
Copy Application Packet in in FACTS SIS 
 

**Please Note:  New School Year MUST be Created before a New Application Packet is Created** 
 

Once logged into FACTS please select Admissions > Application and Enrollment and Select Application 

 
 

 

Select the most Recent Application in use  

 
 

Select Create a New Application.  Select Previous Admissions Packet under Copy Existing Application 
Dropdown.  Enter New Application Name, Verify New School Year is Selected  and Select Create New 
Application 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1.  Select Application 
& Enrollment 

2.  Select 
Application 

 Select 
Application  

2.  Select Previous 
Admissions Packet 

3.  Enter 
Application Name 

4.  Verify New School 
Year is Selected   

5.  Select Create 
New Application 

1.  Select Create a 
New Application 



 
 
Select Grade Levels to Include in Application and Select Save to Save Changes 
 

 

 

 

 

 

 

 

 

 

 

 

 

Set Parents can continue working with an In Progress application to “On”.   By Default, Parents will be 
able to Create New Students Application once setting are Saved.  To Prevent Parents from creating a New 
Application, Select “Parents cannot create new student applications”.   Select Save to Save Changes 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1.  Select 
Grade Levels 

2.  Select Save to 
Save Changes 

2.  Select Save to 
Save Changes 

2.  By Default, Parents will be able to 
Create New Students Application 

1.  Set Parents can continue 
working with an In Progress 

application to “On” 



To Close the Previous Year’s Application, Select the Application Packet and select Controls.  
Select OFF for “Parents cannot continue working with an In-Progress application”.  Select OFF for 
“Parents cannot create new student applications.  Select Save to Save your Changes   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2.  Select 
Controls 

3.  Select 
“Off” 

4.  Select 
“Off” 

5.  Select Save to 
Save Changes 

1.  Select  
Application Packet 



 

 


