Create Unique Households in FACTS SIS

Once logged into FACTS please select Students from the Main Menu and Select the Student whose Family
Circumstances have Changed
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Since you will add a parent who already exists in FACTS SIS, Click “X” to Delete the Default Father
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Select Parent from the top dropdown list and Select the Parent you would like to put in a Separate
Household and Select OK
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Select Financial Responsibility if the parent should have Financial Responsibility Assigned. Click “X” to
Delete the Address from the Parent
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Click Add New Address and type a New Street Address, City, State, and Postal Code and Select Next
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address.
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Update the Relationships and Access for the Parent, then Click Next
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Set the Financial Responsibility Percentages for Each Parent then click Finish
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Select I’'m Done to Close Window

Wizard complete
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