
 

 

 Help | LIFECUBBY 

 

 

 

How to Create a Roster Report 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. Select Admin tab and then select 

“Reports”. 

2. Select “Roster Forecast” Report 

and then “Open Report”. 

3. Select classrooms or all classrooms.  

Then select “Run Report”. 

 

4. Select classrooms or all classrooms.  

Then select “Run Report”. 

5. Scroll to bottom of report and select “Excel” 

to export the report into an Excel document. 
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6. Select columns A & B and E-L 

and use your “delete” key. 

7. Go to “File” and “Print” roster. 


