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About Infinite Campus

Infinite Campus is a comprehensive, Web-based K-12 student information system (SIS)
with real-time access to administration, instruction, communication, curriculum,
reporting and analysis, data warehousing functionality and more. For 25 years, Infinite
Campus has successfully implemented its solutions for customers of all sizes. Managing
7.8 million students in 45 states, Infinite Campus is the most trusted name in student
information. Infinite Campus customers range from school districts with fewer than 100
students to those with more than 600,000, as well as regional consortia, state departments
of education and the federal government.

About Custom Computer Specialists, Inc.

Headquartered in Hauppauge, NY, Custom Computer Specialists, Inc., is a leading
privately held Long Island based technology solution provider. Custom delivers a wide
array of technology services including: project management, on-site staffing, managed
services, networking and wireless solutions, desktop installation, and service and support.
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AD HOC REPORTING

Description

The Ad Hoc Module allows the user to create filters that can be used within Infinite
Campus to search or run reports based on a selected group of students/courses/census
data. In addition, filters can be used to create reports not available through Infinite
Campus. These reports can be exported out of Infinite Campus into different programs
(i.e., Excel).

Target Audience

This manual is intended for District and School staff who need to consistently search for
groups of students, or who need to create customized reports.

Objective

The purpose of this manual is to assist staff in understanding how the Ad Hoc Filters (and
report writing) functions operate.

Vocabulary

Data — Information entered into a field and stored in the Infinite Campus database.

Export — The data collected using a filter can also be taken out of Infinite Campus for
use with other programs, such as Microsoft Excel, or sent directly to a PDF report to be
emailed or printed.

Filter — This term is used to designate a list (of students, courses, staff/parents).

Field — Spaces in Infinite Campus holding data. The field labeled ‘First Name’ contains
the data of every student’s first name.

Field Name — The internal designation of a field. Using the above example, inside
Infinite Campus it is ‘firstName’, and in Ad Hoc it may be seen as ‘student.firstName’
which is the table.fieldname listing.

Function — the ability to create a combined field in a filter, or use a stored command.

Operator — a method of comparison between the data and a listed value for the Query
Wizard criteria.

Query Wizard — The Query Wizard allows the user to set up a filter that will use Infinite
Campus’ fields with data that match specific criteria. (For example, all students named
‘Thomas’ that have a GPA over 3.5).

Selection Editor — allows the user to manually ‘select’ the individual students or people,
or staff for the filter. This is generally used for filters that cannot be created using the
Query Wizard.

Value — the target for a comparison when using the Query Wizard. Example: all students
whose grade level = ‘07°. (‘Grade level’ is the data, ‘07 is the value, ‘=’ is the operator.)

Ad Hoc Reporting © 2018 Custom Computer Specialists, Inc. All Rights Reserved 1



Custom Computer Specialists !nflm te :’:. o
Right People. Right Results.® Camp s

SELECTION EDITOR

Selection Editor is used to create filters for students who have nothing in common inside
the Infinite Campus system; as well as, for census/staff records. For example, the
Selection Editor might be used to create a filter for the students in the Chess Club — there
is no field in Infinite Campus that designates these students as being members of the

Chess Club. This filter creates a static list, which must be manually maintained by the
user.

Creating a Student Selection Editor Filter

1. Choose the correct school on the Infinite Campus toolbar.

Year |18-19 v|  School |Darin Middle School |

2. Under the Index, select Ad Hoc Reporting > Filter Designer.
Under Create New — click on the <Selection Editor> button for Filter Type.

4. Click on the <Student> button for Data Type (when creating a filter using the
Selection Editor, currently the only available Filter Data Types are Student or

Census/Staff).
Saved Filter

= [_] Functions Create New
|3, student Coalesce A
|3, student Concatenate Filter Type Data Type
[ student Constant ) i
|3, student Logical Expressions O query Wizard ®) stugent
._1 student Low Balance Less Than 10.00 (® selection Editor Census/Staff
A student Previous Updates O Pass-through SQL Query Course/Section
|, student Request Conflicts
A student Rydell students for Direct Import
1 student Subtract

& student *DMS 10 11 zTesting Campus

[l student 7th and 8th Grade Food Service w/ Pic
3, student 7th Grade Football Players

& student 5th English For All - Section 1

3, student 5th Grade Football Players

3, student 9th Grade Football Players

3, student A Debi Filter

{3 student Abbate

El student ActiveStudentsToday

{3 student Activity v
£3 studant All 8th Grade Stidents

Create a new Folder

5. Click on the <Create> button.

6. Type the Selection Name of the filter. This should be descriptive of the students
listed (i.e., Chess Club, After School Students, Football Team).

58 © 2018 Custom Computer Specialists, Inc. All Rights Reserved Data EXpOTt
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7. Type a Short Description, if desired. This will be the ‘tool tip’ that is seen when
the mouse hovers over the filter name in the Saved Filters list.

8. Type a Long Description, if desired. Click on the + to expand the text box. This
description will display when the filter is selected from Saved Filters list. Click
the — (minus symbol) to collapse the text box.

Ad-Hoc Selection Editor

Selection Name: |Modified Boys Soccer Team - Fall

Short Description:|Modified Boys "Flying Squirrels" Soccer Team

Long Description: |Modified Soccer team (grades 7 & 8) coached by Sebastian Perez. Won District Championship last year. | -
Contact info for coach: 877-6305. This list may be modified over the course of the fall. Be sure to check
with coach for updates before away games.

Saved Filter Modified Boys Soccer Team - Fall

ﬂ student Base Student Filter

3, student Girls Cheerleading team 2017 Modified Soccer team (grades 7 & 8) coached by Sebastian Perez. Won District Championship last year
!\ student Modified Boys Soccer Team - Fall Contact info for coach: 877-6305. This list may be modified over the course of the fall. Be sure to check
u student I allergies with coach for updates before away games.\
d - -
E_ﬁ :t The Short Descrlptlon Last Updated 10/06/2017 \ .
The Long Description shows here

- appears as a ‘tooltip’
when the filter name is
touched by the mouse.

with the filter name when
selected in the Saved Filters box.

9. The students will display by grade level in alphabetical order in the All Students
box.

To choose a student:
a. Click on the student’s name.

b. Click on the right arrow between the boxes. This will place the student in
the Selected Students box.

To choose several students:

a. Click on the first student’s name. Hold the mouse button down and drag
up or down to select all students in adjacent on the list. To pick a number
of individual students, press and hold the <Ctrl> key (on the keyboard)
and click on each student.

b. Once selected, click on the right arrow between the boxes. This will place
the highlighted students into the Selected Students box.

Data EXpOft © 2018 Custom Computer Specialists, Inc. All Rights Reserved 59
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Selection Mame: |8th Grade Baseball Players

Short Description: This is a list of 8th grade baseball players.

Long Description: This is a list of all the 8th graders who play baseball. It can be used in

Use the <Shift> and
<Ctrl> keys while
clicking to choose
multiple students,
then click on the right
arrow to add them to
the list.

Quick Search:
Active today: | Yes ¥
Grade: Al
Mame: (last name, first name)
Sort: Grade, Mame ¥
Ll Students

07 Abbate, Teresa #6009237533
wr Stewiling, Michael #1236

07 Billadelo, =.>*=n #10799

07 Bosch, Zhijian #7754

07 Botway, Andrew #33187

07 Brown, Katrina #31738

07 Buscemi, Mark #21745

07 Butcher, Charles #5187
07 Cao, Micole #27384

07 Chiang, Katelyn #12876
07 Cirille, Emily #12293

07 Clayden, Jessica #26910
07 Condy, Catherine #4531
07 Conlisk, Alexandra #35141

Selected Students
08 Baracks, Kenneth #3770
08 Bauman, Wenxin #17508

Y

i

10. To remove students from the Selected Students box:

a. Click on the student’s name in the Selected Students box. (Multiple
students can be selected using the same steps as above).

b. Click on the left arrow between the boxes.

Selection Name: |8th Grade Baseball Players

Short Description:{ This is a list of 8th grade baseball players.

Long Description: This is a list of all the 8th graders who play baseball. It can be used in

To remove a student from
the list, click on the
student’s name, then click

Quick Search:
Active today: | Yes ¥ :
Grade: Al ¥
Hame: (last name,
Sort: Grade, Name ¥
All Students

07 Abbate, Teresa #5009287533
07 Aguilina, Michael #1236

07 Billadello, Steven #1075%%
07 Bosch, Zhijian #7784

07 Botway, Andrew #33187
07 Brown, Katrina #31738

07 Buscemi, Mark #21745

07 Butcher, Charles #5197
07 Cao, Micole #27384

07 Chiang, Katelyn #12876
07 Chimenti, Susanna #14957
07 Cirille, Emity #12293

07 Clayden, Jessica #26910
07 Condy, Catherine #4531
07 Conlisk, Alexandra #35141

on the left arrow.

08 Bauman, Wenxin #17508
07 Aguilina, Michael #1236
07 Billadello, Steven #1079,
07 Bosch, Zhiian #7784
07 Botway, Andrew #
07 Buscemi, Mark #

07 Chimenti, Susanna #14957

]

58
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11. The Quick Search allows the user to display and/or narrow down the ‘All

Student’ column using filters.

Quick Search:
Active today: | Yes ¥

Grade: Al
Mame: (last name, first name)
Sort: Grade, Mame ¥

a. Active Today: When set to yes, only students with active enrollments as of
the current date display. When set to no, only students without active
enrollments as of the current date display. When set to both, active and
inactive students will display. Inactive students will display in red.

b. Grade: If a grade level is selected, only students with an active enrollment
record in that grade will display.

c. Name: This tool (last name, first name) filters to look up a particular
student. Students are actively filtered as characters are entered into the
field

d. Sort: Users have the ability to display the student list by grade/alpha or
just alpha.

12. Save To: — this section allows the user to save the filter to his/her account or to
share with others.
a. Choosing User Account will save the filter to be used by the creator only.
b. If the user has created at least one folder, they can select a folder within
his/her account. See the Folder section for more information.
c. Other options include sharing to any group listed. These are the Security
Groups to which the user belongs.

13. Click on the <Save> button.

Creating a Census/Staff Selection Editor Filter

1. Choose the correct school on the Infinite Campus toolbar. Note: Census data is
not stored in a calendar.

Year | 18-19 v|  School |Darin Middle School |

2. Under the Index, select Ad Hoc Reporting > Filter Designer.
Under Create New — click on the <Selection Editor> button for Filter Type.

Click on the <Census/Staff> button for Data Type (when creating a filter using
the Selection Editor, currently the only available Filter Data Types are Student or
Census/Staff).

Data EXpOft © 2018 Custom Computer Specialists, Inc. All Rights Reserved 59
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Saved Filter
+ O] Meeting fiters Create New
jh student 8th Grade Baseball Players
2l curriculum Course Info to check Filter Type Data Type
ﬂ student dropped classes Query Wizard Student
(2L, person Faculty (active) o Selection Editor o Census/Staff
%_1&. student Fieldwork permission Pass-through S0QL Query Course/Section

3, student Grade & Transfers

3, curmicutum Lt of Courses —
Create
§ JJ\ student Missing Household Phone Mumber

5. Click on the <Create> button.

6. Type the Selection Name of the filter. This should be descriptive of the List
needed (i.e., School Climate Committee Members, Trip Chaperones).

7. Type a Short Description, if desired. This will be the ‘tool tip’ that is seen when
the mouse is moved over the filter name in the Saved Filters list.

8. Type a Long Description, if desired. Click on the + to expand the text box. This
description will display when the filter is selected from Saved Filters list. Click
the — (minus symbol) to collapse the text box.

*Selection Name: |Sch00| Climate Committee Members |

Short Description:||ist of school stakeholders who will review school climate |

Long Description: |List of school stakeholders who are part of the school climate survey committee. List will need to reviewed | [=

every 3 months as membership may change.

The Short Description

appears as a ‘tooltip’ School Climate Committee Members

when the filter name is

Saved Filter

_:k student touched by the mouse. List of school stakeholders wh_o are part of the school climate survey committee. List will need to reviewed
_k student every 3 months as membership may change. \

u student Nut aller?j S

_}Q person Robert Latit Course Meeting Last Updated 10/06/2017 The LOﬂg Description shows

I\ person School Climate Committee Members

here with the filter name when
selected in the Saved Filters

9. Inthe People Search area, enter the name of those to include in the filter (at least
one letter must be entered to return results). If needed, select a filter from the
dropdown list.

&5 Special Note:

Both the Name field and a filter can be used, resulting in an intersection of the data.
For example, if a user enters “Smith” and selects the “football filter’, then the search
will only return football players with the last name Smith.

58 © 2018 Custom Computer Specialists, Inc. All Rights Reserved Data EXpOTt
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10. Determine which type of data to include in the search: students, staff, other
people (all checkboxes can be selected)

11. Click the <Search> button. Results will display with the person’s name,
identifying information, and person type (student, staff, other).

a. Clicking on the person’s name displays a Person Summary Report

b. Clicking one of the show links for the person displays secondary results
(i.e. Relationships, Teachers, Team members, caseloads, Sections)

Ad-Hoc Selection Editor

*Selection Name: |Sch00| Climate Committee Members

Short Descliplion.|\ist of school stakeholders who will review school climate

Long Description: List of school stakeholders who are part of the school climate survey commi

People Search

Name

Filter

Include
Students Staff Other People

Search

8 results found. Back to Search

Add All I Person

Add Abbate Adam (M) [06/02/2009] #0300030003 Grade 01 Student
——— | Show: Relationships - Teachers - Team Members

14

Type s

Add Abbate, Alice (F) [03/17/2006] #0600030005 Grade 03 Student
——— | Show: Relationships - Teachers - Team Members

Add Abbate, James (M) [03/30/2001] #600927208 Grade 08 Student
——— | Show: Relationships - Teachers - Team Members

Add Abbate, Michael (M) [09/18/1994] Other
——— | Show: Caseload

Add Abbate, Peter (M) [10/25/1998] #654370028 Grade 10 Student
——— | Show: Relaticnships - Teachers - Team Members

Add Abbate Sharon (F) Staff
——— | Show: 3ections - Caseload

12. Click the <Add> button to add the person to the filter. His/her name will display
in the selected people box. Click the <Add all> button to add all the people in
the results list.

a. To add secondary relationships, click the desired blue link. People
connected to the individual will display. Click the <Add> button to select
the person for the filter.

Data EXpOFt © 2018 Custom Computer Specialists, Inc. All Rights Reserved 59
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Click <Add> to add the person to the

L filter. Click on a blue link to display
& results found. Back to 533“3“/ people with relationships to the

Add All | | Pers individual. & | Type s
Add T Abbate, Adam (wf [06/02/2009] #uauuusgm Grade 01 Student
Show: Relationships - Teachers - Team Members
Example of adding People with Relationship Links
Displaying 8 Relaticnships for Abbate, Adam. Back to Results
Add Al |L@m If a user clicks the Relationship
- - link, all people with census
| Add | N e relationships to the individual
Add | | Abbate, James (M) [05TI®<RQ01] will display. Users can click
~<| <Add> or <Add all> to include
ebatemRatac LI [10/75/1908] sndivi ; ;
Add ; individuals in the filter.
Add Abbate, Sharon (F) Wother=on (uardian)
Add Abbate Teresa (F) [05/M1272002] Brother/Sister
Add Abbate, William (1) Father/Zon (Guardian)
Example of adding People with Roster Links
Dizplaying 5 Teachers for Abbate, Adam. Back to Results
4 | Course/Section _ | Start . | End 4 | Teacher
MI Person * | Infe T |Date T |Date T | Type
Admi Gail (F) . b [ Teach
| Add | "W - If a user clicks the teachers Eacher
Adkd Administrator, Training w1002/ 1 Iink, all staff connected to i | Primary
| the student through rosters Teacher
Add | Rasle Suth [0 ¥ will display. Users can click [ S
— . <add> or <add all> to o
endieldt, Laoree (K} - - .. - Timal
| Add | - include individuals in the T
aga | | Carillo, Alexander (M) [03/07/1998] q filter. 4 | Primary
T Teacher

13. Click Back to Results to search for additional people to add to the filter and to
view the list of Selected People.

58 © 2018 Custom Computer Specialists, Inc. All Rights Reserved Data EXpOft
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Selected People Remove All
Remove Abart, Marion (Staff) ~

Remove Abbott, Edna (Staff)
Remove Ahrens, Z (5taff)
Remove Aquilina, Joanne (Other)
Remove Barbien, Jim (Staff)
Remove Barry, Jeffrey (Other)

Remove Bravo, Lauren (Siu t)
Remove Brown, Katrina (Student)
Remove Connolly, Z (Staff)
Remove Goldman, Grace (Student)

Remove Goodwin, Philip (Other)

D . Cnmdirin Cuipean (Cibee

Save To: @® User Account

Folder:

O User Groups

Save

14. Repeat Steps 9-12 until all individuals have been added to the filter

15. Save To: This section allows the user to save the filter to his/her account or to
share with others.

a. Choosing <User Account> will save the filter for use by the creator only.

b. If the user has created at least one folder, they can select a folder within
his/her account. See the Folder section for more information.

c. Other options include sharing to any group listed. These are the Security
Groups to which the user belongs.

16. Click on the <Save> button.

Editing a Saved Selection Editor Filter

With a Selection Editor filter, whenever the list of students/people in the group needs to
be changed, the user must manually update the list in the Filter Designer.

1. Navigate to Ad Hoc Reporting > Filter Designer.

2. Inthe Saved Filters box, click on the filter to edit. (If saved to a group, click on
the + next to the group to expand the list.)

Data EXpOft © 2018 Custom Computer Specialists, Inc. All Rights Reserved 59
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Saved Filter Grade 6 Transfers

3, student 8th Grade Baseball Players
§2l student Activity

%_?{L person Census Staff email

% ““dentlfmﬂi:;e(s‘d_ Last Updated 12/12/2018 Last Run and
person Faculty (active)
; ; student Fieldwork permission LsstRun 127122018 4| Last Run By
Click on the filter, N » o
i Last Run By Administrator, Training indication in

then click on the ol "

. student Missing Household Phone Number the t00| When
<Edit> button. %_?{L curriculum teacher EE— an ad hoc

+ ¢F Admin Shared filters (saved to filter i
\ groups) are listed under the Hter s
User Group they are saved selected.

to. Click onthe +to
display the shared filters.

Query

Create

Search Edit Test Copy Delete Export

3. Click on the <Edit> button.
4. The filter will display. Edit the filter by adding or deleting students/people.
Example of Editing a Student Selection Editor

58 © 2018 Custom Computer Specialists, Inc. All Rights Reserved Data EXpOTt
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Selection Name: |M0diﬂed Boys Soccer Team - Fall

Short Description:|Mndiﬂed Boys "Flying Squirrels” Soccer Team

Long Description: Modified Soccer team (grades 7 & 8) coached by Sebastian Perez. Won Distric

Quick Search:

Active today:
Grade:

Name: | | (last name, first name)
All Students

07 Abbate, Teresa #6009287533
07 Aquilina, Michael #1236
07 Billadello, Steven #10799
07 Bosch, Zhijian #7784

07 Botway, Andrew #33187
07 Brown, Katrina #31738

07 Buscemi, Mark #21745

07 Butcher, Charles #6197

07 Cao, Nicole #27384

07 Chiang, Katelyn #12876
07 Chimenti, Susanna #14957
07 Cirillo, Emily #12293

07 Clayden, Jessica #26910
07 Condy, Catherine #4531
07 Conlisk, Alexandra #35141

-

—

Data Export

Selected Students

07 Billadello, Steven #10799

07 Butcher, Charles #6197

07 Aquilina, Michael #1236

07 Dorfman, Robert #14084

07 Dooley, William #566688

07 Fathi, Michael #9574

07 Kaplan, John #25820

07 Koga, Justin #25899

07 Klein, Zachary #20373

07 Lin, Gary #40365

07 Nee, Daniel #33678

07 Sanderson, Oscar #1010100031
08 Abbate, James #600927208
08 Baracks, Kenneth #3770

08 Burset, Michael A #32186

© 2018 Custom Computer Specialists, Inc. All Rights Reserved
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Example of Editing a Census/Staff Selection Editor

*Selection Name |School Climate Committee Members ‘

Short Descnptioﬂ'|hsl of school stakeholders who will review school climate

Long Description: List of school stakeholders who are part of the school climate survey commi +

People Search

Name

Filter

Include
Students Staff Other People

Search

Selected People Remove All

Remove Abart, Marion (Staff) Lo
Remove Abbott, Edna (Staff)

Remove Ahrens, Z (Staff)

Remove Aquilina, Joanne (Other)

Remove Barbien, Jim (Staff)

Remove Barry, Jeffrey (O

Remove Bravo, Lauren ( t)
Remove Brown, Katrina (Student
Remove Connolly, Z (Staff)

Remove Goldman, Grace (Student)

5. When done, click on the <Save> button.

Copy the Selection Editor Filter

Filters can be copied for a variety of reasons. If two filters are needed that are similar, a
copy can be made and then edited to reflect the different students/people. In addition,
filters can be copied so a user can keep the filter in their ‘User Account’ and then save the
copy to group to share with others. This ensures that their original filter will not be edited
by other users.

1. Navigate to Ad Hoc Reporting > Filter Designer.

2. Inthe Saved Filters box, click on the filter to copy. Any filter saved to a group
will display under the group name, click on the + next to the group to display all
the shared filters.

Click on the <Copy> button.

4. A notice will display that the filter has been copied. Click on the <OK> button.
Copies are always added to the User Account, regardless of source.
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Created copy named: Copy of Modified Boys Soccer Team - Fall

OK

5. Click on the copied filter, then click on the <Edit> button to make any changes
needed (i.e., new name, change the students in the list, share with other users).

Delete the Selection Editor Filter
1. Navigate to Ad Hoc Reporting > Filter Designer.

2. Inthe Saved Filters box, click on the filter to delete. Any filter saved to a group

will display under the group name, click on the + next to the group to display all
the shared filters.

3. Click on the <Delete> button.

4. A warning will display. Click on the <OK> button to delete the filter.
Searching Using the Selection Editor Filter

1. Navigate to Ad Hoc Reporting > Filter Designer.

2. Inthe Saved Filters box, click on the filter. (Any filter saved to a group will
display under the group name, click on the + next to the group to display all the
shared filters. Then select the filter needed.)

3. Click on the <Search> button at the bottom of the Saved Filters box. The people
included in the filter will display in the Search Results box in the Navigation

Pane.
Saved Filter sth Grade Baseball Players
Advanced Search !\ student 3th Grade Baseball Players
{9l student Activity This is a list of all the 8th graders wt
ﬁ person Census Staff email throughout Infinite Campus in order ti
Search Results: 10 {8, student Email Test It must be updated.
{2l person Faculty (active)
{2l student Fieldwork permission Last Updated 06/18/2018
)2 Baracks | Kenneth 22770 '3, student Grade 6 Transfers Last Run 12/12/2018
- \ R M student Missing Household Phone Number T e
08 Bauman , Wenxin #17503 @& curriculum teacher st Run By Administrator, Training
03 Belliveau , Michael #20225 E2 Adrmin
! ﬁ Create New
)2 Bencal , Taylor D #32569
)2 Boukas , Brian #24514 FUETTE
15 Buckley , Michael #23235 O Query Wizard
08 Burset, Michael A #32186 85*3'3'31“3" Editor
Pass-through SQL Que
)3 Caden , Peter #1410 g ¥
)% Callaghan , Justin #31699 A
08 Casey, Sean #43086

Edit || Test || Copy || Dekte
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Using the Selection Editor Filter

The power of filters is that they can be used on their own, as the search above, or in
conjunction with many of the pre-configured reports within Infinite Campus.

1. Go to Census > Reports > Mailing Labels
2. Chose the <Grade/Ad Hoc> radio button.

3. Inthe ‘Ad Hoc’ dropdown list, note that all the Filters the user has access to —
ones the user has created, as well as ones shared with the user — are available.
Choose the filter created above.

4. The Enrollment Effective date defaults to today’s date. This will eliminate any
students on the list that are not currently enrolled in the school.

5. Click the <Generate Report> button. A PDF of the report will appear. (With this
report, if a child has membership in two separate households two mailing labels
will print for that student — one with each address.)

6. Close the Print Preview without printing.

Lensus oy birn vate
Which students would you like to include in the report?

Census by School Boundan, O Grad
rade

Census Verification

Impact Aid Report

Missing Photo - Student ® Ad Hoc Filter | Girls Cheerleading team 2017

Mailing Labels Enrollment Effective Date [10/09/2017 |~ =&
Behavior Choose print options
Health Include Guardian's Name
Oinclude Salutation To Parent/Guardian of:
Attendance
Include Private Mailing Addresses
Scheduling Print the labels for
Fees ® Student O Household
Grading & Standards How would you like the report sorted?
® Name O City and Name O Zi
Medicaid Y P
Program Admin v

s — Generate Report

Many, though not all, of the Infinite Campus reports allow users to choose a filter to limit
the report output to only the students on that filter. Examine the individual reports to see
which ones allow this. This is a very powerful feature. For example, a user could find the
Behavior Incidents for a club, or run a Grades report only for a specific group, rather than
searching individually for each student.

Filters may be accessed from the Ad Hoc > Filter Designer page, or from
Search > Advanced Search (as shown below):
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e Search Campus Search
Search for a record being tracked in Campus by using search fields or by selecting a Saved Filter. If you have created a Saved Filter
the current (Example: A student filter cannot be applied to a Census Person Search).
‘ Student V‘ ‘You may search school-wide
Student Search Saved Filter
——]  Advanced Search Last Name {2l Base Student Filter
First Name —4%; Girls Cheerleading team 2017
Student Number B. Modified Boys Soccer Team - Fall
Search Results: 24 SSN 3, Modified Boys Soccer Team - November playoffs
Grade EA Nut allergies
Now viewing page 1 of 2 S fal students with GPA >88
n 2 s + ¢ Admin
. e StatelD
08 Abbate , James #600927208 3 m
erson
07 Aquilina , Michael #1236 Locker Number
03 Baracks , Kenneth #3770 Team v
Special Ed
07 Billadello , Steven #10799
Status V|
08 Buckley , Michael #23335 Setting v|
08 Burset , Michael A #32186 Disabilty -
Counselor

07 Butcher , Charles #6157
[ Students that you are Counseling

08 Chen , Stephen #491382 Effective Date: |10/06/2017

07 Dooley , Willam #66688 Eoic

Filters can be used to limit or shape reports found within each module (see the USING
THE FILTERS section of the manual);

Filters can also be used to create letters (See the
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LETTER DESIGNER & LETTER BUILDER section of this manual.), with Programs,
Requests, and many other items within Infinite Campus. The data the filter represents can
also be Exported to another type of program (for example, Microsoft Excel, or to a web
use using HTML or XML); or simply to a printed paper report.
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QUERY WIZARD

Creating a Query Wizard Filter

The Query Wizard is used to create a filter when the Infinite Campus system criteria can
be used to choose the information (i.e., all the students with a peanut allergy, all the
courses in the English department). Entering criteria in the pertinent fields will
automatically filter (or choose) the information. Every time the filter is executed, it will
return the current data in the query’s fields. In addition, unlike the Selection Filter, a
Query Filter will return all the fields chosen, so it can be used to create custom reports.
This filter can be exported out of Infinite Campus into other programs (i.e., Excel) to be
further utilized. (See the Exporting Filters section of the manual).

The data returned will be from the school and calendar selected in the Infinite Campus
toolbar unless a calendar or calendars are chosen.

Year | 18-19 +|  School |Darin Middle School |

Meaning: Any Query Wizard filter can be applied to any school and calendar year. This
makes the Query Wizard much more powerful than the Selection Editor. The user is able
to choose which calendar, or choose multiple calendars.

Which calendar(s) would you like to include in the report?
@ active year
C list by schoal
D list by vear

18-19
13-19 Darin Middle Schoal

18-19 Love Elementary
18-19 Rydell High Schoaol
18-19 Westdale Middle School

CTRL-click or SHIFT-click to select multiple

Starting a New Query Filter
1. Select the school in the Infinite Campus Toolbar.
2. Navigate to Ad Hoc Reporting > Filter Designer.

Query Wizard © 2018 Custom Computer Specialists, Inc. All Rights Reserved 17
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Create a New Filter by clicking on the <Query Wizard> button.

4. Filter Data Type — select the radio button for the type of data needed. Filters and
reports can be created using Student, Census/Staff, or Course/Section information.

Choose the Data
Type for the filter
(or report).

Filter Type / \Dala Type

Create New

o Query Wizard o Student
Selection Editor Census/Staff
Pass-through S0OL Query Course/Section

Create

5. Click on the <Create> button to continue. Note that the <Create> button is
unavailable until both the Filter Type and the Data Type have been selected.

6. Type the Query Name of the filter. To be useful later, this name should be
descriptive of the data listed (i.e., Free/Reduced Lunch, Students with Unexcused
Absences). A name must be entered before a filter can be executed.

7. Type a Short Description, if desired. This will be the ‘tool tip’ that is seen when
the mouse is moved over the filter name in the Saved Filters list.

8. Type a Long Description, if desired. Click on the + to expand the text box. This
description will display when the filter is selected from Saved Filters list. Click
the — (minus symbol) to collapse the text box.

*Query Name |Student Academic Programs

Short Description: Lﬂctive students by Academic Program |

Long Description: |Active students assigned to specific academic programs with documentation ‘ =

The Short Description
appears as a ‘tooltip’ mden.s with GPA >88

Whe n the fl |te I name iS Students with GPA's greater than 88 for National Junior Honor Saciety consideration. Students on this list
should be sent documentation to complete so that they may be considered for admission to NJHS
touched by the mouse.

t Updated 10/09/2017
3, ‘person Robert Lobit Gourse Meeting
[3, person School Climate Committee Mem Create New

EPPPR ¢

| student Student Academic Programs .
_ G Fiter Tpe ata Type The Long Description shows
O Query Wizard O stuent here with the filter name when
selected in the Saved Filters
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Choosing Data Fields for the Filter or Report.

Infinite Campus organizes the Ad Hoc database information into ‘Views.” These consist
of fields from different tables connected (joined) into definable groups. These views will
be broken into Categories in the All Fields box. (The categories and fields shown will
depend on the Filter Data Type selected, and the user’s tool rights. The ‘Students’ Data
Type will offer different field options than the ‘Courses’ Data Type.)

Categories & fields
when using Student
Data Type
Categories and fields
. when using
Select categories & fields - -
/Staff Categories and fields
Census/Staff Data :
Filter By |:| Search Clear h
Al Field Type when using
1elds
s sae Courses Data Type
+-- €3 Demographics
+/- €2 School Boundaries Sel ‘es & field
+|- 23 School Calendar QEECETE elds
+- 3 School .
¥ ¥l District Fiter By | Search | Clear Select categories & fields
+|- %2 Learner All Fields
+]- €3] Counselor Filter By |:| Search Clear
+] - ¢3 Learner Planning +- €3/ Person All Fields
+]- €3 Census +|- €3 Demographics
+- €3 Health +- €3 Census + - €3 Course
+- €3 Medicaid +|- &3 Staff + - £3 Course Information
+|- &3 Behavior +- €3] Meetings + 43 Section Information
+ & :nendance‘ 4¢3 FRAM + - €3 School Calendar
¥
i Gf::isr;'"e" 4. ¢3 Point-of-Sale + 43 Sehool
+- €3] Learner Portfolio +- €3 Campus Usage ¥ 421 District

9. Click on the + next to the view name to display the fields included in that view.

10. Click the field holding the data needed in the filter. It will place the field in the
Selected Fields box. (The field ‘lastName’ holds that data.)

Select categories & fields

Filter By |:| Search Clear

All Fields Selected Fields
~ student firstName

#)- €3/ Student student lastName
+- £3 Demographics activeEnrollment.startDate
+/- 22! School Boundaries
+- 231 School Calendar
+/- 22 School
£l 8 District If the user clicks the
-] 43 Learner

startDate field it will
appear in the Selected
Fields box.

= £3 Active Enroliment
—|-- 3 Core elements
enrollmentlD
personlD
calendarlD
structurelD

grade
serviceType
active

classRankjfclude
startDate
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Finding Data Fields

Finding the fields that hold the data is the hardest part of using Ad Hoc effectively. The
Filter By option offers a powerful tool to search for needed fields.

1. Using the Filter By box:
a. Type the desire field name in the Filter By box.
b. Click the <Search> button.

c. The system will display all the Views that have fields with a match to the
field name.

Select categories & fields

Filter By Clear

All Fields

+ - 4% Student

<3 School

<3 Learner

<3 Learner Planning
<3 Learner Portfolio

+- [+ [ [#

d. Click on the + to expand the View and see the searched field.

Select categories & fields

Filter By Search Clear

All Fields

+ €3 Student
+ - 42 School
= &3 Learner
<% Active Enrollment
<2 All Enroliments
<3 EL
< Programs/Flags
districtlD
personlD
program|D

i-[F-FH =

name
programDescription
code

active

e. To add the field to the filter, click on the field name. It will display in the
Selected Fields box.

f. To clear the Filter By box and enter a different search (or display original
Views), click on the <Clear> button and repeat steps above.

2. Toremove fields from the Selected Fields box:
a. Click on the field name in the Selected Fields box.

b. Click on the left arrow between the boxes. The highlighted field is removed
from the Selected Fields box.
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Infinite &{ .
Campus

Field Selection = Filter Parameters > Qutput Formatting > Grouping and Aggregation

*Query Name

\Studenl Academic Programs

Short Description L‘i\ctive students by Academic Program

Long Description: Active students assigned to specific academic programs with docum

Select categories & fields

Filter By I:l Search

All Fields

Clear

Clicking on a
field name will

- 43 Student

- 23 Demographics
personiD
statelD
otherlD
additional D
studentNumber
personGUID
identitylD
effectiveDate
lastName
firstName
middleName

input the field in
the Selected
Fields box.

To remove a field from the
Selected Fields box, click
on a field name, then click
on the left arrow.

Selected Fields /

student.firstName
student.lastName
student.active Today
student.gender
student.grade
spProgram.name
spProgram.programDescription
spProgram flagged
spProgram.diplomaType
spProgram.startDate

J spProgram.endDate

3. Repeat steps until all of the fields need for the Filter have been added.

a. Select the fields that hold the data required.
b. A filter may also need data to allow criteria to be limited in the filter or

report: to a specific grade level, school or year, course or assessment.

c. Since this filter will also be used to create a report, be certain to have
collected any fields needed to display on the report.

Insert Functions

In addition to selecting fields, functions can be added to a filter, which allows logic to be

applied to the field columns.

Oy O O s

+

<2 Meetings

<3 Meeting Purpose Count
i3 Meeting Outcome Count
43 Campus Usage

“# FRAM

¥ Custom Tabh: AIS

<3 Custom Tab: Community Service
<3 Custom Tab: Computer Permission
<& Custom Tab: ExtraCurricular

< Point-of-Sale

———)p | Add Function

1. Navigate to Ad Hoc Reporting > Filter Designer.

2. Click the <Add Function> button below the data fields. The Function Editor will

appear.

3. Name the function. This will be the header for the field column.

Query Wizard
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4. Select the function from the dropdown list.

a. Constant: allows outputting a new column that is not based on any field
selection. This will output a constant value entered for every record (i.e., a
“yes/no” field on a permission slip check off list for a trip.)

i. Select ‘Constant’ from the ‘Function’ drop down.
ii. Enter “Yes No” the Constant Value field.
iii. Click <Add>.

Function Editor x

The Function Editor allows the application of legic to columns that are output when the Ad Hoc Data Export tool is utilized. A
constant function allows outputting a new column that is not based on any field selection - this will output the Constant Value
entered for every record returned. The Concatenate function allows appending selected fields. The Coalesce function allows
for returning alternate results ifthe first field would return a null. Both Concatenate and Coalesce will apply logic in the order
the parameters are selected.

‘Name:
“Function:
Constant value es Mol Add “*

iv. The Constant Value added will appear in the Parameters box.

Nome:
*Function:

Constant value: L ]| A«

Filter By Search Clear
All Fields:

+]- <» Student

<» Demographics

<> School Boundaries
<» School Calendar
<> School Parameters

< District Yes  No

v. Click <Save> to save function.

e

vi. Click <Save & Test> to view results in a separate window.

Trip to Washington DC Permissions Total Records: 12
Simple HTML table

Qe

FUNCTION.LASTNAMEFIRST « GENDER ' COURSE NAME ' FUNCTION.YESHO v
Adele, Anjeli F uUs Government Yes No

Gymer, Zoey F US History A Yes  MNo

Hobusch, Fenn M US Government Yes  MNo

b. Coalesce: allows for returning alternate results if the first field would
return a null (i.e., If the home phone number field is null, look at the cell
phone number, then work number.) Coalesce applies logic in the order of
the parameters selected.

i. Name the function Telephone number. The User would like a list
of telephone contacts for the students on the Washington DC trip.
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ii. Select ‘Coalesce’ from the ‘Function’ dropdown list.

iili. Add No Telephone to the Constant value field.

Function Editor

The Function Editor allows the application of logic to columns that are output when the Ad Hoc Data Export tool is utilized. A

constant function allows outputting a new column that is not based on any field selection - this will output the Constant Value
entered for every record returned. The Concatenate function allows appending selected fields. The Coalesce function allows
for returning alternate results ifthe first field would return a null. Both Concatenate and Coalesce will apply logic in the order
the parameters are selected.

Infinite &{ .
Campus

*Name: gllck On <A|dd> .‘thNad(-jI-tTe h
onstant value of No Telephone
*Function: Coal " . .
e - if no value is returned.
Constantvalue: Add
FiterBy[ | Search | Clear Click on homePhone, cellPhone, and
s ——— — | workPhone from All Fields to add them to
%} < Student Contacts the Parameters column. This will be the
FomePone / order that the function searches for results
workPhone ~ '
Farameters:
cellPhone pcontacthomePhone W
pager pcontact.cellPhone
email

iv. Click <Save> to save function.

pcontact workPhone

v. Click <Save & Test> to view results in a separate window.

Trip to Washington DC Permissions Total Records: 12
Simple HTML table

a:.. @E'-“""=:=
FU;ICTIOH.LASTIMMEFIRST - . ~ GENDER ~ COURSE NAME FUNCTION.TELEPHOMEHUMBER
Adele, Anjeli F US Government (888)555-5000
Gymer, Zoey F US History A (999)555-9000
c. Concatenate: appends selected fields (i.e., rather than a column ToTfiTst
name and a column for last name, concatenate the fields to have the first
name and last name in one column). Concatenate applies logic in the order
of the parameters selected.
i. Name the function Name.
ii. Select ‘Concatenate’ from the ‘Function’ dropdown list.
iii. Add (comma space) to the Constant value field to separate last
and first names.
Query Wizard © 2018 Custom Computer Specialists, Inc. All Rights Reserved 23
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Function Editor

Infinite &{ .
Campus

The Function Editor allows the application of logic to columns that are ocutput when the Ad Hoc Data Export tool is utilized. A constant
function allows outputting a new column that is not based on any field selection - this will output the Constant Value entered for every
record refurned. The Concatenate function allows appending selected fields. The Cealesce function allows for retuming altemate
results if the first field would return a null. Both Concatenate and Cealesce will apply logic in the order the parameters are selected

*Mame Name

*Function: Concatenate v

Constant value:

Filter By
All Fields

| Search | Clear | \

| Add

[+]-- 2 Student

personiD

[=]-- 3] Demographics

Constant value, t

Click on lastName, add the

firstName from the fields.

Adding a comma and a space to
the Constant value field
separates last and first name in
the Parameters field.

Parametes®
hen the [tudgefastiame

identitylD
ectiveDate

lasthame

firstName

iv.

Click <Save> to save function.

student firstName

v. Click <Save & Test> to view results in a separate window.

FUNCTION.NAME

Jetson, Elroy M 01/01/2014 10
Jetson, Judy F 01/01/2013 1"
Rubble, Bam Bam M 01/01/2013 1
Smurf, Baby F 01/01/2002 12
d. Mathematical Functions (Add, Subtract, Multiply, Divide): These
functions can be performed on numerical fields and are generally used
with fees.

i. Name the function Total Due. The Field Trip to Washington DC
costs $650, but some students have already paid for a portion of
the trip.

ii. Select ‘Subtract’ from the ‘Function’ dropdown list.
iii. Select Summary.totalFees and Summary.totalPaid for the
Parameters. Note the order of fields in the parameters column.
iv. Click on <Save> to save the function.
24 © 2018 Custom Computer Specialists, Inc. All Rights Reserved
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Function Editor

Infinite (.~

Campus

The Function Editor allows the application of logicto columns that are output when the Ad Hoc Data Export tool is utilized. A
constant function allows outputting a new column that is not based on any field selection - this will output the Constant Value
entered for every record returned. The Concatenate function allows appending selected fields. The Coalesce function allows
for returning alternate results if the first field would return a null. Both Concatenate and Coalesce will apply logic in the order
the parameters are selected.

“Narme:
*Function: Subtract w

—

Constant value:

FilerByfee | Search Clear

Al Fields: Click on Summary.totalFees and
Summary.totalPaid from the

fields.

4 =¥ Student
+ &% School
= &3 Fee
+ - €2 Fee Detail

- €3 Fee Summary
personlD
calendarlD

Parameters:

eeSummarytotalFees
eeSummary.totalPaid

Trip to Washi

endYear
studentFeeMax
feeCount
totalFees
totalPaid

v. Click on <Save & Test> to view the results in a separate window.

ngton DC Permissions Total Records: 12

Simple HTML table

& E

FUNCTION.LASTNAMEFIRST

~  GENDER ~ COURSE NAME *+ FUNCTION.TELEPHONENUMBER v FUNCTION.YESNO

Adele. Anjeli F US Government (888)555-8000 Yes No
Gymer, Zoey F US History A (999)555-9000 Yes No
Hobusch, Fenn M US Government No TE\ED"OHE Yes No
e. Record Count, Distinct count, MIN, MAX, SUM, AVG: These
functions can be used to determine minimum, maximum, sum, and
average counts as well as record and distinct counts in fields (i.e., class
size)
i. Name the function Average. The user would like to know the
average number of students in each course.
ii. Select ‘AVG’ from the ‘Function’ dropdown list.
iii. Select rosters.studentCount from All Fields so that it appears in the
parameters column.
iv. Click on <Save>.
v. Click on <Save & Test> to view the results.
Query Wizard © 2018 Custom Computer Specialists, Inc. All Rights Reserved 25
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Function Editor x

The Function Editor allows the application of logic to columns that are cutput when the Ad Hoc Data Export tool is utilized. A
constant function allows outputting a new column that is not based on any field selection - this will output the Constant Value
entered for every record returned. The Concatenate function allews appending selected fields. The Coalesce function allows for
returning alternate results if the first fisld would return a null. Both Concatenate and Coalesce will apply logic in the order the
parameters are selected.

“Nams: [Average class size |
*Function: ANG "
Constant value: [ | | Add

Click on studentCount in the All
Filter Byl:l Search Clear Flelds WIndOW

All Figlds: ’

+- 23 Roster Verification
+1- 23 Roster Verification Totals
= ¥ Roster Summary
sectioniD
triall Parameters:

calendarll rosters.studentCount
studentCount

maleStudentCount
femaleStudentCount

5. Add additional functions as necessary. Saved functions will appear in the Selected
Fields column of the Field Selection screen.

Ad Hoc Query Wizard - Field Selection

Select fields to use for creating a fiter for which logic and output formatting may be applied. Click a field within the All Fields window, or 1
sequence the fields in the order selected; however, the sequence can be changed on the Output Formatting screen. At least one field mu

Field Selection = Fiter Parameters = Output Formatting = Grouping and Aggregation

*Query Name:  [Courses and class size data

Short Description: |

Long Description:

Select categories & fields

Fitter By |:| Search Clear

All Fields Selected Fields
courselnfo.courselame
courselnfo.courseNumber

- x# Course

+-- 23 Course Information courseln fo.depatmentName

+]-- £3 Section Information function.Average class size

¥ 2¥ School Calendar function.Minimum size

4 &3 School function Maximum size

= &3 Disgtrict function Total students in course

6. Functions can be edited by clicking on the function in the Selected Fields column
and selecting the <Edit Function>. Users will be redirected to the Function Editor
screen to make changes.

26 © 2018 Custom Computer Specialists, Inc. All Rights Reserved Query Wizard
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Select categories & fields

Fitter By |:| Search Clear

All Fields Selected Fields

courselnfo.courselame
+- 53 Course courselnfo.courseNumber
+- ¢3 Course Information courselnfo.departmentlame
+- = Section Information function.Average class size
+- 23 School Calendar function.Minimum size
+. ©3 School function Maximum size
.. w3 District function. Total students in course
«
Add Function Edit Function

7. Functions can be removed from the query by clicking on the function in the
Selected Fields column of the Function Editor and clicking on the left arrow.
Click <Save> to save the edited query.

Select categories & fields

Filter By l:l Search Clear

All Figlds Selected Fields

courselnfo.courselame
+- 23 Course courseinfo.courseNumber
+- 2 Course Information courselnfo.departmentName
+- x2 Section Information function Average class size
+- 23 School Calendar function.Minimum size
+- ©3 School function.Maximum size
+]- 23] District thaI students in course
-—
Add Function Edit Function

8. Once all of the fields that are required have been selected, continue to create the
filter by clicking the <Next> button at the bottom of the page. This will take the
user to the page where criteria and operators for the filter can be selected (see the
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9. Adding Criteria to an Ad Hoc Filter section of the manual).

Saving a Query Filter

A user can save filters to use or edit later. Infinite Campus allows users to save filters to
their User Account for private use, or to share filters with co-workers by saving to a User
Group to ensure all members of the group are using the same information criteria.

1. Set the Pop-up Blocker to ‘Always allow pop-ups from this site’ as ‘test. Reports
will display as pop-ups.

Clicking the <Save> button will save the filter with the name the user gave it.

Saving changes to a filter will overwrite the previous version, even if the name of
the filter is changed first.

4. To see the results of a query, click on the <Save & Test> button (this function
will both save the filter and run a test).

Edit the Query Wizard Filter
1. Navigate to Ad Hoc Reporting > Filter Designer.

2. Inthe Saved Filters box, click on a filter to edit. Filters saved to a group will
display under the group name. Click on the + next to the group will display shared
filters.

3. Click on the <Edit> button.

Saved Filter

+ O] Meeting fiters

j§ student 8th Grade Baseball Players

j§ person Climate Committes Members

_Z% student Copy of 8th Grade Baseball Players
%_)!} curriculum Course Info to check

g_}L student dropped classes

%A person Faculty (active)

%_1L student Fieldwork permissicn

3, student Grade & Transfers

ﬁ curriculum List of Courses

%_}& student Missing Househeld Phone Number
%_J& curriculum Pollack List of Courses

3, student Report list to print

o 2, student Studeni_Flags

§_1L curriculum teacher

Click on the filter, + ¢ Admin Shared filters (saved to groups)

then click on the are listed under the User Group
<Edit> button. they are saved to. Click on the
\ + to display the shared filters.

Search || Edit || Test | Copy || Delete || Export

4. The filter will display. Edit the filter by adding or deleting fields and changing
the filters (refer to Choosing Data Fields for the Filter or Report.)

5. Click on the <Save> or <Save & Test> button.
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Copy the Query Wizard Filter

Filters can be copied for a variety of reasons. If two filters are needed that are similar, a
copy can be made and then edited to reflect the different information needed. In addition,
filters can be copied so a user can keep the filter in their ‘User Account’ and then copy it
to share with others (ensuring that their original filter will not be edited by other users).

1. Navigate to Ad Hoc Reporting > Filter Designer.

2. Inthe Saved Filters box, click on the filter to copy. Any filter saved to a group
will display under the group name — click on the + next to the group to display all
the shared filters.

3. Click on the <Copy> button.
4. A notice will display that the filter has been copied. Click on the <OK> button.

Created copy named: Copy of Students with GPA =88

5. Click on the copied filter, then click on the <Edit> button to make any changes
needed (i.e., new name, change filter, share with other users).

&5 Special Note:

Users wishing to share a filter should first save it to their user account, and then use
the copy feature to save it with a new name to a User Group. Anyone in a User
Group can change or delete filters within the Group. Filters can be lost!
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Adding Criteria to an Ad Hoc Filter
Set the ‘Operators’ and Values of the filter to get only the specific information needed.
To continue, be certain the Filter the data screen is visible (an example is shown below.)

Filter the data

ID *Field Operator Value
> 1 | studentfirstame A v
» 2 | student.lastName A v
“Values’ are open -ended,
< 3 | raster stariDate v M entered by the user.
». 4 | roster.endDate v v /
}(_ 3 | courseSection.courseMame ¥ || CONTAINS ¥ | |science
* B | courseSection.sectionMumber ¥ A Operators are
7 | student.studentlumber A v limited FO ones that
work with the
» 8 | student.grade ¥|l= ¥ |l field’s data type. w
% 9 | student activeToday v | =TRUE /

On this screen, criteria are added to the filter. Use Operators to define how to compare
the data in the tables to the Values identified here.

To compare data to values, a user needs know which data types are being pulled from
Infinite Campus. To see the data currently used in the filter, use the <Save & Test>
button to run the filter. It is strongly suggested that this is done before adding anything to
the criteria.

&5 Special Note:

Be certain to have a NAME in the Query Name field or the system cannot save the
filter. If the popup blocker resets the system and the filter was not saved first, the
filter will have to be rebuilt!

If the filter was successful, look closely at the data returned to understand the format
needed to compare the values of the data. Be knowledgeable of the data types.

Birthdate (and any date in Infinite Campus) is in the form of MM/DD/YYYY; If using a
date, there are date-based operators available.

Grade in Infinite Campus is a text field, so “7” or ‘07’ are not the same. Text will sort
differently than numbers so that 1 is followed by 10, 11, 12 to 19, etc. before finding 2,
then 21, 22, 23, etc.

Gender: To look for all of the boys in a school, criteria would need to match ‘M’ (not
‘Male,” and not ‘Boys’ or ‘B’)!
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Active Today: Look how the system returns data for the activeToday field. The answers
are either 1 or 0. This is an example of a Logical data field, meaning the data has only
two possible answers, as in it either ‘is’ or it ‘isn’t’.) It is also known as a ‘True/False’ or
“Yes/No’ question. If the answer is “True’ the field has a ‘1°, and ‘False’ returns ‘0.

&S Special Note:

It is also important to understand that a field with a ‘zero’ in it is NOT an empty
field. An empty field returns no data. Empty fields are also called NULL fields.

1. Tofilter using a field, click on the dropdown button to choose the Operator.
Enter the filter data in the Value field. The system will only display the operator
allowed in each field (i.e., students with assigned grade levels will not display if
student.grade IS NULL).

2. Comparison Operators — math symbols: Although mathematical symbols are
used, the symbols match the data versus the value chosen. These symbols work
with Text, Integers and Date fields. Operators include:

e Equal (=) results in an exact match of value entered (i.e., gender = M - will
display all the males)

e Unequal (< >) results are not equal to the value entered (i.e., grade <> 07 -
will display all students not in 7th grade)

e Greater than (>) returns values greater than the one entered (i.e.,
student.age > 17 - will display all students older than 17)

e Greater than or equal to (>=) returns values greater than the one entered
(i.e., student.age >= 18 - will display all students 18 or older)

e Less than (<) returns values less than the one entered (i.e., student.age < 12
- will display all students under 12 years of age)

e Less than or equal to (<=) returns values less than or equal to the one
entered (i.e., student.age <= 12 - will display all students 12 years of age or
less)

e IN/NOT IN allows for a number of non-sequential data to be gathered. (i.e.,
grade IN 01,03 - will display all students who are in the 1% or 3" grade,
grade NOT IN 01,03 - will display all students who are not in the 1% or 3™
grade). Values must be separated with a comma but no spaces.

e BETWEEN resets the value area to allow placement of a two inclusive
amounts to test the data.

e IS NULL/IS NOT NULL allows the user to look for fields that are blank
or not blank (i.e., birthdate 1S NULL - will display all students who do not
have a birthdate entered.) When using IS NULL or IS NOT NULL, the
user cannot input data in the value area.
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&S Special Note:

Not all operators are available on all data types.

Text fields allow the use of comparison of values using LIKE and NOT LIKE,
SOUNDS LIKE, CONTAINS, and ENDS WITH.

Date fields offer added operators to test what month is contained in a date by using
IN THE MONTH OF and a value. Dates also IS TODAY, IS YESTERDAY, or IS
TOMORROW to designate a value to test data against a current date.

Integers do not allow use of the LIKE types of operators.

3. Comparison Operators — using LIKE operators:
o LIKE allows the user to enter wildcards:

o % does not need to be entered if needed both before and after
the pertinent word (i.e., healthCondition.userWarning LIKE
%nut%). The system will assume both wildcards if ‘LIKE’ is
used without a wildcard (i.e., healthCondition.userWarning
LIKE nut - will display all students who have a program user
warning that has the word ‘nut’ in it — for example ‘allergic to
peanuts, ‘peanut allergy’, ‘nuts’).

o _ (underscore) - used as a single character wildcard, this is
used to put a wildcard for one or more characters (i.e.,

o [](token) — used to allow a range of possible characters (i.e.,
Lastname LIKE L[ae]% - will display all students whose last
name starts with la or le).

o Lastname LIKE sm_th - will display all students whose last
name is ‘smith’, ‘smyth’, ‘smath’, etc.). It can be used multiple
times as well (i.e., Lastname LIKE smi_ _ will display all the
students whose last name is smiaa, smiab, etc).

o [™] (negative token) — the opposite of token (i.e., Lastname
LIKE L["ae]% - will display all students whose last name does
not start with la or le).

&5 Special Note:

The values are not case sensitive, but to use a Wildcard, the ‘Like’ operator must be used.
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To filter only the . Vatue
4 students with active — ] ‘
enrollments, use
1 student.activeToday = - |
3 trﬂe ' y= <l This report is filtering only
' H th th
v | the active 7" and 8"grade
e N ‘ male students who enrolled
student grade ~ ~ -
X ’ U or, 08 in Art department classes
x 6 \sludem.acliveTuday ~ W TRUE v between July 1 and tOday
)(_ 7 ‘cnurseSectmn courseNumber v‘ v“
)(_ 8 ‘cnurseSectmn courseName v‘ | \’H ‘
x 9 [ courseSection departmentName | CONTAINS vHAn ‘
by 10/ function.Student Name <] v“ ‘
x 11 [ student startDate ~| [BETWEEN ~|[DATE ~Jo7i0112017 | THROUGH [ TODAY v

4. Entering a Logical Expression is optional. This field allows the user to
incorporate OR, AND, and NOT conditions between fields within a filter. The
example below returns a list of active 7" and 8" grade male students enrolled in
art classes and active 9" grade female students enrolled in art classes.

ID *Field Operator Value
* 1 [student.lastName [~ M
w 2 | student firstName M Y
x 3 [ student.studentNumber M ]
x 4 |student.gender v‘ |: v‘ M
x 5 [student.grade ~] [IN ~|p7, 08
x 6 [student activeToday ~| [=TRUE |
x 7 | courseSection.courseNumber | | VH:
% 8 |courseSection.courseName  ~| | Y
x 9 | courseSection departmentName ~|[ CONTAINS ~|jart
* 10/ student.gender Y = ~|[F
be 11 [ student.grade Y] [= ~|[og
Add
Logical Expr {Optional):

|(6 and 9 and 4 and 5) or (6 and 9 and 10 and 11)

5. Click <Save & Test> to review output, then click the <Next> Button.

& Special Note:

Only fields assigned an operator can be included in logical expressions

Query Wizard
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Setting Order and Output Values for Ad Hoc Filter

The order in which the data fields are displayed may be important to the user.

Ad
wh

ditionally, the user may wish to confine the output, such gathering data on students
o are currently enrolled, but not displaying enrollment status field on the report. The

user may also want the report data based on the highest ranked value rather than
alphabetical reporting, as in the case of class rank lists. To achieve this, the user can use
the Output Formatting screen.

34

1. Format the output file/report — the report can be changed in several ways:

a. Output — The system will automatically print all fields selected on the
report. Uncheck the box for any field not needed on the report. For
example, the student.activeToday field is only needed to filter the active
students. It is not needed to print on the report. This box can be
unchecked.

b. Seq — The report will print the fields in the order they were entered (top to
bottom on the screen will print left to right on the report). The fields for
the report can be re-sequenced here, if needed. Type in the number (from
1-99999999) to re-sequence the report.

c. Sort— Each report has a default sort order (i.e., student reports will
automatically sort by last name). Type in the number (from 1-
9999999999) to re-sort the report. The report can be sorted using any (or
all) the fields including fields not printing although that is not
recommended.

d. Direction — For any of the sort fields, choose the direction needed.
Ascend will sort in alpha/numeric order (i.e., A-Z, 1-999) and Descend
will sort in reverse alpha/numeric order (i.e., Z-A, 999-1)

Format the output file/report The filter will display the sequenced numbered
columns first, then the listed order if not numbered.

[ Qutput distinct records

Field OutputSeq Sor‘tArec‘tion Column Header Alignment Formatting
student.lastName Z |Last name ~ |

student.firstName | | First name | Changing the
student.studentNumber o | RN | headers from
student.gender [4 Gender \ ~ the field name
student.grade 1 1 Ascend ~ |Grade ha \

_ to more reader
student.activeToday O | friendlv titles
courseSection.courseNumber [ \ | | v | y '
courseSection.courseName [Course | v |

Section.departmentName[] . . .
cotrsesecion.aeparmentiam %& Will not print the activeToday or I

other unchecked columns.
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Grouping and Aggregation
Data can also be grouped and specific aggregates/subtotals can be calculated for each
grouping.

1.
2.

Navigate to Ad Hoc Reporting > Filter Designer.

Create a new filter adding appropriate fields, functions, and operators OR click
on a filter in the Saved Filter box, to edit.

Click on <Grouping and Aggregation> at the top of the in the main Field
Selection screen OR click on <Next> at the bottom of the screen.

Select fields to use for creating a fitter for which logic and output formatting may be applied. Click a field within the All Fields
sequence the fields in the order selected; however, the sequence can be changed on the Output Formatting screen. At least

Field Selection = Fitter Parameters = Cutput Formatting = Grouping and Aggregation

*Query Name: [Courses and class size data \

Short Description: |

Long Description: +

Select categories & fields

Filter By |:| Search Clear

All Figlds Selected Fields
courselnfo.courseMame
+- 23 Course courselnfo.courseNumber
+- 23 Course Information courselnfo.departmentame
1 =¥ Section Information function.Average class size
+- 3 School Calendar function.Minimum size
4 23 School function Maximum size

<. a3 District function. Total students in course

Select each field to include in each tier in the ‘Group By’ dropdown list to
determine which fields will be grouped into sections and allow the field to have
subtotals reported.

Determine how aggregate/sub-total data should be reported by selecting
ascending or descending in the ‘Group Order’ dropdown.

Select how the data fields selected should be aggregated/subtotaled from the
‘Aggregate Type’ dropdown list.

a. Record Count is the number of records for the field selected.

b. Distinct Count is the number of distinct record types for the field
selected.

c. MIN, MAX, AVG, and SUM allow the user to report the minimum value,
maximum value, average value, or sum of the values for the field.

Query Wizard © 2018 Custom Computer Specialists, Inc. All Rights Reserved 35



©

Custom Computer Specialists

Right People. Right Results.®

Infinite &{ .
Campus

Ad Hoc Query Wizard - Grouping and Aggregation

Use Grouping and Aggregation to place results into groups and/or perform calculations on the results. Aggregations will

Field Selecticn = Filter Parameters = Output Formatting » Grouping and Aggregation

*Query Name: |Cuur3&3 and class size data

Short Description: |

Long Description:

Group the data into sections that can have aggregates/sub-totals

\ Courses will be grouped by

department in ascending order

Grouping Group by Group Order
Tier 1 courselnfo.departmentdame . | Ascending ..
Tier 2 « | Ascending ..
Tier 3 . | Ascending ..
Tier 4 « | Ascending ..
Tier 5 . | Ascending ..

Aggregate/Sub Total by

Aggregate Type

courselnfo.courselame

- | [Record Count ., |

function.Total students in course .. | SUM

o

o

S

s

SaveTo: (8 user Account

Fulder:

O User Groups

Save Save & Test

—

and aggregated by course
name.

Total number of students
enrolled in departmental
courses will be reported.

7. Click <Save & Test> to view results. The results will be in HTML format and

may not be further sorted on the test page.

Search Using the Query Wizard Filter

36

1.
2.

Navigate to Ad Hoc Reporting > Filter Designer.

In the Saved Filters box, click on the desired filter. Any filter saved to a group
will display under the group name — click on the + next to the group to display all

the shared filters.

Click on the <Search> button. The information included in the filter will display
in the Search Results box in the outline.

© 2018 Custom Computer Specialists, Inc. All Rights Reserved
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Index Search

‘Student V‘

Advanced Search

Search Results: 12

08 Abbate , James #600927208
07 Abbate , Teresa #6009287533

09 Bandise , Michael #2409

Infinite &{ .
Campus

Ad Hoc Filter Designer

This wizard will walk you through the creation of a new filter.

Saved Filter

u student Base Student Filter

_:k student Girls Cheerleading team 2017

_k student Modified Boys Soccer Team - Fall

_k student Modified Boys Soccer Team - November playoffs
‘l student Nut allergies

_k person School Climate Committee Members

u student Students enrolled in Art Classes

u student Students enrolled in Art Classes 2

{2l student Students with GPA >88

+ ﬁi Admin

0& Baracks , Kenneth #3770

09 Bogart , Humphrey #111119
09 Bordonaro , Brittany #38394
07 Cirillo , Emily #12293
09 Dalal , Angela #34272

07 Fermo , James #3041

09 Mercury , Adam #65662
07 Smith , James #1610100001

Search Edit Test Copy Delete Export

09 Wenzel , Jillian #16582
Create a new Folder

Delete a Query Wizard filter
1. Navigate to Ad Hoc Reporting > Filter Designer.

2. Inthe Saved Filters box, click on the filter to delete. Any filter saved to a group
will display under the group name — click on the + next to the group to display all
the shared filters.

Click on the <Delete> button.
4. A warning will display. Click on the <OK> button to delete the filter.

Query Wizard Output

***Students in Danger of Failing Total Records: 108
Simple HTML table
@ Export to Exce @ Export to PDF

Drag a column header and drop it hers to group by that column
STUDENT.STUDENTNUMBER ~  STUDENT.LASTHAME ~  STUDENT.FIRSTNAME ~  STUDENT.GRADE
123751 Meurer Alisa 09
118733 Jochem Cynthia 09
123751 Meurer Alisa 09
171900005 Addams Wednesday 10
115208 Gymer Zoey 09

Users can manipulate and export Ad Hoc Query Wizard output in a multitude of ways, as
well as continue to utilize the options within the Ad Hoc module (such as Data Export,
etc.)

Query Wizard
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Exporting

Fedkek

Simple HTML table
@ Export to Excel @ Export to PDF

er of Failing Total Records: 108

up by that column

STUDENT.STUDENTNUMBER ~  STUDENT.LASTNAME ~  STUDENT.FIRSTNAME ~  STUDENT.GRADE ~
123751 Meurer Alisa 09
118735 Jochem Cynthia 09
123791 Meurer Alisa 09
171900005 Addams Wednesday 10
115298 Gymer Zoey 09

Export to Excel or to PDF directly from the output.

A A B C D
student studentNumber |student_|astName student_firstName student_grade
11 (120130 Kohler Blaine 09
12 121970 Ling Martin ‘09
13 (121970 Ling Martin 09
14 125128 Odeng Rune 09
15 125128 Odeng Rune 09
16 :125123 Odeng Rune 09
17 |127377 Rausch Dyre 09
18 127377 Rausch Dyre 09
19 :12?3?? Rausch Dyre 09
20 055460043 El-Khatib Issraa H. 09
21 127377 Rausch Dyre 09
aaaazaaa o ' LS "an

Sort the output ascending or descending:

~  STUDENT.LASTHAME

Sort Ascending

F Sort Descending
Ml Columns >

(¥ Filter >
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Remove viewing the output of the columns included:
~  STUDENT.LASTHAME ~  STUDENT.FIRSTHAME ~ §TL

Christopher 09

T Sort Descending

L S o falal
Il Columns > student_studentNumber
@ Filter > [V student_lastlame
Cutter Z‘ student_firstName
Cutter ] student_grade
Cutter Z‘ student_activeToday
ﬂ grading_termName
Young .
1~ grading_progressPercent
Young —
" grading_courselame
El-Khatib 7| compoundTermGPA_termi1GPAterm2GPA
El-Khatib ¥ function_ContactParent
El-Khaiib ] function_PhoneNumber

The user may filter the data directly from the output report:

~  STUDENT.ACTIVETODAY ~  GRADING.TERMNAME
= SortA di
&£  Sort Ascending Qi
F SortDescending
Ml columns » Q3
(¥) Filter *  Show items with value that:
. 1 Iz not null ~
1
And h
Iz equal to e

10

Query Wizard © 2018 Custom Computer Specialists, Inc. All Rights Reserved 39



Custom Computer Specialists !nflm te :’:. Py
Right People. Right Results.® Camp s

It is also possible to re-order your columns without sequencing by utilizing a “drag and drop”:

***Students in Danger of Failing Ti
Simple HTML table

g3 Exportto Excel || g Export to PDF

Drag a column header and drop it here to group by that column

STUDENT.LY 3 oiodent studentMumber TUDENTHUMBER... ~
Addams 171900005

Addams 171900005

If the user prefers a “Simple HTML Table”, click the link in the output report:
***Students in Danger of Failing Total Records: 108
|AII Records

student.studentNumber|student.lastName student.ﬁrstﬂame
103708 |Adams [Simon |
103708 [Adams [Simon |

& Special Note:

Users may still utilize all previous options for building of Ad Hocs and output
options.
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PASS-THROUGH SQL QUERY

Description

Users can return data by using a pass-through SQL query. A pass-through query uses
SQL language to gather information. Pass-through queries allow users to search data
using SQL functions. (A basic understanding of SQL and knowledge of Campus data
schema is helpful in using SQL Queries.)

Unless ‘All Schools’ is selected in the Campus Toolbar, only students and course
information from the selected calendar will be displayed in the query. Census/staff
information is not calendar-dependent.

Creating a Pass-Through Query

Once created and saved, a pass-through query can be used to generate reports. As SQL
queries may be difficult for users not versed in SQL language, sample pass-through
queries using SQL language are available for users in the Campus Community for
copying and pasting.

- For Census/Staff queries, see Documentation for Census/Staff SQL Queries in
Campus Community.

- For Course/Section queries, see Documentation for Course/Section SQL Queries in
Campus Community.

- For Student queries, see Documentation for Student SQL Queries in Campus
Community

Some of the above queries may require adjustment to obtain district specific results. The
articles above indicate which SQL queries require adjustment in the description.

Users should review documentation for Pass-through SQL Queries before creating an
SQL Query. To create a new filter:

1. Navigate to Ad Hoc Reporting > Filter Designer.
2. Under Filter Type, select <Pass-through SQL Query>.

3. Select Data Type. Options include Student, Census/Staff, and Course/Section.
Select <Student>. Click on <Create>. Enter the ‘Filter Name’.

4. Enter a Short and/or Long Description as needed to identify query.

5. Compose Pass-Through SQL Query using SQL language OR copy and paste SQL
language from Campus Community Documentation (See above for links to Campus
Community) as appropriate. “Box A” refers to the upper text box that contains the
SQL statement. “Box B” refers to the lower text box that specifies conditions of
returned results.

6. Click <Test Query> and review results in Test Query Results window. Click
<Save>.

Pass-Through SQL © 2018 Custom Computer Specialists, Inc. All Rights Reserved 41


https://content.infinitecampus.com/sis/latest/documentation/census-staff-pass-through-queries/
https://content.infinitecampus.com/sis/latest/documentation/census-staff-pass-through-queries/
https://content.infinitecampus.com/sis/latest/documentation/course-section-pass-through-queries/
https://content.infinitecampus.com/sis/latest/documentation/course-section-pass-through-queries/
https://content.infinitecampus.com/sis/latest/documentation/student-pass-through-queries/
https://content.infinitecampus.com/sis/latest/documentation/student-pass-through-queries/

Custom Computer Specialists
Right People. Right Results.®

©

Infinite &{ .
Campus

7. The saved query will appear in the Saved Filter window of the Ad Hoc Filter

Designer screen.

Sample SQL Query

Student Birthdays by Week

This query lists students who have a birthday during the current week (Monday through Sunday).

Box A
No text necessary
Box B

AND student.activeyear=1l

AND student.startdate<=getdate()
AND (student.enddate>=getdate ()
LND DATERDD( Year,

DATEPART [ Year, GETDATE())
student.birthdate)

EETWEEN dateadd (wk,datediff (wk,0,getdate()),0)
AND dateadd(wk,datediff (wk,0,getdate()),&)

Ad-Hoc Pass-through 5QL Query Editor

OR student.enddate is NU

- DATEPART | Year,

SQL language from Campus
Community Documentation
copied and pasted.

student .bi

Filter Mame: |StudentEli|'thdaYS by week

Short Description:lThis query lists students who have a bithday during the curr%tweek (Monday through Sunday).

Long Description:

Create a Student Pass-through Query

Test Qyery Results

SELECT DISTINCT student personiD
FROM student

WHERE 1=1 AND student calendar!D = <selected Calefldar=
AND student end'Year = <selected Year=
AND student structure!D = <selected Schedule>

AMD (student.enddate==getdate() OR
student.gnddate is MULL)

AND DATEADD( Year,

DATEPART( Year, GETDATE()) - DATEPART( Yea,
student pithdate),

student pithdate)

BETWEEN dateadd(wk datedifitwk,0.getdate()).0) v
AND dateadd(wk, datediffiwk,0,getdate()),6)

Save To: ® User Account

Folder:| / ~

@] User Groups

TestQuery | Save

student.activeyear=1 ~
student.startdate<=getdate ()
D (3tudent.enddate>=getdate() OR student.endd
D DATEADD({ Year,
DATEPART{ Year, GETDATE()) - DATEPART( Year, st
student.birthdate)
BETWEEN dateadd (wk,datediff (wk,0,getdate()},0)
AND dateadd (wk,datediff (wk,0,getdate()), &)

10 Diedrich, Sorcha#110208
12 Paris, Lianne# 125668

12 Scherff, Vanessa# 128665
12 Schulte, Babs#130345

11 Schwab, Aneria#130405
12 Spaadt, Kara#131721

12 Wendtland, Eddie#135761
12 Winterton, Marius#136576
12 Yell, Jay#137127

12 Zeis, Steede# 137241

08 Perez, Sebastian#1817170001

£ >

\

SQL Query results

8. Copying and pasting from word processing programs is NOT recommended.

42
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ORGANIZE THE FILTERS

Creating Folders
1. Navigate to Ad Hoc Reporting > Filter Designer.
2. Click the button named <Create a new Folder>.

Search || Edit || Test || Copy || Delete | Export

Create a new Folder

3. Type a descriptive name in the ‘Folder Name’ box, and click <Save>.

L4, STUCENT NUT Allergies
‘1. person School Climate Committee Members

' Create a new folder x

= Parent Folder;| (No Parent) -
< Folder Name: |School Sports Teams 201T|

Save Cancel

Creating Nested Folders

1. If any previously created folders exist and the user wants a folder ‘nested’ inside
the other folder, the user can create a new folder, and select the other folder in the
‘Parent Folder’ dropdown list. (If this is the user’s first folder, the dropdown will
be empty.)

2. Click <Save>.
Placing Filters in Folders

The easiest way to put already created filters into a folder is to drag and drop the filter
into the folder.

1. Select a previously created filter by clicking on it, and hold the mouse key.

2. Drag the filter to one of the new folders. Letting go of the filter will drop it in the
folder.

Confirm the selection by clicking <OK> on the resulting dialogue box.

4. Note the Filter is now ‘within’ the folder. It can be dragged back out of the folder
the same way.

A folder may be placed within an existing folder by editing the folder.
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Saved Filter

SE School Sports Teams 2017

_q% student Girls Cheerleading team 2017
_]% student Modified Boys Soccer Team - Fall
_}% student Modified Boys Soccer Team - November
u student Base Student Filter
H student Nut allergies
_:k person School Climate Committee Members
ﬂ student Student Academic Program Services
EA student Students enrolled in Art Classes

Editing, Renaming, or Moving Folders
Folders can be renamed or the title edited:

1. Simply select the folder by clicking it once. Note the <Edit> and the <Delete>
buttons at the bottom of the Saved Filters window are now available.

2. Click the <Edit> button.
3. Highlight the Folder name, and re-type the new name in the field.
4. Click <Save>.

While Editing a Folder, it is also easy to move it by editing its location, if at least two
folders exist:

1. Click the folder once. Again, Note the <Edit> and the <Delete> buttons at the
bottom of the Saved Filters window are now available.

2. Click <Edit> and open the Parent Folder drop list. All other folders in the Saved
Filters window will be on the list.

3. Select a folder, and click <Save>. The folder will now be located within the other
folder.

Deleting Folders

If there is a filter within a folder, the filter must be moved or deleted before the system
will allow the folder to be deleted. Once the filter has been moved, deleting a folder is
simple:

1. Click the folder once. The <Delete> button at the bottom of the Saved Filters
window is now available.

2. Click <Delete>. Click <OK> in the dialog box to confirm the deletion of the
folder.

3. The folder is deleted.
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USING THE FILTERS

Description

The filters can be used to search for the information (i.e., students) or run reports based
on filtered information.

Search Using the Filters
1. Navigate to Search tab.

2. Choose the correct Search criteria (i.e., Student, All People, Course/Section).
3. Click on the <Advanced Search> link.

Index Search

|Stu|:lent ~

Choose
Advanced
Search.

—_— Advanced Search

4. The system will display the search criteria and the Saved Filters box. Choose the
filter needed and double click or click on the <Search> button within the box.

Campus Search

Index Search
Search for a record being tracked in Campus by using search fields or by selecting a Saved Filter. If you have created
the current (Example: A student filter cannot be applied to a Census Person Search).
‘ Student "| You may search school-wide
Student Search Saved Filter
Advanced Search Last Name + (] School Sports Teams 2017

Search Results: 9

08 Abbate , James #6(
07 Aquilina , Michael #
0& Baum , Nicole #23735
08 Boukas , Brian #24814
02 Doran , David #32692
07 Sanderson ,
07 Sanderson ,

07 Sanderson ,

i 1010 )9
07 Sanderson , Gabriella #1010100014 [ st its that you are Counseling
Effective e: |10/09/2017

First Name t i Base Student Filter
Student Number

SSN EA Student Academic Program Services
EA Students enrolled in Art Classes

G.rade - ﬂ Students enrolled in Art Classes 2
208 Birth Date 2l students with GPA >88

Gender ~ = m Admin

StatelD

Person ID

Locker Number
Team ~
Special Ed

Status “ ‘
Setting - ‘

Search

5. The information included in the filter will display in the Search Results box in

the outline.

Using the Filters
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Note: Only the pertinent filters will display. For example, only Student filters will
display when choosing to Search: Student, only Course/Section filters will display when
choosing to Search: Course/Section.

Use the Filter in a Report

Filters can be used to limit the information printing on Infinite Campus’ canned reports
(i.e., run labels only for the Free Lunch students (Census > Reports > Mailing Labels),
look for failing grades (Grading & Standards > Reports > Grades Report) for the Chess
Club students).

1. Navigate to the report needed. Below is Census > Reports > Mailing Labels

2. If the report has an option to choose information by <Ad Hoc Filter>, click the
radio button. If there is no Ad Hoc Filter option, the report can’t be filtered.

Index Search
Mailing Label Generation
This report will generate mailing labels for the students that meet the searc
~ single guardian name per household when the option to print labels for hou:
Add Person be printed if the option to print labels for students is selected. Only addres:

included.
Add Household

Add Address
Choose to print mailing labels by Grade/Adhoc or by Section.

Staff Locator ® Grade/Adhoc O Course/Section

Census Wizard

Program Participation

v Reports Which calendar(s) would you like to include in the report?
P @) active year

Olist by school
Olist by year

17-18
17-18 Darin Middle School

17-18 Love Elementary
17-18 Rydell High School
17-18 Baker HS

17-18 Cantos ES

Address Change

Census by Address

Census by Birth Date
Census by School Boundan

Census Verification

46

Impact Aid Report
Missing Photo - Student

Mailing Labels

17-18 Cantos HS

17-18 Gurney HS

17-18 GurneyES

17-18 Lawrence Elementary
17-18 Lawrence HS

17-18 McLoughlin ES

Click on the Ad Hoc
Filter button to run
the report with only

Behavior 17-18 Moo Moo School StUdentS n the Ad
Health 17-18 Roberto HS 1
17-18 Westdale Middle School Hoc Filter.
Attendance
CTRL-click or SHIFT-click to select multiple
Scheduling
Which students would you like to include in the report?
Fees

Grading & Standards
Medicaid
Program Admin

Ad Hoc Reporting

© 2018 Custom Computer Specialists, Inc. All Rights Reserved
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3. Click on the dropdown button and choose the filter from the list.

] b

(®) Ad Hoc Fitter

Click on the dropdown
button and choose the
filter from the list.

Enroliment Effective &th Grade Baseball Players

——————— Activity
Choose print of 4 sy gents

Include Gu Alergies

Cheerleading Team

O inciude sa Class Parents

g a fllteril: IS Sila\éed tIO a.Uiﬁr Include Pri E:fﬁ;simk /
roup, 1 WI ISp ay In the Print the labels | Faculty (active)
dropdown list with the group Fieldwork permizsion

® student | Football Roster

name first. How would you Grade & Transfers

High Honors Students
® Name (g Progress Grades
Middle School Play
Mizzing Household Phone Number

4. Complete all fields needed and run the report. It will use only the students
included in the filter.

DATA VIEWER
Description

The Data Viewer is a user-friendly report building tool which allows users to drag and
drop fields into a real-time view of the report as it is being built. Each report must have a
unique name in order to save correctly. The Data Viewer has less functionality than the
Filter Designer and is used primarily for quick reports.

Select the type of Report Focus
Create a New Report from the dropdown list. The

1. Navigate to Ad Hoc Reporting > Data Viewer. options are Student, Census/Staff,

2. To create a new report, click on the <New> button.

or Course/Section. When finished

click <OK>.
3. Select ‘Report’.
Data Viewer
Mew Edit Copy Delete

-
Data Viewer - New [tem x
Create Newn: Report Focus:

(O] Report Student w
O Folder
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4. Enter the name of the report in the ‘Name’ field. Notice that the report is
automatically filtered to ‘Active Today’ and that the Student Number, Last Name,
and First Name fields are pre-populated by default.

Data Viewer - Edit

* Name: [gth grade students in Algebra | | Filtering

1D *Field Operator falue
tacldbelec Bonc % 1 [Active Today (student) . |[= TRUE -
ew riter

Drag selected field to Report Preview pane to add

column to selected location; field will also be added
to Fitering pane *Field drop-down list.
Dragging selected field to Fitering pane will

field to the filter options only. R 1t Previ
eport Preview

Double clicking a selected field wil append the
column to the end of the Preview pane.

preview
l:l Search||Clear Student Number Last Name First Name
- 23 Student 10850061 Abart Ann

- 3 Demographics 654370028 Abbate Peter
- 3 School Boundaries

g Schoal Calendar 600827291 Abreu Kevin

5. Fields from the Field Selection list can be added to the Report Preview screen by
dragging them into a column location in the Report Preview area. The first 10
records will display in the Report Preview.

6. Select the fields to be included in the report. Double-clicking on a field will
automatically place the field at the far right of the report. Columns can be
rearranged by dragging into the desired location. The report will refresh in real-
time each time a new field is added. The first ten records of the report will
display.

Data Viewer - Edit

= Name: ih Grade Students Math Courd Filtering
ID “Field ‘Operator Value
[CEE CHTE % 1 [Aciive Today (student) C|[=TRUE <]
Drag selected field to Report Preview pane to add Add New Filter]
column to selected location, field will also be
added to Filtering pane *Field drop-down list.
Dragging selected field to Filtering pane will add
field to the filter options only.
Report Preview
Double clicking a selected field will append the
column to the end of the Preview pane
preview
Search||Clear Student Number LastName Grade First Name Course Number Department Name
+] - €2/ Student 4205 Abeag 12 Dylan 0050 Social Studies
- ge”;””’p"'“ 4205 Abeqg 12 Dylan 0070 Social Studies
rade
State Grade 4205 Abeag 12 Dylan 1001 Mathematics
Grade Level Exclude State 4205 Abegg 12 Dylan 1050 Wathematics
+- 43 School
4 <3 Learner 4205 Abegg 12 Dylan 2630 Social Studies
+- €3 Learner Planning 4205 Abegg 12 Dylan 3400 English Language Arts

45 Concur

Column names can be changed by double clicking the header.

Each column can be sorted or removed by clicking the arrow on the right side of
each column heading. Selecting ‘Group By Column’ will organize each record by
the data reported in the selected column.
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Department Mame

English Language Arts

English Language Arts

preview
Student Number Last Mame Grade - First Name Course Number
4205 Abegg 12 A Sort ASC ]USU Social Studies
4205 Abegg 12 w Sort DESC 070 Social Studies
4205 Abegg 12 B Group By Column 001 Mathematics
4205 Abegg 12 * Remove Column 050 Mathematics
4205 Abegg 12 Dylan 630 Social Studies
4205 Abegg 12 Dylan 3400
4205 Abeag 12 Diylan 3450
4205 Abegg 12 Dylan 3650
4205 Abegg 12 Dylan 4400
4205 Abeag 12 Dylan 4450 Science
9. Filtering allows users to apply operators to report fields. Select fields from the list
on the left to be used as filters and drag them to the filtering editor.
10. Apply operators to the filters using the dropdown list and add the appropriate
values to filter the data.
11. To remove a filter click on the ‘X’ in front of the appropriate filter.
12. Deleting a filter will not delete the fields displayed in the Report Preview pane.
13. When finished, click <Save>.
Filtering
ID *Field Operator Value
¥ 1 [Active Today (student) ~| [=TRUE v
¥ 2 [Grade (student) MIE (o9

% 3 [Department Name (courseSection) « | [CONTAINS | [Math

Add New Filter

Report Preview

LastName Grade

@ Course Name: "Integrated Math I" - 1 record(s)

Blackledge

09

@ Course Name: "Integrated Math II" - & record{s)

Aflas
Bacall
Barros
Bogart
Mcheil

Perez

09
09
09
09
09
09

@ Course Name: "Integrated Math " - 3 record(s)

Allas
Cardin
Del Rio

Data V

09
09
09

iewer

preview
First Name Course Name

John Integrated Math |

Ruby Integrated Math 1l
Penny Integrated Math Il
Trinidad Integrated Math Il
Humphrey Integrated Math Il
Kishan Integrated Math Il
Sebastian Integrated Math Il
Ruby Integrated Math 1l
Sophie Integrated Math 1l
Maria Alejandra Integrated Math 1l

Enter ‘Operators’ from the
dropdown list and select values.
When finished click <Save>.
Group data columns as needed.

- Course Number

Department Mame

-
v
. Ungroup By Column

¥ Remove Column

Mathematics

Mathematics

1200
1200
1200
1200
1200

1300
1300
1300

© 2018 Custom Computer Specialists, Inc. All Rights Reserved
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14. Users may print the report in pdf format by selecting <Print>. A report will
generate in a separate window.

1718 9th Grade Students Math Courses Report
10 Wheatls g}f{;ppﬂ gljgh NY 11780 Print field name only
eatlel, venue, 5t James !
Generated on 11/07/2017 09:42:29 AM  Page 1 of 1 Total Records: 11

Course Name Integrated Math |

Last Name Grade First Name Course Name Course Number Department Name
Blackledge 08 John Integrated Math | 1100 Mathematics
Soucig Marc Integrated Math | 1100 Mathematics

Cou| The copy can be
edited by clicking on

Cou

Last N the <Ed |t> button . First Name Course Name Course Number Department Name
Atlas o Ruby Integrated Math || 1200 Mathematics
Bacall 09 Penny Integrated Math || 1200 Mathematics
Barros 09 Trinidad Integrated Math || 1200 Mathematics
Bogart 09 Humphrey Integrated Math |1 1200 IMathematics

Copying and Editing an Existing Report

Users can also copy and edit an existing report from the My Reports window.
1. Navigate to Ad Hoc Reporting > Data Viewer.
2. Selecting the desired report from the My Reports window.
3. Click on the <Copy> button.

Data Viewer

Mew Edit ; Copy

student 9th Grade Students Math Courses

student Absences per studenttermicalendar

student Behavior Details per student (all)

student Behavior Details per student negative (-1)
\ student Behavior Details per student positive (1)

| 1\ystudent Birthdays this month w address

B student Copy of 9th Grade Students Math Courses

| ] student Failing Grades In Progres (O, D- D+ F)

J

.

oL

student Failing IPG with Assessments and Results
student Gifteditalented All

| ] student State Test Analysis Scale & Result

4. Change the name of the copy. Change operators and/or fields as needed.
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Data Viewer - Edit

Filtering
* Name: [12th Grade Students Math Cou D “Field Operator Value
1 [Active Teday (student) +| [=TRUE v|

Field Selection:

¥ 2 [Grade (student) <] [z ~[12

¥ 3 [Department Name (courseSection) « | [ CONTAINS | [Math

Drag selected field to Report Preview pane to add
column to selected location: field will also be
added to Filtering pane *Field drop-down list.

5. When finished. Click on <Save>. Print report.
6. A report will generate in a separate window.

Add an Ad Hoc Filter to an Existing Report
An Ad Hoc filter can be applied to an existing report to further filter data.
1. Navigate to Ad Hoc Reporting > Data Viewer.
2. Select a report from the My Reports window.
3. Select a filter from the Ad Hoc Filter dropdown list.
4

Select the ‘Report Output Format’. Reports can be created in PDF, HTML, or
CSV format.

5. If selecting a CSV file, indicate whether column headers should display.
6. Click the <Generate Report> button.

Data Viewer

New Edit Copy Delete

My Reports

student 12th Grade Students Math Courses
student oth Mrade Students Math Courses Report Name: 12th Grade Students Math Courses Last Updated 11/07/2017
student Absefyces per studentitermicalendar
or Details per student (all) AdHocFilter:
student Behavidy Details per student negative (-1) }Students in AP courses v|
fail bicand et (41

sueemomaas 1 Select the report and an Report Output Format
student Failing Gr . » i
student Faiing P Ad Hoc Filter from the / Include column display header

student Gifted/tale .
student State Test d rOdeWﬂ IISt' Generate Report

i o o

7. Areport will generate in a separate window.
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A B . C . D . E . F . G .
1 |Last Name_lGrade First Mami Course Me Course ML Department Mame
2 |Abegg 12 Dylan AP Calculy 1050 Mathematics
3 |Abegg 12 Dylan AP Statisti 1001 Mathematics
4 Gilgian 12 Alula AP Statisti 1001 Mathematics
5 |Paternost 12 Tobias AP Statisti 1001 Mathematics
6 |Schopf 12 Tamara AP Statisti 1001 Mathematics
7 |Vonderbo 12 Leal AP Statisti 1001 Mathematics
8 Wedell 12 Zahid AP Statisti 1001 Mathematics
9 |Weyrauch 12 Tanmer AP Statisti 1001 Mathematics
10 |Wolffert 12 Lara AP Statisti 1001 Mathematics
11 |Zimmer 12 Gamze AP Statisti 1001 Mathematics
12 |Zutavern 12 Barney AP Statisti 1001 Mathematics
Creating Folders
Reports can be organized into folders.
1. Navigate to Ad Hoc Reporting > Data Viewer.
2. Click on <New>.
3. Select <Folder>.
4. Enter Folder Name in the Folder Name field.
New Edit Copy Delete
My Reports
. student 12th Grade Students Math Courses
' D student 9th Grade Students Math Courses
! |_'| student Absences per studentferm/y
[1 student Behavior Details per studeni | Data Viewer - New Item x
] ] student Behavior Details per student
[] student Behavior Details per student . . )
] student Birthdays this month w agan C oo NeW: Folger Name:
i D student Failing Grades In Progres (C -
! |_'| student Failing IPG with Assessmen o Report |Studenmcadem|cs
[ student Giftedtalentad Al :
i D student State Test Analysis Scale & | © Folder Farent Folcer
OK Cancel
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5. Select ‘Parent Folder’ if applicable.

6. Click <OK> to create folder.

7. The folder will be added to the My Reports window or within the selected Parent
Folder.

8. Reports can be moved in and out of folders by clicking and dragging the report into a
folder or dragged out of a folder. The folder receiving the moving report will appear
in yellow.

Click OK to confirm moving the following:
“Failing Grades In Progres (D, D-,D+F)
to folder "Student Academics™

| OK | | Cancel

9. See ORGANIZE THE FILTERS for more information on managing filters in
campus.

Data Viewer © 2018 Custom Computer Specialists, Inc. All Rights Reserved 53



' » . - o -_
Custom Computer Specialists nf inite "'_ o
Right People. Right Results.® Camp s

DATA EXPORT

Description

The Query Wizard and Selection Editor filters can be exported out of Infinite Campus to
other programs.

The Student Selection Editor will only export the Grade, Last Name, First Name, Middle
Name and Student Number. The Census/Staff Selection Editor will only export the First
and Last name.

The Query Wizard filter will export whatever fields were chosen within the Query.
These filters can be exported as the following files:
e HTML list report (the default view observed when each filter is run.)
e XML - excellent for porting the data to other programs

e Delimited Values(CSV) — this is used most often as it will export into
Excel

e Fixed Width — used if field length need to be controlled.
e PDF report — formatted with headers matching Infinite Campus reports

Exporting a Filter to a CSV / Excel File

Once the filter/report is outside of Infinite Campus as a CSV file, it can be saved / edited
within Excel as needed.

1. Navigate to Ad Hoc Reporting > Data Export to export any filter type.

2. Inthe Saved Filter box, click on the filter to export. (Click on the + next to the
group to display all the shared filters.) Any filter a user has access to can be
exported, including ones created using the Selection Query and Pass-Through

SQL Query method.
v Ad Hoc Reporting Saved Filter Pick an Export Format
) . + [:| Meeting fiters & HTML list report
Filter Designer _:}h student 8th Grade Baseball Players XML
Data Viewer 57 student child without household Delimited values (CSV)
. _:}h person Climate Committee Members Fixed width
Letter Designer jﬁ student Copy of 8th Grade Baseball Players PDF report
Letter Builder %A curriculum Course Info to check ¥
student dropped classes
LB % person Faculty (active) Export
Data Analysis %A student Fieldwork permission

3, student Grade & Transfers

7] cneericeabiene Lint of S oscoon

Batch Queue
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3. Inthe Pick an Export Format section, choose the export format needed. Note
the options vary with the Format selected.

Pick an Export Format

O HTML list report

O XML

® Delimited values (CSV)

O Fixed width

O PDF report

Delimiter:

Include column display header

Double quote data | Only when it contains the delimiter ~
Include subtotals |

EXpOrt | <m—

Use Delimited values (CSV) as shown above to transfer the data to Excel for further
filtering, or to use the data in other Microsoft Office programs such as Word.

4. Click on the <Export> button.
5. A File Download box will display. Choose to <Open> or <Save> the file.
Note: The File download will display differently based on the browser.

Opening extract.csv *

You have chosen to open:
[l-] extract.csv

which is: Microsoft Excel Comma Separated Values File

from: https://training.ccsappservices.com

What should Firefox do with this file?

Microsoft Excel (default) ~

(") Save File

[] Do this gutomatically for files like this from now on.

oK Cancel

6. The report will open (or save) in the format needed. Following is an example of
the Flag filter created above, opened in Microsoft Excel 2016. All of the fields
selected when building the filter are shown in a separate column. Each student’s
information that matched the criteria value selections are on a separate row.
(Database users call each row a record.)

Data Export © 2018 Custom Computer Specialists, Inc. All Rights Reserved 55



@ Custom Computer Specialists !nflm te :’:. o

Right People. Right Results.® Camp s
HS -
File Home Insert Page Layout Formulas Data Review View Q
&D & Cut Calibri 1 KA T =2 - EwapTe
ER Copy ~
Pa'ste ¥ Format Painter B I U- - O A. === E= EME@EE
Clipboard P Font P Alignment
K19 4 Je
A B C D E F G H
1 |Name Gender Grade Course NvCourse Start Date
2 |ButcherCkm 7 900 Art - Sketching 7/1/2017
3 |Sandersor M 7 900 Art - Sketching 7/1/2017
4 |Sandersor M 7 950 Art- Portraiture  7/1/2017
5 |Sandersor M 7 900 Art - Sketching 7/1/2017
6 |Sandersor M 7 950 Art- Portraiture  7/1/2017
7 |KellyRichz M 3 900 Art - Sketching 7/1/2017
8 |LaSalaRayM 3 900 Art- Sketching  7/1/2017
9 |LaurcDavi M 2 900 Art - Sketching 7/1/2017
10 |Le Strange M 2 900 Art - Sketching 7/1/2017
11 |Lemmerm M 2 900 Art - Sketching 7/1/2017
12 |LumMichz M 8 900 Art- Sketching  7/1/2017
12 |Mc Intosh M 8 300 Art - Sketching 7/1/2017
14 |MeadePaiM 2 900 Art - Sketching 7/1/2017
15 |MiglioreEI M 2 950 Art- Portraiture = 7/1/2017
16 |MossAnth M 8 300 Art - Sketching 7/1/2017
17 |BordonarcF 9 900 Art - Sketching 7/1/2017
18 |Libertyler F 9 900 Art- Sketching  7/1/2017

7. Note that a .csv file is NOT an Excel file. It is recommended to save the file as an
Excel file before a user begins to work with it. The screen will look like an Excel
file however the report is actually saving as a .csv unless the file type is changed.

& Special Note:
There are a number of things that should be changed before saving the exported .csv
file to prevent future difficulties:

e The worksheet name

e The file name (choose a descriptive name, without parentheses, punctuation, or
brackets.)

e The file type (choose an Excel workbook type, or formatting added to the data
file will be lost.)

e The location of where the file will be saved (otherwise it will default to a Temp
location that may be difficult to locate.)

The following are the steps to make these changes. It is suggested to make these
changes BEFORE working with the data in Excel, to prevent accidentally losing the
data by forgetting to make the chances before saving.
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8. Save the file as an Excel file where it can be found later and use a descriptive
name.

a. Click on the <File> tab

b. Choose <Save As> in the subsequent menu on the far left (Do not select
<Save As> Read-Only Workbook.)

c. Choose (or create) a folder in which to save the file. This is important,
since the default location folder is often very difficult for users to locate
later.

d. Inthe File Name field, type a descriptive name without parentheses. Do
not use ‘/°, ©,” or *.” in this name. Excel will add the appropriate file
extension when designated as an Excel file type and save. (See next step.)

e. Inthe ‘Save as type’ dropdown, select ‘Excel Workbook’. (By default on
PCs, this is usually the highest item in the ‘Save as type’ dropdown list.)

File name: | Middle 5chool Art Classes

Save as typer | Excel Workbook

f. Click on <Save>. The file is now saved as an Excel file and all changes
will be saved.

Changes may now be made to the file and the formatting and functions will not be lost if

the IEl <Save> tool button is used in Excel. After making changes, be sure to save when
finished working with the file. Close Excel.

&5 Special Note:

Opening directly into Excel will reformat data, most commonly to remove leading
zeros. To retain source data download file and import data into a blank Excel
workbook. This will give the user an opportunity to define the data type and format.

Exporting a Filter to a PDF / Print Report
1. Navigate to: Ad Hoc Reporting > Data Export to export any filter type.

2. Inthe Saved Filter box, click on the filter to export. (Click on the + next to the
group to display all the shared filters.) Any filter to which the user has access can
be exported, including ones created using the Selection Query and Pass-Through
SQL Query method.

3. Select the Filter, then choose the PDF Report button. This will trigger a further
choice of <Field Name Only> or <Table and Field Name>. The usual choice is to
accept the default <Field Name Only>.
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4. Click the <Export> button. Click <Open> button on the File Download dialog

box.

5. The PDF (Portable Document File) will open. The file can be saved or printed.

Saved Filter

# (] School Sports Teams 2017

u student Base Student Filter

{3l student Nut allergies

3, person School Climate Committee Members
student Student Academic Program Senices

X lled in Art C

u student Students enrolled in Art Classes 2

{3l student Students with GPA >88

+ ﬁ Admin

student Stud

Students enrolled in Art Classes

Pick an Export Format

O HTML list report

O XML

O Delimited values (CSV)
O Fixed width

® PDF report

Print Options” @) Field Name Only
O Table Name and Field Name

Search Edit Test Copy Delete
Create a new Folder
. 1?’18 Students enrolled in Art Classes Report
Darin Middle School Print field name only
Gmer:ned::)l-‘lgg;%l;‘f;’)ﬂg:?l:?;YFiJi?ggage lof 1 Total Records: 17
Grade 07
Name Gender Grade Course Number Course Start Date
ButcherCharles M urg 0900 Art - Sketching 07/01/2017
SandersonAlexander M 07 0900 Art - Sketching 07/01/2017
SandersonAlexander M 07 0850 Art - Portraiture 07/01/2017
SandersonDavid M o7 0900 Art - Sketching 07/01/2017
SandersonDavid M 07 0950 Art - Portraiture 07/01/2017
Grade 07 Records: 5
Grade 08
Name Gender Grade Course Number Course Start Date
KellyRichard M 08 0900 Art - Sketching 07/01/2017
La SalaRaymond M 08 0900 Art - Sketching 07/01/2017
LauroDavid M 08 0900 Art - Sketching 07/01/2017
Le StrangePatrick M 08 0900 Art - Sketching 07/01/2017
LemmermanPatrick M 08 0900 Art - Sketching 07/01/2017
LumMichael M 08 0900 Art - Sketching 07/01/2017
Mc IntoshRalph M 08 0900 Art - Sketching 07/01/2017
MeadePaul M 08 0900 Art - Sketching 07/01/2017
MiglioreEric M 08 0950 Art - Portraiture 07/01/2017
MossAnthony M 08 0900 Art - Sketching 07/01/2017
Grade 08 Records: 10
Grade 09
Name Gender Grade Course Number Course Start Date
BordonaroBrittany F 09 0900 Art - Sketching 07/01/2017
LibertyJennifer F 09 0900 Art - Sketching 07/01/2017

Grade 09 Records: 2

6. Note: The document automatically decides:

Portrait or landscape, based on the number of columns needed.
The title of the report, based on the title of the filter.
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e The name of the columns based on the output formatting of fields in the
filter.
e It also prints the date and time the report was run.

e And it counts the records in the completed report (if aggregated in the
original filter, they will also aggregate in the pdf filter report.

7. Close the document before running another file.

Setting the Column Headers for Exported Filters

If Ad Hoc Filter column headers have not been formatted using the Output Formatting
Screen in the Filter Designer, users can also use the Data Export tool to edit a filter.

. 17'18 Student Detention Report
Darin ]\Ilddle School Print field name only
y Any ROM.L Any City NY 11790 . Total Records: 5
Generated on 10/09/2017 03:33:03 PM  Page 1 of 1
firstName lastName gender detentionStatus resolutionStartDate resolutionStatus  duration
Olivia Alvarez F CM 06/23/2017 CM 4
Olivia Alvarez F CM 09/29/2017 CM 4
Wenxin Bauman M CM 09/29/2017 CM 4
John Hanks M CM 09/29/2017 P 4
Erick Smith M CM 09/29/2017 IP 4

Filters can be edited either in Ad Hoc Reporting > Filter Designer or in Ad Hoc
Reporting > Data Export.

1. Inthe Data Export window, choose PDF Report.
2. Select one of the Filters.

Saved Filter Student Detention

+ |__] School Sparts Teams 2017
u student Base Student Filter
LZ\L student Nut allergies
3, person School Climate Committee Members

L student Student Academic Program Senices Pick an Export Format
. student Student Detention
u student Students enrolled in Art Classes O HTML list repart
LZ\L student Students enrolled in Art Classes 2 OxmL
{8 student Students with GPA »88 O Delimited values (CSV)
# €7 Admin O Fixed width
® PDF report

Print Options: @ Figld Name Only
O Table Name and Field Name
Export

Search Edit Test Copy Delete

3. Click on <Edit> at the bottom of the Saved Filters window.
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4. The fields used in this report on this page can be edited. Once the fields needed
for the report are as required, click <Next>.

5. The filtering criteria may be changed on this page. Once the criteria is correctly
filtered for this report, click <Next>.

6. The Format the output file/report page will appear. (See picture below).

Field QutputSeq Sort Direction Column Header Alignment  Formatting Length

student firstName [First Name | v v |

student.lastMame 1 [Last Name [ | v |

student.gender [Gender [ Center ~] v |

student activeToday | [ [ | v |

behaviorDetention detentionStatus [+ [Detention Status ~ v |

behaviorDetail resolutionStartDate [ I Ascend - [Resolution Start ~ v |

behaviorDetention resolutionStatusk] [Resolution Status ~ v |

behaviorDetention.duration [Hours of Detention | ] v |

&

Special Note:

Check Output columns to print or export. The Student.activeToday column has been
unchecked, since it does not needed to be printed.

The Seq column decides the order the columns will print. In the example, the Last Name

column will move to the first column.

The Sort column shows which order the fields will be sorted. In the example, by

resolution start.

‘Direction’ notes the resolution start date will be ascending in the sort order.

Under column header, “reader friendly”” names replace the data field names.

If any of the columns must be a fixed width, use ‘zero pad’ — but the length must be

designated if this option is selected.

The option to force the column fields into Upper Case is also available.

Save these changes, return to Ad Hoc Reporting > Data Export and export this filter to PDF.
Below is output example of the report.

17-18

Darin Middle School
Any Road. Any City NY 11790

Generated on 10/09/2017 03:42:57PM  Page 1 of 1

Student Detention Report
Print field name only
Total Records: 5

Last Name First Name Gender Detention Status  Resolution Start Resolution Status Hours of Detention

Alvarez Olivia F CM 06/23/2017 CM 4

Alvarez Olivia F CM 09/29/2017 CM 4

Bauman Wenxin M CM 09/29/2017 CM 4

Hanks John M CM 09/29/2017 P 4

Smith Erick M CcM 09/29/2017 P 4
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LETTER DESIGNER & LETTER BUILDER

Description

The Ad Hoc Reporting tool can be used to create student letters. Although the system
will create the letters for all students, they can be filtered using one or more Ad Hoc
Filters to print the letters for a limited number of students. These letters are available for
viewing in the Student Information > General module, AdHoc Letters tab by the user
who created them (or if saved to a Group, any user in the group).

Letter Designer

The Ad Hoc Reporting > Letter Designer is used to create a letter with fields that can be
merged with information from Infinite Campus fields. This tool designs the letter which
can be matched with the filter(s) in Ad Hoc > Letter Builder. (See Letter Builder on p.
65.) to mass print all the letters; to print a copy of one of these letters for a single student,
see Ad hoc Reports, also below)

1. Navigate to Ad Hoc Reporting > Letter Designer.

2. Create New Letter Format — click on the button needed. The <Addressed Form
Letter> will print the letter with a header including the school name and address
as well as the student’s mailing address. The <Blank Form Letter> will not add
this header.

3. Click on the <New Format> button.

Ad Hoc Letter Designer

This wizard will walk you through the creation of a new letter format.

Saved Letter Formats Create a New Letter Format

] Mut allergy - School Pep Rally letter O Blank Form Letter

® Addressed Form Letter

Edit Delete

Mew Format

4. The letter format screen will open on the next page.

5. Type the Name of the letter. This should be fairly descriptive of the letter’s
purpose (i.e., ‘Field Trip to MOMA” letter, ‘Chess Club meeting schedule’).

6. Note the Short Description and Long Description areas. These work exactly as
they do with the Filters.
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7. The screen provides an area for typing and formatting text as well as merging the
entered text with Campus Fields and/or Campus Sub Reports that allows each
letter to be personalized.

“Nams [Warning Leters - : Insert <Campus Sub-Reports>:

Stert Descrton: (75 3 2575 Insert <Campus Fields>: Campus Sub Reports can be used

org Gesertion Campus Fields can be used to add additional information to
to personalize the letter. the letter.

Preferred Language @  Active O B I U 1= imom o= oE E oo = E/

en_U35: US English

es MK: Spanish (Mesico) ) | . peememememmmmmmmemmmeeeeeoy ~
Pear | malinpickires gurdianlashtars
Default
language
automatically o pereeeooiooiiiiiily el ,
This letter iz to inform you that your child, ' student firsiName | | studentiasiName hag missed
Se I eCtEd [:_;l}ﬂ._gp_lgfl:fgulﬂe(msu mmarylermiunexcusedAbsences days since the beginning of scheol. We are interested
in preparing | studentfirsiName | with an education that would lead to College and Career Readiness.
W
Organized To:

ATTEMDANCE LETTERS ”

‘Save Format(z)

8. Create the letter template first by typing the text in the box as it should appear in
the default language. There are several formatting tools that can be used to
customize the letter, including Bold, Italics, Underline, and changing the font &
font size.

9. In order to customize the letter with the student’s name, etc., Campus Fields can
be inserted into the body of the letter. Position the cursor where the information
should be inserted.

a. Click on the <Campus Fields> button. The system will display the
Campus Fields available.

b. Expand the records by clicking on the » sign to the left of the Field
category needed.

c. Click on the field name needed in the letter (i.e., first name, last name).
HINT: Usually Demographic information is used in these letters.

d. Click on the <Close> button or the <x> in the Insert Campus Field screen
to close.
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Insert Campus Field x

Click on the arrow (»)

to open up the record, Select The Field To Insert

H ¥ Student A~
then choose the field \ Demographics
needed. School Boundaries

School Calendar
School

Most Student District

Learner

information is in Census
Student > Health

Behavior

Demographics. Attendance

Assessment

Grading

Learner Portfolio

Locker

Fee

Transportation

Activities

Campus Usage

FRAM

Custom Tab: Benchmarks
Custom Tab: Computer Permission
Custom Tab: RTI EVAL

Flricd oF Comln

Close

10. Repeat Step 9 (a-d) to add additional fields.

11. Sub-Reports can be added to the letter. These reports pull grouped information
from the student’s file. Use the Campus <Sub Report> button:

Insert Sub-Report x

Select The Field To Insert
v Learner
Student Schedule
Active and Dropped Student Schedule
Aftendance
Grading
Behavior
StudentPortfolio
Health
Point of Sale

Close

12. Click in the letter to position the cursor where the sub-report needs to be inserted.
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a. Click on the <Sub-Report> button. The system will display all the
Campus sub report records. Click on the report needed to insert into
the letter.

b. Click on the <Close> button in the Insert Sub-Report screen or <x> to
close the screen.

Preferred Language @ Active
en_US5: USEnglish

es_MX: Spanish (Mexico)

------------------------------------------

Dear | mailingAddress guardianLastName

__________________________________________

----------------------------------------------

_____________________________________________

:LattApproxDa' ermSummarytermiUnexcusedAbsences i inni
interested in p\gparing | studentfirstName 1 with an education that would lead t0

________________________

Campus Sub- Report Campus Fields

c. The Campus Fields show in the letter format with the field name
surrounded by a dashed blue line.

d. The Sub Reports show in the letter format with the name of the Sub
Report surrounded by a dashed red line.

13. Organize To: — this box allows the user to save the report to their account or to
share with others. Choosing User Account will save the report to be used by the
creator only. Other options include any Security Group the user belongs to.

Organized To:

User Account ¥

14. After creating the letter, click on the <Save Format> button. As soon as the
report/letter is created, it can be viewed (and optionally printed) on the Student
Information > General module, Ad Hoc Reports tab.
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Creating the Letter in Additional Languages-

1. After creating the letter in the Default Language, enter text for this same letter in a
different language by selecting the language in the Preferred Language list and
type/paste translated text into the WY SIWYG editor. That language becomes
bold, and an Active checkbox becomes available. A language version of the letter
is only a draft until the Active checkbox is marked.

2. When it is determined that the draft letter can be sent, mark the Active checkbox,
indicating the letter is now ready to print for those individuals assigned that
Preferred Language.

Preferred Languageo Active

9 B I U = =2 = = B BH = = — A |F 5
en_US5: US English
es_MX: Spanish (Mexico) DT et |
D Estimado | mailingAddress.guardianLastName K
—————————————————————————————————————
Esta carta es para informarle que su hijg, ! studentfirsiName 1 1 student lastName ' no ha asistido
[ T e o e e e e I.f ________________ E E e
| attApproxDaily TermSummarn lerm 1UnexcusedAbs ences R dias desde el comienze de la gscusla. Estamos interesados
en preparan, siudentfisiame ___con una educacion que conduzea a la preparacion universitaria v prefesional
Organized To:

| ATTENDANCE LETTERS

o

Save Format{s)
Default language letter (U5 English):

——————————————————————————————————

Oear | mallingAddress.guardianLasiame . "
-------------------------------------

This letter is to inform you that your child, ' studentfirstName | studentlastName |, has missed

e L e e IOEEREEETE

! althpproxDaily TermSummarylerm1UnexcusedAbsences. ! days since the beginning of school. We are interested

in preparing | student firstName ! with an education that would lead to College and Career Readiness.

Edit a Saved Letter
1. Navigate to Ad Hoc Reporting > Letter Designer.

2. Inthe Saved Letter Formats box, click on the letter to edit. Any letter saved to a

group will display under the group name — click on the + next to the group to
display all the shared letters.
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3. Click on the <Edit> button.

Saved Letter Formats

| ] Assessment Report

/ L] Letter Test
_ L] MewLir GG
Click on the letter, ] Report Buider - 5LC JP
then click on the Lt
<Edit> button. o] Tetetieriog
\ L1 Welcome
Edit Delete

4. The letter will display. Edit the letter as needed.
5. Click on the <Save Format> button to save changes.

Delete a Letter
1. Navigate to Ad Hoc Reporting > Letter Designer.

2. Inthe Saved Letter Formats box, click on the Letter to delete. Any Letter saved
to a group will display under the group name — click on the + next to the group to
display all the shared letters.

Click on the <Delete> button.

4. A warning will display, giving the user a chance to reconsider. (Once deleted, a
letter cannot be restored.) Click on the <OK> button to delete the letter, or
<Cancel> to retain the letter.

Letter Builder

The Ad Hoc Letter Builder is used to mass print the letters created in Ad Hoc Letter
Designer. This will merge the fields placed in the letters with information specific to the
students designated by the selected filters. When the Letter Builder is run, the letters can
be printed immediately or saved to be printed at a later date.

1. Navigate to Ad Hoc Reporting > Letter Builder.

2. Inthe Saved Filters box, click on the filter(s) needed. More than one filter can be
chosen. Any filter saved to a group will display under the group name — click on
the + next to the group to display all the shared filters. At least one filter must be
chosen.

3. Inthe Saved Letter box, click on the letter needed. More than one filter can be
selected, but only one report can be chosen.
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Saved Filters (select 1 or more)

Infinite ;*{ ..
Campus

Saved Letters [select 1)

+ [ Meeting filters L] Assessment Report
3, 8th Grade Baseball Players L] cc
SF  child without household ‘ Club Letter
£ Club Members [7 Letter Test
_:}% Copy of 8th Grade Baseball Players L1 Mew Ltr GG
£, dropped classes [] Report Builder - SLC JP
%_)Jh Fieldwork permissicn 1t
3, Grade & Transfers | ] Teiletter1206
%_)Jh Missing Household Phone Mumber 1] Welcome

3, Report list to print

£ Student_Flags
#3l student_program Flags
+ !ﬁ Admin

Set Operation: | Union v

4. Set Operation — If more than one filter is chosen, the Set Operation field must be
used. The default is ‘Union’ (if only one filter is chosen, the choice in this field
won’t change the functionality).

Union — this option will choose all the students from all the filters chosen.
For example, if choosing the Chess Club filter and the Student_Flags
filter, a letter will be produced for any student in the chess club or any
student with free lunch.

Intersection — this option will choose only the students who are in all the
filters chosen. For example, if choosing the Chess Club filter and the
Flagged_students filter, a letter will be produced for only those students in
the chess club who also have a Program flag. i.e., If 10 students are in the
chess club and only three of them have a Program flag, only letters for
those three students will be produced. (It may be more than three letters if
the household is split. See Step 9 below.)

Sort Options — choose the sort option needed.
Click on the <Build Letters> button.

7. This will produce a PDF document of all the letters generated, based on the list of
students in the selected Filters.

8. Note the letters will merge the student’s name / information into the fields
inserted into the letter.

Ad Hoc Letters
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9. |If astudent is in split household with each guardian retaining Guardianship and
Mailing, one letter for each household will be generated.

10. These letters can be printed immediately or saved for printing at a later time.

Dear Parent/Guardian L:I James Abbate, =‘*‘

mmm Merged flelds ttending the district

ournament on the dates listed below. On those dates, studenty d will return to school

at 6:30 pm. Please note review the schedule below to note the cTASSEs that ne Wil Be misema.
Tournament dates: 11/8, 11/14, and 11/16 / Merged sub report
Student schedule
Term Q1 (07/01/17- 10/20/17) Term Q2 (10/23/17- 01/19/18) Term Q3 (01/22/18- 03/23/18) Term Q4 (03/26/18- 06/30/18)
55554 (Day A) 5655-4 (Day A) 5555-4 (Day A) 5555-4 (Day A)
Life Adjustment Life Adjustment Life Adjustment Life Adjustment
Ahrens, Ahrens, Ahrens, Ahrens,
ol Rm: 213 Rm: 213 Rm: 213 Rm: 213
9999-10 (Day B) 9999-10 (Day B) 9999-10 (Day B) 999910 (Day B)
Physical Education Physical Education Physical Education Physical Education
Connolly, Connolly, Connolly, Connolly,
Rm: GYMC Rm: GYMC Rm: GYMC Rm: GYMC
0400-2 0400-2 0400-2 0400-2
02 Math Moments Math Moments Math Moments Math Moments
Ahrens, Ahrens, Ahrens, Ahrens,
Rm: 202 Rm: 202 Rm: 202 Rm: 202
0300-1 0300-1 0300-1 0300-1
03 Science Scenarios Science Scenarios Science Scenarios Science Scenarios
Barbieri, J Barbieri, J Barbieri, J Barbieri, J
Rm: 206 Rm: 206 Rm: 206 Rm: 206

Viewing/Printing a Single Student’s Letter, Using the Ad Hoc Letters Tab

The letter created in the Ad Hoc Reporting > Letter Builder module is also saved in the
individual student’s AdHoc Letters tab.

1. Navigate to Student Information > General module, AdHoc Letters tab.
2. Search for and select the student.

3. To view/print the letter, select the report, then click the <Print> button. This will
produce a PDF document of the letter generated. These letters can be printed
immediately or saved for printing at a later time.

Abbate, James  nickname:Jimmy ./ Contact # Health Condition
Grade: 08 #600927208 DOB: 05/30/2004 Gender: M Counselor: McGuire

Summary Enroliments Schedule Attendance Flags
Fees Lockers Graduation Athletics AdHoc Letters
4
The AdHoc Letters tab will only display
0 Nutalergy - School Pep Raly letter the letters created by or shared with the
S @ pamn user. It is NOT a running list of all
1 fighting * . .
() Soccer - November payoffs efer letters a student has qualified to receive.

&S Special Note:

Only the letters created by the user or shared with the user will display. Therefore, other users will
not be able to view or print confidential information. Any report saved to a group will display
under the group name. Letters displayed on the tab are not indicative of ones the student has
qualified to receive. The list is all letters the user has access to through Ad Hoc Letter Designer.
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DATA ANALYSIS

Description

The Data Analysis tool analyzes Campus data and allows users to measure student
progress as well as understand and visually present school, district and state-wide
performance data. This tool allows users to cross-reference student information by
dimension and produce visual results of this data.

Student demographic data can be cross-referenced with attendance records, behavior
incidents, grades, and Special Education status. This data can then be visually produced
on a grid, bar chart, line chart or pie chart, facilitating comparison and analysis.

Data Analysis uses pivot table functionality. A pivot table is a data summation tool often
found in spreadsheets and other business intelligence software. Pivot table tools can sort,
count and total the data stored in a table or spreadsheet, then display the data in a new
table in real time.

25 Special Note:
It is recommended that the Data Analysis tool be used with the Firefox Browser.
Users will also need to install Adobe Flash Player in order to display results.

Pivot Options
Users can create different pivots depending on their needs.
1. Navigate to Ad Hoc Reporting > Data Analysis.

2. Inthe Data Analysis Pivot Designer, Create a New Pivot from the radio options
available.

3. Some measures will apply to every pivot created.
e No show students are not included.
e Students marked as State Exclude are included.
e Counts will report as the default measure on the field list.
4. Below are descriptions of Pivot Type Options.
e Student Counts are based on total number of students enrolled.

e Attendance Mark Counts are based on student attendance records. Students
must appear on a roster and have at least one attendance event. Each
attendance event displays as one count.

e Behavior Event Counts are based on student behavior records. Each
behavior event displays as one count.

e Grade Mark Counts are based on Total Number of Students Enrolled + GPA
+ Credits Earned. In this pivot, the GPA is derived from the Grades tab
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(Weighted Term GPA), and the Credits Earned is based on information on the
Transcript tab. Each credit displays as one count.

e Transcript Mark Counts are based on student transcript information.
Student must have transcript credit on the Transcript tab to display. Each
posted transcript credit displays as one count. In this pivot, the Transcript
GPA is the default.

e Special Education Analysis is based on students with a special education
record. Student must have a locked IEP in order to report.

Data Analysis Pivot Designer

The Pivot Designer allows users to create a pivot charb/table using one of the available analysis options for student data al
Adobe Flash Player needs to be installed in order to display the results.

Pivot tables will appear in spreadsheet format. Information on the tables can be exported into CSV, HTML or as an image.

MNote the following:

= Campus toolbar selections determine the students included in the pivot chart/table results.
» Students marked as No Show are not included.

« Students marked as State Exclude are included.

Saved Pivots Create a New Pivot
w District Race Ethnicity Comparison
W Student Course GPA

® Student Counts

O Attendance Mark Counts
) Behavior Event Counts

O Grade Mark Analysis

O Transcript Mark Analysis
O Special Education Analysis

View Edit Delete

Mew Pivot

Data Analysis Pivot Details

After selecting the desired pivot type, users can enter additional details to analyze the
data.

1. Users must enter a Pivot Name. This is a required field for identification.
2. Users can enter a Created Date.

3. Users can select an ‘Ad Hoc Filter’ from the dropdown to narrow the data used.
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4. Entering an Effective Date will include students who are actively enrolled as of
the entered date. Marking ‘Active Only’ will cause the pivot to only return data
for students who are actively enrolled on the effective date entered.

5. Select Measures for student counts if appropriate.

a. Display Average Cumulative GPA Measure will display the Average

Cumulative GPA for all reported students.

b. Display Average Test Scores Measure will display students’ average test

Scores.

c. Use only MAX Test Score will display the students’ highest test score.

d. Display ADM/ADA Summaries show the Average Daily Membership
and Average Daily Attendance. This feature will only be available for

‘Student Counts’ pivots.

o Use percent enrolled in ADM/ADA calculations is used to
determine which views are used for calculating ADM/ADA or whether
or not Percent Enrolled is taken into account.

Data Analysis

Pivot Information

Dimensions

Pivat Mame: |Distric:t Race Ethnicity Comparison

Created Date: 11/01/2017

Student Filters

Ad Hoc Filter
Effective Date:
Active only:

Measures - studentCount
Display Average Cumulative GPA Measure
[ Display Average Test Scores Measure
[ Use only MAX Test Score
[ Display ADM/ADA Summaries
[ Use percent enralled in ADM/ADA calculations

Display Pivot Save

W Student

[1Age

] District Number

[] Federal Race Ethnicity
[] Gender

[] Grade

[]Home Primary Language
[] Reporting Entity Number
] School Name

[1 School Number

[ School Year

[] State Race Ethnicity

[] Team Mame

w Enrollment & State Elements
w Student Schedule

w Attendance

w Behavior

w Grades

w_Transcript

6. A pivot can be ‘Organized To’ the User Account or to a User Group as

appropriate.

Data Analysis Dimensions

Dimensions allow users to specify the data source from which data will be pulled into the
pivot table. Users must select at least two dimensions in order to use a pivot. Users can
open the (+) next to Dimensions to determine the data they wish to analyze. There may
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be state-specific or reporting entity-specific fields available for some users. Depending on
the database setup, users may also pull in information from custom tabs and fields.

&S Special Note:

If ‘All Years’ and ‘All Schools’ are selected in the Campus toolbar dropdowns,
the <School Name> and <School Year> dimensions must be checked in order for
the pivot to display correct data.

Creating a Pivot Table

1.
2.
3.
located.
4.
current date upon saving.
5.
6.
7.
8.
[All Schools ~|

Data Analysis

Pivot Information

Navigate to Ad Hoc Reporting > Data analysis.

Click <Display Pivot> to view the new pivot.

calendar | All Calendars

e |

Pivot Name:

|District Race Ethnicity Comparison

Click on the <Student Counts> radio button under Create a New Pivot.
Enter a Pivot Name. This should be fairly descriptive so that it can be easily

If the date is not entered, the Created Date will automatically populated with the

If desired, select an ‘Ad Hoc Filter’ from the dropdown list.
Enter an Effective Date. Mark the <Active Only> checkbox, if desired.
Select the appropriate Measures and Dimensions. Click <Save>.

Dimensions

Created Date: 1170272017

Student Filters

Ad Hoc Filter |
Effective Date: 111072017

Active only:

Select dimensions.
Click <Save>.

Measures - studentCount

Click <Display
Pivot> to view the
new pivot.

Display Average Cumulative GPA Measure
[ 1 Display Average Test Scores Measure
[ 1Use only MAX Test Score
[ 1 Display ADM/ADA Summaries
[J use percent enralled in AD

User Account /|

rganized To:

Display Pivot Save

ADA calculations

9. Pivot will display in a new window.
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W Student

[1Age

[] District Number

Federal Race Ethnicity

Gender

[ Grade

[ Home Primary Language

[] Reporting Entity Number
School Name

[ School Number

School Year

[] State Race Ethnicity

[] Team Name

W Enrollment & State Elements
W Student Schedule

W Attendance

w Behavior

w Grades

wd Transcript e
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.. ol 55 == F
'ﬂflnlte %...C\"‘ ‘;;i l 2 Full Screen a, Export CSV 5 Export Image Edit Field List b
Campus ' = ¢

. (1009 - O Bport HTML 24 Save Report
Grid Bar Chart Line Chart Pie Chart 100% portrTh ¢ i

District Race Ethnicity Comparison

1: Hispanic/Latino 12 35

:
TN :

Total Count of Students 123 116 239

10. By default, only two dimensions will display. A breakdown of the dimensions
can be viewed by clicking on the white arrow next to a column or row header.
The order of the display can be changed (ascending, descending, user defined)
and elements can be de-selected by clicking them off as needed from this view.
Click <OK> to save.

’nf inite ..:p vt N‘ L f L &2 Full Screen
Campus # @ _
Grid Bar Chart Line Chart Fie Chart ) IE

1 2 3 4 5
1
:
—— M | The order of the
4 ! display in the pivot
5 Federal Race Ethnicity can be ChanQEd.

B2 ZsA ASZ 8 15
Elements can be s 77
de-selected by o Select All
AL /' 1: Hispanic/Latino 52 108
clicking them. :
& 2: American Indian or Alaska Native 2
10 " 3: Asian 116 239
11 /' 4: Black or African American
12 " 6: White
13 &' 7: Two or more races
14
15 + OK Ccancel
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11. One important feature of the Data Analysis tool is the ability to freely move and
remove dimensions from columns and rows. To modify the pivot table
dimensions, click on the <Edit Field List> button.

Infinite ("

Campus

PR A AR

HE

Select Dimensions. ~Currently Selected Rows.

sion:
Federal Race Ethnicity

X Values

Select Measures

Count of Students A
d E| _active Fitters

12. An editor will appear displaying all available dimensions (based on dimensions
originally selected when creating the pivot) as well as applied Measures and
Active Filters. The dimensions currently appearing in the pivot appear in bold in
the Select Dimensions window.

13. To add a dimension to a row or column, click and drag the dimension into the
Currently Selected Rows, Currently Selected Columns or Active Filters

sections.

14. Once all dimensions have been moved accordingly, select the Update button to

apply these changes to the pivot table.

Dimensions which
appear in the pivot table
appear in bold highlight.

- Select Dimensions
Federal Race Ethnicity

Gender
Grade Score
School Name

School Year

Select Measures

(&r Count of Students x

> " Update

~Currently Selected Rows
Federal Race Ethnicity

]

T Values
, School Name <

School Name has been
dragged to the Currently
Selected Rows.

Gender

~Currently Selected Columns

:

~Active Filtersﬁ

Cancel

3. The changes will be reflected in an updated pivot table. The new pivot table now
displays the Federal Race Ethnicity data by school if the pivot table is expanded
by clicking the (+) next to each specific Federal Race Ethnicity.
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When the (+) is
expanded, the Federal
Race Ethnicity displays
by school.

w Federal Race Ethnicity

F
23

= 1: Hispanic/Latino 12
Angliss Elementary School 3 2
5 2
7 8
2 8
5
33 44
56 52
2
123 116

Infinite &{ .
Campus

w School Name __ Total Count of Students

4. Likewise, users can also change the display so that the schools appear in the
columns and student gender appears in a row.

When the (+) is
expanded, the Federal
Race Ethnicity displays
by gender.

Data Analysis

Select Dimensions
Federal Race Ethnicity

Gender % Values

Grade Scors Gender

School Name

Currently Selected Rows
Federal Race Ethnicity

School Year
\ Currently Selected Columns —
res \ School Name
(&r Count of Students =
[Active Filters ——
»" Update Cancel
2 3 4 5

wFederal Race Ethnicity w School Name
- 5

Total Count of Students 89

30 35
20 23
10 12
2 2

5 15
52 77
59 108
2 2
150 239
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5. Users can also sort the data by column by clicking on the triangle. Selecting K

will sort the columns or rows by ascending value. Selecting the B will sort the
rows and columns by descending value.

1 2 3 4 5
1
:
;
[ 3: Asian 5 10 15

Data Visualization Options

Users can display pivot table data in several formats depending on user needs. Options
include Grid, Bar Chart, Line Chart, and Pie Chart.

1. Clicking on the <Full Screen> button in the Appearance section at the top of the
screen is useful for presentation purposes in all formats, but does not allow users
to modify the pivot table. Users can exit full screen mode, by using the <Esc>

key.
2. Grid: The default Grid format is a spreadsheet-like presentation of data and also

serves as the format for manipulating and organizing and manipulating
dimensions, filters, and measures.

@D

o wof
’nf'r”te =-...§\"' "j: l €4* Full Screen
Campus b = €
) ) ' s [ 100% v
Grid Bar Chart Line Chart Pie Chart

By default, pivot tables are
displayed in a Grid format.

1 \ 2 3 4 5

-

2 w Federal Race Ethnicity w School Name

;
4 4+ 1: Hispanic/Latino 30 5 35

5 + 2: American Indian or Alaska Native 2 2

6 + 3: Asian 5 10 15

7 + 4: Black or African American 52 25 77

8 + 6: White 59 49 108

9 + 7: TWO OF more races 2 2

10 Total Count of Students 150 a9 239
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3. Bar Chart: Pivot table data can be displayed in a Bar Chart format by clicking on

the <Bar Chart> icon. Detailed information on the column or row can be viewed
by hovering the mouse cursor over the bar.

Appearance

Export CSV |5 Export Image Edit Field List b

Export HTML |53 Save Report

Infinite (" 1 | & Ful Screen
el vu]le € ¢

-
Grid Bar Chart Line Chart Pie Chart 100%

e
a,
i

District Race Ethnicity Comparison

A color-coded legend will appear
at the bottom of the chart.

=+ 4: Black or African ... + 6: White
hide legend

M Baylor High School M Angliss Elementary School

4. Line Chart: Pivot table data can be displayed in a detailed Line Chart format by
clicking on the <Line Chart> icon. Detailed information can be viewed by
hovering the mouse cursor over the triangle or the corresponding color and line.

Appearance

Infinite ¢« 3 ’-,‘;F %l 8 Full Screen % epotcsy 8 Export mage Edit Field List b
Camp 5 . u L [100% B exportHtiL ) Save Report
Grid Bar Chart Line Chart Pie Chart & o P4 Save Repo

District Race Ethnicity Comparison

N ) Detailed information can be viewed
by hovering over the triangles.
A color-coded legend will appear \

at the bottom of the chart.

o

“\: Hispanic/Latino [ + 2: American Indian o... + 3: Asian + 4: Black or African ... + 6: White
hide legend

W Baylor High School W Angliss Elementary School

Data Analysis
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5. Pie Chart: Pivot table data can also be displayed in a detailed Pie Chart format by
clicking on the <Pie Chart> icon at the top of the screen. Detailed information for
Baylor High School can be viewed by hovering over the individual pie slice.

Appearance Export / Save

= - i . & =)
-% I | ;éﬁ & ¢t Full Screen d, Export CSV & Export Image
v} BT
N @ Export HTML |5 Save Report
Grid Bar Chart Line Chart Pie Chart 100% P + o

District Race Ethnicity Comparison

Baylor High School -

4: Black or African American (52)

3 Asian (5) —

2: American Indian or Alaska N... (2) ~ 6: White (59)

1: Hispanic/Latino (30)

7. Two or more races (2)

Exporting and Saving Data and Images

Pivots contain all data from the Effective Date entered on the Data Analysis editor to the
current date. As a result, it is not possible to do a comparative historical analysis of data.
Exporting data will facilitate comparative data analysis. Users have the ability to export

pivot data into html or .csv format or save the exact organization and data within a pivot.
Images can be exported as .png files.

View Appearance

fﬂfinffe "/q;..\.:-‘ e i €# Full Screen a,| Ex =
ekt . ;| Export CSV &= Exportimage
Campus 5 w £ @

L0 Y] @ Export HTML 2 Save Report
Grid Bar Chart Line Chart Pie Chart 100% o + o

1. Save Report: The organizational layout of a pivot can be saved by selecting the
<Save Report> button. A new pivot will appear in the Saved Pivots window,
allowing users to access the pivot in the desired layout.

a. Enter a report name in the pop-up box.
b. Click <OK> button.
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Camp

&S Users should always save a Pivot Name when creating a pivot. If a Pivot Name has not

been saved in the Data Analysis editor, the <Save Report> button will not be available.

2. Export CSV: Users can export the data from a pivot for comparative historical

analysis, by selecting <Export CSV>.
a. Click on <Export CSV>.
b.
c. Click <Save>.
d. A .csv file will be created.
rnfgg;)pus | = %n . ,: . P“c%n

Enter a report name and a file destination in the pop-up box.

Export / Save

. o]
&t Full Screen 5= Export Image

13, Export csv

& ffxport HTML 554 Save Report

» | 100% v

District Race '_thnicity Comparison

Edit Field List p

Save As
! 2 s « ~ > ThisPC > Documents » Demographic igffrmation ve graphic infi
! Organize +  Mew folder
b Music
11 #, Local Disk (C9)
12 = slawrence (\\cus
13 A Nehunr <
14 File name: | 2017 Demographic information
15 Save as type: | All Files (%)
i ~ Hide Folders 'T|
17
A .csv file will be created
A . c o e that can be converted to an
1 |Federa| R;_lGender School Na Count of Students EXCG' f”e
2 |1: Hispani F Angliss Ele 3
3 |1: Hispani F Baylor Hig 20
4 |1: Hispani M Angliss Ele 2
5 |1: Hispani M Baylor Hig 10
6 |2: AmericiF Baylor Hig 2
7 |3:Asian F Angliss Ele 2
8 |3:Asian F Baylor Hig 5
9 |3: Asian M Angliss Ele 8
e. Save as an Excel file to work with data.
3. Export HTML.: Users can export data from a pivot to an html file.
a. Click on <Export HTML>.
b. Enter a report name and a file destination in the pop-up box.
c. Click <Save>.
Data Analysis © 2018 Custom Computer Specialists, Inc. All Rights Reserved 79




.,

Custom Computer Specialists ’n f ini t'E ’:,. '
Right People. Right Results® Cam‘p s

d. An html file will be created.

View Appearance Export / Save
-+ jc5v ] reG]
B i i é& ('l: 4t Full Screen a, Fu &= Export Image
- | 100% ~ & Export HTML| =} Save Report
Grid Bar Chart Line Chart Pie Chart 2 + g
Save As X
1 » ThisPC » Documents » Demographic information Q Search Demographic informa... @
Organize = Mew folder §== = o
~
) Name Date modified
3 Quick access
=] 2017 Demographic infarmation 1171372017 11:23 Microsoft Excel C... 1KB
& Onelrive |&| 2017 HTML file of demographic informat...  11/13/2017 11, Firefox HTML Doc... 4KB
X This PC
[ Desktop
|| Docurnents
* Downloads
J Music
| Pictures
B Vvideos
‘i Local Disk [C:)
= slawrence (\\cus
& Metwnr e
File name: | 2017 HTML file of demographic information w
Save as type: | All Files (%.7) w
~ Hide Folders Cancel

View of html file created.

Angliss Elementary School | Baylor High School

+ 1: Hispanic/Latino 5 30 35

+ 2: American Indian or Alaska Native 2 2

: :

4. Export Image: Users may wish to export an image for a report. Images saved
will appear exactly as shown on the screen.

a. Click on <Export Export Image>.
b. Enter image name and a file destination in the pop-up box.
c. Click <Save>. An png file will be created.
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View Appearance

g + — ruc]
e || £ Full Screen a, Export CSV = Export Image
= @
- 0, LY ] B
il Dime Mot Lime ek Dl ot . 100& w E)\DOI’T HTM 4 Save Report
Save As X
1 » ThisPC » Documents » Demographic information Search Demographic informa... 0@ I
Organize « New folder H== - 0
~ MName Date modified Type

3+ Quick access

-] 2017 Demographic information 11/13/2017 11:23 ... Microsoft Exc 1KB

@ OneDrive Doc.. 4 KB

|&| 2017 HTML file of demographic informat...  11/13/2017 11:36
[ This PC

I Desktop

2| Documents
; Downloads
J‘! Music
=/ Pictures
m Videos
i Local Disk (C:)

= slawrence (\\cus

& Metunrl e
File name: | MUENITS ographic info - Baylor| e
Save as type: | All Files (*.%) ~

» Hide Folders Cancel

View of .png image created.

2017 pivot pie chart of demographic info - Baylor.png - Photos

w See all photos % Edit & Create [_Q Share

Sayler High School v

41 Black or African Amarican (3.

31 Asian (3)

n Indian or Alaska i &1 White (39)

11 Mispanic/Lsting (30}

+ 1: Hispanic/Latino M + 2: American Indian or Alaska Native 1 + 3: Asian W + 4: Black or African American W + 6: White W + 7: Two or more races

Data Analysis © 2018 Custom Computer Specialists, Inc. All Rights Reserved 81



' . . . o i'l.:-.
Custom Computer Specialists nf inite "'_ o
Right People. Right Results.® Camp s

Editing Pivots
Users can edit an existing pivot.
1. Navigate to Ad Hoc Reporting > Data Analysis.
2. Select an existing pivot to edit.
3. Click the <Edit> button.
4

Users are directed to the Data Analysis editor where changes can be made to the
dimensions.

5. Users can save the modified pivot by clicking on the <Save> button.

Data Analysis Pivot Designer

The Pivot Designer allows users to create a pivot chart/table using one of the available analysis of
Adobe Flash Player needs to be installed in order to display the results.

Pivot tables will appear in spreadsheet format. Information on the tables can be exported into CSV

Note the following:

» Campus toolbar selections determine the students included in the pivot chart/table results.
= Students marked as No Show are not included.

» Students marked as State Exclude are included.

Saved Pivots Create a New Pivot

W District Race Ethnicity Comparisaon O Student Counts
O Attendance Mark Counts
O Behavior Event Counts

C Grade Mark Analysis
® Transcript Mark Analysis
O Special Education Analysis

'

View Edit Delete

MNew Pivot

Deleting a Pivot

Users can edit an existing pivot.
1. Navigate to Ad Hoc Reporting > Data Analysis.
2. Select an existing pivot to delete.
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3. Click the <Delete> button.

Data Analysis Pivot Designer

The Pivot Designer allows users to create a pivot charb/table using one of the available analysis oj
Adobe Flash Player needs to be installed in order to display the results.

Pivot tables will appear in spreadsheet format. Information on the tables can be exported into CS\

Note the following:

= Campus toolbar selections determine the students included in the pivot chart/table results.
= Students marked as No Show are not included.

= Students marked as State Exclude are included.

Saved Pivots Create a New Pivot
W District Race Ethnicity Comparison
District Race Ethnicity Comparison 2

O Student Counts

O Attendance Mark Counts
O Behavior Event Counts

O Grade Mark Analysis

O Transcript Mark Analysis
®) Special Education Analysis

Special Education Semic
Student Coulse GPA

i
e

| View | | Edit | | Delete |

4. Users will receive a warning message. Click <OK> to delete the pivot.

Are you sure you want to delete this pivot?

| | Cancel
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APPENDIX A: Finding Data in Infinite Campus
Troubleshooting Problems

e If an Ad Hoc Report returns no data, the most common errors are:

- Check the Campus toolbar settings. The correct school may not have been
selected.

- Entering data in a format that the program cannot read (studentGrade = 7 when
the grades in this school are entered as two digits in a text field (i.e.,
studentGrade = Q7).

- The fields selected may exist. If the user connects to a field that holds a
student’s program flag — spProgram.Name — and students have not been
assigned a program or flag, the user will not get any results.

- Selecting multiple fields with multiple operators that may be at cross-purposes
and may limit the possible returns or eliminate any returns. When a user first
starts, less can be more until the data fields are identified. If the user creates a
filter with student.lastName, student.firstName, student.grade and no operators,
every student in the system will be returned. Adding fields and operators by
testing fields and operators first may help to identify the desired returned data.
See Learning which data fields matter below.

Learning Which Data Fields Matter

Learning which fields to use in an Infinite Campus Ad Hoc Query Wizard can be a
daunting task. Here are a few tips to consider.

e Look in Infinite Campus — Before creating the filter/report, use Infinite Campus
to find where the fields are physically located on the system’s tabs. (i.e., find a
student with the criteria needed [food allergy, free lunch, excessive tardiness, etc.];
find a course with the criteria needed [English courses]).

e Document the tab names and data labels — Note the names that display next to
the field on the screen. Check the tabs on which the fields are located, and the
module which contains those tabs. When creating a new Filter, use the Filter By
search in Select categories & fields to find field names. While they are not the
actual name of the data field, the programmer may have chosen a field name
similar to the label!

e Run atest WITHOUT filtering — Test the filter/report before entering the criteria
(and look for the information displayed). Match this data to the information found
in the step above.

e Choose nearby fields that MIGHT work to discover what they hold — When
choosing the fields in the first Query Wizard screen, select any field within the
same view that might display the information needed. Then compare the
information retrieved when the filter is run. The user should be able to see which
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field name goes with the field label in the tab this way. Unwanted fields can then
be removed by editing the filter.

o A field with a suffix of ‘ID’ is rarely helpful in the Query Wizard — it is a
primary key, a unique number the computer uses to internally name the item.

o A field called Name is often the right field — While Name seems nondescript, it
is often the field for a specific tab, identifying the data. In the picture on p. 7, the
field with the label ‘Course’ is called ‘courseName’ inside Ad Hoc. This is
frequently true on tabs.

e Student filters should almost always include the ‘activeToday’ field — When
running a filter/report searching for student information, if only currently enrolled
students are needed, include the ‘ActiveToday’ field from Demographics.
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Special Notes for Learner Category Fields

Infinite ;*{ ..
Campus

&

Learner — While most fields are easy to find (Attendance fields are under the
Attendance view, Grade fields are under the Grade view), there are some important sub-

categories under Learner. These include:

All Fields

+|- 4% School

+| - ¥ District

=] £¥ Learner

< Active Enroliment

<» All Enroliments

<3 Enroliment History
<3 Foster Care

«» EL

4% Programs/Flags

<3 Waiver

<3 Schedule

43 Student Constraints
+- £% Counselor

[ e [ e e [ L

4+ ¥ Learner Planning

e Active Enrollment (includes State Reporting fields, Special Ed fields, etc.)
e Graduation elements (includes Diploma Date fields, Cohort fields, etc.)

e All Enrollments (includes prior years’ enrollments for State Reporting fields,

Special Ed fields, etc.)

e Programs (includes student flags [i.e., document, custody order, contact], NY

State program fact reporting)

e Waiver (includes fields on the Waiver tab used in California school districts)

e Schedule (includes the student’s schedule information, courses, sections, teacher

names)

€3 Graduation elements

43 Membership Day Counts
<» Membership/Attendance Detail
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