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School & Child Care Roster Lookup (SCRL): 

Modified for LAUSD Nursing Services 
 

     Sign in to CAIR Hub https://cairhub.cdph.ca.gov/home 

 

 

 

 

 

 

 

 

 

 

 

 

    The SCRL can be done using: 

      (1) UPLOAD A ROSTER FILE   (2) SINGLE STUDENT LOOKUP 

The CSV Roster Upload Process 

The report with the CAIR Hub requirements is available in Welligent > Reports > 
Health/Medical  Reports > CAIR HUB CSV REPORT, 3423.  

 

 

https://cairhub.cdph.ca.gov/home


 

2  

Click Excel format, save as CSV as required 

Click  

Delete the rows above the header and the rows below the last student name on the list 

 
Save the file on your computer as a CSV. You can select “CSV” or “Comma Separated 
Value” as the file type when you save the file. 
 

 

 

 

 

 

 

 

 

How to Upload a Roster File to the School & Child Care Roster Lookup Module 

 

1. On the School and Child Care Dashboard, click on the SCRL Start 

Lookup button. The SCRL School User Dashboard opens 

2. Click on Roster Management. 
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3. On the Roster Management screen, click on the Upload a Roster File button. 

Your system’s file set up opens. 

4. Locate your saved roster CSV file and double-click on it to upload it. 

This starts the upload process. 

Note: If you have errors in the file, you will get an error message. Check the rows above the header 
and the rows below the last student’s name on the list. You will have to fix the errors in the CSV 
upload file and re-upload.  

The generating report now appears in the My Files section of the screen. 
 

 
Note: If you want to cancel the process, click on the red X in the Actions column, and then click 
on the Yes button on the Delete Confirmation box. 

Once the student immunization report Status changes form Pending to Completed, the file is 
ready to view. An email will be sent to you once it’s done processing. 

 

Click on the File Name 

 

Click on the Student Name to see the Student Details and Vaccine Series Status. The 
Vaccine History is available on the same screen.  



 

4  

 

 

 

 

 

For more assistance with the Welligent report, please email districtnursing@lausd.net or call 
(213) 202-7580 

For more assistance with CAIR Hub, please email the CAIR Hub Help Desk at 
CAIRHub@cdph.ca.gov or call (800) 578-7889. 
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