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Ad Hoc Reporting: Data Export  
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Ad Hoc Reporting > Data Export 
The Data Export tool allows users to view the results of Ad hoc filters in multiple report formats and files. All Ad 
hoc filters created via the Filter Designer are able to be exported via the Data Export tool. 
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a) Select the Year, School, and Calendar the data is to be pulled from. 

 

 
b) Select an Ad hoc filter from the Saved Filters window. This field is populated with filters created in the 

Filter Designer tool. A description of the filter may appear if established within the filter itself.  
c) Select the desired format of the exported Ad hoc filter by clicking the appropriate radio button in the 

Pick an Export Format area. See the Data Export Fields table below for more information. The length of 
each field within an Ad hoc filter must be defined in order to properly generate the Fixed Width format. 
Field lengths are established within the Filter Designer tool. 

d) Select the Export button. The exported Ad hoc filter will display in a separate window in the designated 
format. 

 

 

 

 

 

 

 



Page 3 of 16 Office of Student Information, Planning and Assessment Modified 10/4/13 

Export Format Options 

Field Description 

HTML list 

report 

Exports the results of the Ad hoc filter in HTML format (See image 1). 

XML Exports the results of the Ad hoc filter in XML format (See image 2). 

Delimited values 

(CSV) 

Exports the results of the Ad hoc filter in a number of Delimited values (CSV). 

Options include: 

Comma - Exports the Ad hoc filter in Comma delimited format (See image 3). 

Tab - Exports the Ad hoc filter in Tab delimited format (See images 4).  

Pipe - Exports the Ad hoc filter in Pipe delimited format (See image 5). 

Caret - Exports the Ad hoc filter in Caret delimited format (See images 6). 

 
The Include column display header checkbox allows users to control whether or not a 

header is displayed on the exported Ad hoc filter (See image 7-8).  

 
The Double quote data dropdown list allow users to determine when double quotations 

are added to exported Ad hoc filter data (See image 9). 

Fixed width Exports the results of the Ad hoc filter in Fixed Width format (See image 10). 

PDF 

report 

Exports the results of the Ad hoc filter in PDF format. Selecting the Field Name Only 

radio button means field names in the header will only display the field name as it exists in 
the database (i.e., grade is reported for the student.grade database field (See image 11)). 
Selecting the Table Name and Field Name radio button means both the table and field 

name will display in the header on the report (i.e., student.grade is reported in the header 

for the student.grade database field (See image 12)). 

 
Because Ad hoc filter fields can be grouped and report aggregate data, two variations of 
the PDF format exist. For example, as seen in image 13, filter fields are grouped by 
student.stateID and student.lastName with an aggregate count of student.stateID using 
the Record Count Aggregate Type. Ungrouped Ad hoc filters display in a standard list 
format (See image 14). For more information about grouping Ad hoc filter fields, see the 
Ad hoc Query Wizard page. 

 

HTML list report (IMAGE 1) 

 

https://community.infinitecampus.com/kb/display/DOC/Query%2BWizard
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XML (IMAGE 2) 

 

Delimited Values (CSV) 

Comma (IMAGE 3) 
Note Pad Program Export 

 
Excel Program Export 
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Tab (IMAGE 4) 
Note Pad Program Export 

 
Excel Program Export 

 
 
Pipe (IMAGE 5) 
Note Pad Program Export 

 
Excel Program Export 
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Caret (IMAGE 6) 
Note Pad Program Export 

 
Excel Program Export 

 
 

Comma Delimited with Column Headers (IMAGE 7) 

 
 
Comma Delimited without Column Headers (IMAGE 8) 

  
 
Tab Delimited with Double Quote Data – Always (IMAGE 9) 
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 Fixed Width (IMAGE 10) 

 

 PDF report 

 Field Name Only (IMAGE 11) 

 
 
Table Name and Field Name (IMAGE 12) 
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Grouped and Aggregated PDF (IMAGE 13) 

 
 
Ungrouped and Aggregated PDF (IMAGE 14) 
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Exporting Student Numbers into Excel 
If exporting Student numbers to Excel, please follow the steps below to ensure retention of leading zeros in the 
Exporting with a PC using Internet Explorer 

Exporting with a PC using Internet Explorer 
A message will appear at the bottom of the window that states “Do you want to open or save extract.csv from 
ic.jcps.k12.mo.us?”  Select the arrow next to the Save button and select Save As.  

 

A Save As window will appear.  Change the file name and add .txt at the end of the file name. Select a location 
on your computer to save the file, then click Save.  

 
 
Open Excel and select the File Menu > Open  
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An Open window will appear.  At the bottom right corner of the window, select the All Excel Files drop down 
box and select All Files.  

 
 
Go to the location you saved your export, select the file and click Open.  
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A Text Import Wizard window will appear.  Click Next.  

 
 
Unselect the Tab Delimiters and select the Comma Delimiters, then click Next.  

 
 
Select the Student ID column and change the Column data format from General to Text.  Then click Finish.  
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If the student numbers exported with the leading zeros, the Student ID Column should appear with green flags 
in the student number fields.   

 
 
Select the File Menu and click Save As 

 
 
Select a location for the file and change the Save As type from Text(Tab delimited) to Excel 97-2003 Workbook. 

 
 
Click Save.  

 



Page 13 of 16 Office of Student Information, Planning and Assessment Modified 10/4/13 

Exporting with a MAC using Safari 
A Downloads window will appear with the extract-#.csv file. Right click on the extract and select Show in Finder.  

 

The Downloads window will open in the Finder.  Right click on the extract file in the Finders window, select 
Open With > Other.  

 

A Choose Application window will appear.  Scroll Down until you find the TextEdit application or enter TextEdit 
in the Search field.  Select the TextEdit application and select Open.  
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The file will open the TextEdit Application.  Select the File Menu > Save As.  

 
 
A Save As window will appear.  Change the file name, select a location on your computer to save the file, then 
click Save.  

 
 
Open Excel and select the File Menu > Open  

 
 
An Open window will appear.  Go to the location you saved your export, select the file and click Open.  
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A Text Import Wizard window will appear.  Click Next.  

 
 
Unselect the Tab Delimiters and select the Comma Delimiters, then click Next.  

 
 
Select the Student ID column and change the Column data format from General to Text.  Then click Finish.  
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If the student numbers exported with the leading zeros, the Student ID Column should appear with green flags 
in the student number fields.   

 
 
Select the File Menu and click Save As 

 
 
Select a location for the file and change the Save As type from Tab Delimited Text (.txt) to Excel 97-2004 
Workbook (.xls). 

 
 
Click Save.  

 


