
How to print Quarterly ACR Reports

1. Log into FACTS
a. Factsmgt.com
b. Click on School Log in
c. Click on Student Information

System (SIS)

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.

5. Choose Custom under the categories.

6. Click once on OH State
Reporting: ACR Admin
Daily Log Quarterly
Sheet.



7. Make sure the year is correct.
8. Make sure the quarter is correct.
9. Click on your name under “Selection List”.
10. Click on the single arrow pointing to the right (less than sign).

a. It should copy your name to the “Selected List”.

11. Click View Report.
12. Below is the table you need to print.

13. To print.
a. Two finger tap on your mouse pad to pull up a menu.



b. Select PRINT.
c. OR if you are using a mouse, right click to pull up a menu. Select Print.

14. Return to your open tab that says Report Manager.
15. Click on the second report. Titled OH State Reporting: ACR Admin Record of

Activities Performed Sheet.

16. Scroll down.
17. Make sure the year is correct.
18. Make sure the quarter is correct.
19. Click on your name under “Selection List”.
20. Click on the single arrow pointing to the right (less than sign).

a. It should copy your name to the “Selected List”.

21. Click View Report.



22. Below is the table you need to print.

23. To print.
a. Two finger tap on your mouse pad to pull up a menu.
b. Select PRINT.
c. OR if you are using a mouse, right click to pull up a menu. Select Print.

24. On BOTH forms, be sure to sign your name on the line
by Claimant Signature.


