
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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Incidental Billing: Pay Now (one-time payment)



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).

See document "Incidental Billing: Auto Pay"

When Pay Now is selected, the charges are listed.  

1 - The Amount to Pay can be changed only if the school allows partial payments in their 
invoice profile.  

2 - If there is a Financial Account on file with FACTS, it will be in the drop down list along with 
the option to add an account for this one time payment.  

3 - The family must read and accept the terms and conditions of the payment then click Submit. 
A confirmation page will be displayed and can be printed.

**Please keep in mind that online payments are immediate payments and cannot be stopped 
once submitted.
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