
How to edit ACR time and tasks.

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 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.

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

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

c. CLICK submit

9. Unfortunately, it will not let you assign
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.

11. Click on Staff.

12. Click on your name.

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.

15. EXAMPLE
a. I already added the additional time to September 2nd for a team

meeting.
b. But, now I have to assign that 20 minutes to a task.
c. I will click on the pencil next to September 2, 2021 - Category 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 I typed in
3.Team Meeting

18. Click Save and Close.


