
P R I N T I N G
R E P O R T C A R D S

1 .  Log in to your E m plo y e e  Po rta l .  
Cl ick on the R e po rt s tab or t i le .

2 .  Scrol l  down to Student Portfol io 
and cl ick on the S tud en t R e po r t  
C ar d l ink .  

3 .  Type the S tud en t I D number 
and press Enter or  cl ick V ie w  
R e po rt .

4 .  You wi l l  see the report  card and 
the option to pr int  displayed on 
the top. 

5 .  I f  you see this  pop-up,  make 
sure the paper s ize is  set to Letter 
(8.5”  X 11”)  and the or ientation set 
to Landscape. 

6.  After  cl icking the pr int  ic o n ,  
select the de si re d prin te r and cl ick 
Prin t .  

Note: Principals and school staff with WRTS authorization to view reports on their Employee Portal will 
be able to print the on-demand report cards by following these instructions. Principals may assign 
WRTS authorization via AAAA in CICS. Individuals granted RACF authorization will need to wait 
overnight to access Reports on the Portal.


