
Configure Class Rank & Honor Roll in FACTS SIS 
 
**Please Note the Following** 

1.  Class Rank & Honor Roll is run at the Administrative Level only 
2.  Each time this process is run it will overwrite the current Rankings & Honor Roll Report for the Term 
3.  Parents DO NOT have access to Rank & Honor Roll information on the Family Portal 
4.  Teachers can only view Honor Roll through Report Manager.  See Section III for Granting Report  
        Permissions. 

 

I.  Configure Class Rank & Honor Roll 

Once logged into FACTS please select Academics > Class Rank & Honor Roll from the Left Side Menu 

 

 

 

 

 
 

 Select Edit to confirm settings 

 
 

 

 
Select Rank by Average.  Source is Report Card and Select Exclude Electives.   Filter by Department and Select 
Exclude > Edit Filter 
 

 

 

 

 

 

  

 

 

Select Academics > 
Class Rank & Honor Roll 

1.  Select Rank 
by Average 

Select 
Edit 

4.  Select Exclude 
> Edit Filter 

3.  Select Exclude 
Electives 

4.  Select 
Department 



Select Department(s) to Exclude and use arrow to Select.  Select Return to Honor Roll 

 

 

 

 

 

 

 

 

 

 

 

 

 

Select Save to Save your Changes 

 

 

 

 

 

 

 

  
 

 

 

 

 

 

 

 

 

 

3.  Select Return 
to Honor Roll 

Select Save to 
Save your Changes 

2.  Use Arrow 
to Select 

1.  Select 
Department(s) 

to Exclude 



II.  Run Class Rank and Honor Roll 

 Once logged into FACTS please select Academics > Class Rank & Honor Roll from the Left Side Menu 

 

 

 

 

 

 

 

 

 

Select Run 

 

 

 

 

 
Select Grades to include in Report and Select “Run Honor Roll” 

 

 

 

 

 

 

 

 
Once Report completes select Print 

 

 

 

 

 

 

Select Academics > 
Class Rank & Honor Roll 

Select 
Run 

Select Grades 
to include 

Select Run 
Honor Roll 

Select 
Print 



 
Select Run 

 

 

 

 

 

 

 

 

Report will display 

 

 

 

 

 

 

 

 

 

III.  Teacher Permissions to Print Honor Roll 

Once logged into FACTS please select Security > Groups 

 

 

 

 

 

 

 

 

 

 

 

Select Security 
> Groups 

Select 
Run 



Select Group Rights for Teacher Group 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

Set “Class Rank and Honor Roll” to Use 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Select Teacher 
Group 

Select Group 
Rights 

Set “Class Rank and 
Honor Roll” to Use 



 


