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



Site Selection by Site Group and Site Type

[5]  Selected Site ID Site Mame .
» ™ 0000000 LaUSD Central Office

" 1000051 CENTRAL QOFFICE LISER POOL

F 1000054 Al CEMTRAL HIGH

" 1130353 CEVOMSHIRE CDS

FI 1130601 BELGRANE DS

"1 1132001 L& TRADE TECH-CATS

O 1132201 MCALISTER-CEMTRAL

" | 1132301 MCALISTER-CHATSWORTH

F 1132401 MCALISTER-SAM FERMNAMDO

"] 1132701 RILEY HS-EAST

[l 1132801 RILEY HS-GARDEMA

" 1133001 GARDEMA TRI-C

Fl 1133101 L& VICTORLS CEMTRAL HIGH

] 1133401 ARLETA TRI-C

F 1142101 CLEAR CREEK CAMP

I ] 1143159 SFSP-Clear Creek Camp

F 1148201 POINT FERMIM CAMP

" 1163201 WILLAGE GLEM SCHOOL

F 1163301 HARBOR COLLEGE CATS hd
Site Group: | (Mone) “
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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.
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You will be back at the criteria screen, click on preview or print the report
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This is a copy of the Customer Roster Report.



