. Your letter now contains only one reason for denial.

‘\ Hd9o-0o&o )+ Rhinelander Basic Resident Denial Letter template.docx - Microsoft Word - B x

Home Insert Page Layout References Mailings Review View Developer Add-Ins Acrobat @

=1 Envelopes I@ 2P Rules - @ ||1 4 ||1 || Y u|
5 Labels ; _ — ; 2 Match Fields _ Find Recipient -
Start Mail  Select Edit Highlight Address Greeting Insert Merge Preview Finish & || Mergetc

Merge - Recipients ~ Recipient List || Merge Fields Black  Line Field~ & Updatelabels || pecyits | B Auto CheckforErrors || Merge - || Adobe PDF

Start Mail Merge Write & Insert Fields Preview Results Finish Acrobat

uparent_full_name»

uparent_full_name2s»

umailing_address»

amailing_city», smailing_state» amailing_zip»

“our application for estudent_full_name_frfs to transfer out of the wresident_district_name» School District into
the unonresident_district_names School District under the open enraliment program has been derisd by the
uresident_district_namew School District for the wschool_year_full+ school year. The application was denied for
the following reazon(s):

The resident school board of the eresident_district_name» School District has determined that the cost of
the special education and related services reguired in the child's individualized education program [IEP], as
proposed to be implementsd by the snonresident_district_name» School District would impose an undus
financial burden on the aresident_district_namex School District. [Wis. Stats. § 118.51 {12} [b]]

If you have additional guestions about this notice, please contact wres_oe_coordinator» at wres_os_phone» or
ures_ops_smails,

ures_district_admin_namex
District Administrator

Motice of Right to Appesl

“foumay appeal this denial to the Department of Public Instruction within 30 days of the date this notice i
postmarked or hand-delivered to you, whichever oocurs first,

“four appeal must be in writing and must be signed. 1t is recommended that you use DPI form Pl 2418, although
youmay submit the appeal as a letter or legal brief. You may obtain an appeal form from a school district, from the
DPl or at hitp:/fsms . doi. wi. gov/files,for ms 'pdf/podod 1B pdf.

Specificinstructions for filing 3n appealare included on form Pl 8418, or youmay contact the DRI, tolkfres at
EBE-245-2732, by email at OpenEnroliment@ dpi.wi.zov, or you may find instructions and other information about
the appeals procedure on the open enroliment web site at htto://os.dol. wi.gov/,

Zend the sppssl to: School Management Services £ Open Enroliment
Department of Public Instruction
P.O. Bow 7E4L

T Mail Merge Instr L Repor
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13.

IH Q'G@ﬁ');

Click on the Windows symbol and Save As.

Rhinelander Basic Resident Denial Letter template.docx - Microsoft Word

Q Publish b
I_:]" Close

Save a copy of the document

New

Word Document
Save the file as a Werd Document,

Word Template

Save the document as a template that
can be used to format future decuments,
Word 97-2003 Document

Save a copy of the document that is fully
cempatible with Werd 97-2003,

Adobe PDF

OpenDocument Text

Save the document in the Open
Docurnent Fermat.

Prepare

PDF or XPS

Publish a copy of the decument as a PDF
or XP5 file,

Send ]

Other Formats

Open the Save As dialog box to select
from all possible file types,

s Start

Page:1 of1 | Words: 283 | English (U.5.) |

I Word Options ] ’X Exit Word

postmarked or hand-oelvered 10 you, whichever oocurs first,

“four appeal must be in writing and must be signed. It is recommended that you use OPI form Pl 2418, although
youmay submit the appeal as 3 letter or legal brief. You may obtain an appes| form from a school district, from the
CPI or at http://smes. dpi.wi.zov/files/forms/pdf/podo41 B, pdf.

Review View Developer Add-Ins Acrcbat @
_b [P Rules - @ |H 4 ||1 || '3 "I| %
S8 a .
- + i Match Fields . Find Recipient o
eeting Insert Merge Preview Finish & || Mergetc
Line Field~ & Updatelabels || pecyits | B Auto CheckforErrors || Merge - || Adobe PDF

ite & Insert Fields

Preview Results Finish Acrobat

T

& frfe totransfer out of the eresident_district_namex School District into
il pistrict under the open enrollment program has been denied by the
for the wschool_year_full» school year. The application was denied for

fresident_district_name» School District has determined that the cost of
g=rvioes reguired in the child's individualized =ducation program (IEP], as
pe wnonresident_district_name» School District would impose an undue
district_name» School District. [wis. Stats. § 118.51 (12} [b}]

his notice, pleass contact eres_os_ooordingtors at wres_ps_phoness or

Motice of Right to Appesl

ftment of Public Instruction within 30 days of the dats this notice is

Sendthe 3ppsal to:

Specific instructions for filing an appeal are included on form Pl 9448, or you may contact the DRI, tolres at
BEE-245-2732, by email at QpenEnroliment® doi.wi.gov, or you may find instructions and other information about
the appeals procedure on the open enroliment web site 3t htto://os. dpi. wi.gov/.

School Management Services £ Open Enroliment

o @ E @ In

T mail Merge Instru., . P

AL Reports
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14. Go to the location on your computer where you want to store your letter templates. Give the template
the name you wish to give it and Save it.

Save As @@

Save in: | [C3) OPAL APPROWAL AND DEMIAL LETTERS AND DATA I

v @ & X i -

E:'Trusted N — J Size  Type Date Modified

[EDEEES b4 ~tinelander Basic Resident Denial Letter template.dock 1KB Microsoft Office Wo...  05/07/14 4:20 PM
@MY Recert ) Rhinelander Basic Resident Denial Letter termplate. docx 19 KB Microsoft Office wa...  05/07/14 4:20 PM

Dacuments | | gi)phinelander Resident Approval Letter Template. docx 18 KB Microsoft Office Wo... 05,0714 3:23 PM
@ Desktop

My
Documents

’ d Iy
Computer

‘d by Metwork
Places

/ -

File name: |Rhinelander Unclue Financial Burden|Denial Letter template docx
Save az typ £ ey

Tools - Save Cancel

e

1 f | s,[‘a rt =] lu [ ﬁ Inbox - Mi 'Q'I Mail Merge Instru. . P OPAL Reparts, Ex... @ Rhinelander Basic... ’<"1° 4129 PM

15. If you wish to create other separate templates for specific denial reasons, repeat steps 11 through 14.

You are now ready to prepare your letters in Step 3.

Step 1: Export the Data
Step 2: Create the Templates
Step 3: Prepare the Letters Using Mail Merge

Return to the OPAL Exports page and click on the link to the Step 2 instructions or go directly to
http://www.oe.dpi.wi.gov/opal/appr _deny step3.
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http://www.oe.dpi.wi.gov/opal/appr_deny_step3

Creating the Templates for Nonresident School District Approvals and School Assignments

1. From the Exports page, select and click on letter L103 Nonresident District Approval and School
Assignment letter.

Logged in as Mary Jo Cleaver

DT TR 1 Th 1o T A OPAL Open Enrollment for
| Mailbox | Students | Alt Apps | Apps | E)(por‘ts Contacts
Exports

Logout
Contact DPI

Mailbiox

Actively Open Enrolled
All Students

3rd Friday in Sept
Special Education

2nd Friday in Jan

Returning Students

Al Alternative Apps

LApprove or Deny

Enrollment

Counted in
Mermbership

Dats Entry

Al Applications
Approve or Deny
Letters

School Assignments
Intent to Atend
Data Entry

Open Enroll Contacts

To help you customize letters, we provide exports that can be used with the appropriate letter template,

Year: | 20142015 v
Grade: | All Grades v
Available Exports

» Custom Spplication Export

+ Application Exports for Letter Templates

o Approvals

= 3% Resident Approvals (L101)

» 3% Nonresident Approvals/Schoal
Assignments (1103

« 3% plternative App MNonresident
ApprovalsfSchool Assignments (L105)

o Denials

» 3% Recident Denials (L102]

» 3% Nonresident Denials (L104)

= 2% pltermative App Monresident Denials

(L106)
+ Regular Applications (during Feb-april)
& Al Applications
e Approval/Denial Status
¢ Intent to Attend Report
o Alternative Applications

o Al applications

24

Letter Templates

« Approvals

o B¥ 103 Nonresident District Approval and
School Assignment letter.docx

L105 Monresident District Alt App Approwal
and School Assignment.docx

e Denials

o B¥ 107 Resident District Denial letter--Req and
Al Apps.docs

o B¥ | 104 Nonresident District Denial letter.docs

o B¥ 106 Nonresident District Alt App Denial
letter.docx

s Instructions

o Step 1: Export the data

¢ Step 2 Create yvour templates

o Step 3: Prepare letters using mail merge




2. You may get a page asking if you want to merge this document another document. If so, click “No.”

o Hd92-v&d - Mail Merge Instructions Step 2.docx - Microsoft Word - b
T y
| Heme I Insert Page Layout References Mailings Review View Developer Add-Ins Acrobat
Y & coen = = #
B o e i S | A AaBbCcDdI| AaBbCcDdI - AaBbCcl %
Paste ¥ |B P} 2 T Mermal TMeo Spacing  Headingl

Clipboard T« Styles

- . From the Exports page, select and click on letter L103 Nonresident District Approval and School
. Assignment letter.

OPAL Open Eorolment
@ PUBLIC INSTRUCTION Rhinelander (4781)
Microsoft Office Word

Do you want ko merge changes in 'L103 Monresident District Approval and School Assignment letter [3).docs’ back inta
'CADocuments and Settings\CLEAVMJA\Local SettingshTemporary Internet FileshContent S04 103 Monresident
District Appraval and Schoal Azsign : :

ﬁ ] [ Mo ] I Ma, and don't azk again ]
B * Custom Application Export « Approvals
: adoox « Application Exports for Lettar Templates . B
N ® Appravals o B¥ | 103 Nonresident District Approval and I

- L10S Wonreswdent District % Anp Approval
and schogl Assignment.docs
« Denials
o BF 102 Resident Districk Denizl letter-—feq and
Alt Apns docy

+ Denials

o B¥ 104 Nonresident District Denial letter.docy
o B 106 Nonresident District At App Denial
letter.docy

« 3E pacident Denials (1L102)
- i « 3£ nonrasident Denials (L104)
- .3 - i Deniak = Instrucbions
{L106]} :

Logged in as Mary Jo Cleaver ~

Page: 24 of 24 | Words: 1,124 | English (U.5.) |

i3 Start @ E @ Mic v T Mail Merge Instru.., T L10
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3. Open the letter.

oo = 9 - U & )5 1103 Nonresident District Approval and School Assignment letter (2).docx - Micr... = BB 3

Home Insert Page Layout References Mailings Review View l Developer Add-Ins Acrobat @
. 53 Web Layout | [ Ruler [ Docurment Map Q =) One Page E5 New Window | 1113 % §
Outline | Gridlines | Thumbnais ||~ ™ i Two Pages || = Arrange All FERS 2
Full Screen Zoom  100% Switch Macros
Reading =l Draft [] Message Bar =l Page Width Split #14 | Windows = -

Document Views Show/Hide Zoom Window Macros

May 8, 2014

wparent_full_name:

wparent_full_name2»

«mailing_addresss»

emailing_city=», «mailing_state» «mailing_zip»

Your application for «student_full_name_fnf»to transfer into the «nonresident_district_name= School Districtunderthe open
enrollment program has been approved by the «nonresident_district_name= School District for the «school_year_full» school year.
wstudent_first_name= is assigned to the following school:

Mame of School: xschool_assign_names | School Start Date: «date_school_startss
Additional Information: «assign_comments:»

You are requiredto notify the « nonresident_district_name» School District on or before «date_to_notify_if _attending=. Pleasefill out
the bottom of this form and send it by mail, fax or email, or notify the district by phone.

Please note:

This notice does not constitute approwval of the wresident_district_name» School District, nor does itcommitthe
wresident_district_name» School District to approve the application

Ifvour application is approved by both districts, priorto beginning attendance in the nonresident district, you mustregister your
child inyour resident district.

Ifyour child has notattended the «nonresident_district_name» School District on or before «date_of_3rd_fridays, this approval is
woid.

If you have any questions, please phone or email the Contact Personnamed below

L103 Nonresident District Approval and School Assignment letter (3).docx - Micr.. = BB X

te ]
(St ]
Heome I Insert Page Layout References Mailings Review View Developer Add-Ins Acrobat (7]

Calibri +|os v| & '|

|n I o & TMo Spacing  Heading 1

Clipboard Styles

Please note:

This notice does not constitute approval of the «resident_district_name=» School District, nor does it committhe
«resident_district_names» School District to spprove the application.

If your application is approved by both districts, priorto beginning atte ndance in the nonresident district, you must register your
child inyour resident district.

Ifyour child has notattended the «nonresident_district_name= School Districton or before «date_of 3rd_friday», thisapproval is
void.

Ifyou have any questions, please phone or email the ContactPersonnamed below.

w«nonres_district_sdmin_names
District Administrator

You MUST respond to this letter on or before udate_to_notify_if_attending» to guarantee the open enrollment. If this
notification is not provided by the required date, the pupil may not be able to attend «school_assign_name».
astudent_full_name_fnf= (check one):
O will attend «school_assign_names forthe school yearof eschool_year_full».
O will not attend «school_assign_name for the school yearof «school_year_fullx
Signature of Parent or Guardian (or pupil if 18 yvears or older: Date Signed:

Mail to: Fax, email or phone to:
«nonresident_district_name» School District Mame of Contact Person: «nonres_oe_coordinators
snonres_sddresss Phone: snonres_oe_phones Fax: snonres_os_faxs
«nonres_city», «nonres_state» «nonres_zip» Email: «nonres_oe_smail»

'2 start C @ mMic
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4, Click on Mailings, Select Recipients and Use Existing List.

o) H 9 - v & O )5 L1103 Nonresident District Approval and School Assignment letter (3).docx - Micr.. = BB X
: Home References | Mailings ‘ Review View Developer Add-Ins Acrobat @

ﬁ_ _“‘}‘Rulesv <_3| ||.I4 4” ||D W| O %
- : j j # ) Match Fields @g w7

) L ) _ Find Recipient o
Select Edit Highlight Address Greeting Insert Merge Preview Finish & || Merge to

Recipients - Refipient List || Merge Fields Block  Line Field - L8 Updatelabels || pecyits | 2 Auto Checkfor Errors || Merge - || Adobe PDF

=1 Envelopes
2 Labels

o2 List... Write & Insert Fields Preview Results Finish Acrobat

M E Use Existing List... S R S N N N S . S SR A 1

May 8, 2014

wparent_full_namex»

wparent_full_nameZx»

wmailing_addresz»

emailing_citys, «mailing_state» «mailing_zip»

Your application for «student_full_name_fnf=to transfer into the «nonresident_district_names» School Districtunderthe open
enrollment programhas been approved by the «nonresident_district_name» School District for the «school_year_full»school year.
estudent_first_names is assigned to the following school:

Mame of School: «school_assign_names | School Start Date: wdate_school_starts»
Additional Information: «assign_commentss

You are requiredto netify the «nonresident_district_name» School Districton or before edate_to_notify_if_attendings. Pleasefill out
the bottom of this formand send it by mail, fax or email, or notify the districtby phone.

Please note:

¢ Thisnotice does not constitute approval of the «resident_district_name= School District, nor does it commit the
wresident_district_names School District to approve the application.

« Ifyourapplication is approved by both districts, priorto beginning attendance in the nonresident district, you must register your
child inyour resident district.

¢ Ifyour child has not sttended the «nonresident_district_name» School Districton or before «date_of_3rd_friday», thiz approval is
void.

Ifyou have any questions, please phone or email the Contact Personnamed below.

Page:1 of1 | Words: 276 | English (U.5.) | e

‘s start 2@ E @ Microsoft .. | T Mail Merg.., | T L103 Maon.., 2 OPALRep... T4 L103 Mon... =

(If you prefer, you may click on Start Mail Merge and use the Step by Step Mail Merge Wizard rather than
these instructions.)
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5. Find the location on your computer where you stored your export file (in Step 1). Select and click on
Nonresident Approvals and School Assignments L103.

@ \H 9 -6 &G s L101 Resident District Approval Letter (1).docx - Microsoft Word = B X
R - :

. Home Insert Page Layout References | Mailings | Review View Developer Add-Ins Acrobat @
=1 Envelopes F— =P Rules

= C:l
e[y

|2l Labels -
h & || Mergeto
— == ISE Adobe PDF
Create ] Lok in: |h OPAL APPROYAL AND DEMIAL LETTERS AND DATA, v| Q-3 X o » fnish || Acrobat |
L @My Recernt | EHEAlernative Apps Nonresident Approvals and School Assignments L105,xls!
Documents BEELA ot A O

@ Desktop

Mty EResident pprovals L101.xls
Documents | EHResident Denials L102.xls

C Ll

Computer

.a iy Metwark
Flaces

File name: | W | Mewy Source. .

Files of type:

|AII Data Sources (*odo; *mdb; * mde; * accdb; * accde; * ols; *ade; *adp; *udl; * dan; *xlsx *xlesm » |

=

¥ |

This notice does not constitute approval of the «nonresident_district_names School District, nor does it commit
the «nonresident_district_namex» Schoaol District to approve the application.

15 start 2@ e (@ Microsoft ... F OPAL Rep... T Mail Merg, . & CPAL APP.., i Monreside...

28



6.

Select the file and click “OK.”

@ \H 9 -8 &)+ 1103 Nonresident District Approval and School Assignment letter (3).docx - Micr...
T

Home Insert Page Layout References | Mailings ‘ Review View Developer Add-Ins Acrobat

2 Labels

Page:1 of1 | Words: 276 | English (U.5.) |

=1 Envelopes ﬂ 2

[EEECD

— j j j j =P Rules - | H < ||
- - - = 9% Match Fields )
Start Mail  Select Edit Highlight Address Greeting Insert Merge Preview

B
Finish &

Find Recipient

Merge - Recipients - Recipient List || Merge Fields Block  Line Field - 8] Update Labels || pegits | 2 Auto Checkfor Errors Merge -

Start Mail Merge Write & Insert Fields Preview Results

Finish

tiption | hModifisd Created
0510844 10:34:16 AWM 050541 4 10:34:1

wparent_full_ng|
wparent_full_ng
wmailing_addre
emailing_citys,

Your application nderthe open
enrollmentprog r_full»zchoolyear.

wstudent_first |
1]

Name of School

Additional Infar First rowe of data contains column headers

You are requiredto netify the «nonresident_district_name» School Districton or before edate_to_notify_if_attendings. Pleasefill out

the bottom of this formand send it by mail, fax or email, or notify the districtby phone.
Please note:

This notice does not constitute approval of the «resident_district_names» Schoal District, nor does it commit the
wresident_district_names School District to approve the application.

Ifyour application is approved by bath districts, priorto beginning attendance in the nonresident district, you must register yvour

child inyour resident district.

Ifyour child has not attended the «nonresident_district_name» School Districton or before «date_of_3rd_friday», this approval =

void.

Ifyou have any questions, please phone or email the Contact Personnamed below.

iy start R E (@ Microsoft .. | T MailMerg,., | T L103 Mon,.,
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7. Click on Preview Results.

Note that now you have matched the letter to the data, other fields are highlighted. If these additional fields
are not highlighted, your letter is not matched to your data.

@ Wl 9 -8 & O )5 L1023 Nonresident District Approval and School Assignment letter (3).docx - Micr... - B 3
R | ——

Home Insert Page Lauou Bocoroo - Lo Boioy - Developer Add-Tns Acrobat [Z]

=31 Envelopes [| E - Hiles ~ KY4 |1 ] % %
=l Labels atch Field ind Recipient
Start Mail  Select Highlight Address Greeting Insert Merge review Finish & || Merge to

IMerge ~ Recipientfl~ Recipient List || Merge Fields Block Line Field - pate Lablls ||| Results || 5 fputo Check for Errors Merge ~ || Adobe PDF
Create Start Mail Write & Insert Fields Prefliew Results Finish Acrobat

Bob Basil
814 DavenportSt
Rhinelander, Wi 54501

Your application for Josie Basil to transfer into the Rhinelander School District under the open enrollment program has been approved
by the Rhinelander School District for the 2014-2015 school year. Josie is assigned to the following school:

- 3]
. Name of School_Marthwoods Community Secendary School [ School Start Date- 09/02/14
Additional Information: Mrs. Smith's homeroom

i Youw are reguired to notify the Rhinelander School District on or before 06,/27 /14 Please fill out the bottom of thisform and send it by
- mail, fax or email, or notify the districtby phone.

- Please note:

- This notice does not constitute approval of the Antigo Unified School District, nor does it committhe Antigo Unified School District
-+ to approve the application.

- Ifyour application is approved by both districts, priorto beginning attendance in the nonresident district, vou must register your

R child invyour resident district.

- Ifyour child has not attended the RhinelanderSchool Districton or before 09,1914, this approwval is void

Ifyou hawve any questions, please phone or email the Contact Personnamed below.

Roger Erdzahl
District Administrator

Page:1 of 1 | Words: 302 | English (U.5) |
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V= @ -0 & ) s L103 Nonresident District Approval and School Assignment letter (3).docx - Micr... N s
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Home Insert Page Layout References | Mailings 1 Review View Developer Add-Ins Acrobat @
=31 Envelopes [| E |ZP Rules ~ | H 4 | 1 | ] | % %
= Labels 2% Match Fields (] i e
Start Mail Select Edit Highlight Address Greeting Insert Merge review Finish & Merge to
IMerge ~ Recipients - Recipient List || Merge Fields Block Line Field -~ Zl Update Labels ||| pesults || 2 Auto Check for Errors Merge ~ || Adobe PDF

Create Start Mail Merge Write & Insert Fields Preview Results Finish HAcrobat

Ifyour application is approved by both districts, priorto beginning attendance in the nonresident district, vou must register your
R child invour resident district.
_ Ifyour child has not attended the RhinelanderSchool Districton or before09,;/19/14, this approwval is void.

Ifyou hawve any questions, please phone or email the Contact Personnamed below.

~ Roger Erdzhl

- District Administrator

L.o You MUST respond to thisletter on or before06/27/14 to guarantee the open enrollment. If this notification is not provided

by the required date, the pupil may not be ahle to attend Northwoods Community Secondary School.

laosie Basilicheck one):

B O will attend Morthwoods Community Secondary School forthe school yearof 2014-2015.

- O will not attend Morthwoods Community Secondary School for the school yearof 2014-2015.

r-; signature of Parentor Guardian (or pupil if L8 vears or older: Date Signed:

- Mail to: Fax, email or phone to:
Rhinelander School District Mame of Contact Person: Roger Erdahl

- 565 Coolidge Ave Phone: (715} 365-9750 Fax (715) 365-9710

‘f“ Rhinelander, Wi 54501 Emazil: walkojan@rhinelander.k12 . wi.us




8. Make any needed changes to the document, such as:

e Contact information.
e Name or title of person who signs the letter.
e |Insert digitized signature.
e Put on your own letterhead.
9. Once you have completed your template, unclick Preview Results. Click on the Windows icon and Save
As.
@ jd 9-0 & O ) ¥ L1103 Nonresident District Approval and School Assignment letter (3).docx - Micr.. = BB X
I Review View Developer Add-Ins Acrobat @
Save a copy of the document
Mew J: L [P Rules - e |N €|1 |P H| %
= == =)
Lord Document j == Match Fields @ : Eﬁ

Save the file as a Word Document.

Word Template

Save the document as a template that
can be used to format future decuments,

Word 97-2003 Document

E ©

Save a copy of the document that is fully
cempatible with Werd 97-2003,

Line

te & Insert Fields

eeting Insert Merge

Field -

#] Update Labels

Find Recipient

Preview
Results

I%l Aute Check for Errors

Preview Results

L1032

Finish & || Merge to
Merge ~ || Adocbe PDF

Finish Acrobat

Z

;ﬁ Adobe PDF
154
= OpenDocument Text
@ Prepare P 50T Save the document in the Cpen
Docurnent Format,
v  PDF or XPS
E Gend E .-% Publish a copy of the decument as a PDF
or XP5 file,
Ef 4 Publish Other Formats

Open the Save As dialog box to select
from all possible file types,

@nsfer into the «nonresident_district_name= School Districtunderthe open

pnresident_district_name» School District for the «school_year_full» school year.

Close school

| School Start Date: wdate_school_starts»

I ] Word Opticns ] ’X Exit Word

You are requiredto netify the «nonresident_district_name» School Districton or before edate_to_notify_if_attendings. Pleasefill out
the bottom of this formand send it by mail, fax or email, or notify the districtby phone.

Please note:

¢ Thisnotice does not constitute approval of the «resident_district_name= School District, nor does it commit the
«resident_district_name» School District to approve the application.
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10. Go to the location on your computer where you want to store your letter templates. Give the template
the name you wish and Save it.

|@ OPAL APPROYAL AND DEMAL LETTERS AND DATA, I v | @-4 X oiE-

E:'Trusted Hame - Size  Type Date Modified
[EDEEES B\ Rhinelander Resident Approval Letter Template.dacx 18 KB Microsoft Office wa...  05,/07/14 3:23 PM

@ Wy Recent
Documents

@ Desktop
w

Documents
’ Ei My

Computer
‘ﬂ by Metwork

Places

File name: Rhinelancer Monresidert District Approval and School Assignment letter docx i |

Save as type: Wiord Document C* docx) e |
1=3

-+ sfa rt o @& ® Microsoft ... | T Mail Merg... | DY L103 Mor.., FOPALRep..  TLi03Mon. | @ Inbox-mi. &)
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11. If you wish, repeat this procedure for L105 Nonresident District Alt App Approval and School
Assignment. The main difference between the regular and alternative approval and school assignment
letter is that a number of fields must be filled in manually, due to the fact that a pupil may begin
attending the nonresident district at any time during the school year.

0) | Il 9 - v & s 105 Nonresident District Alt App Approval and School Assignment.docx - Micro... = BB X

| J —
| Heme | Insert Page Layout References Mailings Review View Developer Add-Ins Acrobat @
| Fa| = EwE A
Calib -l9s - = .= - iae|[e= = . )
B il ERERES EIE] RS \AaBbCcDdI| AaBbCeDdI - AaBbCcl
Paste . 2 . ay', A == = = E . . i ; — Change || Editing
= e |B I U . ahe X. X' Aa i | |_ = = _| g | T Mermal TMe Spacing  Headingl — — Styles - i
Clipboard T Font F} Paragraph F} Styles I}
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enrollment program has been approved by the «nonresident_district_name» School District for the «school_year_fulls school year.
sstudent_first_names is assigned to the following schoal:

Mame of School: wschool_assign_namen
Date Pupil May Beginto Attend: [Date Entered by School District]
Date by Which Pupil Must Attend:  [Date Entered by School District]

‘You are requiredto notify the enonresident_district_names» School District on or before [Date Entered by School District]. Please fill
outthe bottom of this formand send it by mail, fax or email, or notify the district by phone.

Please note:
¢ Thisnotice does not constitute approval of the «resident_district_name= School District, nor does it commit the

¢ Ifyour child has notattended the «nonresident_district_name» School Districton or befare [Date Enteredby School District], this
approval isvoid.

L . L L o |

wnenres_district_admin_name:

You MUST respond to this letter on or before [Date Entered by School District] to guarantee the open enrollment. If this
notification is not provided by the required date, the pupil may not be able to attend «school_assign_name».

O will attend «school_assign_name= forthe school year of «schoal_year_full=.
O Will not attend «school_assign_namex for the school yearof «school_year_fullx:.
Signature of Parentor Guardian (or pupil if 18 years or older: Date Signed:

+
=]
. ¥
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You are now ready to prepare your letters in Step 3.

Step 1: Export the Data
Step 2: Create the Templates
Step 3: Prepare the Letters Using Mail Merge

Return to the OPAL Exports page and click on the link to the Step 2 instructions or go directly to
http://www.oe.dpi.wi.gov/opal/appr _deny step3.
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http://www.oe.dpi.wi.gov/opal/appr_deny_step3

1.

Creating the Templates for Nonresident District Denials

From the Exports page, select and click on letter L104 Nonresident District Denial letter.

Logged in as Mary Jo Cleaver

DT TRT 1 Th 1o T A OPAL Open Enrollment for
| Mailbox | Students | Alt Apps | Apps | E)(por‘ts Contacts
Exports

Logout
Contact DFI

Mailbox

Mailbiox

Actively Open Enrolled
All Students

3rd Friday in Sept
Special Education

2nd Friday in Jan

Returning Students

Al Alternative Apps

LApprove or Deny

Enrollment

Counted in
Mermbership

Dats Entry

Al Applications
Approve or Deny
Letters

School Assignments
Intent to Attend
Data Entry

Cpen Enroll Contacts

To help you customize letters, we provide exports that can be used with the appropriate letter template,

20142015 «
Grade: | All Grades v

Year:

Available Exports

» Custom Spplication Export

« Application Exports for Letter Templates

o Approvals

= 3% Resident Approvals (L101)

» 3% Nonresident Approvals/Schoal
Assignments (1103

« 3% plternative App MNonresident
Approvals/School Assignments (L1051

o Denials

» 3% Recident Denials (L102]

» 3% Nonresident Denials (L104)

= 2% pltermative App Monresident Denials
[L106)

+ Regular Applications (during Feb-april)

& Al Applications

e Approval/Denial Status

¢ Intent to Attend Report
o Alternative Applications

o Al applications

34

Letter Templates

« Approvals

o B¥ 101 Resident District Approval Letter,docy

o B¥ 103 Nonresident District Approval and
School Assignment letter.docx

o B¥ | 105 Monresident District Alt Anp Anproval
and School Assignment.docx

e Denials

o B¥ | 102 Resident District Denial letter--Req and
Al Apps.docs

2 @ L104 Monresident District Denial letter.docs

a4 L106 Monresident Dustrict Al App Denial
letter.docx

s Instructions

o Step 1: Export the data

¢ Step 2 Create yvour templates

o Step 3: Prepare letters using mail merge




2. You may get a page asking if you want to merge this document into another document. If so, click

“No.”
\ L . . . X
o Hd9-0vo&d s Mail Merge Instructions Step 2.docx - Microsoft Word Picture Tools
T 5
Home | Insert l Page Layout References Mailings Review View Developer Add-Ins Acrobat Fermat

Cover Page ~ Shapes ~ Hyperlink =] Header - |Z] Quick Parts ~ & - | TT Equation -

g @ Ellg] p yp q
1 Blank Page i I Smarthrt | 4 Bookmark S| Footer - 4‘ WordArt 1 £2 Symbol -

9 L

= Table Picture  Cli Text - Embed

= Page Break o Arf ﬁ Chart %) Cross-reference || [ Page Number ~ Box - AS Drop Cap -~  '4d - Flash

Pages

Tables Tllustraticns Links Header & Footer Symbels

-

u PUBLIC INSTRUCTION

r Al O e el o
Rhinelander (4781)

students |  Altapps | Apps | Exports contacts |

Exports
To help you customize letters, we provide exports that can be used with the appropriste letter template.

Year: | 20142015 v

Do you want ko merge changes in 'L104 Monresident District Denial letter [3).dock’ back into 'C:ADocuments and
Settings\CLEAWMIALocal SettingshT emporary Internet FileshContent MS 04104 Monresident District Denial

letter.docx"?
ez ] [ Mo

] [ Mo, and don't ask again ]

LGesignmente (L10=)
+ 38 sremative App Nonresident
i ]

o Denials

= 3 ponresident Denials (1104}
= 3& arermative App Nonresident Denials
(108}

- -~ ; ;
i a0l Applications « Regular Applications (during Feb-Spril)

o Al Applications
:.-_, . + Approval/Denial Status
) + Intent to Attend Report
« Alternative Applications

= All Applications

Qpen Enroll Contacts

» Danials

o BF 102 Recidant Digtrict Denial letter- =g and
Al Apns docy

- 5 Dot ©

lettardocy
» Instructions
 Step 1: Export the data
o Step 2: Create your terplates
o Step 3 Prepare letters ysing mail merge
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3. Open the letter. Notice that the letter contains all possible reasons for a nonresident district to deny
open enrollment.

It is recommended that you save a “basic” template with all the reasons for denial. You can then
decide whether you want to create individual templates for individual reasons for denial.

It is probably most efficient to create separate templates, as follows (this will be done in a later step):

e One for denials due to regular education space (select the sentence indicating whether you
have a waiting list).

e One for denials due to special education space (select the sentence indicating whether you
have a wait list).

e One that contains all other reasons, which may then be altered as necessary for individual pupil

denials.
o) |1 9 -8B & & s 1104 Nonresident District Denial letter (3).docx - Microsoft Word - B x
oy —
| Home | Insert Page Layout References Mailings Review View Developer Add-Ins Acrobat (7]
# Tt =l = 1= . i . s [2E % i
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May & 2014

wparent_full_namex

wparent_full_nameZx»

«mailing_addresss

wmailing_city», xmailing_state» «mailing_zip»

Your application for «student_full_name_fnf» to transfer into the «nonresident_district_name» School Districtunder
the open enrollment program has been denied by the «nonresident_district_name» Schoal District for the
wzchool_year_full: for the following reazon(s):

egular education space is not available in the schools, programs, claszes or grades in the
«nonresident_district_name= Schoaol District. [Wis. Stats. §118.51 (5)(a) 1.]

«nonresident_district_name= School District does not have & waiting list.

Your child has been placed on a waiting list and is currently number «reg_waiting_list_number=: on the
waiting list for her or his grade.

Spaceis not available in the special education or related services required in your child’s individualized
education program (IEP). [Wis. Stats. § 118.51(5) () 4.]

«nonresident_district_name= School District does not have & waiting list.

Your child has been placed on a waiting list and is currently number «reg_wsaiting_list_number=» on the ‘
waiting list for the special education or related service(s) reguiredin the IEP.

Page:lof2 | Words: 806 | English (U5) |
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Note that the sentence stating that you have a wait list has a field for the waiting list number. You will insert
the waiting list number when you prepare the actual letter.
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4, Click on Mailings, Select Recipients and Use Existing List.

ict Denial letter (3).docx - Microsoft Word - B x

Review View Developer Add-Ins Acrcbat @

== | R I (SRR

\ ) - ]
Find Recipient o

Finish &

Merge ~
Finish

Home References | Mailings

|
SN

2% Match Fields
Edit Highlight Address Greeting Insert Merge
cipient List || MergeFields Black  Line Field - (£l Update Labels

Write & Insert Fields

=1 Envelopes
2 Labels

Preview

Merge to
Results | 2 Auto Check for Errors

Adobe PDF
Acrobat

Preview Results

wparent_full_name:=
wparent_full_nameZ=»

«mailing_addresss

wmailing_city», xmailing_state» «mailing_zip»

Your application for «student_full_name_fnfx» to transfer into the «nonresident_district_name= School District under
the open enrollment program has been denied by the «nonresident_district_name» Schoal District for the
wzchool_year_full: for the following reazon(s):

Regular education space iz not available inlthe schools, programs, classes or grades in the
«nonresident_district_name= Schoaol District. [Wis. Stats. § 11851 (5)(a) 1.]

wnonresident_district_name» Schoaol District does not have & waiting list.

Your child has been placed on a waiting list and iz currently number «reg_waiting_list_number= on the
waiting list for her or his grade.

Spaceis not available in the special education or related services required in your child’s individualized
education program (IEP). [Wis. Stats. § 118.51(5) (2) 4.]

«nonresident_district_name= School District does not have & waiting list.

Your child has been placed on a waiting list and is currently number «reg_waiting_list_numbers on the
waiting list for the special education or related serviceis) requiredin the 1EP.

) The special education or related services required in your child's individualized education program (IEP) are
- not available in the «nonresident_district_name» School District. [Wis. Stats. §118.51(5) {a) 4]
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(If you prefer, you may click on Start Mail Merge and use the Step by Step Mail Merge Wizard rather than

these instructions. However, once you have matched the export file to the letter, go to page 39 to continue.)
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5. Find the location on your computer where you stored your export file (in Step 1). Select and click on
Nonresident Denials L104.

) | H 9 o &G )5 L1101 Resident District Approval Letter (1).docx - Microsoft Word = B X
Home Insert Page Layout References | Mailings I Review View Developer Add-Ins Acrobat @
=1 Envelopes

g4

2 Labels
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= = =7 Rules - H < oo = L0
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[ [{:h & | Mergeto |
=) =) I |Adobe POF |

Create | Look in: |@ COPAL APPROVAL AND DEMIAL LETTERS AND DATA, v| Q-3 X o v fpish || Acrobat |

B liernative Apps Nonresident Approvals and School Assignrments L105,xls!
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Eb My Recert
Documents

@ Desktop
b

Documents Resident Denials L102.xls

Nonresident Denials L104.xls

C Ll
Computer

.-a iy Metwark
~ Places

File name: | W | Mewy Source. .

Files of type:

|AII Data Sources (*odo; *mdb; * mde; * accdb; * accde; * ols; *ade; *adp; *udl; * dan; *xlsx *xlesm » |

=

¥ |

This notice does not constitute approval of the «nonresident_district_names School District, nor does it commit
the «nonresident_district_namex» Schoaol District to approve the application.
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6.

Select the file and click “OK.”

o) \H 9 -6 &G s 1104 Nonresident District Denial letter (3).docx - Microsoft Word = B X
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Home Insert Page Layout References l Mailings ‘ Review View Developer Add-Ins Acrobat @
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wparent_fu
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«mailing_ag
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iption | Modified Crested
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strictunder
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First row of data contains column headers

Your child has been placed on a waiting list and iz currently number «reg_waiting_list_number= on the

waiting list for her or his grade.

Spaceis not available in the special education or related services required in your child’s individualized
education program (IEP). [Wis. Stats. § 118.51(5) (2) 4.]

«nonresident_district_name= School District does not have & waiting list.

Your child has been placed on a waiting list and is currently number «reg_waiting_list_numbers on the

waiting list for the special education or related serviceis) requiredin the 1EP.

The special education or related services required in your child's individualized education program (IEP) are
not available in the «nonresident_district_name» School District. [Wis. Stats. §118.51(5) {a) 4]

T Mail Merg... ¥ COPAL Rep... T Rhinsland... @ Irbo - M,

39

e

0 T4 L104 I

Acrobat




7. Click on Preview Results.

Note that now you have matched the letter to the data, other fields are highlighted. If these additional
fields are not highlighted, your letter is not matched to your data.

O H9-0&0 L104 Nonresident District Denial letter (3).docx - Microsoft Word - B x
Home Insert Page Layout References I Mailings l Review View Developer obat @
N CEEEEEEER B [ DR
2 Labels 2§ Match Field “1lFind Recipient

Start Mail  Select Edit Highlight Address Greeting Insert Merge rEVIiEW ini

Recipient List || Merge Fields Block  Line Field - =ff Update Labgt ||| pecyits || 2 fhuto Check for Errors

O Th g el Praffiew Results

Merge - Recipients
Start Mail

LA
A s S - S B B B S B S R SRR

Iay &, 2014

Note that the space where a waiting list
number would go is currently blank. The

Bobbie Jo Everly waiting list number will be added when
SZ09E Second st .
Antigo, W1 54409 the letter is prepared.

Your application for Joseph Everly to transfer into the Rhinelander School Diktrictunder the open gnrollment
program has been denied by the Rhinelander School Districtfor the 2014-2Q15 for the followingfreasonis):

Regular education space is not available in the schools, programs, claskes or grades in the Rhinelander

school District. [Wis. Stats. §118.5115)(a) 1.]

Rhinelander School District does not have a waiting list.

Your child has been placed on a waiting list and is currently numbeN on the yaiting list for her ar his

grade.

rchild’s individuslized

Spaceis not available in the special education or related servicesrequiredin y
education program (IEP). [Wis. Stats. § 118.51(53) (a) 4.]

Rhinelander School District does not have a waiting list.

Your child has been placed on a waiting list and is currently number on the waiting list for the special
education ar related service(s) requiredin the IEP.

The =pecial education or related services required in your child’s individualized education program (IEP) are
not availzble in the Rhinelander School District. [Wis. Stats. § 118.51(5) (a) 4.]

Page:lof 2 | Words: 814 | English (U.5.) |
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8. Make any needed changes to the document, such as:

Contact information.

Name or title of person who signs the letter.
Insert digitized signature.

Put on your own letterhead.

Do not make any changes to the appeal notice!

Do not make any changes to the reasons for denial quite yet. You can do this in a later step.

9. Once you have made these basic changes, unclick Preview Results. Click on the Windows icon and
Save As.

M-8 & O )5 104 Nonresident District Denial letter (3).docx - Microsoft Word - B X

Review View Developer Add-Ins Acrobat @

Save a copy of the document

w5 Word Document % E =P Rules - @ |N 4|1 |} H| E:SQ

s - X L
“—| Savethe file as a Word Decument. i Match Fields = Find Recipient

~u eeting Insert Merge || Preview || Finish & || Mergeto |
./ GOpen Line Field = ] Update Labels || Results | 2 Autc Check for Errors || Merge ~ || Adobe PDF |
Word Template te & Insert Fields | Preview Results || Finish || Acrobat |

Save the document as a template that -

H can be used te format future documents, SEEEESEESBLLESSREERRERRERRRRENNy @<

Word 97-2003 Document

Save a copy of the decument that is fully
compatible with Word 97-2003.
L104

Adobe PDF

Document Fermat,

E Send . % PDF or XP5
4

Publish a copy of the document as a PDF
or XP5 file,
Other Formats i

Open the Save As dialog box to select
from all possible file types,

7. - OpenDocument Text
Prepare P 50T Save the document in the Open
[
e
Publish E
@ to transfer into the «nonresident_district_names School Districtunder

LS
|_| Close led by the «nonresident_district_name» School District for the
=)0

le in the schoaols, programs, classes or grades in the
[lﬁ Word Options ] [X Exit Word | Districe. [wis. Stats. § 118,51 (5)(s) 1.]

«nonresident_district_name» School District does not have & waiting list.

Your child has been placed on a waiting list and is currently number «reg_waiting_list_numbers on the
waiting list for her or his grade.

Spaceis not available in the special education or related services required in your child’s individualized
education program (IEP). [Wis. Stats. § 118.51(53) (a) 4.]

&

=]

. 2
Page:1of2 | Words: 806 | English (U.S) | ee

‘e sfart o @& (® Microsoft ... T Mail Merg... P Fublic Sch... T Rhineland... ® Inbox - Mi... T L104 Monr.. &)@ 1:15PM
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10. Go to the location on your computer where you want to store your letter templates. Give the template
the name you wish and Save it. It is recommended to name it something like “Basic Nonresident

Denial letter template.”

vl @@ X @3-
Size | Type Date Modified

Save As

Save in: | [C3) OPAL APPROWAL AND DEMIAL LETTERS AND DATA

Trusted MName

BTB""’:’HBS 4 ~tinelander Monresident District &pproval and School Assignment letter... 1KB Microsoft Office Wwo... 05/08/14 12:26 P
@MY Recert B Rhinelander Basic Nonresident Denial Lether termplate,docx 21 KB Microsoft Office Wo... 0S/08/14 1:19 PM
Documents B Rhinelander Basic Resident Denial Letter template. dacx 19 KB Microsoft Office Wo.., 0S5/07/14 4:20 PM
[} Destdop B Rhinelander MNonresident District Approval and School Assignment letter. ., 21 KB Microsoft Office wo..,  03/08/14 12:26 PM
B Rhinelander Resident Approval Letter Template.docx 18 KB Microsoft Office Vo, 05/07/14 3:23 PM
Eﬂgcumems iE",_]Rhinelander Undue Financial Burden Denial Letter template.docx 19 KB Microsoft Office Wwo... 05/07/14 4:29 PM

’ d Iy
Computer
‘d by Metwork

Places

File name: Rhinelander Basic Monresidert Denial Letter template]doc:

Save as type: Wiord Document [*.docx)

Tools - Save | Cancel

@ Inbox - Micro... P OPAL Reports,.. T 104 Monresi... ’é'ﬁ 1:21 PM

-+ start @& T Mail Merge In... T Rhinelander ...

Keep the letter open after you have saved it.
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11. To create a template for a regular education space denial, delete all the reasons for denial except
regular education space. Select the appropriate sentence concerning a waiting list.

There are two ways to enter a pupil’s waiting list number. You can add each pupil’s number to the
export spreadsheet (instructions will be given in Step 3) or you can type the number in each pupil’s
letter manually and individually. Although you don’t need to decide this right now, if you know you will
want to insert the number manually, you can delete the merge field (<<reg_waiting_list_number>>)
and replace it with a space or a line.

@ H9-0o &0 s Rhinelander Basic Nonresident Denial Letter template.docx - Microsoft Word - # x
)

Home Insert Page Layout References | Mailings | Review View Developer Add-Ins Acrobat (7]
=1 Envelopes ﬁ a = . 2P Rules ~ @ | K 4 | 1 | bW | ES E'!ﬁ
2 Labels = _ . ; ) _ — _ — ?-ﬁ Match Fields ; 4] Find Recipient ; _d
Start Mail  Select Edit Highlight Address Greeting Insert Merge Preview Finish 8 || Merge to
Merge = Recipients - Recipient List | Merge Fields Block  Line Field - ] Update Labels || peg it 3 Auto Check for Errars Merge - || Adobe PDF
Create ] Start Mail Merge | Write & Insert Fields | Preview Results || Finish || Acrobat | |
e e S

Your application for «student_full_name_fnf» to transfer into the «nonresident_district_name» School Districtunder
the open enrollment program has been denied by the «nonresident_district_name» Schoal District for the
wschoaol_year_fulls far the following reason(s):

Regular education space iz not available in the schools, programs, classes or grades in the
«nonresident_district_name= Schoaol District. [Wis. Stats. §118.51 (5)(a) 1.]

select
\

one s«nonresident_district_name= School District does not have & waiting list.

r child has been placed on 2 waiting list and iz currently nuiber «reg_waiting_list_numbers» onfghe
waiting list for her or his grade.

Spaceis not available in the special education or related services required in your child's individualized
education program (IEP). [Wis. Stats. § 118.51(5) () 4.]

«nonresident_district_name» School District does not have & waiting list.

Your child has been placed on a waiting list and is currently number «reg_wsaiting_list_number=» on the
waiting list for the special education or related serviceis) requiredin the 1EP.

The special educgtion or related seguices required in vour child’s indivi ualized‘ducation program (IEP) are

not available in 4 D re t_glstri 7 ch istric js. 118, ) (&) 4.]
Your child has been raffrrifd to voull refident scllool Woard board for 2 Boecll eBucati thas not yet

keen evalusted by an individuzlized education program I[EP) team. [Wis. Stats. 5§ L18.51(5)(3) 6.]

Your child is currently expelled from & public school district and the term of the expulsion extendsinto the
wschool_year_full: school year.

Your child has been expelled from a public school district during the currentor two precedingschool years
for ane of the following reasons, or a disciplinary proceeding based on one of the following reasons is

Page:1of2 | Words: 806 | English (U.S) |
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12. Your letter now contains only one reason for denial.

@ Hd9o-0o&o )+ Rhinelander Basic Nonresident Denial Letter template.docx - Microsoft Word - B x
il

Home Insert Page Layout References Mailings Review View Developer Add-Ins Acrobat @

=1 Envelopes I@ m E Rules ~ @ |H 4 ||1 || '3 "I| % %
23 Match Fields

Labels i ) o - . Find Recipient o
Start Mail  Select Edit Highlight Address Greeting Insert Merge Preview Finish & || Mergetc
Merge - Recipients ~ Recipient List || Merge Fields Black  Line Field~ & Updatelabels || pecyits | B Auto CheckforErrors || Merge - || Adobe PDF

Start Mail Merge Write & Insert Fields Preview Results Finish Acrobat

wparent_full_name:=

wparent_full_nameZ=»

«mailing_addresss

emailing_city», emailing_state» emailing_zip»

Your application for «student_full_name_fnfx» to transfer into the «nonresident_district_name= School District under
the open enrollment program has been denied by the enonresident_district_name» School District for the
wschool_year_fulls for the following reason(s):

Regular education spaceis not available in the schools, programs, classes or grades in the
wnonresident_district_name= Schoaol District. [Wis. Stats. § 11851 (5)(a) 1.]

Your child has been placed on a waiting list and is currently number «reg_waiting_list_numbers on the
waiting list far her or his grade.

Ifyou have additional questions sbout this notice, please contact «nonres_oe_coordinators at
wnonres_oe_phones or «nonres_oe_email».

- «nonres_district_admin_names
District Administrator

L Notice of Right to Appeal

You may appeal this denial to the Department of Public Instruction within 30 days of the date this notice iz
noctmarkad ar hand dalivarad tn wnn whichavar aeenee fieck

Page:1 of1 | Words: 263 | English (U.5.)
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13. Click on the Windows symbol and Save As.

-0 & Rhinelander Basic Nonresident Denial Letter template.docx - Microsoft Word - B x

Review View Developer Add-Ins Acrcbat @
Save a copy of the document
2y Yy Pries- @y W4t [bow]
Word Document = =1=] 24 .
W vz Match Fields !

Save the file as 2 Word Docurent, Find Recipient

Preview

eeting Insert Merge
Results I%; Aute Check for Errors

Finish 8
line Field = g Update Labels

Merge ~
Finish

Merge to
Adobe PDF

Acrobat

Word Template

Save the document as a template that
can be used to format future decuments,
Word 97-2003 Document

Save a copy of the document that is fully
cempatible with Werd 97-2003,

te & Insert Fields

Preview Results

]

Adobe PDF

OpenDocument Text >\‘
Save the document in the Open
Document Fermat.

@ to transfer into the «xnonresident_districk_names School Districtunder

Iy m%@ I

[ FoTrRLe ‘ed by the «nonresident_district_name» School District for the
=== Publish a copy of the document as a PDF i

or XP5 file,
— Other Formats le in the schools, programs, classes or grades in the
ﬂ Open the Save As dialog box to select District. [Wis. 5tats. §118.51 (5] (a) 1]

from all possible file types,
waiting list and iz currently number «reg_waiting_list_numbers on the

‘otice, please contact «nonres_oe_coordinators at

I [ werd Options ] ’X Exit Word

«nonres_district_admin_names
District Administrator

Notice of Right to Appeal

You may appeal this denial to the Department of Public Instruction within 30 days of the date this notice iz
noctmarkad ar hand dalivarad tn wnn whichavar aeenee fieck

us)
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14. Go to the location on your computer where you want to store your letter templates. Give the template

the name you wish to give it and Save it.

Save As

[2]X]

Save in: | [ OPAL APPROWAL AMD DEMIAL LETTERS AND DATA,

v @ @ XoiE-

S Trusted Marne Size  Type Date Modified
Tempistes 4] ~finelander Basic Monresident Denial Letter template.docx 1 KB Microsoft Office Wo...  05/03/14 1:21 PM
D)M'f Recent 4] ~finelander Monresident District spproval and School Assignment letter ... 1KB Microsoft Office Wo...  05/03/14 12:26 PM
Documents | | Giphinelander Basic Nonresident Denial Letter termplate.docx 21 KB Microsoft Office Wo...  DS/08/14 1:21 PM
@Desk‘top @]Rhinelander Basic Resident Denial Letter ternplate. docx 19 KB Microsoft Office Wo...  05/07/14 4:20 PM
B Rhinelander Monresident District Approval and School Assignment letter... 21 KB Microsoft Office Wo...  05/08/14 12:26 PM
E'M'f B Rhinelander Resident &pproval Letter Template.docx 18 KB Microsoft Office Wo...  05/07/14 2:23 PM
Doeuments | | git| phinelander Undue Financial Burden Denial Letter termplats. dock 19 KB Microsoft Office wao..,  05/07/14 4:29 PM
My
:J Computer
oy My Metwork
Places
File name: |Rhinelander Regular Education Space Denial Letter template. docx I w |
Save as typfl oo DecuREatC dac ) | - |
=) =
- (v (v (v
15. If you wish to create other separate templates for specific denial reasons, repeat steps 11 through 14.

16. If you wish, repeat this procedure for L106 Nonresident District Alt App Denial. The difference between

the denial letters for regular applications and alternative applications are:

e The alternative application letter contains two additional reasons for denial.

e The alternative application letter does not contain appeal information.

You are now ready to prepare your letters in Step 3.

Step 1: Export the Data
Step 2: Create the Templates
Step 3: Prepare the Letters Using Mail Merge

Return to the OPAL Exports page and click on the link to the Step 2 instructions or go directly to

http://www.oe.dpi.wi.gov/opal/appr deny step3.
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