
STEP-BY-STEP FACTS ACCOUNT RENEWAL INSTRUCTIONS 
 

As in years past, part of the enrollment process for the 2020-2021 school year includes renewing your FACTS online 
payment account. FACTS accounts are used to pay registration fees (referred to as Book Fee in FACTS) and tuition. 
*Registration fees are due at the time your FACTS account is renewed. Tuition payment options still include a one-time 
annual payment, two semi-annual payments, or nine monthly payments. 
* Registration fees will not be refunded unless moving out of state. 
 
STEP 1Υ !ŎŎŜǎǎ ǘƘŜ C!/¢{ ǿŜōǎƛǘŜ ōȅ ŎƭƛŎƪƛƴƎ ǘƘŜ άC!/¢{ ¢ǳƛǘƛƻƴ hƴƭƛƴŜ tŀȅƳŜƴǘέ ōǳǘǘƻƴ ŀǘ ǘƘŜ ōƻǘǘƻƳ ƻŦ ǘƘŜ ǎŎƘƻƻƭ 
website or directly at the link: https://online.factsmgt.com/signin/3ZB3F  
 

 
 
STEP 2: CǊƻƳ ǘƘŜ C!/¢{ {ǘΦ !ǳƎǳǎǘƛƴ {ŎƘƻƻƭ ǎƛƎƴ ƛƴ ǇŀƎŜΣ Ǝƻ ǘƻ ά{ƛƎƴ Lƴέ ǘƻ ŜƴǘŜǊ ȅƻǳǊ ŎǳǊǊŜƴǘ ǳǎŜǊƴŀƳŜ ŀƴŘ ǇŀǎǎǿƻǊŘΦ 
¦ǎŜǊƴŀƳŜǎκtŀǎǎǿƻǊŘǎ Ŏŀƴ ōŜ ǊŜǎŜǘ ōȅ ŦƻƭƭƻǿƛƴƎ ǘƘŜ άCƻǊƎƻǘ ¦ǎŜǊƴŀƳŜκtŀǎǎǿƻǊŘέ ƭƛƴƪΦ   

 
 
 
 
 

https://online.factsmgt.com/signin/3ZB3F


STEP 3:  Look for 2020-2021 and /ƭƛŎƪ ƻƴ ά{Ŝǘ ǳǇ ŀ tŀȅƳŜƴǘ tƭŀƴέ  
WATCH OUT! 5h bh¢ {ŜƭŜŎǘ άa!Y9 ! t!¸a9b¢έ όǘƘƛǎ ƛǎ ǘƛŜŘ ǘƻ ǘƘŜ ŎǳǊǊŜƴǘ ǎŎƘƻƻƭ ȅŜŀǊ ŀƴŘ ǿƛƭƭ ƳŀƪŜ ǘƘŜ ǇŀȅƳŜƴǘ 
toward the current balance on your account). 
 

 
 
STEP 4: Read the Welcome information page and click the green BEGIN button to continue to the next section. 

 
STEP 5: Review your contact information, click back to make any necessary changes, if all is correct click the green NEXT 
button to advance to the next section to add your student(s). 
 



 
 
 

STEP 6:  /ƭƛŎƪ ǘƘŜ ƎǊŜŜƴ ά!ŘŘ {ǘǳŘŜƴǘέ ōǳǘǘƻƴ ƛƴ ǘƘŜ ƭƻǿŜǊ ǊƛƎƘǘ 

 
 

STEP 7: 9ƴǘŜǊ ȅƻǳǊ ǎǘǳŘŜƴǘΩǎ ƭŜƎŀƭ ŦƛǊǎǘ ŀƴŘ ƭŀǎǘ ƴŀƳŜ ƛƴ ǘƘŜ ǘŜȄǘ ŦƛŜƭŘǎ ŀƴŘ ǎŜƭŜŎǘ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ƎǊŀŘŜ ƭŜǾŜƭ for the 2020-
2021 school year.  Click the green SAVE button.  
 

 
 

/ƭƛŎƪ ǘƘŜ ά!ŘŘ {ǘǳŘŜƴǘέ ōǳǘǘƻƴ ǘƻ ŀŘŘ ŀŘŘƛǘƛƻƴŀƭ ǎǘǳŘŜƴǘǎΦ ²ƘŜƴ ŀƭƭ ǎǘǳŘŜƴǘǎ ŀǊŜ ŀŘŘŜŘ ŎƭƛŎƪ ǘƘŜ ƎǊŜŜƴ NEXT button at 
the bottom to continue to the next section. 



 
 
 
 
STEP 8: Select one of the three tuition payment plan options by clicking the circle to the left of the desired option.  
Tuition amounts will be added to your account at a later date.  ¢ƘŜ ŀƳƻǳƴǘ ƭƛǎǘŜŘ ƛƴ ǘƘŜ ά!Ƴƻǳƴǘ 5ǳŜ ¢ƻŘŀȅέ ŎƻƭǳƳƴ ƛǎ 
a total calculation of your student(s) registration fees due as part of the school enrollment process.   
WATCH OUT!  Payment Plan selections do not carry over from year to year. Please make sure you look carefully at your 
choice before moving on.  
 

  
 

 
Click the green NEXT button to continue to the next section. 
 
 
 
 
 
 



STEP 9: Click the dropdown arrow to select a payment option ς Bank Account or Credit Card.  Click NEXT to continue.  

 
 
If you would like to add a new bank account, the screen below will appear.  Fill in the appropriate fields and click the 
green SAVE button. 

 
If you choose to add a new Credit Card the screen below will appear.  Fill in the appropriate fields and click the green 
SAVE button. 

 
 



STEP 10: The registration fee(s) are collected at the time your FACTS account renewal is complete.  Review the 
information and click the green NEXT button to continue.  

 
 
STEP 11: Click the dropdown arrow to select a payment schedule date. Click the green NEXT button to continue. 

 

 
 
A Future Payment Schedule will display with the payment due dates based on the payment plan option selected in step 
8 and the payment date selected in step 11 above.  Click the green NEXT button to continue to the next section. 
Note: The example below is based on 2 payments with the 15 th as the schedule date selected.  Your schedule may be 
different based on your selections.  

 
 
 



 
STEP 12: Review & Authorize  
The amount due today is the total registration fees dueς your amount will be based on the number of students. Check 
ǘƘŜ ōƻȄ ƴŜȄǘ ǘƻ άL ƘŀǾŜ ǊŜŀŘ ŀƴŘ ŀŎŎŜǇǘ ǘƘŜ ǘŜǊƳǎ ŀƴŘ ŎƻƴŘƛǘƛƻƴǎ ƻŦ ǘƘƛǎ ǇŀȅƳŜƴǘ Ǉƭŀƴέ ŀƴŘ ŎƭƛŎƪ ǘƘŜ ƎǊŜŜƴ AUTHORIZE 
button at the top or the bottom of the page. 

 
 

 
 

A confirmation page will load that can be printed if desired. Click the green DONE button 
*OptionalΥ LŦ ȅƻǳ ǿƻǳƭŘ ƭƛƪŜ ǘƻ ŀŘŘ ŀƴ ŀǳǘƘƻǊƛȊŜŘ ǇŀǊǘȅ ǘƻ ƳŀƪŜ ǇŀȅƳŜƴǘǎ ƻƴ ȅƻǳǊ ōŜƘŀƭŦΣ ŎƭƛŎƪ ǘƘŜ ƭƛƴƪ ƛƴ ǘƘŜ ά²ŀƴǘ ǘƻ 
ŘŜǎƛƎƴŀǘŜ ŀƴƻǘƘŜǊ ǇŀȅŜǊΚέ  



 
 

FACTS account renewal, tuition payment plan selection, and registration fee payment is now complete! 
 
*Optional Authorized Party  
 

 


