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Ad Hoc Filter Export

Using Ad Hoc Filters to Export Data

Data Export is used to display the Filters that were created in Filter Designer.

There are 5 ways to export information from Infinite Campus.

M

In order to sort or manipulate the results of a filter you need to use Comma Separated Values (CSV) or
the Tab delimited Values options. Using Comma Separated Values (CSV) will put the information into
an Excel spreadsheet quickly. From within Excel you can then sort and manipulate the information

HTML text report which displays in a web page format.

XML displays HTML coding values.

Comma Separated Values (CSV) displays in Excel format.

Tab delimited Values displays in Excel format.
PDF which displays in Acrobat Reader format.

using the column headings.
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From the Index tab click the (+) sign
next to +Ad Hoc Reporting

Click the Data Export link

Click the (+) next to your school owned

container ® €5 m 264 {0 see a list of
filters created for your school

Click to highlight the filter you want to
use

Select the Comma Separated Values
(CSV) option

Tthen click the Export button.
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Save 7. Your options are to either Open OR
Sovo P Save the export
" : =
e S a) Select the Save option if
© |- you’re using it as a database a
i mail merge document. When
A linking the database to a mail
= merge document you need to
e have the database file closed.
o W e | = You’ll want to sort the database

file first then resave it if you
need the mail merged printed
OR out in a particular order such as
by zip code or by teacher. To
Open sort the database minimize IC
Fils Download X and open the database by
double-clicking it. Proceed to
step 7 to sort or manipulate.

Do you want to open or save this file?

@j Mame: repart.csv
1l Type: Microsoft Excel Worksheet

Fram: campus.dpsk12.arg

b) Select Open if you just need

Open Save [ Cancel . .
o J[ sme ]| ' to print or do a quick sort
Always ask before opening this type of file and/or manipulate the
“while files from the Intemnet can be useful, some files can potentially lnformatlon before yOu prlnt,
@ harm your computer. If you do nat trust the source, do not open or
save this file. What's the risk? Proceed to Step 8 to Sort or

manipulate.

Either option you choose allows you to the
ability to delete/move rows/columns, move
columns etc. Choosing to Save gives you
ability to change the font size and font style
with Excel.

Internet Explorer Window ,
Differences between Internet Explorer

and Excel tool Bars.

| ttps:/fcampus. dpsk! Z.orglcampusfextract/extractCSV.xsPeontentType=csvitx=adhoe. AdHocFitier-lis - Microsoft Internet Explorer p E@@

Fle Edb View Dot Fomat Toos Data GoTo Favorbes Hep eSnagIt H“ 1','
ALl R st stulenimbe N Open has no Formatting toolbar.
750 N 0 0 O I 0 B A B I
1 (student, sttcourseSec student lasstudent. s Custom3t student grestudent, racstudent ge course Secstudent actieToday
.
Excel Window
B Wicrosoft Excel - Room Assignment.csy Q@@
@_] e Edt Vew Inset Fomat Took Data Window Hep Type aquestionforhelp = o 8 X
NSHRSE2VE SR 290082 HE g ol
o 0 o B s aaln 0 A Biaa s ao e 8 de e, < Saved gives you Formatting toolbar.
Al - Jx student studenthlumber
[ Al 8 [¢c [ D [ETJF [ 6 [ H ] 1 | J]KT[TL[MKI]NG
1 |student st!courseSecstudent Ia¢ student.firs Custamtu student. gr: student. rac student.ge courseSec student. actweToday -
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[E3 Micrasoft Excel - Room Assignment.csy
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Sort by Sort by
© ascending student Firsthiame |w| =) fscending
() Descending () Descending
Then by Then by
() Descending () Descending
Then by Then by
@© ascendng student.raceEthnict v | = Ascending
() Descending. ) Descending
My data range has My data range has
(=) Header row ) No header row @Header tow] O No header row
[ Options. .. ] [ OK 1 [ Cancel ] [ Options. .. ] [ o ] [ Cancel ]

Save As

| (& Deskiop

vi@-a2@a X

|24y Documents
Z | ' My Computer
My Recent i\lgMy Natwork Places
_ Bocuments || Stine FAQ Memos
= |SDPTF
LS [EBoost Computer Count.xds
Desktop ‘@]Cory teacher conversion osx final xls

[EEOY Instruct_Super Mig_506.xls
;@]Facihty Infol.xls
_J [ Falis. s
My Documents | EIC School Setup.xls
B andesk Install.xds
-’ [ ncoln 08-07 Student Master List. s
f‘!rg Erieas s
= network Tech Assignment 060106 xs

12

B hon-scheduled Steck Students,xs
B paimerClass lists 06-07 & 2 06.xis
BEHphone#_3 06,55

B student Master List Julie.xls

B IMILEAGE REIMBURSEMENTa 2005, s

ile pame: LMcKinIey Room Assignments. xIs e ]
My Wetwork, e
_ Plaes | Saveastypsi | Microsoft Excel 5.0{95 Workbook (* xis) v Concel ||

10.

11.

12.

13.

14.

With any one of the cells highlighted in
the export click on the Data menu and
click on Sort.

In the Sort window select the column
heading(s) you want to rearrange your
data display. You have the option to sort
up to 3 multiple sorts at one time.

To save the sorted export as an Excel
spreadsheet click on File/Save As.

Check the Save In box to put the file in
the correct folder

Give it a file a name that describes the
data.

Click the drop down arrow on the Save
as type., change to Microsoft Excel
workbook (*xls).

Click Save
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Microsoft Excel

Raoorn Assignment.csv may contain features that are not compatible with C3Y (Comma defimited). Do you want to
keep the workbaok in this format?

« Tokeep this format, which leaves out any incompatible features, dlick Yes.

« Ta preserve the features, click Mo, Then save a copy in the latest Excel farmat,
+ Ta see what might be lost, dick Help,

s }\[ o

[ teb |

Save As

[ Deskton ~| @ @ X i B Teds-

5 |E=Hetine FAQ Memos Ephone#_3_n6.xL5 N
L i@PTF B Student Master List -Julie, s
Wy Recent | [ aonst Computer Count. ds BH]MILEAGE REIVBURSEMENTS 2005415
Documents: | & cory teacher conversion bex final.xls
- EOY _Instruct_Super_Mtg_506.xls
Facility Infal s
Desktop Falis. xis
1€ school Setup s
Landesk Install. xls
_J Lincoln 06-D7 Student Master List.xls
My Documents McKinley Room Assignments. s
MILEAG. s
- ! Metwark Tech Assignment 060106.x1s
3—5 [ Morescheduled Stack Shudents s
My Computer i@jpa\merc\ass lists 06-07 & 2 08.xs
. Flename: | T -
iy Hetiark
Places Save as bype! | Micrasoft Office Excel Workbook (* xls) v| cancel | |

If you forget to change the type of file over
to Excel you’ll get a message.

The Comma Separated Values (CSV) format
doesn’t have any extra formatting that you’ll
need so go ahead and click No. You will
then be able to change the file type over to
Excel Workbook (*xIs) and click Save.

CSV Icon Excel Workbook Icon
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