
Add a Parent to Student’s Profile in FACTS SIS 
 
Select “Add Family” on Students Dashboard 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Select Add 
Family 

Select New 
Family 

1.  Enter 
Family Name 

2.  Check Family 
Portal Enabled 
and Accounting 

3.  Verify 
Student is Check 



Select Parent Relationship and Enter 1st Parents Information (i.e. Name, Gender, Phone) 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Enter 2nd Parents Information or Select Delete to Remove 

 

 

 

 

 

 

 

 
 

Select Finish and Save to Save your Changes 

 

 

 

 

 

 

 

2.  Enter 
Parent’s Name 

1.  Select Parent 
Relationship 

3.  Select Gender 

4.  Enter Parent’s 
Home & Cell 

Phone and Email 

**Please Note:  Home Phone is Required for Parents** 

1.  Enter 2nd 
Parents 

Information 

2.  If no 2nd Parent 
Select Delete to 

Remove 

Select Finish 
and Save 



You will now need to Update Family Permissions.  Select Family Name from Student Dashboard 

 

 

 

 

 
Select the Relationships Tab 
 

 

 

Select Relationship for each individual.  Select options to identify the relationship each 
individual has to each student.  Select Save to Save your Changes  

 

 

 

 

 

 

 

 

 

 

 

 

Select Family 
Name 

Select the 
Relationships Tab 

2. Select  
Options 

3.  Select Save to  
Save Changes 

1. Select  
Relationship 



Lastly, Assign Financial Responsibility.  Select the Edit Icon on the Financial Responsibility Tab 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Select Financial Responsible Parent and Select Save to Save Changes 

 

 

Select the 
Edit Icon 

2.  Select Save to  
Save Changes 

1.  Select Financial 
Responsible 

Parent 


