
 Add a Paper Applicant in FACTS Admissions 
 
**The Following Should be used to Manually Enter “Paper” Applications into FACTS Admissions**  

Step 1:  Enter a Paper Applicant to Admissions 
 
From the Main Menu please select Admissions > New Students > Select the “+” sign  (Add Applicant) 
 

 
 

Select Grade from Grade Dropdown 
  

 

 

Select “New Student”  

 

 

 

 

 

 

 

 

 

 

 

2.  Select the “+” 
sign  (Add Applicant) 

1.  Select  
New Students 

School Name 

Select  
Grade Level 

Select  
New Student 



 

**Please Note:  A Student’s can be entered as New to the School or Linked to a Sibling* 

Option 1:  No Sibling currently at School - Select “No” from Sibling Link Dropdown.  Enter Student’s Information 
i.e. First Name, Last Name, DOB, Gender, Address etc.  **Please note:  Email is Studen’t Email NOT Parent’s** 
 

 

 

 

 

 

 

 

 

 

 

 

       **Please Note:  Each Realtive will Need to be Entered Separately as Individual 1, Individual 2 etc. 

Check Individual 1 and place Checkmarks for Each Relative as follows: 

1.  Address Same as Student –Check here if Relative has Same Address as Student 
               **Please Note:  If Address is the same you Are Not  Required to Enter Address Again 
2.  Custody – Check here if Relative has Custody of Student 
3.  Correspondence -  Check here if you would like Relative to receive Emails and Parent Alerts 
4.  Grandparent – Check here if Relative is a Grandparent 
5.  Financial Responsibility – Check here if Relative has Financial Responsibility 
 

Enter Parent’s First Name, Last Name, Relationship, Gender, Marital Status, Home/Work/Cell Phone and Email.          
                                   **Please Note:  Parent Email is Required in FACTS** 

 

 

Select  
New Student 

Select “No” from 
Sibling Link Dropdown 

Enter 
Student’s 

Information 

1.  Check Individual Checkbox 

2.  Checkmarks for Each Individual 

3.  Enter 
Parent’s 

Information **Parent Email is** 
Required in FACTS 



 

 

Repeat Process for Additional Relative or Select “Add Applicant” to Save your Changes 

 

 

 

 

 

 

Option 2:   Sibling currently at School - Select “Yes” from Sibling Link Dropdown.    Select Sibling Status and 
Sibling from Sibling List Dropdown 
 

 

 

 

 

 

 

Select “Add Applicant” to 
Save your Changes 

1.  Select “Yes” from 
Sibling Link Dropdown 

2.  Select “Yes” from 
Sibling Link Dropdown 

3.  Select Sibling from 
Sibling List Dropdown 



 

Enter Student’s Information i.e. First Name, Last Name, DOB, Gender.  Student Address with Populate 
Automatically.  **Please note:  Email is Studen’t Email NOT Parent’s**   Select “Add Applicant” 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Select “Yes” to Save Applicant 

 

 

 

 

 

 

 

 

 

 

 

 

Address with Populate 
Automatically 

1.  Enter 
Student’s 

Information 

2.  Select Add 
Applicant 

Select “Yes” to 
Save Applicant 



 

Student will Now Appear in Student List 

 

 

 

 

 

 

 

Step 2:  Update Admissions Status 
 

Return to the New Students Dashboard, the Application Staus has been Updated to Paper.  Select “Submitted” 
under Admission Status 

                            **Please Note:  All Fee Should be Colleccted Prior to Marking Student Finished** 

 
 
Select Update Status 

 

 

 

 

 

 

 

 

 

 
 

 

 

Student Now 
Appears in 

Student List 

Select 
Submitted  

Select Update 
Status 



 

Change Status to Finished, Verify Mark Student as Pre-enrolled is Checked and Select Update Status to Save 
your Changes. 
    

 
 

 

 

 

 

 

 

 

 

The Student Status has now been Updated.  Select Reports to View Admissions Reports 
 

Step 3:  Update Family Options       **Optional for PreK All Students** 

Select Students from the Left Side Menu  
  

  
  
 
 
Select All and Select Student to Update 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1.  Change Status 
to Finished 

3.  Select Update Status to 
Save your Changes 

School Name  2022-2023 

Select 
Student

s 

Select 
All 

Select Student 
to Update 

 

2.  Verify Mark Student as 
Pre-enrolled is Checked 



 
 
Click on the Family Name  
  

  
  
 

 

 

 

 

 

 

 

 

 

 

 

Select Gear for Family Options  on the Dashboard 

 

 

 

 

 

Place a Checkmark by Accoutning and Web Enabled.  Select Save and Close to Save your Changes 

 

 

 

 

 

 

 

 

 

 

Click on the 
Family Name  

Select 
Gear 

Check 
Accoutning and 

Web Enabled 

Select Save and Close 
to Save your Changes 


