
Request Student Account Report

LEA Administrators have the ability to generate a Student Account Report for their PSUs which can
be printed (all or part) and distributed to teachers at the beginning of the school year. The report is
obtained through the “Requests” dropdown in the RapidIdentity portal, then selecting the
Entitlements / Catalog view on the left side of the screen.

Check the box for: “Request Student Account Report” and then click Request at the bottom
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Enter the 3-character LEA Code for your PSU (Required), a Comment (optional), and then click on

the Request button at the bottom of the screen. *Note: you MUST be an LEA Administrator for the

LEA Code you enter or no report will be generated, and you will receive an email indicating the error.

The Student Account Report will be generated and placed in your PSU’s “Files” location, which you
access from the main drop-down menu.
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Select the student account report from the files in your LEA’s folder…

Then select what you would like to do with the file from the bottom of the screen. This would usually
be “download”, which moves the .csv file to your local downloads folder.

From there you can open the file in a spreadsheet and either print the entire report, or select students
from individual schools or teachers.
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An example of the report opened in a spreadsheet is shown below.
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