
 
 
Running a Roster Report: 
 
 
 
 
Step #1: 
 
Select your Class. 
 
Select Roster Report. 
 
Click Send. 
 
 
 
 
 
 
 
 
 
 
 
Step #2: 
 
 
Change title if you want. 
 
 
 
 
Choose HTML. 
 
 
 
 
Click Send. 
 
 
 
 
 
 
 

 

 

 
 



 
 
Step #3: 
 
 
 
 
 
Your report is being processed. 
 
 
 
 
 
 
 
 
 
 
Click Refresh List. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Click on your report to preview. 
 
 
 
 
 
 
 
 
 

 

 
 

 
 
 
 
 



 
 
 
 
 
Step #4: 
 
 
Your report will look like this. 
 
 
 
 
 
Click back to exit out of the 
report option and for more 
choices. 
 
 
 
 
 
 
 
 
 
 
 
 
Step #5: 
 
 
Once on this page you can 
choose your next option. 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 
 

 
 
 


