[bookmark: _GoBack]How to View and Print Class Roster
1. Click the Administration tab.  
2. Next click on Learning Activities in the left column. 
3. Under Learning Activities click on Class Manager.
4. Notice that the start date is populated for you.  To see classes that occurred more than 90 days ago, adjust the Start Date Between fields.  Or, blank out the dates to search all records.  To change the number of records display click on the number of records to display (10, 25, 50, 100, or 200)
[image: ]
5. Enter the name of the class in the search field and click the search button.
6. Click on the radio button next to the class list and click on the Edit button.
[image: \\dopfslcy002\users\JanetP\Clipart\Information.png] You can also click on the Class Name to open the record.
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7. Click on the Roster tab.  Individuals on the roster will appear on this page. 
8. Click on the Print Sign In Sheet button and follow print instruction as normal.  
9. You have completed this process.
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