How to edit ACR time and tasks.

1. Log into FACTS
a. Factsmgt.com
b. Click on School Log in (Student information system (sis) )
c. Click on Student Information System _
(SlS) = FACTS

2. Enter Log in information
a. District code = sbk-oh
b. Username
c. Password
d. Click log in

3. Click on the pancake lines in the top right hand corner.

4. Click on Report

Manager. Report Manager e
Category Reports
OH State Reporting: ACR Admin Daily Log Quarterly Sheet (SF-240A)
5. Choose Custom Favom_esf OH State Reporting: ACR Admin Record of Activiggg Pe?fzrmed Sheet (SF-J
Administration OH State Reporting: ACR Teachers' Daily Entry Form
under the Attendance
Behavior
Categories. Class
Custom
Directory
Gradebook
6. Click ONCE on OH | |Scneaues
State Reporting: stdent
ACR Teachers’ Daily

Entry Form.

7. At the bottom of the screen, click on View report.



8. Here is where you will add the time for the task you forgot to add originally.

ACR Entry

July August September October November December January February March April May June

Wed Thu Fri Tue Wed Thu Fri Mon Tue Wed Thu Fri Mon Tue Wed Thu Fri Mon Tue Wed Thu
1 2 3 7 8 9 10 13 14 15 16 17 20 21 22 23 24 27 28 29 30

1. Governance Leadership and Strategic Planning

2. Student and Other Stakeholder Focus

3. Faculty and Staff Focus 45 25
4. Educational Programs and Support 15 5 5

5. Data-driven Improvement

6. Chartered Nonpublic Schools

7. Teacher Residency

8. Professional or Associate License

9. Transportation of Pupils 10 10
10. Federally Funded Education Programs

11. Unemployment and Workers

12. Pupil Appraisal

13. Health and Health Testing

14. Other 5 5

SUBMIT

a. EXAMPLE - If on Thursday, September 2nd, you forgot to add a team
meeting...

b. Add that time to the correct category. So | added an additional 20
minutes to this day in Category 3.

c. CLICK submit

9. Unfortunately, it will not let you assign AC R E n'l: ry

that extra 20 minutes because you have
already submitted the data.
a. In order to choose the task (team
meeting) for this extra 20 minutes,
you have to do this in a different
place.
b. Click submit.

c. X out that tab only.
d. SEE DIRECTIONS BELOW!




10. Click on the pancake lines in the top right hand
corner.

< FACTS
11. Click on Staff. Home
Classroom
12. Click on your name. Sudente

Families

Staff v

Staff

Status -

Substatus h

Q_ ' Search by name

F, Kathleen

13. On the right hand side, click on Service Hours.

14. You will see a screen that lists any ACR time you have already recorded.

Service Hours +

Date Hours Description
P - | Sep 03,2021 0.0833333358 14. Other
Z O Sep 03,2021 0.166666672 9. Transportation of Pupils
s O Sep 03, 2021 0.0833333358 4. Educational Programs and Support
s 0 Sep 03, 2021 0.416666657 3. Faculty and Staff Focus
Z B Sep 02,2021 0.0833333358 14. Other
P - | Sep 02,2021 0.166666672 9. Transportation of Pupils
Z O Sep 02, 2021 0.0833333358 4. Educational Programs and Support
Z 0 Sep 02, 2021 1.08333337 3. Faculty and Staff Focus
s O Sep 01, 2021 0.25 4. Educational Programs and Support
15. EXAMPLE
a. | already added the additional time to September 2nd for a team
meeting.

b. But, now | have to assign that 20 minutes to a task.
c. 1 will click on the pencil next to September 2, 2021 - Category 3
Faculty and Staff focus.

Z B Sep 02, 2021 1.08333337 3. Faculty and Staff Focus



16. This window will appear.

17. You will need to type in the
task name under the “Note”
field.

a. You will see | typed in
3.Team Meeting

18. Click Save and Close.

Edit Service

School Year Date * Hours
2021-2022 ~  Thursday, Sep 02, 2021 ~ 1.08333337
Description

3. Faculty and Staff Focus

Note

3. Faculty meetings 3. Team Meeting]|

Cancel

Save and Close



