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Members Who Attended but were not Charged 
 

Print a list of members who participated at your facility, but were not charged any fees.   

 

1. From the Universal Selection Engine (USE), Time Frame = All Members in the System  

2. Click the Other checkbox on the bottom left 

3. In the Field dropdown at the top center choose Financial - Date of Last Charge 

4. In the Relationship dropdown choose  >  

5. In the Value box type in 01/01/2019 or the date of your choosing  

6. Click the Grouping Tools button at the bottom of the (USE) 
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7. Choose the Target Unit, Add to existing or new group 

8. In the Target Group box type in Had charges since 1/1/2019 and click the Process button  

 
9. Answer Yes to ‘Do you want to add it?’ 

10. Click OK to Group has been successfully updated.  

 

11. Then on USE, uncheck the filter on Other  

12. Time Frame = Attended in the date range and enter your dates 

13. Check Groups on the left, at the top choose "Select Members belonging to NONE of the 

groups chosen below" 

14. Choose the just-created Group 

 
15. At the bottom choose a Report in the dropdown such as Custom Member List and create a 

new report named ‘Attended but not charged” with the fields that you need to see.  Ex:  

Member Full Name, Financial - Date of Last Charge, Financial - Date of Last Payment and 

Member Balance  



 

 
 

This will give you a list of members who did attend but have not paid showing the fields that you 

chose in the Custom Member List Report.  

 

 
 


