Assign Teacher to a Class in FACTS SIS

**Please note: Teachers can only be Assigned to one Class at a time**

Once logged into FACTS please select Academics > Classes from the Main Menu
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Select the Class from Course List and Select Section if applicable. Select Teacher from “Instructor” Dropdown,
Room Number is optional. Select Save to Save your Changes.

**Pplease note: A class can be assigned Multiple Teachers and an Aide

2. Select Class from
Course List

Search

Course List

Class Sections

3MATH: A
3MATH:B

L

25CI - Science
2SPAN - Spanish
255 - Social Studies
3ART - Art

3COMP - Computer

3HR - Homeroom
1. Select 3LANG - Language Arts

3LIB - Library
Class from =
N 3MUSI - Music
Course List 3PE/HEALTH - PE/Health

3READ - Reading

35CI - Science

3SPAN - Spanish

35S - Social Studies

4ART - Art

4COMP - Computer

4HR - Homeroom

4LANG - English/Language Arts

-

New

Roster

-

Schedule

All
Activity
Homeroom

Preschool
Elementary
Middle School

(
[ General
|
|

‘ Room
[

|
|
|
|
|

4. Select Save to
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