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The Request Detail Report returns student course request information for the upcoming school
year. The report uses information entered by either counselors, teachers or students when planning
the course schedule for the next school year. Requested courses can be viewed from the student's
Schedule tool in the Walk-In Scheduler.

The report can be sorted by student last name or by grade of enrollment, then alphabetical by last
name. Students who have ended enrollment in the current school year and have entered course
requests are included.

This report can also be generated from the Schedule Wizard.

http://kb.infinitecampus.com/#report-editor
http://kb.infinitecampus.com/#generate-the-report
https://kb.infinitecampus.com/help/walk-in-scheduler
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Copyright © 2010-2024 Infinite Campus. All rights reserved.

Report Editor

Request Detail Report



Copyright © 2010-2024 Infinite Campus. All rights reserved.

Field Description

Schedule
Structure

When the selected calendar contains multiple schedule structures, an
indication of which schedule structure must be made prior to generating the
report.

Request Type Selection indicates which type of course requests are included in the report
- Required, Elected or Alternate. Required and Elected request types are
automatically selected. Choosing All returns required, elected and alternate
course requests.
Course requests made by or for a student are assigned a request type of
Required, Elected or Alternate. These are request types only, separate from
and not related to the types of courses being selected.

 R - Required  : Required course requests are entered by school
personnel, not by the student. Requests entered via the Request
Wizard display as required requests. Students cannot drop or modify a
required request without staff intervention. The Student must have a
request for this course. 
E - Elected : Elected course requests may be entered by school
personnel or students. Students can choose a course they wish to take
in the next school year, remove  requests for courses marked as E, and
change course requests from E to A. The Student would like to request
this course.
A - Alternate: Alternate course requests may be entered by school
personnel or students. Alternate requests display in the order that they
were entered. Alternate requests are not automatically loaded by the
Walk-In-Scheduler or Schedule Wizard. Instead, students are manually
placed into an alternate course when other course requests could not
be met. The Student would like to request this course as a second
option if another course request cannot be fulfilled.
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Display Only
Active Courses

When marked, only courses that are currently active are listed for selection.

When not marked, both active and inactive courses are available for
selection. Active courses display first; inactive courses display after the
active courses and are in red text with an asterisk before the course
number.
 
An Active Course is defined as a course that is not yet dropped, which has
one of three impacts, depending on the context of the course:

1. If the course met in a previous term, "active" means the roster
placement for the student either has a blank (null) end date or the end
date is the last date of the term.

2. If the course meets in the current term, "active" means the roster
placement for the student either has a blank (null) end date or the end
date is greater than or equal to the current date.

3. If the course meets in a future term, "active" has no real meaning, as
all future courses are considered active regardless of the start or end
date.

Department Returns request information for each course assigned to the selected
department. If departments are not assigned to courses (created in System
Administration on the Departments tool and assigned on the Course editor),
select a course instead.

Either a department or a course can be selected.

Course Lists all courses within the calendar selected in the Campus toolbar, and are
sorted in course number order. Depending on the selection of the Display
Only Active Courses checkbox, both active and inactive courses are listed.
Inactive courses display in red text with an asterisk before the course
number.

Either a department name or a course can be selected.

Ad hoc Filter Selecting an ad hoc filter returns course request information only for those
students included in the Filter.

Sort Options The report can be sorted either alphabetically (Alpha) by the student's last
name or numerically by grade level, then alphabetical (Grade/Alpha) by
the student's last name.

When a Department name is chosen, course request information first
sorts by department name, then course number and course name;
then, sorting follows the selected sort option.
When a Department name is not chosen, course request information
first sorts by course number and course name; then sorting follows the
selected sort option.

Field Description

https://kb.infinitecampus.com/help/departments
https://kb.infinitecampus.com/help/course-scheduling
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Prepare report
for duplex
printing

Allows the report to print on both the front and back side of the paper.
When marked, a blank page is inserted between department names
with text that states This page is intentionally left blank,
When not marked, the blank page is not inserted.

Print options for printing from the web browser still need to be set to print
both sides, whether this checkbox is marked or not.

Report Format Determines the layout of the report, either in DOCX, PDF or CSV format.

Report
Generation

Two buttons are available for report generation:
Generate Report - displays the report instantly.
Submit to Batch - sends the report to the Batch Queue for generation
at a specified time. This option is recommended when generating the
report for a large number of students.

Field Description

Generate the Report
Select a Year, School and Calendar from the Campus toolbar to populate the Department and
Course lists.

1. If applicable, select the applicable Schedule Structure.
2. Select the desired Request Types.
3. Mark the Display Only Active Courses checkbox to only see the active courses for selection

and reporting, if desired.
4. Select the Department for which to review course requests. Or, select the Courses for which

to review course requests.
5. Narrow the students included in the report by choosing an Ad hoc Filter.
6. Determine the appropriate Sort Options.
7. Mark the Prepare report for duplex printing  checkbox, if desired.
8. Select the Report Format in which the report should generate - CSV, PDF or DOCX.
9. Click Generate Report to generate the report immediately, or use the Submit to Batch  to

choose when a report generates.

Students who are assigned an Academic Program with a priority requirement display in bold text

Note the following about the print view of the report:

Courses are listed in department order. Active courses without a defined department print
first; then inactive courses without a defined department.
When the duplex printing checkbox is marked, a blank page (no student information) is
included between department names.
Inactive courses print in red text with an asterisk when generating in PDF. This is also noted in
the Legend at the top of the report.

https://kb.infinitecampus.com/help/
https://kb.infinitecampus.com/help/enter-course-requirements
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Students with longer names wrap to fit within the course section.

Request Detail Report, PDF Format

Request Detail Report, CSV Format
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Request Detail Report, DOCX Format


