Insert Supplemental Documents into an Admissions Packet

Once logged into FACTS please select Admissions > Application and Enroliment and Select Application or
Enrollment
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Click Choose File to locate the Document on your Computer and Click Open. Select Add to Add File to the
Resource Library
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Your file(s) must be one of the following: as, asx, avi, css, doc, docy, dot, dotx, flv, gif, htm, html,
ico, jpeg, jpg, js, m3u, mda, mov, mp3, mp4, mpeg, mpg, pdf, png, pps, ppsx, ppt, ppix, rm, rif,
swi, txt, wma, wmv, xls, xlsx, xml, zip

Only small case letters a-z, upper case letters A-Z, 0-9, hyphens, underscores, and spaces are
allowed.

Max file size: 100mb




Once you have posted a document in the Resource Library, you may Add the Document to an Application
or Enrollment Form using the Form’s Text Editor

In the Resource Library screen, Select the Information Icon @
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Copy the URL
In Internet Explorer, right-click the URL and select Copy Shortcut

In Firefox, right-click the URL and select Copy Link Location
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Open the form and using the Text Editor, Type a Name to identify the document you are adding. This will
be the Name of the Link. Select the Name by Highlighting it. Click the Link icon
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Document and Highlight = Home Language Survey

Paste the Hyperlink you copied from the Resource Library into the URL Field and Click OK
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The Hyperlink will now appear. Click Save to Save your Changes

The Hyperlink
will now appear

Submit the following by uploading in this application or submitting directly to the schoal:

« Current/Previous Report Card
« Standardized Test Scores
« Diagnostic or Psychological Evaluation Results (IEP/IESP/504), if applicable
s Schedule a Student Visit
P = Home Language Survey

After your application is submitted, you will be able to track your admissions status at the s
receives any applicable supplemental forms and, if necessary. reprint the forms and complet
application status, please use your usemame and password to access your account

Reaqistration and Enrollment

Graphic Upload: | prowse... | No file selected.

(Your photo must be a _jpg, .qif or .png file)

Graphic Size/Justification: () small/Left ® Large/Above

Click Save to Save
your Changes
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Large If your photo is wider than 550 pixels, i
Graphics: accordingly.
Small If your photo is wider than 250 pixels, i
Graphics: accordingly.
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