
Creating a Communication Group in FACTS SIS 
 
 

Once logged into FACTS please Select Communications from the Main Menu 
 

 

 

 

 

 
 

Select Communication Groups 

 
 

Select Add Group 

 

 

 

 

 

 

 

Enter Group Name and Description.  Click Save to Save your Changes 

 
 

 

 

 

 

 

 

 

 

 

Select 
Communications 

Select Communication 
Groups 

Select  
Add Group 

2.  Enter 
Description 

1.  Enter 
Group Name 

3.  Click Save to Save 
your Changes 



 
Select Add Recipients 
 

 

 

 

 

 

 

 

 

 

 

 

 

Select Type (Student or Staff) and Select Members.  Click >  to Select Individual Recipients or >> to Select 
All Recipients.  Click Save to Save your Changes 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Select Add 
Recipients 

 

1.  Select Type 
Student or Staff 

2.  Select 
Members 

4.  Click Save to Save 
your Changes 

3.  Click > to Select 
Individual Recipients or 

>> to Select All Recipients 



By default, all Staff have Access to Communication Group.  To Limit Access Select Edit 
 

 

 

 

 

 

 

 

 

 

 

Click Select Groups and Individuals 

 

 

 

 

Select Security Group or Select Individuals to have Access.  Click >  to Select Individual Recipients or >> to 
Select All Recipients.  Click Save to Save your Changes 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Select  
Edit 

Click Select Groups 
and Individuals 

4.  Click Save to Save 
your Changes 

2.  Click > to Select 
Individual Recipients or 

>> to Select All Recipients 

1.  Select 
Group 

Or Select 
Members 



 

A Summary of the Communication Group will Display 

 

 

 

 

 

 

 

 

 

 

 

 

To Edit a Communication Group, Select the Group Name  
 

 

 

 

 

 

 

To Delete a Communication Group, Select Delete 

 

 

 

 

 

 

 
Select Delete to Confirm 

 

 

 

 

Select the Group 
Name 

Select  
Delete 

Select  
Delete 


