
Sending a Parent Alert Voice Message in FACTS SIS 
 
 

Once logged into FACTS please Select Communications from the Main Menu 

 

 

 

 
 

Select Parent Alert from the Communications dropdown menu 

 

 

 

 

 
 

Select Voice Message 

 
 

 

 

Select the Calendar and Time Icons to Schedule Date and Time Message will be Sent and Type a Subject 
for the Voice Message.  Select Record Message to Record your Voice Message. 
 

     **Please Note:  Select Emergency if the Alert should be Sent to Cell Phone Numbers for the Students** 
                                                       Contacts Regardless of Family Individual Preferences   

 

 

 

 

 

 

 

 

 

 

 

 

Select 
Communications 

Select 
 Parent Alert 

Type a Subject 

Select Record 
Message 

Select Voice 
Message 

Select Emergency if the Alert should be Sent to 
Cell Phone Numbers for the Students 

                                                       Contacts 

Select the Calendar 
and Time Icons 



Enter Phone Number for System to Call you to Record your Message and Click Call  

 

 

 

 

 

 

 

You will see the following Message, Select Okay 

 

 

 

 

 

 

Accept the Call and Follow Prompts to Record the Voice Message.  The Verification ID Field displays a 
Code Confirming a Message is recorded 

**Please Note:  There is No Maximum Length for the Message, but Phone Carriers May Cut Off a** 
Voicemail Message Longer than 2 to 3 Minutes 

Click Listen to Message and  Click Call then Okay.  Accept the Call and Follow Prompts to Listen to the 
Message 

Select Filter to Display Recipient Filter Options.  Select Filters to Limit the Recipient List.  Select Recipients 
and Click > to Select Individual Recipients or >> to Select All Recipients 

 

 

 
 
 
 

 

 

 

 

 

 

 

Enter Phone 
Number 

Select 
Call 

Select 
Okay 

Select  
Filter 

Select Filters to 
Limit the 

Recipient List 



 
Click Recipients to view a list of All Individuals to Receive the Alert.   

Click Send to Send the Message as Schedules Alert 

 

 

 

Sent Alerts may be Reviewed in Today’s Alerts 

 

 

 

 

 

 

Click on  
Today’s Alerts 

Click  
Send Alert 


