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Agenda

• Overview

• Data Viewer

• Ad Hoc Filter Designer

• Designing filters: Selection Editor

• Designing filters: Query Wizard

• Data Export

• Tips & Tricks
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Overview

• Things to consider before creating a filter:

• What information is needed? 

• Who will use the information? This will impact the way it is presented & 
where it’s stored

• Is there already a canned report in Infinite Campus that contains this 
information?

• Check the Available Reports page on the Knowledge Base

https://kb.infinitecampus.com/help/available-reports
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Overview

• Data Viewer

• User friendly, simple reporting tool with filtering, sorting, grouping, and 
export options

• Filter designer – Query Wizard

• Pull specific fields and apply filter operators, functions, formatting, and 
grouping for a more customized report
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Overview

• Filter designer – Selection Editor

• Tool to create a static picklist that can be used in reports and processes 
throughout the database

• Filter designer – Pass through SQL query

• Allow users to search for data in a more customized way, to search on 
tables and views not used in the Query Wizard and to use SQL operators.

• Not covered today
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Data Viewer

• This is the simplest type of report to build – if Ad Hoc Filter Designer is 
confusing or intimidating, Data Viewer is the tool to use!

• Drag and drop fields into a real-time preview of the report as it is being built

• You can create Student, Census/Staff, or Course/Section reports

• Reports built in Data Viewer are for the user only – they cannot be shared to 
User Groups

Reporting > Ad Hoc Reporting > Data Viewer
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Data Viewer

• When selected, a list of saved reports will be available in the My Reports 
column

• Selecting an existing report will allow for Editing, Copying, or Deleting

• A new report may be created by selecting New
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Data Viewer
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Data Viewer

• You can create a new report or a Folder to organize already-created reports 
by selecting ‘New’

• The Report Focus determines the information tables available for the report: 
Student, Census/Staff, or Course/Section
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Data Viewer

• When the Report Focus is ‘Student’, the first 10 results will display

• This type of report already contains Student Number, Last Name, and First 
Name and is filtered to only show students with an active enrollment
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Data Viewer
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Data Viewer

• To add a field to the report, locate the field and either double click or drag 
and drop the field to the location in the report where the information should 
be displayed
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Data Viewer

• Sort, group by column
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Data Viewer

• Any field in the report may also be used as a filter

• Operators filter the data for the 

• =, <>, IN, STARTS WITH, plus more!
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Data Viewer

• Can be saved, edited, copied, deleted, or exported in various file formats

• When exported, reports may be generated for all records, or only for records 
associated with an Ad Hoc filter

• The ability to run a report against an existing Ad Hoc filter is something that 
cannot be done using the Filter Designer
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Data Viewer
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Data Viewer

• Users can also determine in what format they wish to produce the report. 
Options include:

• PDF

• CSV

• HTML
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Filter Designer

• There are three filter types available for creation of filters, as well as three 
different data types:

• Query Wizard

• Selection Editor

• Pass-through SQL Query

Reporting > Ad Hoc Reporting > Filter Designer
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Filter Designer

• The Ad Hoc Filter Window contains Folders        , Reports, and Available 
Groups 

• Groups are available based on membership in the User Group and allow 
members to create and share reports

• If creating and sharing a report to a User Group, it is recommended to 
create and save an original file to the User – anyone in the group can access 
and change the shared report

Query Wizard Selection Editor SQL Query



REPRODUCTION OR QUOTATION, IN WHOLE OR IN PART, IS STRICTLY PROHIBITED.
Copyright ® 2025-2026 Computer Information Concepts, Inc.

Simple II Powerful

Filter Designer

• Folders can be used 
to organize your Ad 
Hoc filters

• Folders cannot be 
created in Shared 
Groups
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Filter Designer

• Once created, filters can be used 
throughout Campus, including but not 
limited to:

• Data Viewer

• Attendance Wizard

• Reports such as Mailing Labels, Census 
Verification, Student Reports, Attendance 
Reports, Scheduling Reports, etc.

• Anywhere an Ad Hoc drop down occurs!
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Filter Designer

• Once created, filters can be used throughout Campus, including but not 
limited to:

• Data Viewer

• Attendance Wizard

• Reports such as Mailing Labels, Census Verification, Student Reports, Attendance 
Reports, Scheduling Reports, etc.

• Anywhere an Ad Hoc drop down occurs!
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Selection Editor

• This Filter Type allows the selection of a static list of Students or Census/Staff 
which can be exported or used in various processing and reports throughout 
Campus

• Examples of Selection Editor filters:

• Athletic rosters

• Activity rosters

• Special groups

***Note: These are static lists and must be updated as data changes
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Selection Editor

• Choose Selection Editor and the Data Type, then click Create

• Give the Selection a Name and enter a short/long description, if desired

• Choose the appropriate Quick Search filter criteria

• Select the result from the All Students box and use the arrows to move it to 
the Selected box
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Selection Editor
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Query Wizard

• Query Wizard allows for the creation of dynamic custom searches on any of 
the three data types

• Examples of Query reports:

• Reports with data not available in Canned Reports

• Locating incorrect or missing information on individuals

– Parent/guardian without phone numbers

– Students without middle names
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Query Wizard

• Examples of Query reports, continued

• Individuals who meet specific search criteria

– Students in a particular grade

– Students with a cumulative GPA above 3.5

– Student in a particular program
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Query Wizard

• Choose Query Wizard and the appropriate Data Type, then click Create

• Give the Query a name and add a short/long description, if desired

• Search for fields by expanding the tables or typing in the Search bar

• Clear will reset the search

• Add fields to the Selected Fields box by clicking on them

• Move to the next step by clicking Next or the breadcrumb at the top
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Query Wizard
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Query Wizard – Filtering the Data

• Filtering the data for the report is accomplished by selecting an operator 
next to the filter field

• The value for the operation is then entered in the Value field

• Not all fields have to be used as a filter

• Selecting Save & Test will save the changes as well as open a window to 
preview the results of the report

• The filter may be saved to the current user or to a User Group
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Query Wizard – Filtering the Data
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Query Wizard – Formatting the Data

• Once fields and operators are applied, go to the next step by selecting Next 
at the bottom or the breadcrumb at the top of the screen

• Output Formatting allows for the data in the report to be formatted a 
specific way, including:

• Printing the field

• Sequencing & sorting

• Renaming column headers

• Alignment

• Special formatting & length



REPRODUCTION OR QUOTATION, IN WHOLE OR IN PART, IS STRICTLY PROHIBITED.
Copyright ® 2025-2026 Computer Information Concepts, Inc.

Simple II Powerful

Query Wizard – Formatting the Data
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Data Export

• All filters created in the Ad Hoc Filter Designer tool can be exported from 
Campus in a variety of formats:

• HTML

• XML

• CSV

• Fixed Width

• PDF

• Cube Analysis
Reporting > Ad Hoc Reporting > Data Export
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Tips & Tricks

• Before creating an Ad Hoc or Data Viewer report, check the Knowledge Base 
to see if the report already exists elsewhere in Campus

• It is best to have the desired result in mind before you begin to save time

• Find the fields you are interested in within Infinite Campus and note the 
area name and field name. This will help locate the table and the field in the 
Ad Hoc reporting tools

• Campus Community has some information on the tables and fields that will 
help locate the correct information
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Tips & Tricks

• Creating a Data Viewer report first will help in viewing information 
contained in the fields

• ‘Starter’ filters that can be copied with commonly used fields:

• Student number

• Last Name

• First Name
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Tips & Tricks

• Filtering – less is more

• Adding filter parameters one field at a time allows for viewing the effect 
on the report and prevents unknowingly filtering out data

• Viewing the data in the field prior to setting the filter value allows for the 
correct value to be applied

• Save & Test often!
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Tips & Tricks

• When filtering a large data set, limiting the data to a small subset allows the 
filter to run quickly and helps if the correct selections are being made

• For student filters, it is often helpful to include the “Active Today” field with 
an operator of ‘True’

• Note: Running filters with ‘Active Today’ set to ‘True’ outside of the term 
dates could lead to no results as students are only active during a term
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Tips & Tricks

• Checkboxes in Campus are often recorded in Ad Hoc as 1/0, Y/N, or 
True/False

• Run the query without a filter to display the appropriate value to use

• Some fields store data as codes, not words

• Race/Ethnicity data is stored as a numeric code

• Many fields with ‘id’ in the field title, such as ‘personid’ are internal table 
numbers are  unique to that data. Fields labeled ‘code’ or ‘name’ provide the 
description for the id.
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Questions
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Thank you!

• Please contact your account manager for any training needs

• Lori Ratzke

• Shelley Krane
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