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FRYSC Information Tracked in Infinite Campus

Student Records

The records of interventions for each student are found on the FRYSC
tab located in the General Information area of Campus.

Index | Student Information | General | FRYSC tab

Index | Search | Help BALL, JEFFERY Y=
:ﬁTUBA Reynolds Grade:01 #B863804 DOB:03M8/2003 Gender:M
[]JCPS IC Info Site TEDS | LEP | [1Student Contacts | ior Transition | [1Advance Prog |
{3 Training Link ;ZIJSnmmry| Enrollments | ﬂ's:hednle| IiAttend e | g | [HGrades | = Dipl dards (HS) |
= |ﬂuent Infrmatiun Tr: ipt | Credit v| A | éBehavinrl ijiTransportation | $Fe5| éhu:lners‘ —3No Shows |
1'r=nr;ra
# 71| Counseling Gradnalinn| Athletics | Jz;AA‘IHm: Reports | Waiver | ReonrdsTransfer| L3 District Infn| Gifted & Talented |
Grad Planner aSchool Info | FRYSC | Pre-School| 3Records Request | Title 1 Services Attendance Group
: I \ I I | B==5] I
+'g Health [ 1 Add Intervention | ] Add Group Program
Medicaid
= eLp . [4 Individual Interventions
# [ Special Ed [¥' Group Programs
% Student Locator
+ | ] Reports

Group Operations

Programs that affect groups of students are set up in System
Administration. This is also where you can assign multiple students to
the same program.

Index | System Administration | Student (folder) | FRYSC Group Program

Year [03-10 x| Sehool | COCHRAN ELEMENTARY | Calendar | 03-10 COCHRAN ELEMENTARY =]
Index | Search | Help [fFRYSE Group Programs |
[ DOTTIE GRESHABER [ Mg
[;‘ ‘JCP_S ICInfo Site FRYSC Group Programs Editor
Lj Training Link FYRSC Carter | category | Ttle: | Start Date
* (#] Student Information THE LINK FR¥SGC* Parenting Skills / Family Support “olunteers Program 09401 /2009
! % Census
+ f3: Behavior
=G’ Health

+ % Mftendance

+ 3 Scheduling

* [ Grading & Standards

+ A0 Hoc: Reporting

# (] User Communication

= ﬁ System Administration
=[] Student

E FRY L Progran
B FRYSC Group Prograrm
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Index | System Administration | Student (folder) | FRYSC Group Participation Wizard

Index | Search Help

m DOTTIE GRIESHABER
[0 JCPS IC Infa Site
(& Training Link
+ Iﬂ| Student Infarmation
+ @'; Census
+ ﬂf Behawiar
+ G Heslth
1% Attendance
+ ﬂ Scheduling
+ [ Grading & Standards
+ .E Ad Hoc Reporting
+ ] User Communication
= System Administration
=1 ] Student
Ef FRY'SC Group Prograrm

Group Prograr

+ ] Food Service

+ ] Surveys
Ef' Accournt Settings
L] Aocess Log

@] Log o

FRYSC Program Participation Wizard

Thiz tool batch adds or deletes the selected students for the selected FRYSC program.

Adid or Remove students on group program

& A students to group program
8 Delete students fram group program

Select FRYSC Group Program

Enter Start Date [10:07/2009 7]

Select Grades r (Select &)l Grades)
Moo Mo Moz Taz o

Mos

™ Use Ad Hoc Fiter
| =

I™ Default Parent Participation?

RUN

Individual Interventions

Use this option to document a single intervention for a single student.

1. Be sure you have selected the correct calendar at the top of the
Infinite Campus window. Preschool students will only pull when
the Early Childhood calendar is selected and regular students will
only pull when the current calendar for the school is selected.

PwON

Find the student using a search option on the Search tab.
Click the student’s name.
Click the FRYSC tab. (If you are in the Census area, showing a

Demographics tab, navigate to General Information by clicking
Index | Student Information | General.)
5. Click Add Intervention.

Computer Education Support
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Ca District Info | Gifted & Talented aSchool Info | FRYSC | Pre-School

£dd Group Program

entions

[§ Group Programs

Enrollment

IGrade 109-10 COCHRAMN ELEMENTARY UB.-"13.-"2[]UEIj

Start Date End Date
| | | [
Intervention iz for Referred By lode of Intervention
(Select either or both) | (Selectons or more)
[ Student [ In-office/School Grounds
I Parent r Telephone
Result of a behavior izsus ™ Home Visit
r ; ™ Home Visit- PAT
Parent / Guardian contacted
r [ Letter
T T I™ Famity Team Meeting Chair
;I r Famihy Team Meeting Participani
Referral Location2 ™ other
| =l
Dezcription
=]
[-]

The following fields are required fields:

a.

Enrollment: This will default to the student’s current
enrollment. Sometimes the student will have multiple
enrollments at your school. It might be necessary to
select a previous enrollment so that the date of the
intervention will fall within the time frame of the
enrollment.

Start Date: This is the date of the intervention.
Intervention is for: Is the intervention for a student or a
parent or both? When a selection box is a square you can
make multiple checkmarks. When it’s a circle, you can
only choose one. The field is a square so you can choose
more than one option.

Referred By: Select the person from the drop down list
that referred the student to you.

Mode of Intervention: You should check all of the boxes

that apply to the intervention. [If you wish to document e-mail
check Letter for one-way contact or Phone if two-way contact]

Remember: The more data you enter, the more data you

can pull for reports later.
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The following fields are optional:

a. End Date: This field can be left empty. You can use it
when an intervention spans a number of days, to
document when the intervention ended.

b. Result of a behavior issue: Enter a checkmark when
appropriate.

c. Parent/Guardian contacted: Enter a checkmark if you
contacted the parent or guardian as a result of this
referral.

d. Referral Location 1 and Referral Location 2: A list of
agencies or programs that might accept a referral for the
student. This list will continue to grow.

i. IHR refers to In House Resources
ii. CA refers to Community Agencies

Multiple categories are displayed under the basic information screen.
Reports can be generated to pull data from any of these fields.

List of Categories

Academic Support

Attendance

Basic Needs

Career Development & Exploration
Childcare

Health

Legal

Mental Health/Counseling
Transportation

aauodaaaaaadaq

Each of the categories begins with a plus sign [+]. Click the [+] to
see the items that can be tracked for your interventions. Click the
checkbox that covers the kind of intervention you provided. Multiple
interventions may be checked in one category or you may check
interventions in multiple categories.

G Academiosupport

=2 Academic Support

™ Adult Education I Early Childhood Care ™ ECE Support

™ EsL Support " GED - Homework AzziztanceTesting SupportTutoring
r Organizational Skillz ™ Parent/ Teacher Conference ™ Post High School Education

r School Supplies

Computer Education Support November 3, 2009
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" 0-5 Days Absent " 610 Day=s Absent " 10+ Day= Abzent
I Tardies

(G basicheess |

I Clothing - Regular I Clothing - Uniforms | Free / Reduced Lunch Assistance
[ Food Assistance ™ Food Stamps Azziztance | Rent ! Mortgage
I utiities I Emergency Houzing ! Shelter I Heliday Az=iztance

I other Emergency Financial Azziztance

Career Development & Exploration

=2 Career Development & Exploration

™ Summer / Part Time Jobs r Employment Opportunity I other

| & childcare
8 Childcare

[ Bithto 3 ™ Before ¢ After School ™ summer

loheatn
Shen

I Dental " Head Lice r Hearing

I Hygiene ™ immunizations ™ Insurance Assistance
™ Medication Assistance ™ School Physical I wision / Eveglasses
I obesity ¢ Nutrition I other Heatth

[Brlegs
™ Child Protective Servicee || Adutt Protective Services | Court Caze and Support
r Guardianzhip A=zziztance r Beyond Control Order I Emergency Pretection Order/Demeztic Violence Order

I Other Legal

| Mental Health /| Counzeling

2 Mental Health | Counzeling

" Abuse r Anger Management I Dating lzzusz

" Divorce r Eating Dizorder I Grief

I Parent / Child Confict I Peer Relations I Pregnancy

I seif-Esteem I™ self-Mutilation I Substance Abuse

I suicide Rizk ™ Transition lssues | other Mental Health / Counzeling
I™ cam-ss

I Transportation

= Transportation
I Bus Token " cabwoucher [ Provided Tranzpoertation in Perzonal Vehicle by FRYSC Staff

I public Tranzpertation Information ™ School Bus Information

Computer Education Support November 3, 2009
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Group Program Interventions

Group programs are defined as being pre-planned, scheduled events
(as opposed to Individual Interventions which are re-active in nature.)
As a general rule, Group Programs are not to be used as a “catch-all”
for multiple personal interventions. On the other hand if only one
person attends a pre-planned event, it is still considered a Group
Program.

Group Program Interventions must be set up before you can post the
intervention to a student. Set up begins by using the option FRYSC
Group Program under the Index menu in the Student folder. All
programs you have set up for the FRYSC program will display in the
window that opens.

Index | System Administration | Student (folder) | FRYSC Group Programs

EFR‘I"SC Group Programs I

[ new

FRYSC Group Programs Editor

FYR3C Center Category Title Start Date
THE LINK FRYSC* Parenting Skillz 7 Famihy Welunteers Program 09/01/2009

Support

To add a new group:
1. Click the New button

FRYSC Group Program Detail

“Program Title

“Program Category

| |
“Pragram is for Time Frame "Start Date End Date
[ Students I j' I B I B
[~ Parents

Partner Agency Total Volunteer Hours Volunteer Count

| =l Jo Jo

Total Program Hours  # Mestings

lo lo

Comments

[~
[ -
Computer Education Support November 3, 2009
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The following fields are required:

a.

b.

Program Title: Give the program a name (no rules—
whatever you would like to name it, is ok.)

Program Category: Select from the list of categories and
program types the purpose of the group.

Program is for: Click Students, Parents, or click both
boxes

. Time Frame: Select from the list to document when the

program will occur

. Start Date: Enter the date the program will start.

NOTE:

* If the program will last all year, use the date for the first day
the program occurred.

* Use the first day of school for those programs that were
offered during the summer.

The following fields are optional:

a.
b.

End Date: optional

Partner Agency: This drop down list is the same one
that displays on an Individual Intervention in the fields
Referral Location 1 and Referral Location 2.

Total Volunteer Hours: Enter the total number of hours
all volunteers dedicated to this program.

. Volunteer Count: Enter the total number of volunteers

who will participate in the program.

. Total Program Hours: Enter the total number of hours

for the entire program.

NOTE:
At this time the program will not permit partial hour
increments. You have to enter whole numbers. It's suggested

that until this is changed, you coordinate the number of
meetings with total hours to come up with an accurate number.
Otherwise just enter the number 1.

# Meetings: Enter the number of sessions students will
meet when they participate in the program.

. Comments: Enter an explanation or other information for

the program that will help explain its purpose or contact
information that will help you in the future.

Once the program has been set up, you can assign students
individually to the program.
Computer Education Support November 3, 2009

Page 10 of 39



Jefferson County Public Schools

Locate the student’s FRYSC tab.

Click Add Group Program

Select one of the programs you have created

Enter the date the student participated in the Start Date
field.

5. Optional: enter an End Date.

6. Optional: enter a checkmark if the Parent Participated
7. Optional: enter Comments

PONPE

The bottom of the screen shows the information you entered when you
set up the program. The fields are gray indicating that you cannot edit
them from this point. These fields are for information only. You can
change the information by going to the set up screens under Index ...
FRYSC Group Programs.

You can also assign student participation in a group to multiple
students at one time.

Computer Education Support November 3, 2009
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Creating Filters to Assign Multiple Students to FRYSC groups.

Filters are created using the Infinite Campus feature called Ad Hoc
Reporting. You create Selection Editor Filters by selecting the
students who participated in the group and giving each set of students
a special name. Once a Selection Editor filter has been created, you
can use the filter to run reports, examine data, as well as populate
FRYSC group interventions for just those students.

Index | Ad Hoc Reporting | Filter Designer

1. Under the section called Create a New Filter, click the option
called Create a New Filter using Selection Editor.

2. Under the section called Filter Data Type, click the option called
Student.

3. Click the Next button.

Saved Filters Create a Hew Filter

%_lL student FRYSC Address Components D!ﬂ
10l student jcps ECONOMIC INDICATOR LIS?

" Create a new Fiter uging the Query Wizard

i2l student Meal Status 4103 & 4104 and GI e
%_lL curriculum * Attendance Checked 8/21/2 Create a pazs-through SQL Query

10l student * letter test Filter Data Type

%_lL person * rar S5 for Staff @tudent

m student * rar trazh now

10l student *Attendance and Noe " Census/Staff

1l student *Previous School

" Course/Section
#7 marcan trar narant amail NEHENG il
4] f 4

4. Name the filter.
Filter names have three parts:
your initials
a title
the date
5. Select the students who belong to the list of students for
this intervention. The list in the left box is sorted
alphabetically by grade. It contains the names of all students
who have attended your school this year — even if they have
withdrawn.
a. Click the first student
Computer Education Support November 3, 2009
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b. Click the arrow going toward the Selected Students box.
c. Continue selecting students until all students have been

selected.

NOTE:

You can speed the process by using either of two shortcut keys.
*Hold down the CTRL key while selecting students and the
system will remember each student you click until you click the

arrow button.

*Hold down the SHIFT key after you select a student and then
click the next student in a range. The system will select every
student between the first click and the second click.

USER ACCOUNT OR YOUR SCHOOL.
¢ User Account means that you are the only person who
can see the filter and use it.

¢ Your School means that anyone in your school can use
the filter. Warning: this also means they can change

it and delete it.

7. Save the filter.

Ad-Hoc Selection Editor

Selection Name: |rar FRYSC Deme Fiter 10/18/2008

All Students

Selected Students

6. Organize the filter. YOU MAY_ONLY ORGANIZE THE FILTER TO

02 EVANS, TIMOTHY ANTHONY #144588
02 GOSSETT, SARA Ryanne #145431

02 GREEN, TAYLOR RAYE #15345

02 HARDY, QUINCY #118051

z ROY #138585

ORTH, DANNY JOSEPH #7435888
ES, JACOE THOMAS #28322
02 HAYES, WHITNEY #154202

02 HIBBARD, MANDY SIERRA #735504

i

02 BROVWN, JACKIE K #4008 d 00 ADEN, CHRISTEL EDVVARD #350478
02 BULLARD, JOHNNY #150142 00 BRINLEY, SCOTT S#210217
0Z COTHRON, JOHN ALEXANDER #370801 00 CLARKE, MICHAEL LEE #821225
487 00 GAINES |l, GAIGE D #815402
0Z COTHRON, JOHN ALEXANDER #370601
[l 02 DOWLAT, ABAGAIL LAUREN 212

02 GOSSETT, SARA Ryanne #145431

02 HARDY, ROY #138566

02 HAWORTH, DANNY JOSEPH #748668
02 HAYES, JACOB THOMAS #263328

Organized To: I Uszer Account

Computer Education Support

= [sawe]

November 3, 2009

Page 13 of 39



Jefferson County Public Schools

Uses for Selection Editor Filters

Once you have a filter set up for a group of students, you can use this
tool several ways.

Restrict the student list in the Search panel to your group only

Search (tab) | Student | Advanced Search

Two search options appear when you use the Advanced Search link. The box on the right
side (called the Saved Filter box) has a list of filters available for your use. Filters that
you have organized to the User Account will appear at the top of the box.

1. Click a filter.
2. Click the Search button under the Saved Filters box.

Once the students display in the left panel, click a tab. As you click each student the
information from the tab will refresh for each student.

Index @ Search | Help Campus Search

Search for a:

Search for a record being tracksd in Campus by using search fields or by =electing a Saved Filter. If you have created a Saved Filter and d
I Student j' context other than the current (Example: A student fitter cannot be applied to a Census Perzon Search)

“f'ou may search schoolwids.
Student Search Saved Filters
Last Name 2 rar First Fitter ;I

‘-\ rar FRY'SC demo list 10/16/2009

First Name I 13, rar FRYSC lab 092808

o | o
00 ELMORE , JES Student Number

01 Grider , NAVARRO P M rar GUID for Parfnt Ulli-.-e"rafyn
01 VES ROBERT # s5n — % rar HOMELESS COUNT 020208 _
ICHAURREGUI, ROB rar Impact Aid 10//2009
00 RVIN, LUIZ SR, & % EEIE | £l rarI34P STUDENTS ALL YEAR
01 JOHNSON , MELIS Birth Date — £2l rar Kammerer Labels 051509
00 JONES , BRIONTAI .
ende rar MASTER DATA 317/2009
00 LEWIS , BRITTANIE | Gender =] a

00 MOHAMED |, Shaw

H rar Matrie hd
StatelD | »

00 PURYEAR , JAMES #
00 ROSS , THERE Perzon I | Search | dit Cuuy| Delete |
00 STEELE , VICTORI Locker Humber I
00 TARTER , JUSTIN L #2
Special Ed
Status ﬂ
Setting LI
Disabilty =]
Counselor

™ student: that you are C
Effective Date: [10/18/2008

Search |

Computer Education Support November 3, 2009
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Use the filter when running reports

Most reports in Infinite Campus offer an Ad Hoc option so that the
report can be run against student filters. Two samples are described
below because the FRYSC centers frequently need this kind of
information. They are Mailing Labels and the Census Verification form.
However, you can use the filter on any report that includes the Ad Hoc
filter option.

Mailing Labels
Index | Census | Reports | Mailing Labels
Mailing Labels are for Avery 5160 labels or their equivalent.

Mailing Label Generation

Thiz report will generate a lizt of mailing labelz for the =elected studentz. The report will print only one label for one
househeold and enly the students’ guardian’s name will be printed if cheose print labele for "Household™. One label per
student will be printed if choose print label for "Student”. Only addres=es marked as "mailing” will be included.

Choose to print mailing labelz by GradelAdhoc or by Section.

% Gradeladhoe (' Course/Section

Which =tudents would you like to include in the report?

" Grade

% Ad Hoc Fiter | rar FRYSC deme list 10/16/2008 LI

Enroliment Effective Date | 10/16/2008 Ta]

Choo=e print options

d [ Include Guardian's name

¥ Include Salutation |Excellent Work]

Print the labels for
@ Student ' Household

& fame City and Name e Zip

Generate Report |

Computer Education Support November 3, 2009
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1. Click Grade/Adhoc

2. Select Ad Hoc Filter button.

3. This activates the drop down list. Select the filter
you have created.

4. Enrollment Effect Date is almost always the
current date.

5. Choose Include the Guardian’s name (or not).

6. If you choose to Include the Salutation you can
accept the defaulted salutation or you can type a
message of your choice.

7. Print the labels for the Student

8. The sorting option for a small group of students
doesn’t really matter. You can leave it on Name.

9. Click the Generate Report button.

Computer Education Support November 3, 2009
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EXCELLENT W ORK!
CHRISTEL EDWWARD ADEN
1611 TUC KER STATION AWVE
LOUISVILLE Ky 40215

EXCELLENT WORK!
JESSICA JADE ELMORE
912 BROADWAY ST
LOUISWILLE K 90247

EXCELLENT W/ ORIK!
NAVARROP GRIDER
B2 ATIWOOD ST
LOUISWILLE K 90247

EXCELLENT W ORK!
ROBERT GROVES
o404 GARRE CIR
LOUISWVILLE Ky 90210

EXCELLENT WORK!

ROBERT RAJESH INCHAURRESUI

Z22 CHEFFIELD CT
LOUISWILLE K 90247

EXCELLENT WORK!
LIS SR, AIRVIN

Q16 EMIL ALY
LOUISWILLE K 90203

EACELLENT W OR kI
JAMES PURYEAR
1602 CYPRESS 5T
LOUIEVILLE kv 40210

EACELLENT Wi OR k!
THERESA BROOKE ROSS
4207 5 CAMBRIE ST #R
LOUIEVILLE Ky 40202

EXCELLENT W OR |1
WICTORLA A STEELE
1800 MARKLEHAM AVE
LOUIEVILLE kY 40217

EXCELLENT i OR K1
JUSTIN LEE TAR TER
7105 DA ST
LOUISVILLE kv 40202

Jefferson County Public Schools

NOTE:

Once you click Generate Report
you cannot click the button again
until you refresh the screen. Click
“Mailing Labels” on the side so

that you can set up the report
again.

Some people have trouble printing labels. They complain that the labels creep up the
page and don’t align properly. There are two changes you should make in Print Setup to

correct this problem. I .
1. Page Scaling should be == = ol
set to None 1 s ttsom s e
2. Auto-Rotate and e :
85—
Center should be empty o= T

T —

™ Reversa pages

- Page Handing
Copies: 1

Page Scaling:( |None -

@utn—H otate an

I~ Choose Paper Source by FDF page size

€L

I REea Dosument; 85+ 11.0in
™ Pint color s black Paper 85 % 11.0in

1101 [ —
Piinting Tips | Advanced Cancel

Computer Education Support November 3, 2009
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Print household information for each student in a filter

The options provided by this report allow the user to select multiple
fields. It's a one-page document that will give you the student’s
address, family information, contact phone numbers, bus numbers,
and health conditions.

Index | Census | Census Reports | Census Verification

Which students would you like to include in the report?

' Grade

% Ad Hoc Fitter | rar FRY'SC demo list 10/16/2009 LI

Would you like te print active students only?
Active Students v

10/15/2008 =]

Enrollment Effective Date:

Would vou like te print 2econdary householde?
Secondary houzeholds i~

Would you like te print nen-houzehold guardian centact information?
Non-househeld guardian contact information -

Would you like te include any of the fellowing?

Health conditions I~
Tranzportation Bus Information I~d
Tran=zpertation Parking |

Student o
Grade/Student e

Homeroom Instructor/Student

Would you like to add a report comment?
GIRL BASKETBALL TEAM

(KIS Ol

1. Choose Ad Hoc Filter. This will activate the drop down list of
filters. Those saved to the User Account will appear at the
top of the list.

2. Choose the Ad Hoc filter you want to use.

3. A check mark in Active Students will prevent information for
withdrawn students from printing.

Computer Education Support November 3, 2009
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a. This activates an additional set up field called the
Enrollment Effective Date. The default is today’s date.
You will almost never change this.

4. Some children live with mom part of the time and dad part of
the time. Place a check mark in the Secondary Households
checkbox if you want information for both parents to print.

5. At this time JCPS does not maintain non-household
information. Leave this blank.

6. You can also print information like allergies and other health
conditions if you place a checkmark in Health Conditions, as
well as print bus numbers if you check Transportation Bus
Information.

7. The sort order is not that significant when you are only
printing for a small filter. It defaults to a student alphabetical
sort.

8. The information in the Comments prints at the bottom of the
report.

9. Click Generate Report

Computer Education Support November 3, 2009
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09-10
COCHRAN ELEMENTARY Census Verification Report For STEELE, VICTORIA A

SO0 WEST GATTLEERT AVENUE LOTIEVILLE EV 40202
Ceterated e LVIGA002 04 00:46 PR Page 1of 1

Student Demoqraphic rfonn fion

Student’s Legal Hame Grade S5H Birthdate Gender Race’Ethnicity
STEELE, WICTORI & & o0 Mot Shown 0712812004 F oz

Fam'Ehnidly Codes: O1: iiblie O2: Bad 3 HsparcOs: AsEn'Pachic Hand e 05: Amerlcn ndEndAaska Nalee D500 Fer

Househoid Contact infonn ation

H ousehold:
Household Address: 1500 MARKLEHAM AVE LOUISMLLE WY 40217
Houszehold Phone:  (555)377-0027

Relationship Hame of Contact E mail Other Phone Work Phone Cell Phone
Self STEELE, "ACTORLA A
hrlathier STEELE, MIA (50 2 a5-9909

RelaGorship Contact Information
Relationship Hame of Contact Home Phone Other Phone WorkPhone Cell Phone

Nbdical Condition and Com ments

1. Alergy, unspeciied, Mlergies: Dairy Products, Penicillin & Amowicillin
Sec signed PCP Authonzaton Form.
Call9-911 ifsigns of distress.

Trans porlation Bus nformation

AM Bus PM Bus Late Bus Arrive Time Depart Time
123 123

Report Conrnrent
GIRLS BEASWETBALL TEAM

Computer Education Support November 3, 2009
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FRYSC Group Program Participation Wizard

Group interventions can be added one at a time by going to a
student’s FRYSC tab or they can be added (or deleted) for multiple
students at once by using the FRYSC Group Program Participation
Wizard.

Index | System Administration | Student (folder) | FRYSC Group Program
Participation Wizard

FRYSC Program Participation Wizard

This tool batch adds or deletes the selected students for the selected FRYSC program.

Add or Remove students on group program

' Add students to group program
{” Delete students from group program

Select FRYSC Group Program
I Parenting Skills / Famity Support: Parents as Teachers - Wolunteers Program, 001/2009 j

Enter Start Date |09/01/2009 7]

Select Grades [ (Select All Grades)
Foo Mot Toz Tos Toa Tos

™ Use Ad Hoc Fiter
| =l

™ Defautt Parent Participation?

RUN

1. Choose whether you want to add or delete a group of students
to a FRYSC Program.

2. Select the FRYSC Group Program you want to populate.
3. The Enter Start Date defaults to the Start Date you entered
when you set up the program. You can leave the date as it is or
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you can change the date. This gives you the opportunity to
document that the program met on several occasions.
4. The next part of the screen allows you to select groups of

If your school
has multiple
schedule
structures, the

Grades function b

will not work
properly. This
has been
identified as a
bug.

students.

a. You can apply the program to all students (active students
as of the date selected) if you place a checkmark in the
Select All Grades checkbox.

. There are also checkboxes in front of each grade level
taught at your school. Check one or many of these levels
to assign the program to all students in the selected
grades.

c. You can use Ad Hoc Filters to assign the program to

Thi

students in the Selection Filter you created or any filter in
the FRYSC User Group.
i. Activate the filter list by clicking the box called Use
Ad Hoc Filter.
ii. Choose the filter from the drop down list. (It won’t
work until you’ve clicked the check box above it.)
5. Indicate by a check mark in the box called Default Parent
Participation if parents participated in this program.
6. Click the RUN button.

s will add a record to each student’s FRYSC tab indicating s/he

participated in the program you specified.

You can delete students from a program using the same process
except you would select Delete from Program instead of Add to
Program in step one. Be careful when you try to delete only one
grade. You can delete all students from the group if you check grades
incorrectly.

Re

port Designer

The Ad Hoc Report Builder allows you to create letters that can be
personalized with student data. It's a mail merge option within

Ca

mpus.

Index | Ad Hoc Reporting | Report Designer

Com

1. Choose either a Blank form letter or an Addressed form
letter under the category called Create a New Report Format
a. Blank forms are blank at the top so that school letter head
can be used. The system has a bug in this feature. If you
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decide you want to create a blank form letter you might
want to contact Computer Ed Support for help (3010)

b. Address form letters have a heading at the top which
includes on the left the school’s name and address, the
student’s name and address, and on the right the student’s
date of birth, JCPS #, and grade level.

2. Click New Format.
3. Type a title in the Name field for the letter.
4. Type your letter. Each time you come to a place where

5.

6.

information is stored in Campus enter a place holder so that
when the letter prints, it will automatically print, for example,
the student’s name or grade or age or the school’s name or any
field you request that is stored in Campus.
a. Position the cursor where the Campus data should print
b. Click the box in the tool bar that has a blue dotted
border
c. Open the category that holds the field you want to insert in
the letter. (Click the [+] in front of each category.)
d. Click the field name
e. Click the Cancel button.
f. Repeat the process until you get to the end of the letter
and have selected all the fields you need.

Note: there is a bug in Campus that will not let you select more than one
field at a time. Click the Cancel each time you select a field and return to

the category fields as you need them.

Organize the document to your own User Account or you can
share it with your school.
Click the Save Format button.

The letter is now ready for you to use.

1. Search for any student in your school.

2. Index | Student Information | General

3. Click the Ad Hoc Reports tab

4. Select the letter

5. Click the Print button. (This button will not show unless you
select a letter first.)

6. The letter will print to the screen. Wherever you used a place
holder it will print the Campus data referenced by the
placeholder.
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Ad Hoc letters can also be printed in bulk. Report Builder combines
filters you have created with letters you have created.

Index | Ad Hoc Reporting | Report Builder

Ad Hoc Student Report Builder

Thiz wizard will walk you through the creation of a new student report format. Select 1 or more fiters to limit the data, and select 1

limit report to one calendar.

Saved Filters (select 1 or more)

Saved Reports (select 1)

3, rar Alarm Clock 083009 ;I
{2l rar Brown request HS

M rar BROWN Trans Codes 021109

M rar Bus Infermation Alpha 033009

i3l RAR Bus Information by Bus 050509 —

48 rar Calendar Name and ID# 031108
12 rar CASA Scores & Dates 8/21/09
{2l rar CHECKIN CHECKOUT 1 PERSON 3/18/2

%_lL rar Condition Codes
i il rar contacts 032405
L

Set ICZI|J-£=rElti|:rn:I'—""if”'I "I

ol

Alarm Clark -
Parent Portal Motice

rar Perfect Attendance Treat 033009

rar Welcome Letter 040609

rar Zamani Award

test test test

Zamani Award

¥ 000-AlUsers

+# ¥7i 000-FRYSC-Coordinators
— % rna s a
«

L
L
L]
[ ]
|
|
|

Sort Options  * Alpha T Grade/alpha ¢ Zip  Teacher

Build Report |

1. Select the filter on the left side that holds the students who

should get the letter

PwON

Select the letter on the right side
Click the Build Report button
Print the letters from the Adobe .pdf file that appears

There are other ways you can build reports using this feature. Register for the Ad Hoc

Create course on pdCentral if you would like to learn more about this or download the Ad
Hoc Create manual from the JCPS IC Info Site.
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Data Export

You can export Query Wizard filters in several ways. The most
common exports are to PDF files or CSV files. The PDF format
provides a professional looking, printable report that includes a
summary at the top. CSV files can be converted to Microsoft Excel
files. Once the data is in an Excel format, you can sort, subtotal, filter,
and mail merge.

PDF Data Export

Index | Ad Hoc Reporting | Data Export

Data Export Whzard

Thiz wwizard will dump the result of a fitter into a data file (csv, tab delimited, xml) or & simple list repor.

Saved Query Wizard Filters Pick an Export Format
= o ;I
+ ﬁ 000-District-Pupil-Perzonnel 8 HTML list report
+ ﬁ 000-District-=chool-Choice (o WL

- € D00-FRYSC-Coordinators
m student FRYSC Bus Information Alph: Tab delimited Valugs
13l student FRYSC ELE Active General C DF report
student FRYSC 16 or older 033109 - —
A, studer B older — Print Ctions: @ield Mame Crily
13l student FRYSC 16 year olds 033109
m student FRYSC Addresses by Street
a | o

. Comma Separated Values [C5Y)

. Table Mame and Field Mame

Export |

I

. Click the [+] sign in front of the category called O0O0O-FRYSC-
Coordinators

Select the filter you want to use for the report

Select PDF report

Leave the Print Options at Field Name Only

Click the Export button

ahwn
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File Dow x|

Do you want to open or save this file?

E- Mame: extrack.pdf
| Tvpe: Adobe Acrobat Document, 1.59KE
From: 10.232.1.147

Dpen Save Cancel

i | YWhile filez from the Intermet can be uzeful, zome files can potentially
\g/ harm your computer. If vou do nat trust the zource, do naot open or
s sawve this file. What's the rizk?

6. Always click the Open button. (Sometimes the Save option
prevents all features from working.)

09-10 FRYSC Bus Information by Bus 033009 Report
COCHRAN ELEMENTARY
500 WEST GAULBERT AVENUE, LOUISVILLE K¥ 40208
Crenerated on 1002772009 09:11:13 AR Page 1 of 10

Print field naroe only
Total Records: 371

Alternate

‘,:‘ | lastN firstdame gender grade transportationCodénB outB Transportation

431401 Al . e M 0z NT 012

426746 Al N amoe M 04 NT SOUTHSIDE
CHRISTIAMN

230839 BE £ neums M 03 NT 011 & 0120
DARIUS
ARMSTRONG

498357 BL It oo MNT

438678 Bl N F 01 NT WALKER 104

496658 Bt K = M 0o NT

223056 34 - LA I 03 NT WALKER

438485 Bt M 0z NT 017

518205 B Sl F It 01 T3 94977 BLUE

427081 B. i M 01 NT

420530 BElv., " F 0z NT WALKER

190755 BT .l:™. i a F 01 NT walker 200

439591 Bl F < M 0o NT

490220 Br o2 Lo It 0z MNT 57

536439 B Out ve A F 0o NT

531013 B, e o o LAS M 0o NT

The column headings on the PDF report cannot be adjusted so they
sometimes blend into each other. That’'s why some people prefer to
print reports after exporting to Excel.
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CSV Data Export

Index | Ad Hoc Reporting | Data Export

Data Export Wizard

Thiz wizard will dump the result of & fiter into a data file (cav, tab delimited, xml) or & simple list report.

Saved Ouery Wizard Filters Pick an Export Format
+ 000-District-School-Choice
44 ) Al e HTML list report
- ¢ 000-FRYSC-Coordinators

& student FRY3IC Bus Infarmation Alph: @ML

{0l, student FRYSC ELE Active General = o Separated Valies (CSV)
{2l student FRYSC 16 or older 033109 Tah delmited Valies
. PDF report
i3l student FRYSC 16 year olds 033109 L
M student FRYSC Addresses by Street
i3l student FRYSC Alpha Birthday List 02
-

‘I Foml PR i aIu ' ' L.I—I

Export |

1. Click the [+] sign in front of the category called 000-FRYSC-
Coordinators
File Dowr x|

Do you want to open or save this file?

2. Select the
filter you want
to use for the ["ror 8 Name: extract.pdf
report ks Tupe: Adobe Acrobat Document, 1.59KE

From; 10.232.1.147

3. Select Comma
Separated Open Cave Cancel
Values (CSV)
report

| = ‘~| YWhile files from the Intermet can be uzeful, zome files can potentially

. a harm pour computer. IF you do not trugt the zource, do not open or
b, .

4. Click the = zave thiz file. What's the risk?

Export button

5. Always click the Open button. (Sometimes the Save option
prevents all features from working.)
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£ Microsoft Excel - extract.csy [Read-Only]

@J File Edit Wiew Insert  Formak  Jools  Data  Window  Help  Adobe POF
NESHRS SRIPH X DBR-F9-0 |8 L -2 %@ B 0% - @ raeges
arial 10 B F UES=EE$ % » %% EE S-A-B
Al - fe courseSection.teacherFullMame
A BE | C o | E | F | & | H | 1 | 4 | K
1 |courseSedstudent. sty student.las student. firs student. gr: TCode.inB TCode. outl custom. Alternate Transportation
2 441119/ ABALOS BENIDICT 1 580 530
3 110RSE ABSTAIN BRAMNDOM 10 458 458
4 22024 ADAMS  BRITTAMNY ]
| 5 | 249107 |ADAMS  JAMES 1 567 aE7
B 230172 | ADAMS  JESSICA 3 30 30
7 433333 |ADAMS  JORDAN 1 30 30
8 | 23075 ADAMS MELANIE 3 30 30
9 186923 AHMED  AISHA, 12 9965 9965
o A06536 | AHMETON MAHIR 1 335 335
A1 533047 | AHMETO MELISA, a 338 333
A2 436366 | AL KHALETUGA, ] 785 785
A3 431689 | AL-KHALE SA1AAD 2 a2 522
14 102480 AL-UCIDAE SHADA g 129 120
= 427054 | ALABADI | IWAN 1 338 338
The file created as a CSV file looks like Excel but it is not Excel.
1. Step One: Save the file as an Excel file!
a. File| Save As
21 x|
I Save in! |@ Deskkop @ - Q K - Tools~
i L.E.’EIMV RecentJ_ Mame | Sige | Type | Date Modified -
] Documents = TN ame the File. xls 901 KB Microsaft Excel Worksheet  10J27/2009 10:01 &f
i @ Desktop lg2)shaorteut to An Infinite Campus L KB Shorbout 2812007 7157 AM
] @Timesheet 1 KB Shorkcut 3130/2005 2151 AM
T My .
“JDucuments @Travel N 1 KB Shu:urtu:ut 11262005 9144 AM
] |2 Trash when Finished File: Folder 10/26/2009 2:04 AM
: My f : .
f J CoTEuE? |Z)Frequent Email File Folder 104212009 3:06 PM
i S—Y |2 5kaff Attendance File Folder 3/20/2009 10:42 AM
S nr e | ) For the Server File Folder 71162009 8:04 AM
My |[Z)5amplelmages File Folder 71912009 12:42 PM
i Documents | 120 &dobe File Folder TI3J2009 8:30 &M
| - an InFinite leed Scanner File Folder 1043002007 10:25 Al
1 Campus ‘-_!My Metwork Places System Folder
NS Data f My Computer System Folder
Cleanup .DM}; Documents System Folder
|) Training Jl | ﬂ
| Fil H -
Trash when e R J 2ave I
l l|jFir\ui:l‘\u:l-rl | .
- 3ave o bypel IMichsoFt Excel 97- Excel 2003 & 5.0095 Wiorkbook %, xls) j Cancel |

Be sure that you complete all three parts of the Save As screen.
b. Save In: store the file in the place where you want it
c. File Name: give the file a title
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d. Save as the newest Excel version on your computer.

2. Adjust the columns in your new Excel sheet

4 - e ADAM
A | e | c¢c Iy o | e | F [ 6 | H | 1 | 4
|courseSec student. st student. lasbtudent firs student. gr; TCode.inE TCode. outl custom. Alternate Transportation
| 441119 | SALLEY  SILLY 1 530 530
| 110698 JOSEFH JOLLY 10 453 453

a. Select the boundary at the right side of the column you

want to widen or shrink
b. Hold down the mouse key

c. Drag the boundary to the right to widen it and to the left

to shrink it

3. Change Field Names

a. Click a cell in the top row where the names of the column

appear.
b. Edit the name to say what you want

4. Sort Data

Click Data in the Standard tool bar

oo oo

Hold the Control key and click the letter A [CTRL A]

Select Sort Sort 2| x|
Be sure Header row is .
selected
- ' ascending
e. Start at the top |Grade = ~ Descending
selecting the most Then by ~
|mportanf[ way to sort, [Lost Hame <] @ fscending
followed in the next row " Descending
by the next sort order, Then by
et_c IFirst Marme LI & Ascending
f. Click the OK butto " Descending
My data range has
@eader rom " Mo header row
Cptions. .. | Ik I Cancel
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5. Filter Data

Select a cell that contains data
Click Data in the Standard tool bar
Select Filter

Select Auto Filter

ooop

You will see drop down arrows at the top of each column. These are
your filter handles.
e. Click the drop down arrow to see the filter choices. Each
column will have choices that pertain to it.

I‘:‘ﬂ File Edit Wew Insett Format  Tools Data  Window  Help  Adobe PDF
1EHdRSSQAIVEI & 2B-F9- 2 L
Arial -0 - | B J UIEE=EES % » %55
B4 - B ABDIRAHMARN
A, B C O E F ]
1 |JCPS # = |Last Na~|First Na~|Grade |~|In Bus ~|Out Bus=|Custom =
2 5354598 Sally Sill 9510 9510
3 440456 Joseph  Jal (Top 10,..) 652 carf yelloy
4 | 512518[ABDIRAHAF A (Comtan. G527 0527
5 512619 ABDIRAHEFA) O 0527 527
G 512303 ACUMA  (FA é 234 234
7 512874 ADAMES  JO| 5 110 110
g 212874 ADAMS  J0O] 4 9545 9545
9 501709 ADAMS  JO)=
10 534679 ADAMSOR AL ? car rider
11 530522 ADELBER C&ls
12 4396R5 ADEM AH 768 768
13| 519033 ADKINS QU 1] e e
14 S07541 ADKING JEMA 2
15 013221 AGUILAR- ELY 14 323 323
16| 440603 AHMED SH 2 = 9964 9964

f. Choose multiple filters if you’d like.

The spreadsheet displays the selected data but holds the rest of the
data in the background until you are ready to turn Auto Filter off.
(Turn the filter off by going to the Data menu, Filter, Auto Filter
again.)

6. Sub-total Data
a. Be sure the data is sorted the way you want to sub-
total it
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b. Select a cell that contains data
c. Click Data in the Standard tool bar
d. Select Sub-Totals

{subtotat x|| Select the options in the dialog box

&t each changs in: that will give you the data you

IIn Bus j seek.

LE= FUALar For example, if you want a list of

|Court i buses indicate the column that

Add subtotal to: holds bus information in the top box
54 - called “At each change in:”

|__Out Bus

...... Zuskan j

Usually, you will want the system to
count the number of items in each
¥ Bage broak betwesn aroupel sub-total but there are other

¥ Summary below data OptionS.

[¥ Replace current subkatals

gemove Al | oc | concel | Indicate where you want the sub-
total to appear on the spreadsheet.

Usually, you will check “Replace current subtotals™ and you will
check “Summary below data.” If you want a new page for each
subtotal, check the box for “Page break between groups.”

Filters for FRYSC

We have created several filters for you that can be exported and used
during any of the processes covered in this manual. The filters are
named and described below. These filters are open for everyone who
has taken the FRYSC course. All of the filters begin with the letters
FRYSC. They are found under the User Group called 000-FRYSC-
Coordinators. NEVER SAVE THESE FILTERS! That will take them away
from all the other FRYSC centers. You can copy them. Copy directions
will follow this section.

¢ FRYSC Bus Information Alpha
An alphabetical list of all students in the school giving their
bus information

¢ FRYSC ELE Active General Data by Homeroom
A Homeroom teacher list that gives general data for all
students currently enrolled
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¢ FRYSC 16 or Older
A list of all students 16 years of age or older. This is a
dynamic list that updates itself each time you run it.

¢ FRYSC 16 year olds
A list of all 16 year old students. This is a dynamic list that
updates itself each time you run it.

¢ FRYSC Addresses by Street
This was requested by users who want to find all students
who live on the same street.

¢ FRYSC Alpha Birthday List
This report is an alphabetical list that includes each student’s
birthday.

¢ FRYSC Attendance Interventions 0-5
This report provides a list of students who have a checkmark
in 0-5 attendance interventions in a FRYSC individual
intervention record

¢ FRYSC Attendance Interventions 6-10
This report provides a list of students who have a checkmark
in 6-10 attendance interventions in a FRYSC individual
intervention record

¢ FRYSC Attendance Interventions =10
This report provides a list of students who have a checkmark
in >10 attendance interventions in a FRYSC individual
intervention record

¢ FRYSC Bus Depot Info
This report gives a list of all students whose transportation
includes a stop at a depot. Some schools list the depot name.
Others list the other bus the student rides.

¢ FRYSC Bus Information by Bus Number
This report gives a list of all buses and the students who ride
them. It is sorted by bus number. If you export this list to
Excel (as explained earlier) you can use the Sub-Total feature
of Excel to print a page for each bus list

¢ FRYSC Census Data
The information in this report includes things like addresses
and phone numbers. It can be used to mail merge labels.

¢ FRYSC ELE All General Data by Homeroom
This is an alphabetical list that includes the student’s JCPS
number, gender, grade, birth date, and teacher

¢ FRYSC ELE Meal Status All by teacher
This is a teacher list that gives the student’s in each
homeroom and the lunch number
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FRYSC ELE Teacher Bus List

This is a teacher list of students sorted alphabetically that
includes the bus each bus rider rides

FRYSC Interventions Behavior (All)

This report provides a list of students who have a checkmark
in the behavior checkbox in a FRYSC individual intervention
record. It includes students who have withdrawn.

FRYSC Interventions Parent (All)

This report provides a list of students who have a checkmark
in the parent checkbox in a FRYSC individual intervention
record. It includes students who have withdrawn.

FRYSC Meal Status 4103 & 4104

This list only includes those students who are on free or
reduced lunch.

FRYSC Meal Status 4103

This list only includes those students who are on free lunch.
FRYSC Meal Status Alpha

This is an alphabetical list of all students in the school with
their assigned lunch number.

FRYSC MSHS Active General Data by Period 1

This is an alphabetical list for all students that includes the
student’s JCPS number, gender, grade, birth date, and
teacher. This report is run against first period data.

FRYSC MSHS All General Data by Period 1

This is an alphabetical list for all students that includes the
student’s JCPS number, gender, grade, birth date, and
teacher. This report is run against first period data. The
report also includes withdrawn students.

FRYSC zProgram Participants

This report doesn’t give us workable information yet. It lists
all students who have been posted as participants in a group
intervention program and it gives the code Infinite Campus
assigned to the group when it was created. The problem is
that we have no way of knowing which code applies to which
group. Campus will fix this in the future.

Copying Filters

As mentioned previously, you should never save a FRYSC filter. It
might end up in your user account and then none of the other FRYSC’s
could use it. You can copy a filter, though. Then you can change the
name of the copy and save it to your user account.
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Index | Ad Hoc Reporting | Filter Designer

When you click the Filter Designer link the work page that appears
includes a box of filters already saved. Three buttons appear under
the box: Search, Edit, and Copy. The Copy button leaves the
original filter as is but it makes a copy and names it “Copy of....”
The copy can be changed and saved to your personal user account.

1. Select the filter you want to copy
2. Click the Copy button

Saved Filters Create a New Filter
+ ﬁi 000-Dizgtrict-Pupil-Perzonnel ;I
+ ﬁ 000-Diztrict-School-Choice
- € 000-FRYSC-Coordinators

" Create a new Fitter uging the Query Wizard

" Create a new Fitter uging the Selection Editor

%_34) student FRYSC Bug Information Alpt " Create a pazs-through S0L Query
13l student FRYSC ELE Active General Filter Data Type

£ student FRYSC 16 or older 033109 " Student

%_34) student FRYZC 16 vear olds E??1EE_I " Census/Staff

%_34) student FRYSC Addrezzes by Strest " CourzsSection

£l ctidant FEOWVER flpha Ricthda | it e

4

y —_
Search | Ed'rtl(ﬂup',r‘h Deletel
p—

3. When the message screen appears, telling you that the system
made a copy, click OK

Windows Internet Explorer x|

L] E Created copy named: Copy of FRYSC 16 or older 033109
[ ]
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4. Select the filter called “Copy of....”
5. Click the Edit button

Sauecl Filtape o Create a New Filter

@ student I:up',f of jops Name Lat:-=| _ Create a new Filter uzing the Selection Editor
SF student Copy of jops Saturday Cleanup F " Create a pazz-through S0L Query

@ student Copy of Perfect Attendance 3/2 - Filter Data Type

@ student Copy of rar Ahrenz Homerooms

i3l student Copy of rar TRAINING QUERY 1C ' Student

@ student dir TRANSPORTATION WERIFICA " Census/Staff

@ student DOSS HS for Mailing Labelz 2/28 " Courze/Section

éfik student ESL Scheduled Studentz il

4 . 3

Search |( EI:I'rti} C.l:lp',rl Deletel

=3

< Back | N

I'I'l

w

6. Change the name of the filter
7. Click the Next button

——e———,
Query nﬂm( !rar|1e or older 033109')

-2 Medicaid
- &3 Behavior

---_I,ﬁ.ttendance -
« |

Filter E“:‘I Search | l:learl

All Fields Selected Fields
- &3 Student - student.studentlumber

=¥ Demographics student.laztNames
- 2% School Calendar student. firztName
- Wl Schoo Student rnate
¥} B8l District student. raceEthnicity
---ﬁlLearner zstudent.grade
[ £2I Learner Planning ‘:l student. activeToday
[+~ =% Census student.ags
[+ 23 Health
.
.

= Backy) Next =
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8. Select User Account in the Organize to drop down list.
9. Click Save.

Query Mame: [rar 16 or clder 032108

Data Export Options

Field R Value OutputSeq  Sort  Direction

Etudsnt.atudsntNumbsrl ;” v IS I I ;l
student.laztName I L” W I I1 I Ascend =
student. firsthame I L” W I I2 I Ascend =
student.gender I L” 3 I I I LI
student birthdate | =l M | | [~
student.raceEthnicity I L” |7 I I I LI
student.grade I L” v I I I LI
student.activeToday I = L”1 r I I I LI
student.age |== L”ﬁ v I1 I I LI

Organized Jo: | User Account [ &l est
S’

;

< Back | Mext

Once the filter is saved, the newly named filter will appear in
alphabetical order at the top of the list of filters. This filter belongs to
you. The original filter is still in the FRYSC User group. You can do
anything you want with your own filter.

Recycling Filters

You might have noticed that you have no Delete button. Ad Hoc
“users” do not have the right to delete filters. You are invited to take
the Ad Hoc Create class where you will learn the safe way to delete as
well as how to use Operators and Values when creating filters. What
should you do if you have an obsolete filter that you want to get rid
of? If you created the filter using Selection Editor, you can “recycle”
it.

Index | Ad Hoc Reporting | Filter Designer

1. Select the filter that you no longer use
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2. Click the Edit button

Saved Filters Creat!. !
m SIUTUSTTE TUT T T FLLTATLT 1= UL W
M student rar Portal Uzers il L 8
12l student rar Query Wizard 10/12/2002 r Ei
il student rar REN fiter e
22l curriculum rar Robyn TEACHERS 020701 _ r!
E. student rar Safety Sharks Filter
tal person rar SCHOOL CHOICE PENDING 11— r ot
10l student rar SCHOOL CHOICE Pending St e
7 student rar SKINNY STUDENTS 032808 -
%A student rar STUART BEHAVIOR - Cour
Ed . . . - . - . . .

_'*|_I I
Search [ El:lrti} Cup',rl Deletel ‘

3. Rename the filter
4. Select the first student in the box called “Selected Students”
5. Hold down the Shift key and select the last student in the list
6. Click the arrow pointing to the left to remove all students from
the former filter.
Ad-Hoc Selection Editor
Zelection Nﬂmlg; Irar Sharp Shooters 102309
All Student= Selected Students
00 AGEE, JACOB Ly NDEN-RAY #218058 il 00 BECK, ZACHERY RY AN-ELWOOD #498357
00 ANDRADE, JAMIE GUADALUPE #507228 00 BELL, KENWONTEZ #496858
00 BECK, ZACHERY R AN-ELWOOD #482357 00 BENDINGFIELD, RALLEJAH #497696
00 BELL, KENVONTEZ #438252 00 BOLDS, DE SHAWNDRE LAMONT #438593
00 BENDINGFIELD, RALLEJAH #497686 00 BRADLEY, MYIESHA MICHELLE #514294
00 BOLDS, DE SHAVWNDRE LAMONT #455:3 — | 00 BRINLEY, RICKY S #439591
00 BRADLEY, MYIESHA MICHELLE #514284 00 BRINSON, PATRICIA AN #439510
00 BRINLEY, RICKY 5 #438551 00 BROOKS, SAVANNA MARE LYNN #536439
00 BRINSOM, PATRICLA ANN #£38510 00 CARMAN, BREANNA JANAE #536410
00 BROOKS, SAVANNA MARE LYNN #53543¢ 00 GOFF, ANDRE [r'wm NE #512278
00 BROWHN, MICHOLAS OLIN 2531013
00 BURCHETT, SHANY 4 2438501
00 CAMPBELL, KIARA #435532
00 CARMAMN, BREAMNA JANAE #538410
00 DAWIS, JAMILAH LOWVE #485547 d|
Organized Tao; | Yser Account j Sﬂ'.fel
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Jefferson County Public Schools

7. Select the new students who belong to the newly named filter.
8. Organize to your User Account

9. Click the Save button

Ad-Hoc Selection Editor

Selection Mame: [rar Sharp Shooterz 102805

All Students

3 SHAWY, JEQUANZA JAQUAY #222
03 SHEPHEARD, DnHIEH I1II HAEL #2
03 SINGER, n”DRE.’\ JCIEEF'H E‘IE

03 STOVER, DELISLA ANN #21559-—

02 TERRY, 24 COYVA RAE #218573

03 VILLEGAS CEPEDA, JAZMIN ESTHER #5315
03 WALKER, TAYLOR L #425317
03 WAYNE, DALTON T #424534
03 WEATHERS, MY LA VICTORLA #421165
02 WHEAT, DASIA #23845%
03 WILLARD, JONATHON M # '"’"""E

03 WILLIAMS, BRIANDON ALLAN #225131
03 WILLIANMS, CAMERON SCOTT # .c"'??
02 WILLIANMS, DAMY A COLETTA #54152

Z
1

Selected Students

03 ROBINSON, S&N QUASLE LAVETTE #241225
03 SAMES, TIMOTHY AUSTIN #220314

03 SEVWELL, JAMERAH KE‘-’CIrIn- #I25045

03 SINGER, ANDREVY JOSEPH #240158

03 STOWER, DELISLA ANN #21539-—

QOrganized —.;.;|| Uzer Account

If you find that filters no longer work properly, please contact the

FRYSC office. Usually the old filter can be restored.

If you think of a

new filter you would like to see in the FRYSC User Group please
contact Ruth Ann or Amy at Computer Education Support. (3010)

We hope you enjoy using the FRYSC tools prepared for you.

Infinite

Campus has worked hard to provide a product that will help you
document the many things you do to help students and their families.
If we can help you help them, please let us know.

Computer Education Support

November 3, 2009
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	FRYSC Information Tracked in Infinite Campus 
	Student Records 
	Student Records 
	Student Records 

	The records of interventions for each student are found on the FRYSC tab located in the General Information area of Campus. 
	Index | Student Information | General | FRYSC tab 
	Figure

	Group Operations 
	Group Operations 
	Group Operations 

	Programs that affect groups of students are set up in System Administration. This is also where you can assign multiple students to the same program. 
	Index | System Administration | Student (folder) | FRYSC Group Program 
	Figure
	Index | System Administration | Student (folder) | FRYSC Group Participation Wizard  
	Figure
	Individual Interventions 
	Use this option to document a single intervention for a single student. 
	1. 
	1. 
	1. 
	Be sure you have selected the correct calendar at the top of the Infinite Campus window. Preschool students will only pull when the Early Childhood calendar is selected and regular students will only pull when the current calendar for the school is selected. 

	2. 
	2. 
	Find the student using a search option on the Search tab. 

	3. 
	3. 
	Click the student’s name. 

	4. 
	4. 
	Click the FRYSC tab.  (If you are in the Census area, showing a Demographics tab, navigate to General Information by clicking Index | Student Information | General.) 

	5. 
	5. 
	Click Add Intervention. 


	Figure
	The following fields are required fields: 
	a. 
	a. 
	a. 
	Enrollment: This will default to the student’s current enrollment. Sometimes the student will have multiple enrollments at your school. It might be necessary to select a previous enrollment so that the date of the intervention will fall within the time frame of the enrollment. 

	b. 
	b. 
	Start Date: This is the date of the intervention. 

	c. 
	c. 
	Intervention is for: Is the intervention for a student or a parent or both? When a selection box is a square you can make multiple checkmarks. When it’s a circle, you can only choose one. The field is a square so you can choose more than one option. 

	d. 
	d. 
	Referred By: Select the person from the drop down list that referred the student to you. 

	e. 
	e. 
	Mode of Intervention: You should check all of the boxes 


	that apply to the intervention.  [If you wish to document e-mail check Letter for one-way contact or Phone if two-way contact] 
	Remember:  The more data you enter, the more data you can pull for reports later. 
	The following fields are optional: 
	a. 
	a. 
	a. 
	End Date: This field can be left empty.  You can use it when an intervention spans a number of days, to document when the intervention ended. 

	b. 
	b. 
	Result of a behavior issue:  Enter a checkmark when appropriate. 

	c. 
	c. 
	Parent/Guardian contacted: Enter a checkmark if you contacted the parent or guardian as a result of this referral. 

	d. 
	d. 
	Referral Location 1 and Referral Location 2: A list of agencies or programs that might accept a referral for the student. This list will continue to grow. 


	i. IHR refers to In House Resources 
	ii. CA refers to Community Agencies 
	Multiple categories are displayed under the basic information screen.  Reports can be generated to pull data from any of these fields.   
	List of Categories 
	L
	LI
	Lbl
	ExtraCharSpan

	Academic Support 

	LI
	Lbl
	ExtraCharSpan

	Attendance 

	LI
	Lbl
	ExtraCharSpan

	Basic Needs 

	LI
	Lbl
	ExtraCharSpan

	Career Development & Exploration 

	LI
	Lbl
	ExtraCharSpan

	Childcare 

	LI
	Lbl
	ExtraCharSpan

	Health 

	LI
	Lbl
	ExtraCharSpan

	Legal 

	LI
	Lbl
	ExtraCharSpan

	Mental Health/Counseling 

	LI
	Lbl
	ExtraCharSpan

	Transportation 


	Each of the categories begins with a plus sign [+].  Click the [+] to see the items that can be tracked for your interventions. Click the checkbox that covers the kind of intervention you provided. Multiple interventions may be checked in one category or you may check interventions in multiple categories. 
	Figure
	Figure
	Group Program Interventions 
	Group programs are defined as being pre-planned, scheduled events (as opposed to Individual Interventions which are re-active in nature.)  As a general rule, Group Programs are not to be used as a “catch-all” for multiple personal interventions. On the other hand if only one person attends a pre-planned event, it is still considered a Group Program. 
	Group Program Interventions must be set up before you can post the intervention to a student.  Set up begins by using the option FRYSC Group Program under the Index menu in the Student folder. All programs you have set up for the FRYSC program will display in the window that opens. 
	Index | System Administration | Student (folder) | FRYSC Group Programs 
	Figure
	To add a new group: 
	1. Click the New button 
	Figure
	The following fields are required: 
	a. 
	a. 
	a. 
	Program Title:  Give the program a name (no rules— whatever you would like to name it, is ok.) 

	b. 
	b. 
	Program Category:  Select from the list of categories and program types the purpose of the group. 

	c. 
	c. 
	Program is for:  Click Students, Parents, or click both boxes 

	d. 
	d. 
	Time Frame:  Select from the list to document when the program will occur 

	e. 
	e. 
	Start Date: Enter the date the program will start. 


	NOTE: 
	NOTE: 
	*
	*
	*
	 If the program will last all year, use the date for the first day the program occurred. 

	*
	*
	 Use the first day of school for those programs that were offered during the summer. 


	The following fields are optional: 
	a. 
	a. 
	a. 
	End Date: optional 

	b. 
	b. 
	Partner Agency: This drop down list is the same one that displays on an Individual Intervention in the fields Referral Location 1 and Referral Location 2. 

	c. 
	c. 
	Total Volunteer Hours:  Enter the total number of hours all volunteers dedicated to this program. 

	d. 
	d. 
	Volunteer Count: Enter the total number of volunteers who will participate in the program. 

	e. 
	e. 
	Total Program Hours:  Enter the total number of hours for the entire program. 


	NOTE: At this time the program will not permit partial hour increments.  You have to enter whole numbers. It’s suggested that until this is changed, you coordinate the number of meetings with total hours to come up with an accurate number.  Otherwise just enter the number 1. 
	f. 
	f. 
	f. 
	# Meetings: Enter the number of sessions students will meet when they participate in the program. 

	g. 
	g. 
	Comments: Enter an explanation or other information for the program that will help explain its purpose or contact information that will help you in the future. 


	Once the program has been set up, you can assign students individually to the program. 
	Computer Education Support November 3, 2009 
	1. 
	1. 
	1. 
	Locate the student’s FRYSC tab. 

	2. 
	2. 
	Click Add Group Program 

	3. 
	3. 
	Select one of the programs you have created 

	4. 
	4. 
	Enter the date the student participated in the Start Date field. 

	5. 
	5. 
	Optional: enter an End Date. 

	6. 
	6. 
	Optional: enter a checkmark if the Parent Participated 

	7. 
	7. 
	Optional: enter Comments 


	The bottom of the screen shows the information you entered when you set up the program. The fields are gray indicating that you cannot edit them from this point. These fields are for information only.  You can change the information by going to the set up screens under Index … FRYSC Group Programs. 
	You can also assign student participation in a group to multiple students at one time. 
	Creating Filters to Assign Multiple Students to FRYSC groups. 
	Filters are created using the Infinite Campus feature called Ad Hoc Reporting. You create Selection Editor Filters by selecting the students who participated in the group and giving each set of students a special name. Once a Selection Editor filter has been created, you can use the filter to run reports, examine data, as well as populate FRYSC group interventions for just those students. 
	Index | Ad Hoc Reporting | Filter Designer 
	1. 
	1. 
	1. 
	Under the section called Create a New Filter, click the option called Create a New Filter using Selection Editor. 

	2. 
	2. 
	Under the section called Filter Data Type, click the option called 


	Student. 
	3. Click the Next button. 
	Figure
	4. Name the filter. 
	Filter names have three parts:    your initials a title the date 
	Figure
	5. Select the students who belong to the list of students for this intervention. The list in the left box is sorted alphabetically by grade.  It contains the names of all students who have attended your school this year – even if they have withdrawn. 
	a. 
	a. 
	a. 
	Click the first student 

	b. 
	b. 
	Click the arrow going toward the Selected Students box. 

	c. 
	c. 
	Continue selecting students until all students have been selected. 


	NOTE: You can speed the process by using either of two shortcut keys.  *Hold down the CTRL key while selecting students and the system will remember each student you click until you click the arrow button. *Hold down the SHIFT key after you select a student and then click the next student in a range. The system will select every student between the first click and the second click. 
	6. Organize the filter. YOU MAYORGANIZE THE FILTER TO USER ACCOUNT OR YOUR SCHOOL. 
	ONLY 

	♦ 
	♦ 
	♦ 
	User Account means that you are the only person who can see the filter and use it. 

	♦ 
	♦ 
	Your School means that anyone in your school can use the filter. Warning: this also means they can change it and delete it. 


	7. Save the filter. 
	Figure
	Uses for Selection Editor Filters 
	Once you have a filter set up for a group of students, you can use this tool several ways.   


	Restrict the student list in the Search panel to your group only 
	Restrict the student list in the Search panel to your group only 
	Restrict the student list in the Search panel to your group only 

	Search (tab) | Student | Advanced Search 
	Two search options appear when you use the Advanced Search link. The box on the right side (called the Saved Filter box) has a list of filters available for your use.  Filters that you have organized to the User Account will appear at the top of the box. 
	1. 
	1. 
	1. 
	Click a filter. 

	2. 
	2. 
	Click the Search button under the Saved Filters box. 


	Once the students display in the left panel, click a tab.  As you click each student the information from the tab will refresh for each student. 
	Figure

	Use the filter when running reports 
	Use the filter when running reports 
	Use the filter when running reports 

	Most reports in Infinite Campus offer an Ad Hoc option so that the report can be run against student filters.  Two samples are described below because the FRYSC centers frequently need this kind of information. They are Mailing Labels and the Census Verification form.  However, you can use the filter on any report that includes the Ad Hoc filter option. 
	Mailing Labels 
	Index | Census | Reports | Mailing Labels 
	Mailing Labels are for Avery 5160 labels or their equivalent. 
	Figure
	1. 
	1. 
	1. 
	Click Grade/Adhoc 

	2. 
	2. 
	Select Ad Hoc Filter button. 

	3. 
	3. 
	This activates the drop down list. Select the filter you have created. 

	4. 
	4. 
	Enrollment Effect Date is almost always the current date. 

	5. 
	5. 
	Choose Include the Guardian’s name (or not). 

	6. 
	6. 
	If you choose to Include the Salutation you can accept the defaulted salutation or you can type a message of your choice. 

	7. 
	7. 
	Print the labels for the Student 

	8. 
	8. 
	The sorting option for a small group of students doesn’t really matter.  You can leave it on Name. 

	9. 
	9. 
	Click the Generate Report button. 


	Figure
	NOTE: Once you click Generate Report you cannot click the button again until you refresh the screen. Click “Mailing Labels” on the side so that you can set up the report again. 
	Some people have trouble printing labels.  They complain that the labels creep up the page and don’t align properly. There are two changes you should make in Print Setup to 
	correct this problem.   
	1. 
	1. 
	1. 
	Page Scaling should be set to None 

	2. 
	2. 
	Auto-Rotate and Center should be empty 


	Figure
	Print household information for each student in a filter 
	Print household information for each student in a filter 

	The options provided by this report allow the user to select multiple fields. It’s a one-page document that will give you the student’s address, family information, contact phone numbers, bus numbers, and health conditions. 
	Index | Census | Census Reports | Census Verification 
	Figure
	1. 
	1. 
	1. 
	Choose Ad Hoc Filter. This will activate the drop down list of filters. Those saved to the User Account will appear at the top of the list. 

	2. 
	2. 
	Choose the Ad Hoc filter you want to use. 

	3. 
	3. 
	3. 
	A check mark in Active Students will prevent information for withdrawn students from printing. 

	a. This activates an additional set up field called the Enrollment Effective Date. The default is today’s date. You will almost never change this. 

	4. 
	4. 
	Some children live with mom part of the time and dad part of the time. Place a check mark in the Secondary Households checkbox if you want information for both parents to print. 

	5. 
	5. 
	At this time JCPS does not maintain non-household information. Leave this blank. 

	6. 
	6. 
	You can also print information like allergies and other health conditions if you place a checkmark in Health Conditions, as well as print bus numbers if you check Transportation Bus Information. 

	7. 
	7. 
	The sort order is not that significant when you are only printing for a small filter. It defaults to a student alphabetical sort. 

	8. 
	8. 
	The information in the Comments prints at the bottom of the report. 

	9. 
	9. 
	Click Generate Report 


	Figure
	FRYSC Group Program Participation Wizard 
	Group interventions can be added one at a time by going to a student’s FRYSC tab or they can be added (or deleted) for multiple students at once by using the FRYSC Group Program Participation Wizard. 
	Index | System Administration | Student (folder) | FRYSC Group Program Participation Wizard 
	Figure
	1. 
	1. 
	1. 
	Choose whether you want to add or delete a group of students to a FRYSC Program. 

	2. 
	2. 
	Select the FRYSC Group Program you want to populate. 

	3. 
	3. 
	3. 
	The Enter Start Date defaults to the Start Date you entered when you set up the program. You can leave the date as it is or 

	you can change the date.  This gives you the opportunity to document that the program met on several occasions. 

	4. 
	4. 
	The next part of the screen allows you to select groups of students. 

	5. 
	5. 
	Indicate by a check mark in the box called Default Parent Participation if parents participated in this program. 

	6. 
	6. 
	Click the RUN button. 


	If your school has multiple 
	If your school has multiple 
	If your school has multiple 
	a. You can apply the program to all students (active students 

	schedule 
	schedule 
	as of the date selected) if you place a checkmark in the 

	structures, the 
	structures, the 
	Select All Grades checkbox. 

	Grades function will not work 
	Grades function will not work 
	b. There are also checkboxes in front of each grade level 

	properly. This 
	properly. This 
	taught at your school. Check one or many of these levels 

	has been 
	has been 
	to assign the program to all students in the selected 

	identified as a bug. 
	identified as a bug. 
	grades. 

	TR
	c. 
	You can use Ad Hoc Filters to assign the program to 

	TR
	students in the Selection Filter you created or any filter in 

	TR
	the FRYSC User Group.  

	TR
	i. 
	Activate the filter list by clicking the box called Use 

	TR
	Ad Hoc Filter. 

	TR
	ii. 
	Choose the filter from the drop down list.  (It won’t 

	TR
	work until you’ve clicked the check box above it.) 


	This will add a record to each student’s FRYSC tab indicating s/he participated in the program you specified. 
	You can delete students from a program using the same process except you would select Delete from Program instead of Add to Program in step one. Be careful when you try to delete only one grade. You can delete all students from the group if you check grades incorrectly. 
	Report Designer 
	The Ad Hoc Report Builder allows you to create letters that can be personalized with student data.  It’s a mail merge option within Campus. 
	Index | Ad Hoc Reporting | Report Designer 
	1. Choose either a Blank form letter or an Addressed form letter under the category called Create a New Report Format 
	a. Blank forms are blank at the top so that school letter head can be used. The system has a bug in this feature.  If you 
	a. Blank forms are blank at the top so that school letter head can be used. The system has a bug in this feature.  If you 
	decide you want to create a blank form letter you might want to contact Computer Ed Support for help (3010) 

	b. Address form letters have a heading at the top which includes on the left the school’s name and address, the student’s name and address, and on the right the student’s date of birth, JCPS #, and grade level. 
	2. 
	2. 
	2. 
	Click New Format. 

	3. 
	3. 
	Type a title in the Name field for the letter. 

	4. 
	4. 
	4. 
	Type your letter. Each time you come to a place where information is stored in Campus enter a place holder so that when the letter prints, it will automatically print, for example, the student’s name or grade or age or the school’s name or any field you request that is stored in Campus. 

	a. 
	a. 
	a. 
	Position the cursor where the Campus data should print 

	b. 
	b. 
	Click the box in the tool bar that has a blue dotted border 

	c. 
	c. 
	Open the category that holds the field you want to insert in the letter. (Click the [+] in front of each category.) 

	d. 
	d. 
	Click the field name 

	e. 
	e. 
	Click the Cancel button. 

	f. 
	f. 
	Repeat the process until you get to the end of the letter and have selected all the fields you need.  




	Note: there is a bug in Campus that will not let you select more than one field at a time.  Click the Cancel each time you select a field and return to the category fields as you need them. 
	5. 
	5. 
	5. 
	Organize the document to your own User Account or you can share it with your school. 

	6. 
	6. 
	Click the Save Format button. 


	The letter is now ready for you to use.   
	1. 
	1. 
	1. 
	Search for any student in your school. 

	2. 
	2. 
	Index | Student Information | General 

	3. 
	3. 
	Click the Ad Hoc Reports tab  

	4. 
	4. 
	Select the letter 

	5. 
	5. 
	Click the Print button. (This button will not show unless you select a letter first.) 

	6. 
	6. 
	The letter will print to the screen.  Wherever you used a place holder it will print the Campus data referenced by the placeholder. 


	Report Builder 
	Ad Hoc letters can also be printed in bulk.  Report Builder combines filters you have created with letters you have created. 
	Index | Ad Hoc Reporting | Report Builder 
	Figure
	1. 
	1. 
	1. 
	Select the filter on the left side that holds the students who should get the letter 

	2. 
	2. 
	Select the letter on the right side 

	3. 
	3. 
	Click the Build Report button 

	4. 
	4. 
	Print the letters from the Adobe .pdf file that appears 


	There are other ways you can build reports using this feature. Register for the Ad Hoc Create course on pdCentral if you would like to learn more about this or download the Ad Hoc Create manual from the JCPS IC Info Site. 
	Data Export 
	You can export Query Wizard filters in several ways.  The most common exports are to PDF files or CSV files.  The PDF format provides a professional looking, printable report that includes a summary at the top. CSV files can be converted to Microsoft Excel files. Once the data is in an Excel format, you can sort, subtotal, filter, and mail merge. 
	PDF Data Export 
	PDF Data Export 

	Index | Ad Hoc Reporting | Data Export 
	Figure
	1. 
	1. 
	1. 
	Click the [+] sign in front of the category called 000-FRYSC-Coordinators 

	2. 
	2. 
	Select the filter you want to use for the report 

	3. 
	3. 
	Select PDF report 

	4. 
	4. 
	Leave the Print Options at Field Name Only 

	5. 
	5. 
	Click the Export button 

	6. 
	6. 
	Always click the Open button. (Sometimes the Save option prevents all features from working.) 


	Figure
	Figure
	The column headings on the PDF report cannot be adjusted so they sometimes blend into each other.  That’s why some people prefer to print reports after exporting to Excel. 
	CSV Data Export 
	CSV Data Export 

	Index | Ad Hoc Reporting | Data Export 
	Figure
	1. 
	1. 
	1. 
	1. 
	Click the [+] sign in front of the category called 000-FRYSC-

	Coordinators 

	2. 
	2. 
	Select the filter you want to use for the report 

	3. 
	3. 
	Select Comma Separated Values (CSV) 


	report 
	4. 
	4. 
	4. 
	Click the Export button 

	5. 
	5. 
	Always click the Open button. (Sometimes the Save option prevents all features from working.) 


	Figure
	Figure
	The file created as a CSV file looks like Excel but it is not Excel. 
	1. Step One: Save the file as an Excel file! 
	a. File | Save As 
	Figure
	Be sure that you complete all three parts of the Save As screen. 
	b. 
	b. 
	b. 
	Save In: store the file in the place where you want it 

	c. 
	c. 
	File Name: give the file a title 

	d. 
	d. 
	Save as the newest Excel version on your computer. 


	2. Adjust the columns in your new Excel sheet 
	Figure
	a. 
	a. 
	a. 
	Select the boundary at the right side of the column you want to widen or shrink 

	b. 
	b. 
	Hold down the mouse key 

	c. 
	c. 
	Drag the boundary to the right to widen it and to the left to shrink it 


	3. Change Field Names 
	a. 
	a. 
	a. 
	Click a cell in the top row where the names of the column appear. 

	b. 
	b. 
	Edit the name to say what you want 


	4. Sort Data 
	a. 
	a. 
	a. 
	Hold the Control key and click the letter A [CTRL A] 

	b. 
	b. 
	Click Data in the Standard tool bar 

	c. 
	c. 
	Select Sort 

	d. 
	d. 
	Be sure Header row is selected 

	e. 
	e. 
	Start at the top selecting the most important way to sort, followed in the next row by the next sort order, etc 

	f. 
	f. 
	Click the OK butto 


	Figure
	5. Filter Data 
	a. 
	a. 
	a. 
	Select a cell that contains data 

	b. 
	b. 
	Click Data in the Standard tool bar 

	c. 
	c. 
	Select Filter 

	d. 
	d. 
	Select Auto Filter 


	You will see drop down arrows at the top of each column.  These are your filter handles. 
	e. 
	e. 
	e. 
	Click the drop down arrow to see the filter choices. Each column will have choices that pertain to it. 

	f. 
	f. 
	Choose multiple filters if you’d like. 


	Figure
	The spreadsheet displays the selected data but holds the rest of the data in the background until you are ready to turn Auto Filter off.  (Turn the filter off by going to the Data menu, Filter, Auto Filter again.) 
	6. Sub-total Data 
	a. 
	a. 
	a. 
	Be sure the data is sorted the way you want to subtotal it 
	-


	b. 
	b. 
	Select a cell that contains data 

	c. 
	c. 
	Click Data in the Standard tool bar 

	d. 
	d. 
	Select Sub-Totals 


	Figure
	Select the options in the dialog box that will give you the data you seek. 
	For example, if you want a list of buses indicate the column that holds bus information in the top box called “At each change in:” 
	Usually, you will want the system to count the number of items in each sub-total but there are other options. 
	Indicate where you want the sub
	-

	total to appear on the spreadsheet. 
	Usually, you will check “Replace current subtotals” and you will check “Summary below data.”  If you want a new page for each subtotal, check the box for “Page break between groups.” 
	Filters for FRYSC 
	We have created several filters for you that can be exported and used during any of the processes covered in this manual.  The filters are named and described below.  These filters are open for everyone who has taken the FRYSC course. All of the filters begin with the letters FRYSC. They are found under the User Group called 000-FRYSC-Coordinators. NEVER SAVE THESE FILTERS!  That will take them away from all the other FRYSC centers.  You can copy them.  Copy directions will follow this section. 
	♦ FRYSC Bus Information Alpha 
	An alphabetical list of all students in the school giving their bus information 
	♦ FRYSC ELE Active General Data by Homeroom 
	A Homeroom teacher list that gives general data for all students currently enrolled 
	♦ FRYSC 16 or Older A list of all students 16 years of age or older.  This is a dynamic list that updates itself each time you run it. 
	♦ FRYSC 16 year olds A list of all 16 year old students.  This is a dynamic list that updates itself each time you run it. 
	♦ FRYSC Addresses by Street This was requested by users who want to find all students who live on the same street. 
	♦ FRYSC Alpha Birthday List This report is an alphabetical list that includes each student’s birthday. 
	♦ FRYSC Attendance Interventions 0-5 This report provides a list of students who have a checkmark in 0-5 attendance interventions in a FRYSC individual intervention record 
	♦ FRYSC Attendance Interventions 6-10 This report provides a list of students who have a checkmark in 6-10 attendance interventions in a FRYSC individual intervention record 
	♦ FRYSC Attendance Interventions >10 This report provides a list of students who have a checkmark in >10 attendance interventions in a FRYSC individual intervention record 
	♦ FRYSC Bus Depot Info This report gives a list of all students whose transportation includes a stop at a depot.  Some schools list the depot name. Others list the other bus the student rides. 
	♦ FRYSC Bus Information by Bus Number This report gives a list of all buses and the students who ride them. It is sorted by bus number.  If you export this list to Excel (as explained earlier) you can use the Sub-Total feature of Excel to print a page for each bus list 
	♦ FRYSC Census Data 
	The information in this report includes things like addresses and phone numbers.  It can be used to mail merge labels. 
	♦ FRYSC ELE All General Data by Homeroom This is an alphabetical list that includes the student’s JCPS number, gender, grade, birth date, and teacher 
	♦ FRYSC ELE Meal Status All by teacher This is a teacher list that gives the student’s in each homeroom and the lunch number 
	♦ FRYSC ELE Teacher Bus List 
	This is a teacher list of students sorted alphabetically that includes the bus each bus rider rides 
	♦ FRYSC Interventions Behavior (All) 
	This report provides a list of students who have a checkmark in the behavior checkbox in a FRYSC individual intervention record. It includes students who have withdrawn. 
	♦ 
	♦ 
	♦ 
	FRYSC Interventions Parent (All) This report provides a list of students who have a checkmark in the parent checkbox in a FRYSC individual intervention record. It includes students who have withdrawn. 

	♦ 
	♦ 
	FRYSC Meal Status 4103 & 4104 


	This list only includes those students who are on free or reduced lunch. 
	♦ FRYSC Meal Status 4103 
	This list only includes those students who are on free lunch. 
	♦ FRYSC Meal Status Alpha 
	This is an alphabetical list of all students in the school with their assigned lunch number. 
	♦ FRYSC MSHS Active General Data by Period 1 
	This is an alphabetical list for all students that includes the student’s JCPS number, gender, grade, birth date, and teacher. This report is run against first period data. 
	♦ FRYSC MSHS All General Data by Period 1 
	This is an alphabetical list for all students that includes the student’s JCPS number, gender, grade, birth date, and teacher. This report is run against first period data. The report also includes withdrawn students. 
	♦ FRYSC zProgram Participants 
	It lists all students who have been posted as participants in a group intervention program and it gives the code Infinite Campus assigned to the group when it was created. The problem is that we have no way of knowing which code applies to which group. Campus will fix this in the future. 
	This report doesn’t give us workable information yet.  

	Copying Filters 
	As mentioned previously, you should never save a FRYSC filter.  It might end up in your user account and then none of the other FRYSC’s could use it. You can copy a filter, though.  Then you can change the name of the copy and save it to your user account. 
	Index | Ad Hoc Reporting | Filter Designer 
	When you click the Filter Designer link the work page that appears includes a box of filters already saved.  Three buttons appear under the box: Search, Edit, and Copy. The Copy button leaves the original filter as is but it makes a copy and names it “Copy of….” The copy can be changed and saved to your personal user account. 
	1. 
	1. 
	1. 
	Select the filter you want to copy 

	2. 
	2. 
	Click the Copy button 

	3. 
	3. 
	When the message screen appears, telling you that the system made a copy, click OK 

	4. 
	4. 
	Select the filter called “Copy of….” 

	5. 
	5. 
	Click the Edit button 

	6. 
	6. 
	Change the name of the filter 

	7. 
	7. 
	Click the Next button 

	8. 
	8. 
	Select User Account in the Organize to drop down list. 

	9. 
	9. 
	Click Save. 


	Figure
	Figure
	Figure
	Figure
	Figure
	Once the filter is saved, the newly named filter will appear in alphabetical order at the top of the list of filters. This filter belongs to you. The original filter is still in the FRYSC User group.  You can do anything you want with your own filter. 
	Recycling Filters 
	You might have noticed that you have no Delete button.  Ad Hoc “users” do not have the right to delete filters.  You are invited to take the Ad Hoc Create class where you will learn the safe way to delete as well as how to use Operators and Values when creating filters.  What should you do if you have an obsolete filter that you want to get rid of? If you created the filter using Selection Editor, you can “recycle” it. 
	Index | Ad Hoc Reporting | Filter Designer 
	1. Select the filter that you no longer use 
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	2. Click the Edit button 
	Figure
	3. 
	3. 
	3. 
	Rename the filter 

	4. 
	4. 
	Select the first student in the box called “Selected Students” 

	5. 
	5. 
	Hold down the Shift key and select the last student in the list 

	6. 
	6. 
	Click the arrow pointing to the left to remove all students from the former filter. 

	7. 
	7. 
	Select the new students who belong to the newly named filter. 

	8. 
	8. 
	Organize to your User Account 

	9. 
	9. 
	Click the Save button 
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	If you find that filters no longer work properly, please contact the FRYSC office.  Usually the old filter can be restored. If you think of a new filter you would like to see in the FRYSC User Group please contact Ruth Ann or Amy at Computer Education Support. (3010) 
	We hope you enjoy using the FRYSC tools prepared for you.  Infinite Campus has worked hard to provide a product that will help you document the many things you do to help students and their families.  If we can help you help them, please let us know. 






