
Sending a Parent Alert Email Message in FACTS SIS 
 
 

Once logged into FACTS please Select Communications from the Main Menu 

 

 

 

 
 

Select Parent Alert from the Communications dropdown menu 

 

 

 

 

 
 

Select Email Message 

 

 

 

 
 

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

 

 

 

 

 

 

 

 

 

 

 

 

Select 
Communications 

Select 
 Parent Alert 

Select  
Email Message 

Select the Calendar 
and Time Icons 

Type a 
Subject 

Type Email 
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 

 

 

 
 
 
 

 

 

 

 

 

 

 

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

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Select  
Filter 

Select Filters to 
Limit the 

Recipient List 

Click 
Recipients 



Click Send to Send the Message as Scheduled Alert 

 

 

 

Sent Alerts may be Reviewed in Today’s Alerts 

 

 

 

 

 

 

Click on  
Today’s Alerts 

Click  
Send Alert 


