Sending an Email Message in FACTS SIS

Once logged into FACTS please Select Communications from the Main Menu
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Select Filters (Student Type and Status) and Select Recipients. Click > to Select Individual Recipients or
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Enter Email Subject and Message. Click on Add Attachment to Attach a Document *PDF files are

Recommended*
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Please see attached letter regarding our Back to School Night this Friday!

Attached Files (OMB/20MB limit)

i)

Note: Attachments do not save to templates.
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Please see attached letter regarding our back to School Night this Friday!

Note: Attachments do not save to templates.

Attached Files (12K/20MB limit) + Add Attachment Click +Add Attact e ARele b,
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