
Saint Joseph School FACTS Application and Enrollment Overview 
This is an overview of the steps in the enrollment process.  
1. Look for the email sent to you on January 3rd that has “Sr. Carol Sansone” as the sender, and “Enrollment for 

2023-2024” as the subject line. That email contains the link to launch the online enrollment process. Save the 
email or the link as it will facilitate your return to the FACTS Application & Enrollment program. 

2. When you click on the link, it will take 
you to this login screen. Since you 
already have an account from last year, 
select “Log In.” 
*If you have changed your email address 
with the school since enrolling last year, 
please contact Kathy Larson for 
assistance; contact info is at the end of 
this document. 

 
3. After logging in, you may begin the enrollment process by clicking on “Enrollment Packet.” If you have more than 

one child, each child should be listed with their own packet. 

 
4. After selecting an enrollment packet, 

you will be in the enrollment module as 
shown in the screenshot to the right. 
Please take note of the items in the left-
hand navigation; those are the pages 
you must complete before submitting 
the completed packet. Although you do 
not need to complete each section in 
one seating, having the information 
ready may facilitate the process. Please 
remember that the green checkmarks 
indicate that a section has been 
completed, while the yellow 
exclamation points indicate that not all 
required fields have been completed in 
that section.  

 
5. Once you get to “Tuition Plan Selection 

Form,” you will see that your current 
tuition plan has already been rolled over 
to the next school year.  

 
6. Proceed to the electronic signature page and finalize your submission. Please be reminded that yellow 

exclamation points indicate that there is work yet to do in that section, and you will not be able to finalize your 
submission until all sections have been completed. 

If you have financial questions, please contact Karla Owensby at kowensby@sjiparish.org or 636-464-1013 x103 
If you need technical assistance, please contact Kathy Larson at klarson@sjiparish.org or 636-464-1013 x112 
For other questions, please contact Rose Preston in the school office at 636-464-9027. 
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