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Printing Everyone in Your Community 
(Everyone Your Unit has Added to the System) 

This report can show everyone one you have added to the system. Members and non-members alike. 

This report is important to understand the people and households you have already added. Anyone 

listed on this report does not need to be added again. So it is important to print this out before adding 

new people into the system.  

Hint:  This is not your PTA Roster but rather everyone who could be made a PTA member. 

Objectives: 

¶ You will learn how to print your Community Roster 

 

Summary: 

 

Log into your ñAdministratorôs Dashboardò Č  Click on ñView Your Peopleò Č  Click on ñActionsò button Č 

Select ñActions Affecting Everybodyò Č  Print Community Roster 

Detailed Instructions: 

1)  Log into your administrative side of your account.  You should see this screen: 
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2) /ƭƛŎƪ ƻƴ ǘƘŜ ōƭǳŜ ǿƻǊŘǎ ά±ƛŜǿ ¸ƻǳǊ tŜƻǇƭŜέ 
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3) Click on the  ƻƴ ǘƘŜ ά±ƛŜǿ ¸ƻǳǊ tŜƻǇƭŜέ ǇŀƎŜ 

 

  
4) Click on the selection:  Actions Affecting Everybody. 

 
5) You should see a fly out menu; herŜ ǎŜƭŜŎǘ άtǊƛƴǘ /ƻƳƳǳƴƛǘȅ wƻǎǘŜǊέΦ 

 

 
6) Many times you will want everyone listed (member or not, children, spouses) if available.  

Be sure to disable your popup blocker (try holding down the control key to disable when 

clicking on the Proceed).  Check mark all the boxes the dialog box and click on  

button.   
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7) You will get a report that looks something like this; in a separate tab on your browser: 

 

 
 

Hint:   

¶ If you see a blank page, click on the refresh button for your browser a few times. 

¶ See the footer on the report to keep track of when you printed the report. 

 

 


