
 

Directions for running a Report of staff 

 Access Id’s and Pin Numbers 

Log in and click on 
“Profile Inquiry Reports” 



 

Click on 

 “Employee Inquiry Tab” 



 

Click on 

 “Create Report” 



 

Put a Green check next to: 

• Name 
• Access ID 
• Pin 

Click on “View Report” 



 

This is the report that will come up.   

You can cut apart the names into slips of paper 
for each teacher or re-write them.   


