
Sending an Email Message in FACTS SIS 
 
 

Once logged into FACTS please Select Communications from the Main Menu 

 

 

 

 
 

Select Create Email Message 

 
 

Verify “From Name” and “From Email” are correct.  Place a Check by Email me a copy 
 

 

 

 

 

 

Select Filters (Student Type and Status) and Select Recipients.  Click >  to Select Individual Recipients or 
>> to Select All Recipients.  Select the Relationship  Use Correspondence for Student Emails and Staff for 
Staff Emails 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

Select 
Communications 

Select Create 
Email Message 

1.  Verify  
From Name  

2.  Verify  
From Email  3.  Check by 

Email me a copy 

2.  Select 
Status  

3.  Select 
Recipients 

4.   Select 
Correspondence  

4.  Click > to Select 
Individual Recipients or 

>> to Select All Recipients 

1.  Select Type 
Student or Staff 

 



Enter Email Subject and Message.   Click on Add Attachment to Attach a Document *PDF files are 
Recommended* 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1.  Enter Email Subject 
and Message 

2.  Click on Add 
Attachment 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 


