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1. Log in to TEAMS  

 

 

 

2. Once logged in, click on Classes. 
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3. Search for your zone and class, then click search.   

 

 

 

4. Select the correct class name in the proper column.   

 

5. Scroll down to Contact Hour Periods and (Sign-in Sheet) click on the month and 

day and choose the correct date of the class that you want to print out your roster.  

YOU CAN’T PRINT MULTIPLE DAYS AT THE SAME TIME. 
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6. After choosing the correct date, click on Print Sign-In Sheet 

 

 

7. A PDF Document will download (see left corner of your screen), open it and print 

your sign-in sheet. 

 

8. Print sign-in sheet using the Orientation Landscape. 

 

 

 

 

 

 

 

 

 

9. You must print your sign-in sheets the day of the class so that the roster is current 

with new students. 

 

10. Repeat this process every time you need sign-in sheets. 


