FOR A NON-SPECIFIC GROUP:

Click Ad Hoc Reporting > Filter
Designer

Click Create a new Filter using the
Selection Editor.

Click Student.

Click Next.

The next screen will list an
alphabetical list of students, by
GRADE.

Give the Filter a name: ex., Ganas
— WINGS Students

Click each student and click the ->
key to send students to the
“selected students” list.

* You can press and hold the ctrl
key to select more than one
student and then - all selected
students at once.

Click Save when you have all students

in your list.
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Selection Name:

All Students Selected Students
09 Adams, Kendsll Starr #067416485 ﬂ
03 Aufanrs, Taylor S0 #612295255

(09 Bartlett, Mikaela Brooke #669116

(09 Brasfield, Jilian #

09 chaney, jack #

09 Deane, Ei # —>|
09 Dicon, Michele #049300075

09 Feist, Skippy #560076

(09 Griffis, Bleagle #659109

09 Hamilton, “aleria Lucille #563079 < |
09 Harwood, Asron #

09 Jamee, Kean John #EE2127

(09 Johns, Polly Ann #{565128

09 Johns, Rocky Dog #663108

(09 Johnson, Ciaira Hesther #665124 LI

From the Index, click Filter Designer (to refresh). The Filter just created should appear in the list of

Saved Filters.

To Edit the filter: Highlight the filter name, click Edit and add or remove names from the list and save.



To Delete the filter: Highlight the filter name, click Delete, and OK if you are sure.

Once a non-specific filter has been created, you can go to any reports in Infinite Campus and use the

filtered students to create a report.

TO CREATE MAILING LABELS
FOR THIS GROUP:

Click Census, Reports, Mailing
Labels.

Select Ad Hoc Filter and locate
the filter you wish to use.
Select/unselect “Include
Guardian’s name”
Select/unselect “Include
Salutation”

Print the labels for Student
Sort by Name or other choice
Click Generate Report

The labels will be generated for
Avery5160 labels that can be
printed from your laser printer.

| vear [usus
Index Search Help
[ Svstem Administrator a
Eyinfinite Campus Support
({3 Training Survey
ZyH-12 Sohtions Group ¥ieh
* |¥3) Student Information
0 £ Instruction
=63, Census
ﬁ People
€7 Households
% Addrosacs
E.&dd Person
"B Add Houscheld
5 Addd Address
_%'_Ccneuza Wizard
= [_] Reparts
_] Addrezs Chonge
[ Census by Address
[ Canzus by Birth Dst
" Census by School E
j Cenzus Verification
| impact Aud Heport

& §3: Hehavior
= G Hesith b
# 1 Attendance
= g Scheduiing
I [F¥ Gragng & Standards
= i 2d Hoc Reporting
W Fiter Designer
. Report Designer
[ report Buner -
= - .
al | » [J

x| mchoot [41aF tock - Harmson Hgh 7|

Ihes report waill genersle & kst 0f mailing labels tor the selected students. | he report wwil print only one kabel for on
houszshold and oniy the students" guardan's name wil be printed if choose print labels for "Househald”. One labe
shudcnt will be printcd if choosc print labol for "Student™. Only addrcesce marked a2 "moding” will be includcd.

Choosze to print maiding lshels by Gradeitfdhoc or by Section.
& Gradeitdhoc © CourseiSsction

‘Which students would you like to include in the report?

" Grade i |
& pdlloc Miter | Ganas Wings Students =l
Ev ol Effetive: Dele:[05/00/2007 2]
Choose print options

M Include Guardian's name

M Include Salutation ITU Parenl/Guandian ul.
Print the: labels for

 Stugent © Housshald
Horwe would vou like the report sorbed?

# jame  CiyandName { 7ip

Generate Report




