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Overview:  The purpose of this help guide is to show How to Use Ad Hoc Reporting when selecting data for 
students, census/staff, courses/sections. It is used to generate custom reports.   

 
1. Go to Ad Hoc Reporting – select Index and scroll down to Ad Hoc Reporting 

 

 
 



2. Select Filter Designer: 
• create new Folder to store your reports 
• create New: 

o Filter type - Query Wizard 
o Data type - Student 

 

 
 
 

3. Ad Hoc Query Wizard 
• Create a Query Name and short description 
• Select categories and fields 

o Student – expand Demographics 
o Select field and move over to selected fields 
o Select Save  

 

 



4. Generate Report: Select one of the following 
• select Filter (from your folder if you created one) 
• select Search – list of students matching your query will appear in search results 
• select Edit – edit your query fields by adding or removing data fields 
• select Export – export list to excel or pdf 

 
Screenshots: 

 
 
 

 

 

5. Additional features 
• Filter parameters – allows users how fields are filtered 
• Saved filters can be used in advanced searches – data export or to filter report results 
• IC Campus Community – Filter Designer 

https://kb.infinitecampus.com/help/1350754

