
Update Term Defaults in FACTS SIS 
 
1. Update System Defaults 

From Main Menu select Configuration 

 

 

 

 
 

Select System Defaults 

 

 

 

 

Select the General Tab and Select your Term from Default Term dropdown.  Select Save to Save your Changes 

 
 

 

 

 

 

 

 

 

Select the Classroom Tab and Uncheck Previous Term to prevent Edits to Gradebook 

 

 

 

 

 

 

 

 

 

 

Select 
Configuration 

Select System 
Defaults 

 

 

1.  Select 
General Tab 

2.  Select 
your Term 

3.  Select Save to 
Save your Changes 

2.  Uncheck 
Previous Term 

1.  Select 
Classroom Tab 



Scroll down to Report Card Editing.  Uncheck Previous Term to prevent Edits to Report Cards.  Select Save to 
Save your Changes 

 

 

 

 

 

 

 

 

 

 

 

2.  Update Family Portal Settings 
 

 

Select your Gradebook Term from dropdown.  Select your Report Card Term from dropdown.   Select Save to 
Save your Changes 
 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
3.  Select Save to 

Save your Changes 

1.  Select your 
Gradebook Term 

2.  Select your 
Report Card Term 

 

1.  Uncheck 
Previous Term 

2.  Select Save to 
Save your Changes 

**Schedule Year is ** 
Not used by Diocese 


