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To create your FACTS account, please follow these steps: 
Log onto the Parent Portal: 
 

 

 

 

Select the FACTS link:  

 
On the screen that appears, click on Create a username and password: 
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Enter your email address as prompted to create your account: 
 
 

 
 
Click on Begin: 
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When prompted, ensure you enter your BPAY reference number. This is the 10-digit number beginning with 
505, located next to the BPAY logo in your fee account statement. 
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Enter student/s details by clicking on Add Student: 
 

 

 
Add student(s) name(s), and year level, as required, when finished click Next: 
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Enter the amount due for the year as stated in your account statement next to Amount Payable 
 

 
Click Next, payment plan options are displayed, select desired the frequency: 
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Pay in Full / Weekly / Fortnightly / Monthly / Quarterly 
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Select your method of payment, credit card or debit account: 
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When prompted enter your bank account details or card details: 
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Select the account and review the amount entered: 

 
Select a suitable date of the month: 
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The payment schedule is displayed according to the frequency and date selected: 

 
If the selected date falls on a weekend, the system will automatically adjust to the next business day. 
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Review the details including your contact details, the balance, payment details and payment schedule. If 
required changes can be made by clicking Change. 
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Read through the Terms and Conditions, tick to accept and click Authorise to finish. 

 

 
 
 
An option to print the agreement is available. 

 
 
 
 
 
 
 
 

 

 

 

  
 


