Creating a Filter for Students Who Owe Fines
If your school pulls the grade cards of students who owe fees/fines you will need to create a filter that can be applied when printing grade cards.  
	Complete the following steps to create a filter for students who owe fees/fines
1. In STIOffice select Daily – Fee Accounting – Fee Rosters.

2. At the Student Fee Roster dialog box complete the changes indicated to the right.  Make sure there is a checkmark in the Remove Non-Included box.


3. Click the Print button.


4. At the Preview Fee Roster screen, print the roster if necessary or close the dialog box by clicking on the Close Report button [image: image1.png]


.
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	5. At the STIOffice main screen, immediately select File – Build Group.

6. At the Build a Group dialog box make the following changes:


· Group:  Student Owes Fine
· Place a checkmark in the Remove Existing Students from Group box.


Note:  The number displayed to the right of Student Selected: indicates the number of students who owe fines. 

7. Click the Apply button.
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	You must periodically update the filter to remove students who have paid their fees/fines and include students who have not.  When updating the filter, complete steps 1 – 7.


