
Archiving Transcripts in FACTS SIS 
 

From Main menu please Select Reports > Report Manager 

 

 

 

 

 
 

Select Academics > Transcripts 

 

 

 

 

 

 

 

Verify correct School Year and Term are Selected.  Select Grade Level to Print.  
Click the Double Arrows to move all Students to “Selected List” and Click View Report 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Select Reports > 
Report Manager 

1.  Select 
Academics 

 

John Doe 

Jane Doe 

1.  Verify Year 
and Term 

2.  Select 
Grade 

3.  Click the 
Double Arrows 

4.  Click 
 View Report 

2.  Select  
Transcripts 



Select Archive Transcripts 
 

 

 

 

 

 

 

 

 

 

 

Select Template:  BrooklynDioc/BrooklynDioc-PermanentRecord.cfm and Select Create Archive 

 

 

 

 

 

 

 

 

 

 

 

Select Done Once Archive is complete 

 

 

 

 

 

 

 

 

Select Archive 
Transcripts 

 

1.  Select Template  
BrooklynDioc/BrooklynDioc-ermanentRecord.cfm 

 

2.  Select Create 
Archive 

Select 
Done 



To View Archived Transcript, Select Student > Portfolio from Main Menu  

 

 

 

 

 

 

 

 
Click on Student’s Transcript to Open and Print 

 

 

Select 
Portfolio 

Click on 
Transcript 


