
Instructions to Print a Customer Roster Report 

 

Log on to One Source.  Click on Reports>Choose Point of Service>Choose Customer Roster Report, 

 click Go 

 

 

On the Report Criteria Screen click on All Customers, All Grades, All Homerooms, All Meal Plans, 

First Three Accounts, Pin, all Customers, All Eligibilities, All Customer Classifications. Make sure that 

there is a check mark in “add totals to end of report”.   

At the “Sort By” option Choose Homeroom 

 

 

 



 

 

At Site Selection Choose “individual sites”, this screen will come up, put a check  by the site name you 

that you would like to print rosters for, then click ok 

 

 

You will be back at the criteria screen, click on Preview 

 

 

 

 

 



 

 

This is the report, click on the printer icon to print the report. Each page will be a different homeroom, 

by grade with the teachers name, the totals for the site will be on the last page of the report.  

 


