
Instructions to Print  A Customer Roster Report 

 

Log on to OneSource. Click on Reports>Choose Point of Service>Choose Customer Roster Report>Click 
Go 

 

On the Criteria screen click All Customers, All Grades, All Homerooms, All meal plans, First Three 
Accounts, Pin, Active Customers, All Eligibilities, All Customer classifications. Make sure that there is a 
check mark in the “add totals to end of report”. At the sort by option choose name. 

 



 

At the site selection choose “individual sites”, this screen above will come up, put a check by the name 
of the school you would like to print rosters for, then click OK. 

 

You will be back at the criteria screen, click on preview or print the report 

 



 

This is a copy of the Customer Roster Report. 


