
 How To Update Emergency Contacts, 
 Contact Information for Child & Parent, 

 Medical Information 

 Step 1: Getting to the School Website 
 Select the browser (Chrome, Safari, Internet Explorer, Etc) of your choice and type in 
 sjm-k8.com  in the search bar. 

 Step 2: Getting to the FACTS Family Portal 
 Click on the “Family Portal” Tab that is on the top right of the website page. This will open a new 
 page for you with the FACTS Account Login. 

http://sjm-k8.com/


 Step 3: Signing onto FACTS 
 The District Code is  SJM-CA  .  Please type it into the  District Code box if it is not there already. 
 Then type in your FACTS Family Portal Username and Password. Then click “Log in”. 

 * If you don’t know your username or forgot your password, please contact the 
 school * 

 Step 4: Getting to the Web Forms 
 Welcome to your FACTS Family Portal Homepage! There are two ways to be able to edit your 
 information. 



 Option 1: 

 A.  When you log in to your FACTS Family Portal, it will automatically 
 open the “School Home” section. Click on “Web Forms” and then 
 Click on “ Family Demographic Form”. 



 B.  This will take you to the form and you can click on any of the sections 
 to make changes. 

 Make sure to click “Save” that is on the bottom of each form after you 
 have made your changes.You might need to scroll up or down to see 

 the save button. 



 Option 2: 

 A.  After logging in to the FACTS Family Portal, click on the “Family” tab 
 and select “Family Home”. This is what the Family Homepage will 
 look like. 



 B.  You can either click on “Family Demographic form that is on the 
 bottom left corner or click the Pencil icon that is on the top right 
 corner. Please keep in mind that you are also able to switch between 
 family members (mother, father, and child) by clicking on the down 
 arrow next to their name. 



 C.  Once you click on either the Pencil Icon or “Family Demographic 
 Form” it will take you to this page. 

 Make sure to click “Save” that is on the bottom of each form after you 
 have made your changes. You might need to scroll up or down to see 

 the save button. 



 D.  This is what one of the forms will look like. Update or fill out any of the 
 boxes that you would like and click “Save” that is in the bottom of the 
 white box. Then click “Return to Main Form” if you would like to make 
 any changes to any other sections like Emergency Contacts, Parent 
 Contact Form. 


