
Creating Announcements in FACTS SIS 
 
 

From the Main Menu, please Select Family Portal  

 

  

 

 

Select Announcements 

 
 

Select New Announcement 

 

 

 

 

 
Enter the Begin and End Date and Select the Public Option if all Family Portal Users, including staff, are able to 
View.  Enter Announcement Title and Message.  Use Editing Toolbar to Customize your Message.  Select Icon 
Dropdown to Add Icon to Announcement.  Select Save to Save your Changes 

 

 

 

 

 

 

 

 

 

 

 

 

 

Select 
Family Portal 

Select 
Announcement

Select New 
Announcement

2.  Select the Public Option 
to Display to Families & Staff 

5.  Use Editing Toolbar 
to Customize Message 

1.  Enter Begin 
and End Date 

3.  Enter Title for 
Announcement 

4.  Enter Message   
Details 

6.  Select Dropdown 
to Add Icon 

7.  Select Save to Save 
your Changes 



Your Annoucement will Now Display on the FACTS Home Page and Family Portal 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Display on the 
FACTS Home Page 

Display on the 
FACTS Family Portal  


