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Tool Search: Admin Queue

The Admin Queue is an advanced version of the Batch Queue tool that allows system
administrators to review and manage reports. The Admin Queue also allows system administrators
to easily view the user(s) who have scheduled each Batch Queue report.

The Batch Queue tool is used by some districts/states to generate large, system-intense reports.
This tool helps prevent report time-out errors and/or system performance issues. General system
usage can continue while complex reports are generated within the Batch Queue.

The non-administrator version of the Batch Queue tool is available within the Ad Hoc Reporting
module. It does not contain the management options found in the Admin Queue version of the tool
and only displays reports assigned by the current user.
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System Settings » System Processes > Batch Queue Admin

Queuved Time Report Title Username Status Start Time End Time Download
05/30/2025 03:38:56  Schedule Batch admin Completed 05/30/2025 03:38:10  05/30/2025 03:39:12  Gel the report
PM PM PM
05/27/2025 08:58:09  "Score_Import_Report_Test-00 test” admin Completed 05/27/2025 08:58:21  05/27/2025 08:58:22  Get the report
AM AM AM
05/22/2025 01:42:32  "Score_lmport_Report_Test-Parent” admin Completed 05/22/2025 01:43:00  05/22/2025 01:43:01  Get the report
PM PM PM
05/21/2025 02:15:40  Schedule Batch admin Completed 05/21/2025 02:15:41  05/21/2025 02:15:42  Gel the report
PM PM PM

Batch Queue Detail
Report Title Status Get the report
[thedule Batch ] [Cnmpleted ]
Queuved Time Start Time End Time

05/30/2025 | 03:38:56 PM

*Scheduled Time

[051’302025 103:39:10 PM ] [051’304‘2025 103:39:12 PM

High Priority

05/3042025 | 03:38 PM L

Expires After
06/14/2025

File Name

Never Expires

Content Type

User Name

[Schedule_Balcn_Report.pdf ] [

| [pomm

Prism Call URL

fprism?nodelD=511
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ueue Admin Tool Rightsarticle for information on available tool rights.


https://kb.infinitecampus.com/help/batch-queue
http://kb.infinitecampus.com/help/batch-queue-admin-batch-queue-history-and-task-scheduler-tool-rights
https://content.infinitecampus.com/sis/1402/simulation/monitor-system-response-to-queued-report-requests/
https://content.infinitecampus.com/sis/1402/video/monitor-system-response-to-queued-report-requests/

Assign Reports to the Batch Queue

Each report allowed to generate within the Batch Queue contains the addition of the Submit to
Batch button, available during report setup.

The Batch Queue and Admin Queue tools do not allow a user to select a report to
generate.

Specific reports are allowed to generate within the Batch Queue and have been specifically
configured for this option. End users cannot designate which reports contain the option to be
submitted to the Batch Queue. Infinite Campus Hosting staff performs the necessary adjustments
that allow this designation.

The report is set up in the standard manner (/.e., reports to be generated through the Batch Queue
are accessed from their regular Index location and the criteria/parameters should be set as usual).
Clicking the Submit to Batch button will allow the user to assign the report to the Batch Queue for
generation:
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Submitting a Report to the Batch Queue

Batch Queue Reporting Options

The Batch Queue Reporting Options dialog box will appear and contain the following report
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configuration options:

Field / Description
Option
High Mark this checkbox if running this report is considered a high priority. Reports

Priority designated as "high priority" by this checkbox will take precedence over other reports
in the Batch Queue that are not designated as such.

This checkbox can only be marked if a user has the proper tool right access (/.e., at
least R rights to the the Set Task Priority sub-right located in the Tool Rights index
under Ad Hoc Reporting > Batch Queue).

Keep Mark this checkbox if the completed report results should continue to appear on the
Until | Batch Queue and Admin Queue tools until manually deleted by a user. If this
Delete checkbox is not marked, the completed report will be cleared from the Batch Queue

and Admin Queue tools based on the frequency for the Batch Queue Maintenance
task set within the Task Scheduler .

This checkbox can only be marked if a user has the proper tool right access (/.e., at
least R rights to the the Set Task Expiration sub-right located in the Tool Rights index
under Ad Hoc Reporting > Batch Queue).

Start Indicate the date and time at which the Batch Queue should begin to generate the
Date/Time report.

Clicking the OK button on the Batch Queue Reporting Options dialog box will open the Success
dialog box. Click OK to submit this report to the Batch Queue.

Your request will be putinthe queue, you will
receive notification in process inbox when
the report is completed.

The report will then await the date and time scheduled for generation and will be listed on the Batch
Queue and Admin Queue tools. When the report is generated, the load balancer will distribute the
report load across available application servers to preserve system performance.

Filter Reports in the Batch Queue List

Reports handled by the Batch Queue and displayed in the Batch Queue List editor can be filtered
and sorted, as necessary. To filter results displayed in the editor, specify a number of tasks to be
displayed and a date range.
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" Refresh ESave EDelete DeleteAII ECanceIAII nRestartAll Cancelled

Show top 50 w tasks submitted between 04/23/2014 E| and 0S/08/2014 E|

Batch Queue List
Queued Time Report Title Uzername Status Start Time End Time Download
114 0 05 114 27 P 0 11:55:56 PM

05, 114 01 9 PM Report Card admin Completed

114 01

Results may be sorted by the column headers of the Batch Queue List editor. Click on a column
header (/.e., Queued Time, Report Title, Username, Status, Start Time, End Time) to sort by it.

Completed reports will be cleared from the Batch Queue after reaching the maximum number
of days allowed to remain there, per the Batch Queue Expiration Days setting of the System

Preferences.

View Report Details

System administrators may view the details of reports recently handled through the Batch Queue,
including completed reports, future scheduled reports, and those currently being generated.

B Refresh E Save E Delete E Delete All E Cancel Al n Restart All Cancelled

Showtop 50+ tasks submitted between 04/28/2014 75 and 05/06/2014 78]

Batch Queue List
Queued Time Report Title Usemame Status Start Time: End Time Download
0 12014 01:5 Ll 05/01/2014 01: N

0540 14 01:54:59 PM  Report Card admin Completed 0

Batch Queue Detail -
Get the report A

Report Title Status

Report Card Completed

Queuved Time Start Time End Time

05/01/2014 | 01:54:59 FM 05/01/2014 | 01:55:27 PM 05/01/2014 | 01:55:56 PM
*Scheduled Time High Priority

05/01/2014 | 01:54 PM

Expires After Never Expires L
Mo Expiration Configured =
File Name Content Type User Name

reportCard.pdf admin

Prizm Call URL

fprism?SreportiDE7 3=false&SreportiDE7 2= false8Sreport DET 5=falsedSreportiDET 4=false&SreportiDETT=false&SreportiDETE

Batch Queue Detail Field Descriptions
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https://kb.infinitecampus.com/help/system-preferences-district

The fields of the Batch Queue Detail editor are defined as follows:

Field Definition
Report Name of the report assigned to the Batch Queue.
Title

Queued Date and time the report was assigned to the Batch Queue.
Time

Scheduled Date and time the report is/was scheduled to begin generation. This field can be

Time modified, as necessary.
Expires Date on which the report will be removed from the queue.
After

File Name Name of the file associated with the report.

Status Stage of report completion:
e Queued
e Processing

Completed

Canceled

Start Time When the Status field value is either "Completed" or "Canceled," the time the report
/ End Time began (Start Time) and ended (End Time).

High If marked, this checkbox indicates that completion of this report will take priority over

Priority other reports scheduled for or occurring at the same time. This checkbox may be
flagged directly on this editor, or it may have been previously flagged on the Batch
Queue Options dialog box when the user assigned the report to the Batch Queue.

Never If marked, this checkbox indicates that the report will not be automatically deleted

Expires from the Batch Queue List editor when it reaches the (crossed-out) date in the
Expires After field. This checkbox may be flagged directly on this editor, or it may
have been previously flagged on the Batch Queue Options dialog box when a user
assigned the report to the Batch Queue.
If this checkbox is not marked, the Batch Queue Maintenance task will delete the
report from the Batch Queue List editor after the date indicated in the Expires After
field.

Content This field indicates the format of the report:
Type e Application / PDF - Indicates the report is generated in PDF format.
e Data - Indicates the report is generated in fixed-width format.

This field may not appear for all reports.
User Name of the user who assigned the report to the Batch Queue.

Name

Prism Call This shows the criteria used to generate the report.
URL
This field is only available within the Admin Queue version of the Batch Queue tool.
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Get Reports

To retrieve a completed report from the Batch Queue, click the Get the Report link in the Batch
Queue List editor or the Batch Queue Detail editor.

Batch GQueue Detail
Report Title

Report Card
Queued Time
05/01/2014
*Scheduled Time

05/01/2014 | 01:54 PM

Expires After

No Expiration Configured

01:54:59 PM

File Name

reportCard. pdf

Prism Call URL

Status
Start Time End Time
05/01/2014  01:55:27 PM 05/01/2014 | 01:55:56 PM
High Priority
Newver Expires o
il E
Content Type User Name

ad

The report will be named and formatted as indicated in the File Name field of the Batch Queue

Detail editor.

Sample District
123 Main St, Anywhers, MN 55354
County: Washington Phene: (123)4558-7250

Fax: (987)654-3210

SAAR_Report
Record Format: 5 - Ethnic Count
School Month: 1,2, 3

Generated on 08/09/10 82501 AM  Page 1 of 1 Calendar PRIMARY SCEOOL Grades Count: 1
#0) PRIMARY SCHOOL
Hawaiian/Pacific American
White Black Hispanic Asian Islander Indian/Alaskan | 2 or More Total
Grade | Male Female| Male Female Male Female Male Femalg Male Female| Male Female| Male Femalg Male Female Total
0o 27 19 2 1 0 1 0 0 0 0 0 0 2 4 31 25 56
Total 27 19 2 1 0 1 0 0 0 0 0 0 2 4 Kh| 25 56
#0 PRIMARY SCHOOL
Hawaiian/Pacific American
White Black Hispanic Asian Islander Indian/Alaskan | 2 or More Total
Grade | Male Female| Male Female Male Female Male Femalg Male Female| Male Female| Male Femalg Male Female Total
00 27 19 2 1 0 1 0 0 0 0 0 0 2 4 )l 25 56
Total: 1 27 19 2 1 ] 1 0 0 0 0 1] 0 2 4 Kh| 25 56

Cancel Reports

The Admin Queue allows a system administrator the ability to cancel an in-progress report or

scheduled report.

This ability is not available in the regular (non-administrative) version of the Batch Queue tool.
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E Refresh E Save a Delete E Cancel | E Delete All E Cancel All

Show top 50 = tasks submitted between 04/283/2014 E and 05/06/2014 E
Batch Queue List

Queued Time Report Title Username Statuz Start Time End Time Download
) PM Transcript admin Queued
05/01/2014 01:54:58 PM  Report Card Completed 05/01/2014 01:55:27 PM

n Restart All Cancelled

05/01/2014 01:55:56 PM  Get the report

1. Select the report to be deleted from the Batch Queue List editor.

2. Click the Cancel or Cancel All button from the action bar.
3. Click OK.

The report will remain in the Batch Queue List editor with a Status value of "Cancelled" until

manually deleted by a user, deleted by the automated Batch Queue Maintenance task or re-started.
All fields of this report will be locked from editing.

E Refresh E Save Delete n Restart E Delete All Cancel Al n Restart All Cang

Showtop 50  w tasks submitted between 04/29/2014 T=|and 05/08/2014 =]
Batch Queue List

Queued Time Report Title Username
05 40 PM  Transcript admin
05/01/2014 01:54:59 PM  Report Card

Start Time

Cancelled

admin Completed 05/01/2014 01:55:27 PM

Batch Gueue Detail
Report Title

Transcript
Queued Time

us

Cancelled

me

Restart Canceled Reports

The Admin Queue allows a system administrator the ability to resume a canceled report appearing
in the Batch Queue List editor.

This ability is not available in the regular (non-administrative) version of the Batch Queue tool.
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E Refresh E Save E Delete Restar E Delete All E Cancel Al | n Restart All Cancelled
Show top 50

¥ tasks submitted between 04/29/2014 E and 05/06/2014 E
Batch Queue List

Clueued Time Report Title

Username Status Start Time
admin Cancelled

05/06/2014 01:08:35PM  Transcript
05/01/2014 01:54.59 P Report Card

Completed  05/01/2014 01:55:27 M 05/01/2014 01:55:56 PN Getthe report

1. Select the cancelled report to be re-started from the Batch Queue List editor.

2. Click the Restart or Restart All Cancelled button from the action bar.
3. Click OK.

The report's Status will change to "Queued," and it will be rescheduled for the date and time
originally indicated in the Scheduled Time field, which may be adjusted as necessary

Delete Reports

The Admin Queue allows a system administrator the ability to delete reports.

1. Select the report to be deleted from the Batch Queue List editor.

2. Click the Delete or Delete All button from the action bar.
3. Click OK.

The report will be removed from the Batch Queue and Admin Queue tools but will remain with a
Status of "Deleted" in the History tool.
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