
SAMPLE (EMAIL) INCIDENTAL INVOICE

EMAIL - Click the link on the Incidental Invoice email.  The user will be sent to the 
sign in screen if they have already created their user account (usually done while 
setting up a payment plan).

Families who do not have a payment plan will be sent to the Register page.  The 
Online Registration code will be filled in, and the user will need to enter their 
individual zip code.  The following screens show this process.

PAPER – Go to online.factsmgt.com to login to their existing account or to create an 
account.  To create, they will need the Online Registration Code and zip code.
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Once the user account 
information is 
submitted, the user 
will be brought to the 
Invoice Summary 
page.  

They will click on 
Payment Options to 
continue.

The families can login to their FACTS account at any time and make an 
online payment.  Payments can be made towards incidental bills as well 
as payment plans.  To make a payment towards incidentals, click Make 
a Payment next to Other Billing.  



User will choose to either pay the invoice in full (immediately) or enroll in 
Invoice Auto Pay (if your school allows).

When the user chooses to enroll in auto pay, they will be directed to 
a screen asking them to choose the bank account they wish to use.   
If they wish to use a different account than what is on fi le, it will 
give them the option to add.



If they have any invoices currently open that are eligible for auto pay, 
those will be displayed, and they can elect to have them paid through 
the auto pay feature.  If the don’t have any invoices eligible, then this 
won’t be displayed.  Finally, it will ask them to give their authorization 
to enroll in auto pay.  See below.




