
Issue:  Teacher’s name is missing from the Report Card 
 
A middle school Admin Secretary calls the Help Desk because the teacher’s name is not showing in the 
‘TEACHER’ field when printing the Intermediate report card. Instead, it shows in the ‘ADDITIONAL 
TEACHERS’ section. The teacher is set as the Primary teacher in the Schedule top tab. There are no 
additional teachers: 
 

      
 

 
 

 
 
Solution 
 

Go to the teacher’s record on the Staff top tab. Ensure the 
checkbox for ‘Primary Homeroom Teacher’ is selected. Save 
the change” 
 
 
 
 

 
Now when you run the report card, the teacher’s name will show up in the correct place: 
 

 
 


