Copy Application Packet in FACTS SIS

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

Once logged into FACTS please select Admissions > Application and Enroliment and Select Application
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Select Previous Year’s Admissions Packet under Copy Existing Application Dropdown. Enter New
Application Name, Verify New School Year is Selected and Select Create New Application
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Select Grade Levels to Include in Application and Select Save to Save Changes
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| The new application has been created.
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**Please Note: To Access Application it Must First be Turned “ON”**

To Turn On New Application Set Both In-Progress and New Applications to “On”. To Prevent Parents
from creating a New Application, Set Both In-Progress and New Applications to “OFF”. Select Save to
Save Changes
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Controls

| Your grade selections have been saved.

1. Set Parents can continue working
In-Progress @ ON - Parents can continue working with an In-Progress application. e . . . 1
Applications: () OFF - Parents cannot continue warking with an In-Progress application. with an In Progress application to “On

When OFF, display this text when parents try to edit an In-Progress application:

Note: you can use **school_year* to display this application's school year to

parents.
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Brooklyn Academy is not currently accepting online applications.

2. Set Parents can Create a New
New Applications: ® ON - Parents can create new student applications. « . . “ ”
) OFF - Parents cannot create new student applications. Student Appllcatlon to “ON

2. Select Save to n m
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To Close the Previous Year’s Application, Select the Application Packet and select Controls. Set Both In-
Progress and New Applications to “OFF”. Select Save to Save Changes

Inquiry Application Enrollment Design Settings
Updates Application 22-23
Applications Queue [ 7] oo 7
Application Parents
InProgress ' ON - Parents can continue working with an In-Progress application. 3. Select
1. Select Applications: @ OFF - Parents cannot continue working with an In-Progress application. s :
" )

App"cation Packet When OFF, display this text when parents try to edit an In-Progress application: Off
Create an Acclurt - Email [ Nate: you can use **school_year*™ to display this application’s school year to parents.
Natification
| Application 22-23 ~| =] source [ |- ook [FH @ <

Application Setti B I U ee|x, x2| = erviEssSsE|R =

Grade Levels

C;am:;l:ve s tor 2. Select Addanimage[@ 1 — € Format - | Font -l - A-A-

Form Selection Controls
Instructions &
Student Information

Previous Schools

Student Interests

Household 1 &2

Alumni or Currently Enrolled

Students

Parent Acknowledgement

Academic Documentation

Referral Documents

Electronic Signature Page

Review and SUBMIT

Application New Applications: ' ON - Parents can create new student applications. 4. Select
Submit Application & Make @ OFF - Parents cannot create new student applications. «I

Pmm lloffll

Online Payment Configuration
Application Submitted - Email m

5. Select Save to
Save Changes

FACTS Academy is not currently accepting online applicaftions for the 2022-2023
School Year.

You will now need to Update the Instructions and Resource Form.

Select an Application to Edit and Select the New Year’s Application you Created
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Select Instructions and Resources

Form Selection

Edit List

Select Instructions

Instructions & Resources <«
and Resources

Applicant Information

Please Read through your Instructions and Make Sure all Dates, Names etc. are correct.
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Welcome to Saint Saviour Catholic Academy's Application. \WWe have designed our application
process o make applying as simple as possible.

Instructions

Please complete the Application forms listed in the left menu, beginning with the Applicant
Information form.

Application Checklist

In order to complete the application process, please complete the checklist items listed below,
including submission of all supplemental forms.

Once Completed, Select Save to Save your Changes

Select Save to Save
¢ your Changes




