
Enter a Tracking Record in FACTS SIS 
 

 
 

Once logged into FACTS please select Students from the Left Side Menu 

 

 

 

 

 

 

 

Select Withdrawn as the Student Status and Select Student to Update 

 

 

 

 

 
 

 

 

 

 

 

Select Tracking from the Rigth Side menu 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

Select 
Tracking 

Select 
Students 

**Please Note:  Save Often To ** 
Avoid Loss of Data Entered 

Select 
Withdrawn 

Select Student 
to Update 



Select Add 
 

 

 

 

 

 

 
 
Enter Withdrawn as Status.  Click on Start Date and End Date equals the Withdraw Date from the “Student 
Withdrawals by Date” Report 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Select NY State from Tracking System Dropdown.   

 

 

 

 

 

 

 

 

Select 
Add 

1.  Enter Withdrawn 
as Status 

2.  Start Date and End Date equals the Withdraw Date 
from the “Student Withdrawals by Date” Report 

Select 
NY State 



Select Exit Reason Code 1 Dropdown 
 

 

 

 

 

 

 

 

 

 

Select 1 of the 6 Exit Codes Listed below: 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Select Add Tracking 

Select Exit 
Reason Code 1 

Select 
Exit Code  



 

 

 

 

 

 

 

 

 

 

 

 

 
 

 
You will now see the Tracking Record Listed.  Double Click on Tracking Record to Open it. 

 

 

 

 

 

 

 

 

Click on Slide Bar to Change Status to Close 

 

 

 

 

 

 

 

 

Select Add 
Tracking 

Double Click on 
Tracking Record 

Click on Slide Bar to 
Change Status to Close 



Scroll down to Exit Reason Code that was just entered and Click on Complete.  Click on Slide Bar to Change 
Status to Close.    Select Save to Save your Changes 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
 
Tracking Record will now Display 
 

 

 

 

 

 

 

 

Click on 
Complete 

Select Save to Save 
your Changes 


