High School Grades Submission
for STI Office (v5.1) Software Users

It is possible to select and export your student's demographic information from STI Office. This is accomplished by exporting both demographic and GPA information files as .htm files.  You will have two files to store on the floppy disk provided.  Follow these instructions to acquire those files:

1. Launch STI Office and go to Students  Student Reports  Listings
2. Correctly enter the following information.  Filter - this must be a filter that will select all of your seniors and only seniors,  Order – this should be by student last name, Report Type – Detail (Addresses), Student Name Order – Last, First, Middle, Detail to Print – Leave all boxes unchecked, Report Options – ID to Print – Select Soc Sec Number, Supplemental Data – Only Ethnicity should be checked, Information – Simple.

3. Check all your information with the graphic below.  You should now enter your school, the school identification number, and district as the heading information on the report.

4. Click on PRINT 
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Once your have your print preview screen up follow these instructions:

1. Find the export “Icon”, this is a little yellow envelope.

2. Click once to select an option.

3. Choose to export as an html file

4. Give your file a name such as Student Demographic.html.  Notice that by default it will save this file on your server.  You should make a note of what drive this indicates.

5. Click on Save.

A figure showing the print preview screen was removed for the original document, because it contained student’s social security number, name, address and other sensitive information.  If you have problems locating the export “Icon” please call Hubert Graves at (800) 327-2980 or 432-6589 (Jackson area).
Your next step is to move or copy this student demographic file to the Floppy drive provided.

1. Navigate to your server drive containing your STI Office files by double clicking on my computer and finding your server.  Mine is s:\

2. Find your file you just named in STI Office and right mouse click on the file, choose to Send To: 3 ½ floppy.  Your file is now copied to the floppy (see figure on next page).
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Now you are ready to create another html file with the GPA for all seniors.  Follow these steps:

1. Choose Daily  Grading Reports  Ranks in STI Office

2. Select a filter to include all your seniors Order should be by ‘last name’.

3. Report Options should have ‘Soc Sec Number’ as the ID to Print.

4. Check the box ‘Include Special Ed.’

5. Under GPA Options make sure GPA to Rank is ‘Standard’ and ‘Unweighted’.

6. Now choose print and follow the steps above to export the file as an html file with the default file name that is given.
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Note:  GPA must be reported on a 4.00 scale.  The GPA to Rank field in the above figure selection should be standard to prepare GPA file on 4.00 scale.  Please open the GPA file using Microsoft Excel and verify the GPA is on a 4.00 scale.  If not on 4.00 scale change the GPA to 4.00 scale and save the updated file.
Your next step is to move or copy this GPA file to the Floppy drive provided.

1. Navigate to your server drive containing your STI Office files by double clicking on my computer and finding your server.  Mine is s:\

2. Find your file you just named in STI Office and right mouse click on the file, choose to Send To: 3 ½ floppy.  Your file is now copied to the floppy (see figure on previous page).

3. Use My Computer to verify that the diskette contains the two HTML files.

4. Mailed the diskette in a padded envelope to:

Mississippi Office of Student Financial Aid

3825 Ridgewood Road

Jackson, MS 39211-6453

If you need assistance please call Hubert Graves at (800) 327-2980 or 432-6589 (Jackson area).

