
Create Username & Password for Staff Member in FACTS SIS 
 
Once logged into FACTS please select Security > Login Management 

  
  

 

 

 

 

 

 

 

Under Manage Logins, Click on Select Users 
 

 

 

Select Staff from Type Dropdown and Place Checkmark by Staff Name.  Select Single Arrow to move Name from 
Available to Selected and Select Save 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Select 
Security 

Click on 
Select Users 

1.  Select 
Staff 

2.  Place Checkmark 
by Staff Name 

3.  Select 
Single Arrow 

4.  Select 
Save 



Enter Username and Password and Select Enter.    Green Checkmark will Display when Saved 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1.  Enter 
Username 

2.  Enter 
Password 

3.  Green 
Checkmark will 

Display when Saved 


