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Agenda

* Overview

* Data Viewer

* Ad Hoc Filter Designer
* Designing filters: Selection Editor
e 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

* |s there already a canned report in Infinite Campus that contains this
information?

* Check the Available Reports page on the Knowledge Base

. :
Simple || Powerful Infinite g\
REPRODUCTION OR QUOTATION, IN WHOLE OR IN PART, IS STRICTLY PROHIBITED. Camp s

Copyright ®2025-2026 Computer Information Concepts, Inc.


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

Overview

e Data Viewer

e 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

K
[
]

Edit Copy Delete

student 11th Graders Cum GPA by Rank
student Behavior Grouped by Event
student Example

student >tudent List Grouped by Grade
student Student List Grouped by Grade / Gender
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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

3 Data Viewer - New [tam *®
3
Create New: Report Focus:
Q Report Student E|
Folder Census/Staff

Course/Section

. .
Simple || Powerful Infinite g\
REPRODUCTION OR QUOTATION, IN WHOLE OR IN PART, IS STRICTLY PROHIBITED. camp s

Copyright ®2025-2026 Computer Information Concepts, Inc.



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 enroliment
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Data Viewer

* Name: Student List

Field Selection:

Drag sekected field to Reporl Preview pane to add
column o selecied location; field will also be added
i Fitering pane *Field drop-down list.

Dragging selected field to Fikering pane wil add
field 10 the filter oplions only.

Double chcking a selected field will append the
column to the end of the Preview pane.

(o) ot

[+ £¥ Student

[=I- £¥ Demographics
Person ID
Siate ID
Other I
Ldditional ID
Student Number
Perzon GUID
Kentity ID
Effective Date

REPRODUCTION OR QUOTATION, IN WHOLE OR IN PART, IS STRICTLY PROHIBITED.
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Filtering

1D “Fiekd

Operator

% 1 Active Today (student) « = TRUE

Add New Filter

Report Preview

Student Number
1705
18264
28T
209
10201
18359
21036
- 1555

Lasi Name
Adams
adking
Aguirre
Alatarre
Alatorre Garcia
Alcala
Alejandre
Llken
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Value

preview
First Name

Holky
Kay-Lynn
lsaac
Hannah
Absalon
Lewi
Cameran

Alsiandrn




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

Race Ethnicity Fed
Race Ethnicity Determination

Birth Country Report Preview
Birth State
Enrollment 10
Grade preview
sEn-imm
Start Date
Start Status 171900001 Abegg Dylan
End Date 181900002 Abegg Wallace Grade
E;'Tj;a;flsn 241900068 Ahmed Giana
Structure ID 241500047 Andersen Koda
Zninll 662473 Anderson Jack
Diistrict ID I
Calendar Mame 181800003 Anderson Jana
Calendar Start © 241900113 Arellano Novalee
Calendar End
Start Year 131800011 Abtwood Madia
End Year 241800066 Ayers Stevie
Label _ .
Active Year 241900070 Bailey Lylah
Aclive Today
® . oo,
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Data Viewer

e Sort, group by column

Report Preview
preview
Student Number - Last Mame First Man
1705 & Sort ASC Hollky
18284 w Sort DESC Kay-Lynn
2671 % Group By Column lsaac
209 > Remove Column Hannah
10201 Alatorre Garcia | Absalon
1| RAEG i lb=ila I_izinwi
R .
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Data Viewer

* Any field in the report may also be used as a filter
* Operators filter the data for the
e =, <>, IN, STARTS WITH, plus more!

Filtering
ID *Field Operator Value
1 Active Today (student) ~ =TRUE -
X 2 Grade (student) |w = - [11 |

=

Add W Student Number (student)
. Last Name (student)

First Name (student)
Active Today (student)
Gender (student)

. .
Simple || Powerful Infinite C
REPRODUCTION OR QUOTATION, IN WHOLE OR IN PART, IS STRICTLY PROHIBITED. Camp S

Copyright ®2025-2026 Computer Information Concepts, Inc.

Report




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

Data Viewer

CYnew PAeat [ copy Y Detete

My Reports Report Options

| ] student 11th Graders Cum GPA by Hank

[ % student Behavior Grouped by Event Report Name: Example

_1 student Student List Grouped by Grade Ad Hoc Fiter:
'_"| student Student List Grouped by Grade / Gender

.
™ Active Students

“Upcoming 18th Birthday
01.Constant
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Data Viewer

e Users can also determine in what format they wish to produce the report.

Options include:

 PDF Report Name: Example
e CSV Ad Hoc Fitter:
 HTML
Report Output Format:
POF | =
csv
HTML  fReport
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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

Create New

e Selection Editor

Filter Type Data Type

* Pass-through SQL Query Query Wizard

s&lechon cadtor Census/tan

Student

Pass-through SOL Query Course/Section

Reporting > Ad Hoc Reporting > Filter Designer
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Filter Designer

* The Ad ch Filter Window contains Folders , Reports, and Available
23

Groups

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

* |f 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

SQL Query

=

Query Wizard ——| Selection Editor
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Filter Designer

 Folders can be used
to organize your Ad
Hoc filters

 Folders cannot be
created in Shared
Groups

Saved Filter

Activity Registration
Aftendance

Behavior

BMC

CRDC

Letter Filters

Pass-Through QL Queries
Scheduling

Scheduling Filters

School Store

SliCensus

Student Data Groups
student *Tardy Today 3 Times
student *504 Students

student *Bus 1 Studen
student *ELL Students Create a new folder

student *Honor Roll St

gadaaaaagam

curriculum *Section < Parent Folder| (No Parent)

student *Students witt Folder Name: |

student Arthur VWelcon
student Behavior Ever,

'ﬁ@ﬁﬁﬁﬂﬂﬂﬂ++++++++++++

| Create a new Folder
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Create New
Filter Type Data Type
| ! Query Wizard | ! Student
\._! Selection Editor L CensusStaff
\_/ Pass-through SCGL Cuery \_/ CoursefSection
x
v
Save Cancel

Infinite g
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Filter Designer

* Once created, filters can be used
throughout Campus, including but Nnot  |erem—

| i m ite d to . This report will baich print sfudent census verificalion dats Page breaks are ingerted suiomatcaly io
. housakaold. This B & very complex repor] and § B recommended that e numbser of sbedenls run per g
nciyding all oplions in the repert cogld madks the nepor onger than one page pir Rousshokd

e Data Viewer

WWhich atudanis would you Bod o nciude s the repor ™
. Grace .
e Attendance Wizard

* Reports such as Mailing Labels, Census ® Ad oc Pl
Verification, Student Reports, Attendance e By

Which houssholds w =12th Grade GRA = 3.0

Reports, Scheduling Reports, etc. “Parents wio Porlal Accourts

o
Primary HOU| vepyrer Damo Guery Wizard

_

 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:

e Data Viewer
e 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:

e Athletic rosters

* Activity rosters ®@ o

™"
***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

e 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

Filter Designer t¢

Ad-Hoc Selection Editor

Step 1

Selection Name: | Basketball Team

Short Dcripliun:l 25-26 Girls Basketball Team - A

Long Description:

Quick Search:

St

\_.-_.gp

N

Sart

Active today: m \
Grade: 12 v %
MName: (last name, fi x_.s_._.Sten §

All Students

2 SChulte, Jaimie 130347

12 Schwab, Aneria #130405

12 Schwalm, Finnegan #130415
12 Schweigert, Wade #130456
12 Schwein, Tyson #130466

12 Schweitzer. Megan #130469

12 Schwend, Shanika #130433
12 Scotfing, Avi #130530

12 Scrutton, Danielle #130340
12 Scuffing, Erin #130550

12 Seago, Juliong #130570

12 Seals, Barak #130534

12 Schulte, Monica #130344 -

12 Schwemile, Emma-Jane #130476 .

Selected Students

12 Alwood, Madia Liza #131900011
12 Heidlinger, Cydney #116368
12 Heinle, ¥vonne #116454

12 Helsdon, Becky #116608

12 Neal, Carey #124565

12 Netzner, Alecia #124648

12 Oppelt, Cheryl #125332

12 Schulte, Jaimie #130347

12 Schwend, Shanika #130433

K Scrutton, Danielle #130540

12 Seger, Aiden #130635 v
e ®) Vser Account
Fnlda:l f
) User Groups

| Save | | Return To List
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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
e Search for fields by expanding the tables or typing in the Search bar

e 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

Filter Designer ix

UL SIS I LSS N DI R S RIS IO W S| PR 1L LA RN I I 1Ay LA ST AR G ISR WL LSS | IS el e, U1 LIS S I | U R |
the sequence can be changed on the Qutput Formatting screen. At least one field must be selected to continue.

Field Selaction = Fiter Parameters > COutput Formatting = Grouping and Aggregation

Step/1

*Query Mame: |

Shart Description: |

Long Dascription: Ste

)

Select categories & fields

Filter By

All Figds Selected Fields
strueturelD student firstName

student lastMame

. student studentMumber

disirictiD student grade

calendarMame student activeToday

calendarSiart

calendarEnd

schooll D

starffear

end¥ear

label

activefear
activeToday
teamhiame

age

he_she
He_She_capital
him_her
Him_Her_capital
his_her
His_Her_capital
his_hers
His_Hers_capital
stateGrade
gradelevelExcludeState
crossSiteEnroliment

Add Function

f

)]
—
D

w

SaveTo: (@) User Account

Falder]/ W

) User Groups

") Fares Order @

[ save | [ saveaTest | | RewmToList

® [ Nt |
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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

Filter Designer ¥2

Parameters are used to filter data based on specific logic. Use the operators to apply logic to designated fields. Logic may be applied even if a field is not being o
conditions for the operators using AND, OR, and NOT conditions. If 2 Logical Expression is not used, the condifion AND will be applied fo all operators. If using L

Field Selection = Filter Parameters > Ouiput Fermatting = Grouping and Aggregation

*Query Name |Studenl Contact Info

Short Description: |

Logical Expression (Optional):

Long Description: Step .4

If logical expression is left blank, all operators will be applied.

Allowed symbols: AND OR NOT ( } IDs
Example Syntax: (1 AND (2 OR 3) AND 4 AND (NOT 5 OR 6))

FZO
——
D
o
o

Filter the data

ID *Field Operator Value
% 1 [studentfirsthame v|| v|| |
*® 2 [studentlasiName v|| v
w 3 | student studentNumber v || v||
¥ 4 [studentgrade v|| v||
® 5 | studentactiveToday  w || = TRUE v|
% 6 [peontact.emai v|| v||
| g |

®

| save | | Save&Test | | RetumToList

Tip: Save &
Test often!
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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

e 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

e Special formatting & length
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Query Wizard — Formatting the Data

Filter Designer ¥

Ad Hoc Query Wizard - Output Formatting

Use output formatting to determine how columns and fields should appear when data is extracted. The ability to sort and sequence results is also available. If exportin

Field Selection > Filler Parameters > Output Formatfing > Grouping and Aggregation

*Query Name [Student Contact Info |

Short Description: |

Long Description: +

Format the output fileireport

[ output distinct records

Field Qutput Sort Direction Column Header Alignment Formatting Length
student firsiame |First Initial | v | v |1

|
student.lastMame |Last Name | hd | Upper Case hd | |
student studenthumberl’d [Student Humber | Ledt w| w | |
student.grade |Grade | Cenfter hd | hd | |
|
|

student.activeToday [ | | | v| v
pcontact.email |Email | w| v

SaveTo:  (®) User Account
Folder] / v|

) User Groups

|:| Force Order @

| save | | SavesTest | | RetmTolList

<Back | | Next» |
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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

O xmL

\®) Delimited values (CSV)
¢ X M L ‘! Fizced width

) PDF report

\ : ! Cube Analysis

o C SV Delimiter:

Include column display header

F ixe d W i dt h Double quote data | Only when it contains the delimiter +

Include subtotals W

e PDF | Export |

Pick an Export Format

e Cube Analysis
Reporting > Ad Hoc Reporting > Data Export
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Tips & Tricks
e Before creating an Ad Hoc or Data Viewer report, check the Knowledge Base
to see if the report already exists elsewhere in Campus
* |t 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

e 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
e ‘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

e 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

e Lori Ratzke

e Shelley Krane

Nebraska
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