
FACTS Good Shephard Scholarship 
Application Instructions

What to Expect and Required Documents needed to apply for financial aid:

Please note that Preschool and Prekindergarten students are not eligible for Good Shepherd 

Scholarships.

There is an estimated one-time non-refundable application fee of $45.00 per household to 

apply for financial aid. FACTS accepts all major credit cards. As you navigate through the 

application process, you will see your progress on the left (desktop) or top (mobile) of your 

screen. The status of each section is represented with the following icons show in the graphic 

below, either a green check mark for Complete OR a red exclamation mark for Errors that 

must be corrected. The form is automatically saved as you progress through by clicking the 

‘Previous’, ‘Save & Continue”, or ’Save & Exit’ buttons. 

Depending on your application some or all of the following documents may be required:

A complete list of required documents will be available once you have submitted your 

application along with instructions on how to upload your documents. 

Copies of U.S. Individual Income Tax Return
2023 IRS Federal Form 1040 and supporting schedules (Schedule 1, Schedule 3)
Dependent Statement if claiming more than 4 dependents

Copies of W-2 Wage and Tax Statements.
Copies of supporting documentation for household Nontaxable Income.

1.  Click ‘Sign in’ to FACTS if you are a returning family OR click ‘Create an Account’ if you are 
a new user.  https://online.factsmgt.com/signIn.aspx 

https://online.factsmgt.com/signIn.aspx


2.  Multi-factor Authentication Setup. This is an extra security step to keep your information 

safe online. We recommend selecting ‘Sign Up Using Email’. This will email you a number code 

that you will need to enter on the next page. 



3.  Enter the email you would like your verification code sent to. If you are a returning FACTS 

family, your email might already populate on this page. Click ‘Send Code’. 

4. Open your email from FACTS and copy your one-time code to verify your identity. If you do 

not see this email in your inbox after a minute, be sure to check your junk/spam folders. It will 

look like this example below.



5. Go back to your FACTS account and enter your Verification code number that was emailed 

to you. Then click ‘Submit’. 

6. Under ‘Select an Institution’, click on ‘St. Teresa Catholic School’. For new families, click on 

‘Add School/Organization.



7.  On the right under ‘FACTS Grant & Aid’, for the 2025-2026 SCHOOL YEAR (or whichever 

school year you’re applying for), click on ‘FACTS Application’. 

8.  Now you will see the 10 step Application Form, starting with Schools. For returning 

families,  St. Teresa Catholic School will automatically be checked. For new families, please 

click on ‘Add School/Organization’, and then it will ask you what City, State or Zip Code your 

school is in. Type in Lincoln, NE 68510 and St. Teresa Catholic School should pop up for you 

to select. Once you’ve selected our school, click ‘Save & Continue’.  



9. Next you will enter your personal information like Name, Address, City, State, Zip Code, 

Phone Number etc. Enter your information in all the boxes until you reach the bottom, then 

click ‘Save & Continue’.

10.  If you checked the ‘Co-Applicant’ box on the previous page, this next page will pop up. 

Enter all personal information for your Co-Applicant, then click ‘Save & Continue’. 



11.  Next you will add your Students attending St. Teresa Catholic School. If you are a 

returning family, your students will automatically populate. If you are a new family OR are a 

returning family with new students to add, click ‘Add Student’ and enter their information.

12.  Next you will add your Taxable Income. Once all areas are answered, click ‘Save & 

Continue’. 



13.  Next you can select any Nontaxable income that applies. When you’re done, click ‘Save & 

Continue’. 

14.  Next you will fill out any anticipated change of income. When you’re done, click ‘Save & 

Continue’. 

15.  Next you will fill out the Additional Questions. When finished, click on ‘Save & Continue’. 



16.  Next you will review that all your application information is correct. When finished 

reviewing, click ‘Save & Continue’. 

17.  Next you will Submit your Application and enter your method of payment for the $45.00 

FACTS enrollment fee. When finished entering your payment method, click ‘Submit 

Application’. 



18.  After clicking on ‘Submit Application’, there will be a pop up window with an option to 

‘View Application’. Please click on that! People commonly think they’re completely done with 

their application at this point when in fact they are not. Now you will need to upload all of 

your tax documentation. However, if you have closed out of FACTS at this point, it’s okay, you 

will also get an email shortly reminding you to log back in and upload your tax documents. 

This page will show you exactly what tax documents you will need to upload. Click the blue 

‘Upload’ button and upload the required documents. If you need help scanning your 

documents into a pdf file, please call the school office and we’d be happy to help you with 

that step. 

19.  Once you’ve uploaded your documents in acceptable pdf or jpg format, you will then see 

on your Application Summary page that your Documents In Progress have a ‘In Process’ clock 

symbol next to them. There will also be an estimated date near the top of when your 

documents will be processed by. 



20.  Once your documents have been approved, your application is complete. You should also 

receive an email like this shortly after submitting your documents. 




