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How	  to	  Manually	  Communicate	  in	  CMS	  	  

Open	  OneSource,	  Click	  “System	  Management”	  	  

1. Click	  on	  Communications	  
2. Click	  on	  Manual	  Communications	  
3. Click	  all	  the	  boxes	  In	  the	  Send	  Up	  and	  Send	  Down	  columns	  	  
4. Click	  on	  Communicate,	  the	  screen	  will	  close	  
5. Click	  on	  Monitor	  Communications	  
6. The	  Monitor	  Communication	  screen	  comes	  up.	  	  	  

a. Look	  at	  the	  Last	  Communicated	  column	  and	  make	  sure	  that	  Communications	  and	  
Orders	  both	  have	  the	  current	  time	  showing,	  if	  they	  do	  not	  then	  click	  on	  Refresh	  Now	  
until	  the	  time	  becomes	  current	  then	  click	  close.	  
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How	  to	  Manually	  Communicate	  in	  CMS	  

	  

1. Click	  on	  System	  Management	  
2. Click	  on	  Communications	  
3. Click	  on	  Manual	  Communications	  
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4. Click	  in	  the	  Send	  Up	  and	  Send	  Down	  column	  and	  choose	  all	  boxes	  
5. Click	  on	  Communicate,	  the	  screen	  will	  close	  
6. Click	  on	  Monitor	  Communications	  
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7. Click	  on	  the	  +	  sign	  next	  to	  LAUSD	  Central	  Office,	  then	  click	  on	  the	  +	  sign	  next	  to	  your	  sites	  name.	  
8. The	  Monitor	  Communication	  screen	  will	  come	  up.	  	  Look	  at	  the	  Publication	  and	  Last	  

Communicated	  columns	  
	  
	  
	  
	  

Please	  click	  on	  the	  +	  sign	  next	  to	  
your	  sites	  name	  
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a. Find	  the	  rows	  under	  the	  Publication	  Column	  named	  “Communication”	  and	  “Orders”	  
i. 	  Check	  the	  date	  and	  time	  next	  to	  the	  above	  two	  rows	  in	  the	  Last	  Communicated	  

Column.	  
ii. Both	  should	  have	  the	  current	  date	  and	  time	  of	  day	  showing.	  
iii. 	  If	  they	  do	  not,	  then	  click	  “Refresh	  Now”	  until	  the	  correct	  time	  and	  date	  appears	  

on	  both	  rows.	  
iv. Then	  click	  close.	  	  
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