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Use this procedure to generate a Master Plan Roster.  Users with the Office Manager and Principal 

roles will be able to perform the tasks outlined in this document. The job aid was created using the Office 
Manager role. 

 

LOG IN 

1. Log in to MiSiS at http://misis.lausd.net/start, using your single sign-on (SSO).   

2. Select the correct user role from the landing page. 

 

MENU PATH 

REPORTS > ENGLISH LEARNER > MASTER PLAN ROSTER  

 

 

 
Step 1 Click the Reports button.  

 
 

 

 
 

 
Step 2 From the English Learner menu, select the Master Plan Roster Report link.  
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The default report parameter screen is displayed below.  A brief description of each field follows. 

 
 

 

• Local District – Select the Local District that the school is located in 
• Campus – Select the home school 

• School(s) – Select the appropriate school, magnet, small learning community, etc.  

• Grade Level(s) – Select the appropriate grade level(s) 
• Effective Date – Default to current date, use calendar to change date 

• Report Option – Select by student or by teacher and period  
• Teachers – Select the appropriate teacher(s) 

• Period(s) - Select the appropriate period(s) 

• Class Room – Select the appropriate class room(s) 
 

 

Step 3a Complete the parameters as needed.  A completed sample is shown below.      
 

Step 3b Click the View Report button.  
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A Master Plan Roster displays. The report data can now be downloaded. 

 
 

 

 
 

 

 
 

 
 

 

 
 

 
 

 

 
 

 
Step 4a Click the Export icon to export report data via the preferred file type  

Step 4b Select a file type.  In this example, PDF was selected. 

 
 

 

 
 

 
 

 

 
 

 
 

 

 
 

 

 
 

 
 

 

 
 

 
 

 

 
 

4a 
4b 



 
Master Plan Roster September 15, 2015 

 

 

MiSiS – Student Services 4 

 

 
Step 5a Click on the Open with radio button. 

Step 5b Click on the OK button. 
 

 

 
 

 

 
 

 
 

 

 
 

 
Step 6 Click on the down arrow to view the remaining pages until you get to the page displaying the 

‘Total Number of Students for Period: XX’. 

 
Step 7 Use Print Button or icon from the Adobe Acrobat to print this page range if desired.  
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