
FACTS Step By Step Application Directions 

1. Go to https://www.sjci.com/admissions/tuition-fees. Scroll down the page to ‘Scholarships, Financial 
Aid & Work Study’ section. Select the Financial Aid Tab and click on Financial Aid Application. 

2. This link will take you to the page below. If you have used FACTS previously to pay tuition at your child’s 
current school, you can use the FACTS login you have already created. If you are new to FACTS, please 
select ‘Create a username & password’. You may skip to step 8 if you already have a login. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Sign in now for returning users. 

Link for new users. 

https://www.sjci.com/admissions/tuition-fees


3. If you are new user, you will need to enter an email to start and select the ‘Next’ Option. 

 
4. Select ‘Create new FACTS account’. If you realize you already had one based on the email you 

submitted, you can select the ‘Already have an account with FACTS?' option.  

5. Complete all fields to create your account in FACTS as seen below. 

 

 

 

 

 

 

 

 

 

 

 



 

6. The next page will ask you to create a username, password, and security questions. Please make sure 
you are following all the requirements for the password setup. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

7. After you complete all fields, you will be asked to confirm that you are willing to receive 
communications from FACTS by selecting ‘OK’. 

 

 

 

 

 

 

 

 

 

 



8. Once the login is created or you have logged in with your old credentials, it will take you to the main 
homepage within FACTS. You will want to select the ‘Start Application’ option. 

9. When starting the application, you should select the school year that your student will be starting in. 
Do not select the current school year. 

10. After you select the year, there is a brief explanation of what is needed for the application process, 
along with $20 fee per household that you will need to submit at the end of the application. 

 

 

 

 

 

 



11. If you used the link from sjci.com, St. Jospeh’s Collegiate Institute, should automatically populate in the 
application. If it is not appearing, search for ‘St. Joseph’s Collegiate Institute’ and add it to your list as a 
school on the application.  

***Please note you can add multiple schools to the FACTS Application and must list it under the schools 
portion AND in “Students” Section where you assign the schools to the student on your application.*** 

 

 

 

 

 

 

 

 

12. There are ten sections in the application. Please ensure that you are filling them out completely with all 
required information. If there are two adults in the household who will be considered financially 
responsible for payments, a ‘Co-Applicant’ section will generate to enter the other adult’s information, 
if you select ‘Yes’ to the question on the Applicant Page. 

 

 

 

 

Additional Co-Applicant Tab when 
you answer to the Co-Applicant 
Question. 



13. Section 4 denoted “Student” will ask you to enter the information for the student you are applying for 
on their behalf. Important: If you are trying to share the FACTS Application with multiple schools you 
must have the school checked off on this Section for each student and on the first section of the 
application. 

 

14. Next, there will be a question that asks if you have another student at St Joe’s. It is important to 
answer this accurately because this will save you from having to fill out the FACTS Application twice for 
all your students. 

 

 

 

 

 

 

 

St. Joe’s is selected to receive 
this application. 

Bishop Timon is not selected to 
receive this application 

The “Schools” section must also have 
the schools checked off in order for 
multiple schools to receive the FACTS 
Application 



15. The next two sections are regarding your family’s taxable and nontaxable income. We would suggest 
using your tax return and W-2’s to help fill this section out more accurately. 

 

 

 

16. The ‘Change of Income’ page should be used to explain any significant income changes that may have 
occurred since you last filed taxes or of any circumstances you would like the financial aid committee 
to be aware of. 

 

 

 

 

 

 

 

17. The tab will ask questions regarding family expenses both on a monthly and annual basis. Please make 
sure to fill this out as accurately as possible. 

 

 



18. The next section will be asking about assets and liabilities your family may have. Please be as accurate 
as possible when entering these figures. 

 

 

 

 

 

 

 

19. The final section of the application is a free form text box that allows you to enter any additional 
information you might deem relevant to the application. 

 

 

 

 

 

 

20. Make sure to review all the information you have provided before moving to submit the application. 

 

 

 

 

 

 

 

 

 



21. To submit the application there is a $20 processing fee that FACTS charges. You will need a bank 
account or debit/credit card to pay the fee at the end of the application. 

 

 

 

 

 

 

 

 

22. Once you select the ‘Submit Application’ button, the application will be fully submitted. There will be 
one more step required after this point to complete the FACTS Application. 

 

 

 

 

 

 

23. The final component of the application is the document upload section as seen below. You will need to 
upload your W-2’s and Tax Return Schedules to fully complete the process. They can be uploaded as a 
PDF or Image File. Please ensure to use a high-quality image when submitting. Otherwise, FACTS will 

not accept it and request it 
again. The ‘Help’ button can also 
provide you with clear examples 
of what is needed to complete 
the application. If you are unsure 
if documents have been 
uploaded properly into the 
portal, contact Matthew 
Kwiatkowski via phone (716-270-
4117) or email 
(mkwiatkowski@sjci.com) for 
assistance.  

mailto:mkwiatkowski@sjci.com

