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Main Screen

1] Wyoming Albany 2HPhus! 13-233 Data Set (1) 2014/2004 By € & K Venbures Copyright (1997-2011) 421 o — s ——— — o | .
Goeo  Updute Dink et Up Networking  Wrice Duta  Foead [ats  Thank-Vou! Wb Links ion  What's Hew gy Eenail Validiy Tooks

E Wyoming State 4HPlus! 13-233 Data Set [1] 2014/2014 By C & K Ventures Copyright (1957-2011) 8216
Gn:ntn:n/épﬁ{e Disk  Set Up Metworking Write Data Read Data Thank-You! Web Links Documentation  What's New

The top title bar line gives you the system information. A description of the top title line on the main page follows:

o The State is listed first, “Wyoming”.

e The specific county is listed next, “Albany”, “Converse”, “Teton”, etc. (in this example it is the State)

e AHPlus! is the name of the program.

o Next is the version number. In this example it is version 13-233, meaning it was created in the year 2013 on the
233rd day of the year.

0 Itis essential that you are running the same version the State is running in order to pass data back and
forth. If you find your version is not the same, then you must do an upgrade.

e The Data Set tells you which data set you are using. In this example we are using data set #2.

O 4HPlus stores three years of information. Each year is a data set and is given a number. Accessing other
years of information will be addressed in the Archive section.

e The years listed here are telling you which data set you are viewing and which is the newest data set. In this
example we are viewing the data in the year 2014 and the newest set of information is always the current year,
in this case is 2014. If the example said 2012/2014 it would indicate that we are looking at information from
2012 but the newest set (the one we typically work in) is 2014.

e The proprietor of the software, C&K Ventures, and the copyright are the next pieces of information.

o The last number, in this example 8216, is the number of times you have opened the program.
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ﬁ!Wynming Albany 4HPlus! 12-034 Data Set [2] 20122012 By C & K ¥Yentures Copyright (1997-2011) 4350
Goto  Update Disk  Set Up Metworking  Write Data  Fead Data  Thank-You! WebLlinks Documentation  What's Mew  AgentsfHelp  4HPIus Email Setup  Email Yalidity Taols

The bottom title bar allows you to choose the function that you wish to use. A description of the bottom title line on

the main page follows:

Goto: Allows you to choose which section you wantto goto. —» ua,

Update Disk: Updates the system and works basically like a “save”
in a Word document. It is recommended that you
update your disk several times during the day as
you work in the 4HPlus! software. Simply click on

“Update Disk”.

Setup Networking: When trying to enter Setup Networking you will receive a message
that this is a password protected page. Contact your State office to request
permission and/or obtain a password to enter this page.

If given permission for access, the Write/Read
Network Data Setup page will become available.

Note: Only one copy of 4HPlus in an office can be
assigned “Write” permissions which allow you to
enter data. All other copies must be “Read Only”.

This page allows you to choose the type of set up your
computer will be; either Read and Write or Read Only.

You can also map a share drive so others in your office
may view the information you have entered. Check
with your I.T. staff or State supporters for directions
on mapping drives. If you do have a network set up
for your 4-HPlus! the directions below would be
applicable. If you do not, you would not use them.

Goto  Update Disk  Set Up Networking
Exit:

Members

Leaders

Eroups

Camping

Support Data

Re-Enrallment

Archive

Federal

Lilities

‘Web (4H4ME. com) Interactions
Printer Information 3
About

) Wroring Alaery 4HPhnd 17004 Daka Set [2] 20122012 By € B K Yenbures Copyright (1997-2011) 4350

faotn Updste Disk  Sek Lp Netmorking  Wrke Dust

¥ Sl Ml Irstallaorrs on Network” - Mullmachne] bo T

Thet Cormguirn wall be.
(" Poead Oy
i Fead ard Wiie.

Wiite | Read Network Data Setup Instruchons
elect Sien D Lt o tis et sehp, ol o Computel on e it netwerl, an be getigned
CEL T o CR WHITE peavitzens. &1

Password Required!

Tharkr'fout Web ks Documentation What's Wew  Agentsleln i Enad Setup Emal Voldty Tooks

Coll S Ll T
CEL CEL SR Cwa
CFEA CK CRY CXA
CEVN CMY SV O
CHY CNA CTA O

A0 unees may une tee tystems of the Lame tine.

[Thes shaes Fokcer vl shoags b | Selecied Share Diive Letiet \chovhshare | 11 you
vach i ogation 13 be some mapped
ive maggang frstl The mappre MUIST be drecths o the Drive lefer, rot & sublolder|

Tiesh ol Sive Shaue Drive / Foikbor Lioeation Actun ]

e I oot machine, vous muit complete the

The $

Thesr erlelurs aoly DMLY b he Pers 5 Pt netvceh, i [Flrossnended M|

‘othier computers on the network, mu be tet 1o HEAD LY,

The systers with 'WHITE permission wl have ¥'s Patnie Dusta] men bom ensbled
9 can update the Shased Dats Pocl of srwtime. Systerna with READOKLY
pemizion vl have the [lead D:ata] merns bem ensbled end con refiesh fer
Iocal et ol irom the Shared Dt Pk f argtime.

A compulers on the etwork. st have & nagped diive to the Share Fokder
[Thet ey scapiion Io this would b the computer whate the thare lokdet is actusly
locaed

e Fobdet may be locaed on one ol the

marcines onithe kol i cdice] retreot:
x st st s 1 o] 3 vevreie sovvve i rmdatie]

Moter:

Ml rrachings inthe Paer b Pest Netwok MUST have
& e g 1o the shove Shared Folder Locatan

[Ermgt the machine whese the share Diive / Fder

actugly ke |

The Shase Drive / Folder must be shaed on

the network with both

ead and Wile

pesmitsions fou allwsensl The Mead Dnly £

Tosd and Wiike] selling sbave

i & Progam

salting. et network setting!

Sen e Prre T P docurnertafion b ol o6
2 chovn. Flocurseni o [raeras den abeve |
I

e,
PierT o p|

Werite Data: is similar to backing up your system. When you click Write Data all the data in your system will be saved
and can be utilized by those who have “Read Only” access. (You should still do your regularly scheduled backups of the

system!)

Read Data: By clicking Read Data, the user will have the most up-to-date information that the main user (the authorized

Read/Write copy) has entered.

Note: Notice that there is either Write Data or Read Data button

enabled. Depending upon which access you are given, the
corresponding button will be enabled. Example: If you have a Read

Only version, you will only have the Read Data option.
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Thank You: This is an acknowledgement from Chuck Nash, the owner/creator of the software, to those who helped in
the creation of 4HPlus! As a general user this area is not used.

Web Links: gives you an area where you can enter web links that you often use. The following is an example on how to
add a web link.

[ wyoming Albany AHPlus 12 034 Daka Set (2] 2012/2002 By & K Ventures Copyright (1957-2011) 4352

K ¥entures Copyright (199

1. Click on Weblinks ————— [webLinke Documentation 3. This brings up Gote Updote Dk 56t L Nitwerby ek Dk o Thenkoul Weblnks Docmentation What'sbew  Asr
.. Enter Additional URL's Internet Accoss . Rt
2. Enter Additional URLs e bz, com a page where o Vet e L. | oo
Fieinrnd 0 e, e o
2R H [mettghmem | [UALmeyc 2 charges inobve the prefs o the web sddvess of UL
[ you can insert = vttt
| Extra+4 — ;:um i n;.-.w;.;w: com
! :E:z up to ten mi -i-;m;rlnn-m-..ir-...i varh az or b on e el bk
Extra 7 . URL3 o
| Extra 5 d|fferent URLS. Frnd T | |entrphuncom  This sl may ot wode Agan. # net iy
Extra @ p URL4 hphm com
| Extraip P [ " e i s el i,
| Help unLs Jirok: chenge the prof andtry agan. .
s
URLE
[fae
URL 7
4. To go to the website you have entered Jiwa
simply click on the URL under your Web Links. et thie” oamertatn =
Enter Additional URL's EE

EEnn URL 10

Exttra 2

| Extras

| Extra4

| Extra S

| Extras
Exttra 7
Extra s
Extra s

Extra 10
Help

Documentation: is an area you can check in for documents that were downloaded from the State or from the
proprietor of the software for general use. If you desire a document to be added, please check with the State
office. To access a document, double click on it.

A wyoming Albany 4HPlus! 12-034 Data Set [2] 2012/2012 By C & K Yentures Copyright (199
Goto  Update Disk  Set Up Metworking  ‘Write Data  Read Data  Thank-You! Web Links  Documentation | 4

v AHPlus. com Documentation Download Passward...—
Im— Return |

Diownloaded Documents. .. Log on to www. 4HPIuz.com now! |
J ClientServer.pdf

Methd eetingS etup. pdf
Openuserflg. pdf

PeerToPeer.pdf
Reenmll.pdf
‘WebFalders. pdf
Agents/Help: is a tool that can hel tions about the syst
ents/Help: IS a too at can help answer questions abou e system. MiHPlusEmailSetL

To access the agents: 1. Click on the Agents/Help button, then setup Agent features Set Up Agent Features
——

Help with menu. ..

3. This will bring up a file down load Me.ouge. cien niunn winen b
will begin the download of the agents. o e
| e ]

R e e
* hmcteenpedemed i L L L
o e e e ) B b T

4. When completed you will find the download in B P —————.
your C:\Agents folder.

oy etk

ou o
Pl o ol 118 Flag el BoacLE® vory [0S, Gier vl lter e

i
s, ALWATS o v the def auls,

o]

B Vet
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5. Open the C:\Agents folder. 6. Double click on each of the agent files.

File ~Edit ‘iew Favaorites Tools  Help

@Back O - ? | /-\‘Search

[Ei]- | W) Pokder 5y

[z~

[ Foldsrs

W) Folder Sync

Address [ 2| P o on — i r1m R e
¥ &
Folders x| _Mame = b
(3 Desktop | [E)9F21419187200602d30885¢2, I e I e e .
(53 Wy Documents = Ei31fanedsnasidsest 34e LEEF | I d P ¥ |
B 9 My Computer IC5)081F42bf69ha2f487h
) < Local Disk{C:) 2
() 9F214191672c0602d30865c201 65F5hd Docke
F 71t FafladAnasfdsee1 54m (el

7. Close 4HPlus! and then reopen it. Click on Agents/Help again and choose which agent you want and click on “Show
Agent”. To close the agent, click “Close Agent”. Below are the available agents.

Thankcvos weblnks (ooumentston What's v Agentsitiel

el Agent Statu..
e —

G o b et Peedy Merlin Genie
Yo &

The help agent. can be diplaped akong the help infomation -

Ey PIGHT chcking on any of the folowng: o @

A [ List bam & Pladic Duson 4 " At

=] e 3 ™ A Chck B ~ ')

ADuman Lined -

Tiy then
Ager Centr Hets

The displayed agent canbe moved sound onthe &)
sEimen by bt chking and dagorg e image 1o &
ot kot

The duplayped agent can be mmimized by ight

chcking

the imsge andthen cicking the Sipiged Yide' =]

4HPlus! Email Setup: is the page where you will enter your personal email information and to check if the email set up
is working correctly. Call the State office for help in setting up your email page.

. N =] i 4 1 12- /' e i - 4 =& X
The State Office Will help e oo Soiio Tankran Wairie mtan fatsfon sl $9us st ooty ek e
you enter most of the i;‘::‘j Email Setup... (CAUTION! You are advised to check with your state supporter or IT tech staff prior to making chﬂnge;ﬂcru::.i.s screen!)
information. You may T | i ettuthentoator— Eashon |
enter the following: ARsT! H e /e

Your personal user name Fort 25 Clear Emall Paramaters |

Mail Server  |uwmail.uwyo.edu

Create Email Parameters |
& passwo rd Usernames |riober38

Passward | #5834

Email Development Testing
Password:

HELD et [4127

Your personal email Sender Email Address:

[mrober3a@umo. edu

Mazimum Recipent Count per Email;
10000

The State Offlce ema” Up Hill Data Email Address

[+ Hi@umyo.edu

Email Aocess Method
€ Dialup / Madem
& LN /DSL

MNOTE: &nw changes &
made to the Email

above the blue ling]
will not take effect
until the [Save Entries
/ Changes] button is

clicked.
15P Phone Number
=
You can test to see if your
Q Q Email Test. Email Process Log...
setup is working correctly o [wobomeuwoct: AtschFiek) El
by sending yourself a test f\:bie:‘ t ITES' e p
message and clicking send. e
Hope you get this email Clear Test Information
=

Create Above Email Log File for Technical Gtaff Llse |
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The Email Process Log will indicate if the email was successful or if it failed. In this example it was successful.

rEmail Test Email Process Log...
Tax Imruber35@uwyo.edu Attach Filefs) | 1. 250260 B
Subiect — | [¢17E56RER1 1892270620 2417281 iRm0 edu>
\bject |Test A | |[ntemall d=16756517) Gueved mal for delivery
" ; - QuIT
Pl I L;StdErSﬂa” Stat:‘i" 1221 20,0 Service cloging hansmizsion channel
M g - end Successiu C i host disconnected ] -
e . ’ (Gt atus Code [1] - Description [0K] |
Hape you get this email Clear Test Information | TTTETE—
. mrober38@uwyo.edu v X
4y Test
CACKVMHPusYWy Filesh Hi By -Hope you get this email, <end>
—¥X
Create Above Email Log File or rechmear star use I

Note: If you are unable to send emails through your
local server you may log on to
www.wyosecure.uwyo.edu and use the University of

Wyoming’s web service prior to sending emails.
(Directions in the “Extra” section of this guide book.

Email Validity Tools: allows you to check the validity of emails in your data and find a member or leader by their email.

Email Yalidity Tools
To check the email validity: 1. click on “Check Email Address Validity” |

Check Email Addre:
Reverse Email Lookup

2. Check Members, Leaders, and/or Parent. (You — merocmmee
can check a single group or any combination). e el B
In this example we are choosing all of them,
then click the Verify Email Addresses button.

3. This will give you a list of bad email addresses
found within the data set. You can print the list.

[ o Ay st 17530 ket [ 3] 97733 By € B . Voo Comppriget {1907 008 1) 4354 al#lx
W Daeein I b Mmteiiy hee D ok Tis W ks e Wl Bt P ol e Tl ity Tock

Email Address Verification Utilities.

St Emal kbt e v el Ak Lt

Note: You must correct all bad addresses in
order to use the email function of the system.
It is recommended that the emails are
checked on a regular basis.

4. Correcting email addresses can be done by identifying the invalid email code, examples follow:

A. ALB 3312 - The text is the county code and the numbers are member/leader ID.
B. Comm: ALB3312 - The “Comm” indicates that the error is on the communications page. Go to the
member/leader’s communication page. Check all five lines for any errors.
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e o o o M 8 e Mmoo
~ Racont Lo o s o o L.

Goto Megrtystion  Leds  Prosects -8 Assay
s e i
= | | e EEE fen [ Pwies
[V Wiy Sremt
Cay Stsis  Tp Phres Primary Coll Frane

C. MIDS: ALB3460 — The “MIDS” indicates that the error is on the Member’s

registration page. Go to the member’s registration page. —_— P =
R
LIDS: ALB5555 — The “LIDS” indicates that the error is on the Leader’s - e B e

registration page. Go to the leader’s registration page. : [
D. ALB3460A —The letter at the end of the member’s ID indicates e | i ) e

WOITE: 1 the member's Farmdy oyt el dasey afibasions s

that the error is on the parental page. . Go to the Member’s registration page vt e i memEDn

Pl imiriniuist VI [l B i
. P . . 5 Ao e oAb o v
and click on the Parental page. The letter also specifies in which section of the N
I~ bara e o

page the error can be found; A, B, C, D, E, or F. '
Gokn piralion Unds  Projects s SO0 Reporbe| Rl Molli-Mernitue Ao e List Maxt S0 Bl Mrrers:

Mezmban Irdommatan

Last Srest Phaone Fat el Siale 2 Save J Rt

[Fekezon, [173 0y Siree T T Laam [ [rummin

Pacert/Gusedion A Information.., I PirsLobel [~ fciive Parent/Gusrdian B Information. . I~ PanLasl [ Acive Pasert/Guardian C Informstion.,, I FirtLael [ Acive

N [Last] Fagd MI M [Lasl) Fusl. H N [Lst] Frd MI

[ I |l I |l [ l_

Copy Momber on | Delein | r Addinss Infomation | Delets | | Cop Inioemaion | Deetr |

St Shrent Stinnt

[ I [

Ly e Ly Ciy Slale  Jm Liy Hae  Cp

[ — = I — = [ I

Horme Phone Worh Phone Hosme Frore Work, Phone Heome Phone Wtk Freore

[ [ | —— | [—— [ [

Ml Address Dccupaton E-Mal Addiacs Deoupstion LMl Addrass Decupation

[arers dad@wae com [ | [ [ [

Extrabrfo Extra Infe Estra Indo

| e A e B[ ey [+

PacertGusdion D Infoemation. I PirsLobel [~ fciive Parent/Gusrdian E Information. . I~ PanLasl [ Acive Paert/Guaidian F Information... I FirtLael [ Acive

N [Last] Fagd MI M [Lasl) Fusl. H N [Lst] Frd MI

[ I |l I |l [ l_

Copy Momber on | Delein | r Addinss Infomation | Delets | | Cop Inioemaion | Deetr |

St Shrent Stinnt

[ I [

Ly e Ly Ciy Slale  Jm Liy Hae  Cp

[ — = I — = [ I

Horme Phone Worh Phone Hosme Frore Work, Phone Heome Phone Wtk Freore

[ [ | —— | [—— [ [

Ml Address Dccupaton E-Mal Addiacs Deoupstion LMl Addrass Decupation

[ [ I [ [ [

Extrabrfo Extra Infe Estra Indo

— I [p— el —— F

After correcting all the emails, re-verify on the Email Validity page until the Invalid Email Address List is blank.

(T ——

kst 12 4 Dunda Set [2] 9912/012 By 0K Semdrren Ciprright {1990-2011) 4384 .
Gotn (e Dnk et (g teteig rimData oo [hack-tmd Wk Doenistoe sberihes fgwidbet S el tep Gl Vakdy Took

Sotnct [l hikdons = What i ¢

B et

I Loados -_/ {2 okt oo ket i MO it o e chaicis | ] | 2] ) o iy st
(o

s ok gt ko M comtn & s

{8 s et ke MLIST b 4wk chomaan s e ot O gy

i mad ckees Can NI ot e o v 1 s,

) i nmal ackhnes can NI contam o " AT o 18 g o D e et
Potam o st by ' ol

[P0 Emad s MASTUAL o o el abumsns

1 Ermad st ks e . o s i e i e
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Members

Click Goto > Members

wyoming Albany Members Data... Data Set 2012/:
Goto Registration Units Projects Achievements SOL ReportsiUkilties  Multi

Wyomina Albany Members Data... Data Set 2012/2012
Gokd Registration )Units  Projects  Achievements SQL  ReportsfUtlities  Mulki-Member Assignments  Lisk Mexk 50 Available Member Id Mumbers

The titmive gives you the system information. A description of the bottom title line on the main page follows:
Registration:

You can review or add a member in the Action Section. L e I —
O -
Review members by ID or name in the Listing Method Section. Lo | SETE iy
—_—> b N
e e
You can review either Active, Inactive or Both in the —— Mg s
. . —>  belivz ALBT0IE Brghan,ge\l
Active Status section. it S0 b
— —— — - — I R  Eoh ABHE  Blkelde “hama
| “— . . ee | A s
| Note: Although inactive members are in the system, they will not A6 bondts
ALBT0T o, Shaw
" show on lists or reports unless they are active. ' B Do
: - ' i
A8 Buén‘em,sab
Click Process ﬁ zh[ :
- - e o b
To find a member: Type the member’s name in the Enter - gy
Z 24 Cophose ek rzey
Member Last Name field. - EE% EEL‘MTM"“[L d
Faamm\m piE chﬁmc@:
As letters are typed, it goes to that section in the Member i G o

. ABTEE O Ricad
field ABE CexdtonVothen
' A Ol oy
AN O oty
ABIE Cigrn e
ABYE  Chgrn Worna

Click on the desired member and their individual registration i Gk
screen will display.

MIE finfr 4

Vebes Coun 2
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To enter a new member click New Member on the Action Section then click process. This will bring you a new page
where you can enter the information by tabbing through the fields.

Note: Social Security numbers are not collected for Members! |

Goto  Registration  Units

‘Wyoming Albany Members Data...

Projects  Achisvements SQL  Reports/Utiitiss  Multi-Member Sssignments  Lisk Newxt S0 Available Member Id Numbers

Id Last First M.l

[ Allow Mewsletter Yia EMail Last change [*HMDHMS):
|AL83484 Shartcake ISllawbelw r [~ Print Label Gt 249503012 532 01 AM |
Street Member Class
[123Beny Lane [MOT Traiional = Eriter =g Mermier |
City i State  Zip Phane Primary Cell Phone ~Local Fislds... tale Fislds.. Copy Laét Record
[Laramie [wr [eeorooonn [iE07iEssoess | [(307M44-44ad 2011 Ervollment Form I _Comy Lot ocand |
S5M DOB Age  Gender Residence Grade Schaool Mame I I Save New Member I
| [ovoa2 I1 0 IF_ IT 4 Big Patch Local 2 Active Military

4H Years  Cument Year

1 el

‘r'outh Yolunteer Type I I
i

Delete This bember I

DoglD Mational Guard
Primary Email Address [One Only] I I ml
[berygood@swesttosth com L4 Attended Cunent Year Recognition
Parent # Guardian Active  Leadership  Parenting  Otker I ﬂl M
|Mamma Muffin iY_ IN_ IN_ IN_ Self Determined Form Silver Recogrition [1point/year) i | History |
Prirnary Club: web Userl(‘ = ——— . 5‘
Cbs
—I I I Ert Gold Recogrition (3 paints/vear] Parentls) Info
Motes: < | Confirm Member Record Addition! I

Frajrects
Achievements
Camprumcatans
Sal Lorrent Year

—OMB Ethnicity and Race (REQUIRED!]...

~ Hispanic or Latino
= Not Hispanic or Lating

Save OMEData

5

“ear 4-H Haonors Club Achieved

Cancel | I
State &

Member Foims I

Sl Faiily g

= [ [
Stale 9 Save / Exit ¢ Fistum|
Military Family # Branch: [0 N Military Association VI I I
MOTE: IF the member's family has mulitple military affiliations use Local 10 State 10

the branch of the highest ranking miliay famiy member | |

Dizplay Family Links

¥ ‘white

™ Black or Afiican American

[ American Indian or Alaskan Native

[ Asian

™ Mative Hawaiian or Dther Pacific |slander
™ Mare than one race

I Undetermined

While entering information such as cities, residence, grade, school name, or youth volunteer type a box in the right-hand
corner will show you options. You can choose from the options if applicable.

OMB Ethnicity and Race
" Hizpanic or Latina
& Mot Hispanic or Lating

Save OME Diata

[REQUIRED!]...

Cities.

W wrhite:

I~ Black or African American

I~ American Indian or Alaskan Mative

™ Asian

I~ Mative Hawaiian or Other Pacific: |slander
I~ More than one race

™ Undetermined

After entering the nevs federal OME ethnicity / race information click [Save OMEB
atal

515614062 ALB 14 Pacific Junctio a
577020000 ALE 5D Rapid City
590794144 ALE MT Shepherd
557530000 ALE MT ‘Whitehal
B30250000 ALE ME Curtis

721609000 ALE WY Laramie
7A05E0000 ALE OK Pawnee
804873092 ALE CO Steamboat Spri
8060339238 ALE CO Longmont
806246783 ALB CO Fort Coling LI

806440000 ALGECO Kersew

Note: You may enter a city or school name in the Support Data

section of 4HPlus! to have them show in the option fields.

To enter the Member’s Information
choose one of the options on their

individual registration page.
follow.

Ciuls |
Frajects |
Ackrevements |
Eommunicanans |

Examples

contact information one time for

Note: To enable the Family Linking
feature which will allow you enter

multiple family members see page 24.
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Entering Clubs:
Click Goto > Members > Clubs
Choose Clubs on the Member’s registration page which will bring up the screen.

Wyoming Albany Members Data... Data Set 2012/2012 .
th Rg\stratmn Units Projects  Achievements SOL ReportsfUtiities  Multi-Member Assignments 1- Choose the Club and Cllck llAdd”.
s Clubs... . . . .
2. If this will be the Primary club click “Set

 Member Data [Unitz/Clubs Selection Screen],

4 [al3med Last [Shartcake First [Suawbeny P ri ma ry Cl u b"
Phone [G7pemesss  MI [ Grade [
EEeeT—— e The Prior and Next buttons will scroll through the

ARG102 Centermial Valey
413103 Corduroy Queens Kings

B0 G e members names.

LB127 Crter Creek, Ranglers
8LE1% Gem Ciy 4 Leaf Clovers
22 DEEE2> B0 Hamony Husters
2LB109 High Plains

<< Add <<

3. Follow the same procedure for entering

[“Member Data [Units/Clubs Selection Screen]

14 [acBsics Lot [Srenc Fist e Projects.

Fhone [orResses ML Srade fr— .

Member's Clubs:  Count: 0/2 Available Clubs:  Count: 0716 4. FOIIOW the Same procedure for enterlng
Club Code Title Club Code Title

ALE10Z CentennialWaley

ALB103 Cordurcy Quesns Kings
ALE121  Howel Hoot Owis

LT Eorenas Achievements.

ALB127 Critter Creck Franglers
ALB126 Gem City 4-Leal Clovers
ALE110 Harmary Hustlers
4LB103 High Plains

m | [Aes Rebhe G You can delete a club, project or achievement by
Mext %II:E:ZB gmnkm‘ﬁuns

< Add <

>> Delete 3>

LE114 Sy o Fioeers clicking on the applicable club, project or
Promes | [AE10R Wihariaten hi ] o
et achievement on the left-hand side and clicking
e “Delete”.
PrimarEI— [ —
[eLEi0z Contennial Valley | Title

Entering Projects:
Click Goto > Members > Projects
Follow the instructions given above.

yoming Albany Members Fatoe [ata et 2012/2012

— Note: You may select a range of projects by selecting one project
O e o T and hold down the Shift key then selecting the last project in the

Members Projects . Counk 073
Code T Art Tile

Propect Cods Titla
(43500 01 Cobe Deverstrn
S060 01 Feed b Mution,
SN @ Gadeneg

| range desired. To select multiple individual projects highlight a
‘ project and hold down the Ctrl key then click on the additional
desired project(s).

Note: When a member has been in
T — a project previously but not in the
Mot Ve In Paogect [ can be changed by selec

e S B s last year, manually change the year
in project.

1) IR

Hipcrrurs ahiwered rursbon of propects

)

Entering Achievements:
Click Goto > Members > Achievements
Follow the instructions given above for entering clubs.

Note: Achievements will not be entered during the registration process. Enter achievements as the member

qualifies or attends a specific Achievement activity. To request a new Achievement code be entered, please
contact your State Office.

To exit out of the Club, Project, or Achievement page click “Return”.
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Communications Page:
The Communication Page stores the member’s contact information.

Use this area to collect additional contact

information.
e Enter email and text permissions
e Enter a work number
e Enter additional cell phone number
e Enter up to five emails
e Enter cell carrier information for

Note: It is essential that an email field is only
used for an email address. Never use to store

texting

additional information, i.e.: “none”, “old
address”, “doesn’t use anymore”. Doing so
will disrupt the email function of the system.

Entering Cell Carrier information:

Asspaents st Ml S0 fvalabe Matber 5 Nutibers.

Koo Coll Caimiais.

Goto Regetrstion  Unts  Frojedts ko
Communications

Mernber Dats [Communicstions Streen].

1 fapmes  Lant [Shoncake Foet [Sawbemy

Prone [|07 s tan, Ml I_ (i.s."_

™ Alow Mewslstiens VisEmal [T Allow Test [SMS] Messages

[ATET warkess Bmenodde com
Al Errmeeage sltel com
Boost Moble @rwbocitmoble. com

Crody @engdame com
Htrinal g ool com

Prce Mermbes.
Py Frons Ced Cammes Name:
e B [

Vingr_Motde_USA @nnobl com

Chbe Prnay Coll Phone Cal Carmes URL
[ErTm
[Eeiech | ik Prions Qice Extertion
I ——
Achorvements
Coll Phorm 2
Regatrstion (I I —
Emal )

[EtpgertEhemeetton: com

Chch, o the propes Ced Cares Name 1 il the Members Commurcations:

Fecord Cell Camer Nanme and Cell Camer URL

Akl Miw Camier Indoemation,

NOTE: Tomccentulpsend aTest o

[SM5] meszage, e ] -

harve a Cel Cammes Hasie. a Col [

Cantet UIFL. s the [Aows Tast

[SMS] Messages] check beox must ’

b cheched |E —-
Emal 4
Emai 5

Coll Canmer Naener

Merbess Tesd [SM5] Emal Addbess

J— T |

Cel Camier Tesst [SMS) URL Mote: The URL must begin with the '@
Syt

B34 New Camar Delete the Selected Cell Camer

Note: Texting through 4HPIlus! will not cost you anything because you are sending it out as an email. However, it
may cost the member or leader to receive the text. Always get the member or leader’s permission before sending

any texts.

1. If you have permission from the member or leader mark “Allow Text (SMS) Messages”
2. Choose one of the known Cell Carriers on the right-hand side of the page.

Communications

Member Data (Communications Screen)

[ Known Cel Carriers.

d[aLe3464 Lot [Shortcake Fist [Suambeny

Phove [omgssoess ML [ Grade[ls

ATAT Wwireless @mmoade. com
Altel @rnessage. slltel.com
Boost_Mobile @mybaostmebile.com
Cingular @cingularme. com
Metiocall Epage.metrocal.com

™ Allow Newsletters Yia Emall

Pricr Member

Primary Phone

Nestel Gmessaging restel.com

Spin_PCS @messaging sprintpes, com

Thobile @imomalnet
n

[¥ Allow Text (515 Messages

Sriier T

Next Member
Clubs:

[(307)555-5555

Primary Call Phone

[verizon

y
@vmobl.com

&l Carrier LR

|[au7]444-4444
Projects Wtk Phone
L
Achievements
Cell Phane 2
Reugistration [
Email 1

[Evtent.com

Office Extention

Iherlygnud@sweeltunlh com
NOTE: To sucosssiully send a Test

Record Cell Carrier Mame and Cell Carier URL

Click on the proper Cell Camrier Mame to fill the Members Communications

rAdd New Carrier Information..

(5M5] message, the member must Email 2
have a Cell Carrier Mame,  Cell [
Carier URL, and the [Allow Text
[5M5] Messages] check box must Email 3
be checked [
Email 4
Email 5

Cell Carrier Name...

Members Teut [5M5) Email Address:

Cell Carrier Text (SMS) URL...

074444444t cam

Add New Carrer |

Note: The URL must begin with the ‘&
Symbol

Delte the Selected Cell Carier |

3. Notice that after choosing the cell carrier that the “Cell Carrier Name”, “Cell Carrier URL” and “Members Text
(SMS) Email Address” are filled out automatically. The member/leader is now ready to receive text messages.
4. You can change or delete the carrier by clicking on delete.
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5. You can add a cell carrier by adding the name of the carrier in the “Cell Carrier” Field and the specific URL for the
cell carrier in the “Cell Carrier Text (SMS) URL” field then clicking “Add New Carrier”.

r—dd Mew Carrier Information...

Note: This example may not Cell Carrier Name.
5 Urion *ireless
be accurate. Verify the URL !
. h h ” . Cell Carnier Text [SMS) URL... Mate: The URL must begin with the (&'
with the cell carrier you are |@union.con{ Symbal
entering. , -
Add Mew Carrier Delete the Selected Cell Carrier

Printing Labels:
A print label box is available on the individual member, leader registration screen and the parents” information screen.
It is used to print a label for any member, leader and/or parent. To print a label:
1. Mark the “Print Label” box on the registration screen. You may mark as many members or leaders as you wish
by clicking the “Reselect Member” button on the right-hand side of the page.

: Enten New Member |
Id Laast First b1 et New Member

I.&LBS-‘-lEid IShDrtcake IStral.-\II:uerrj,I I__ [¥ Frint Label | e
Saye Mew Member I

. Delets This Memberl
Id Last First M.

[sLB3458  |Peep [Bo IE_ [ Frint Label

2. When exiting from the Members or Leaders section, a message appears asking if you want to print them.
3. Click “Yes”.

i zl

There are Z Member(s)fParents marked For mailing labels.
‘3/ D 0w want ko prink therm?

No
4. The label printing screen will appear.
Wyoming Albany Labels Data... Data Set 201272012
The label screen allows you to: gt e e T j
[size and count] you wish to use fram those listed
below. ‘vou select a label by simply clicking on
the one of choice. The display screen wil adust
. automatically to show the label type you have
e Select the printer. ioectes
Seleawng i |ah;-.\| Iy%e [ﬁne; U:T:' t:an‘the
e Select the type of label you want to print. ’ il ;II
Help! The addresses do not seem to fit the label
e Gray out labels on your sheet that have already | @ | _axm |
| 263" % 1.00" |
been used.
L »” sobotpiia | (st
0 Click “Full Sheet” and gray out the used ===
Empty Sheet
labels. Or —'P
H “« 7 H Prior Page
0 Click “Empty Sheet” and click to enable —INM@
labels that you want to use. _ e | [aeyo

5. Click “Process” and choose if you want the member/leader’s ID on the mailing label.
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History Cards:

1. Click the “History” button located on the right-hand side of the individual member registration page.
2. Tab out of the History Year. The current year will be inserted and the current information will display.
3. Mark the “Completed” box for those projects the member completed.

4. The memo field can be used for any necessary information.

M [AlBziE Last [Stratc gk Fiest [Shavdomy Irisial Hf:s'f(){l’
Courly [y Addies2[173 feny Lane DOB[nAn AR

Histowy Yo [Z0T2 ] Porerts Inkios[— YoauindH [T Regiiition| | Hoesn | | Frint Nt |

Uni. Tils Und Tl
1 [ALET0Z [Cenlennd Vel 2 [ Howell Hoot Owis NOTE: If Cluha, Projects, ar Achicvements
3 1 I —— have been added for the membes AFTER the
c B creation ol the Gunenl year's hislusy Gand.
S o Delete: the card and 1o ereatel

Project Tile Completed Proect Titk Completed
1 42501 ke Dacorsting o C
2 [wmn Foeed & Nusdrr I r
3 [Em Gadenna 3 r

[ r [ C

r r

Display Projects
F10 €7 (K] Murrber of Faopecls:  Piopects Conpleled.  Complelion Penceniage:
o] % ok 2 3 100

Achisvement The Achisvsracn Titke
Ditpda Achievemaris. . Mema... [Cuambeny sterded o meetingr and pasicpstedin =]
F10 &2 LN Hurben of Actmevenierds oy L=
] % ok n

Creating History Cards for All Members (only done during the year-end process)
1. Inthe Members section click on “Reports/Utilities”
2. Click on History Data / Create all XXXX History Cards. (XXXX = current year)
3. Click “OK” on the confirmation message
4. Inthe Members section click on Reports/Utilities

Marking All Projects Complete (only done during the year-end process)

1. Click on History Data / Mark All Projects Complete.

Click “Ok” on the confirmation message.

3. Deselect the projects that are not completed by going into the individual member registration screen and select
the History button then uncheck the completed box.

N

ReportsfUtiities  Multi-Member Assignments  List Next S0 Available Member Td Murmbers
Alpha Listing {Compact)

Alpha Liskting (Expanded)

Horse Data
Histary Data
Member Publications

Create Al -
Mark All Projects Complete
Member Project List Process History Repaorts
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Parents Information:

This screen is used to enter information on the 4-H Members’ parent. It allows for information to be entered for up to
six parents and/or guardians.

Reminder: It is essential

‘Mentes Iniomston
Lat

L roel
[Shercae BT

Faatet Tawdisn A Infeemation

Harre [Last] Fril

[ PrLabel [~ Active.
]

Fit

) iy
[l e R

PaosstGusidan I Inkssaion, =L
" i

Marve Ratl] Fl

Siale.

M o —

Pt Guslion C Inftmaion

K [Lasl] Fril

S / Rateny

I Pt Lol [ ivn
[

A= R [Erenzaie B [ | [m [Harmens [ | [Fooke =3 [l
that an email field is only Copbenbe o bmsen | | Dets | | coppbenbmpssesiiamot | | oskis | | [baaam
used for an email -’I-:'m-w." Saate D E“R-”I-- Slan T r'frh"mnul Se  Tp

o el = == Tl = (=== P e
address. Never use to Hom Prrs WokBhere Hone Phss Wi Fhare Homs o ok P
| T [ERTTT  —r— | —— | (—
Sto re ad d ItIOn a I l{wunm.. chlIDUW\ i.-HN Addrent iJ(C-DUm l_NHm‘s rctlbm
Laa Info [ Lea Info
A ] B | [Fieds [+

information, i.e.: “none”,
“old address”, “doesn’t

Fasertrwihon [ Irdesmation

I Frt Labwl [~ futive
L

YT ey Je—

I Prtlael [ Actm |
Ml

BonrraGumban F Inbemation

I Perd Labwl [ fuction
™

I'Imlldxl i(ll 'I_ INN Lt i(!l l_ Ilimll.aill i nt '_
use anymore”. Doing so o Merbhido i | Ddon | | _CoyMenkhibestomsin | _beis | | _CopMonbs bt hmin | Do |
. . | | r
will disrupt the email o om 2 sun 20 & owe 20
| ro= I | r—
. Mo Phone ‘W Prone Home Phore ‘work Phone Home Fhone wiodk Prore
function of the system. [ [ L o o — Co—
s Addacs Decigation Ml Adchnis Decupaton i Mad Addass Decigasion
anhm [ |F>d-n|d: | [Fn I |
| 0 I F

Horse:

[ E

This screen is used to record any 4-H horse project member training information. Click the “Horse” button located on
the right-had side of the individual member registration screen.

Id Last First Initial
IALB34E4 IShortcake Strawbeny Hafse
County DOE
[ibary [o1m170z Registration Histoy | Delate |
Level1
Option B Date Written Date Riding Date
| i | | | i
Level 2 written Date Riding Date
[ e [
Level 3 written Date Riding Date
| o= | [
Lewel 4 Wiritten Date Riding Date
| I | I
Level & Written Date Riding Date
| i [ i
Level & Written Date Riding Date
| i | i

Data Set 2012,/2012

Wyoming Albany Members Data...
Goko  Reqgiskration

Projects  Achievements

Units (Clubs):
In the Member section, click “Units”.

Highlight a specific club to view a list of

number of members shows in the
The meeting date, place and time can

The gray boxes on the right-hand side

[ ]
members in the club. The total
member count box.

[ ]
be entered.

[ ]
are reports that will print when
selected.

[ ]

You can assign a project to all club
members by selecting “Assign Project
to All Club Members”.

SOL  ReportsfUtilities  Multi-Member Assignments  Lisk Mext 50 Available Member Id Mumbers

o - Pt b
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Wyoming Albany Members Data... Data Set 2012/2012
Goko  Reqiskration Units Achievements  SQL  Reports/Utlities  Multi-Member Assignments  Lisk Mexk S0 Available Mermber Id Mumbers

Projects:
In the Member section, click “Projects”.

e Highlight a specific project to view the PefeaCount. I UostoCost |2 Pl | fian |
. . Frind ikl project impuet
members enrolled in the project. 2 Aadhcod PPt D ——
b Shaee m & et s paicnant bl by prossct G5k ® -
e The “Print Individual Project Listing” ’mg-&"m— aboun £ e e : S
. . . T i ALTHED fovion e bbbyt e
prints a list of all members enrolled in e Conied s ios Lt e i e o
10401 Dy Cale ALOMAD Lewis Hikeld
. 10701 Dary Gosts ALDINT Mtz Misda  Auvvslabin peojecet in Propect Coxde onder with Mernter / Lisder Courts
the prOJeCt. é:lE {J:'_[..s. E“:Eﬂ E&Eﬁnj\ém ™ Avalsble projects in Project Tide onder with Member / Leader Counts
. .. . S0 Faboc and Fachion LB Rercpist Desu £ Lrkend Chits Fepent
e The “Print Individual Project Report” G GHon SRR, | C e s e i s
. . . s ';:"?'u ALyrE e, T  Mimien pject paricpaion [Descendesg - pejects bohed]
prints a list of all members enrolled in HEL e CAat A
the project and all other projects the 1 o e e
member is enrolled in. PR
e Additional Project Reports can be P | e |
selected. Click “Process” to print.
Achievements:
In the Member section, click “Achievements”.
- - —
e Achievements are added to the e o | S I
Title | Memterld | Hare | |
member’s record as they qualify or i [
attend the achievement. o
SR -
- |
Note: Contact the State Office if you do not see |
an Achievement that you desire. i
isant] Google| iz | - wbsee. | @rwsn . | S eniai |[Awnaer L) - PP g T
sqL:
Goto  Registration  Units  Projects  Achievems ReportsiUtlities  Mulki-Member Assignments  Lisk Mext 50 Available Member Id Mumbers

Click Goto > Members > SQL > Request

The SQL feature allows you to pull information from 4HPlus! in a variety of methods.

Request Quels . .
Regardless of the type of request criteria must be entered in order to proceed. In all SQL

E::nt queries the following steps must be followed.

Lahels 1. Choose the type of request from the Request Menu.
Ernail 2. Enter the query fields and criteria

Missing Email Labels 3. Process the query.

REFDrt 4. Review, print or save the results (if desired).

Mail Merge

Text (SM5) Messages . . . . T
(SM5) 2 An explanation for each step will follow, but first an example of choosing criteria.
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We will use the example of searching for 13 year old members in the Cake Decorating Project. (This type of request can
be done as a count, list, label, email, report, mail merge, or text.) After determining the type of request you will see the
guery option page.

Request

1. Select the first field you would like to search in. e HLE R
In this example we will select “Projects”. Wi,
F Id F Gender F Parert / Guardian F Harse Gafety Cert F State 9 bs (Urits)
. Last R. At Achi t Pint: State 10
2. Select the Operator, we will choose =Equals to. i [Feime [l [ HelbCfom [ o %‘m.
Ml I Grade [™ Parenting r I~ Ethricity I~ Web Fams
. . H 5 School N Othe Local 10 Whi
3. Select the requested criteria, (Cake Decorating), et e B e F oo,
™ State ™ Curent Year I~ Userld I Active Mitary ™ Amlndian or
H “ . ” raz I Medical I™ Password I~ National Guard I~ A
d nd CIICk the contlnue bUtton' r P;'?one I tF.gT‘Ca r EUE;WWEDr:vo\Imenl Fo T Eju::ta“(e:frﬁecug r H::;uan o,
[~ Piimary Cell Phone F Dues Paid F Local 2 F Silver Recogrition [ F More Than Ore Ra
1 H 55N ‘fouth Vol T Dogl.D. Gold R ition [ Und ined
4. A new box will pop up and allow you to continue F 000ttt [ Pty [ (opatdsd [ Yo bt [ Eoo vovites
h . W . ” h ”A d” [ Age [T Everts Attended [ Gelf Detemined For [~ State [~ Military Family
your choices. We will choose “An —
are I R (|1 [ Kfﬁa@ € felestranar o
5. Select the additional criteria. In our example we R R A T et

will select Age.
6. Select the Operator, we will choose =Equals to.

Title

7. Select the requested criteria (13 years). o | Connector..—
23501 Aerospace - @'

8. Continue your selection process until you have b pery Cor

12502 Breeding Sheep
13002 Bieeding Swiry " Process
ake [ecors

included all of your criteria by selecting the

“Continue” button. 53001 Child Development
e
9. Click Process 51801 cmc';amg

10401 Dairy Cattle

—wfith Field...
id [~ Gender [~ Parent / Guardian [~ Horse Safety Cert [~ State 9 [~ Clubs [Units)
I~ Last [T Race ™ Active [~ Achieverment Paint: [~ State 10 [~ Projects
I First [~ Residence ™ Leadership [~ Health/CC Faorms [~ Class [~ Achievements 5
™ ML [~ Grads I~ Parenting m| [~ Ethnicity [~ “eb Forms 5
[~ Sheet [~ School Name [~ Other [~ Local 10 [~ white 7
I~ City [~ 4H Years I~ Primary Club [~ Jslabels [~ Black or... ]
I~ State [~ Curent Year I~ Userld [~ Active Military [ & Indian or... ]
I~ Zip = Medical ™ Pazzword [~ Mational Guard [ Aszian 10
I~ Phone N EST [~ 2011 Enroliment Fo [ CurrentYear Recoc [~ Hawaiian ar.. 1
I~ Primary Cell Phane [ Dues Paid ™ Local 2 [~ Siver Recognition[ [~ More Than One Ra 12
[~ S5M [~ YouthWolunteer Ty [~ Dogl.D. [~ Gold Recogniion (2 [~ Undetermined 13>
I~ DOE [mmAddAw] [ Primary Email Addre [~ LOA Attended [~ Year 4-H Honars CI [~ Email Mewsletters
IV B> [T Events ttended [T Self Determined For - [~ State 8 [~ Military Family :Ilg
—Parenthesize... ol O kL . Eol 1;
2 1 qual b <=] Less than or Equal to
Add | I Fild | | " [<]Lessthan € [»=) Greater than or Equal ta 123
Delete [I Delete ]| { [+) Greater than € [<3) Mot equal to 2

Connector “And”:
“And” will only return results that are true for all of the search criteria. If one piece is false, then there will be no
results. For example, if you select “(Age=12) AND (Age=13)" you will get zero matches, and no results.

Connector “Or”:

“Or” returns results if any piece is true. Using the same example if you select “(Age=12) OR (Age=13)" then you will
get a listing of all the members that are ages 12 and 13.

Multiple Selections at one time:
You can multi-select criteria by holding down the CRTL and the Shift keys.
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1. Request Types

Count: The count will give you numbers only. You can choose to have a basic number or a Club/Unit Subtotal.

Basic Total Results

Request  Queus M atEhES oo
:
pieroy 25/252
Labels Club | Unit Subtotals
Er.nawl _ E malching records. [Report]
:::\Onrf Email Labels e file containing the fields w 25 mem be rs Out Of 252
Mail Merge

Text (SM3) Messages

total membership

Club/Unit Subtotal Results

14 s G
Coust i Prmry Db St

Al [T —

List: The list will give you a list of the results and the count. You can print the list if desired by clicking on the “Print

List” button.

C Pagmwt Cuss
Entar Finlds and

Matehing Values for Finding Rocards that Mos Your Seliction Ceiterin

Matchen
Vi

Labels: Create labels for a specific group of members.

Prrit List

You can choose the label casing (how the printing of the information will look). Choose how the information is sorted.
Adjust the label count per member, family or address to avoid duplication. Opt to create a label for parents not at the

same address.

|

Request
Mailing labels: Members with "Gender" ="M" AND [ “Age" ="17")

Matches...
8/29

One label per...
' Member
= Family
& Address
' Cancel

rLabel Casing—————————————
@+ Print Data as Stored

= Mommal [Upper case first letter]

" 1USPS [l caps, no punctuation)

—Label Soting———————————
% by Zip Code
i by Mame

Additional Labels...

Include mailing labels for parents with a
different hame address than the gualifing
member?

™ es - Include

Choose your output method, in this example it is “Screen”. The “Printer” output will not show the names on the screen.

~Olutput to...
™ Sereen
" Printer
" File
If File is selected, you will be
asked for the file name and

path. Do not enter a file
extension - _txt iz default

2014

The “Full Sheet” option shows a full page of
labels. You can click an individual label to gray
it out — making it unusable.

The “Empty Sheet” option shows all grayed out
labels and you can click on an individual label
to enable it for use.

4-HPlus! will remember which labels were used
within the same session.
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Email:
As with all other requests you will choose the criteria that you desire. You can manipulate your results the same as if you

were creating a report or a count. When you have selected your options, click “Continue”.

Note: Before emailing out of 4Hplus
you should always verify your email
address by going to Goto / Main / Verify
Email Addresses. If an email is not

Tl

entered properly you will get an error
message and the entire email system
et = will be shut down. A hard re-boot of

MOTE: Uninss ey ash 1o nehibe Inactive smoords fmhan the "SOL Ao Skip’
mten

D » - . .
e el el e o your computer will be required to

eliminate the error message.

ok Comirman sy [risbud vt gt pelociiont

Connector...

When you have completed your selections choose “Process”. ? J’Snd
)

ﬁ = Process

This will bring up the email page. The required information is in red below:

ir_'.-',’jum]u:ﬂ Albany s Strnctured Querylianp Data Set 201 2/2012. 1
Exit Request Queus
8 Email Members... Hint: Y'ou may compose the meszage in the message text box below or copy and paste from some other application or open a file via the file button.
Actiohs
| | Subject:

4-H Exb | :
CEEERE @\ oy must enter a Subject here.

Emails Attempted. .. Exl e Meszage Text: e
Come to the 4-H Extravaganza on May 4thl
Starts at 5:30

| Far questions call us at 5555555, h You m USt enter a Message here
Recipients
By Name___ | List Emails |

; £ Browse for email
Fossible Selected messane file
= Check Message Spelling Load Last 4H Email Message
ALB3324 Aanenson. Sage i

ﬁtg;ggg g:g:zgg E:l“c?y = Clear Message Text Save Current 4H Email Message |
ﬁtggg;g Eiﬁﬁ(ﬁi&%ﬁsﬂ?ﬂow Browse for Attachment [File]
ALE4452 Coales. dolo Sl [

ALB3328 Considine, Lucy

WR3052 Foue Garalt | wﬂnsmm i
ALB4455 Egge, Sars

ALE3021 French, Jordan
ALB3208 Gallegos. Kemsley
ALB338E Garcia, Maria = H H
AB7080 Garch, Glern | You can attach a file here. (Not required)
ALB3214 Gross, James
ALBA4ET Harris, Joey
ALBA195 Harris, McKensie
ALB3410 Higgins, Rietta
ALB3454 Johnsan, Hannah NOTE:

ALBIA7 Kirkpatrick, Sara E riber asdditional Email Address(es) Additional Ernail &ddress list SGL Emails ta either Members or Leaders will only

ﬁ::g gg%g Esggzj gﬂljigh displap their primany email address but emails wil

ALB7108  Kubn, Rhiannon
ALB3053 Marzhall, Keely == o 5 ‘
ALB3308 Miller, Samantha Add Erail Address to list
ALB3427 Musser, Kaylie

ALE3Z1E Pratt, Brooklyn Clear Additional Email Address List ‘
ALBZ0M7 Reed. Joshua E

- v

M RAAAE rud b

alzo be sent o additional email addresses found on
the member's or leader's communication screen.

Delete Selected Email Address from list ‘

| 4 e Y 0u must select who will receive the email. In this case, “All.”

m | Google || ] sendin... () Inbox, i, &zt ~| L5shooti..

[ B g 3 [y POI B
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When the Subject, Message and Members are selected the “Email Now!” button will be enabled. Select the “Email
Now!” button to send the email.

Actions

| Ermnail Now! | 4
Emails Attempted... el & Bz
’_

PFrint Recipient List |

Helpful Hints:

e The program allows you to save your current email message, which is handy for future use. You
must click on “Save Current 4H Email Message” to save your message. To use the email again just
click on “Load Last 4H Email Message”. The system will only keep one email message at a time.

e The system will also check the spelling of the email message (not the subject line). Click on “Check
Message Spelling”.

e You can select only a few of the members in the email listing by holding down the control key on
the keyboard and then clicking on the members you want to select. After sending the email to the
selected, you can reselect other members and reload the email to send again.

e Itis recommended that you send the emails in batches of 250 or less.

e If you receive a “Busy” signal (a red warning signal) it means that there is a bad email address that
needs to be corrected. In order to have the email system recover from this, you must close 4HPlus
and do a total reboot of your computer.

0 If you have verified that your email listings are correct (steps 7,8,9,10) and still receive the
“Busy” warning signal, you will need to call the State 4-H Office .

Missing Email Labels: - You can create labels as explained in “Labels”.
Report: You can build a report specific to your needs and the criteria you choose.

As with other SQL request you can select your desired options and then click “Continue”.

(01 917017 ]

WOTE: Unbows o smociticatly sk 1 inchisbs Inaotive soonds [when the ‘S0L Auln Skip®
pmnmainn 304 o tran]. They wmll b st s e hicnd s Thes smanels
OTE 11 stk with Lisacbens and Loadas Seenoning’ is sal 1o b, non scimened beadon
el kb it s thes st

Clch i whan Ik vt baget sebection:
Hean: 30 Sebectiona Hasrramm

When you have completed your selections choose “Process”. E(E'E‘”EEEW'---
|
ﬁ i Or

" Process
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Choose the information that you want to include in the report.

Request.
Prirk report: Members with [ "Projects” = "11001" |

tatches.
40/251

Select print fields i print order.

il [ ssM
1 W Laxt ™ DoB
2 W Fist 7 W oA
7 Ml 8 W Gender
3 W Stest I~ Race
4 [ Gty [~ Residence
5 ¥ State 9 [V Grade
6 W zp ™ School Name
10 [ Phone ™ dHYears
I Primary Cell F [~ Curent Year

T Medical

I EsT

7 Dues Paid
™ Youth Volunt
™ Primary Email
[T Events atten
™ Parent / Gua
I~ Active

™ Leadership
I~ Parenting

I~ Other

™ Primany Clubs

[ Userld

I Passward

™ 2017 Enroliment
™ Local2

™ DoglD

[~ LOA Attended
™ Self Determined
I~ Horse Safety Cen

[ Achievement Po [ Year4HHonos [ Hawaiian or.

Note: You can name and
save your report for future
use. Always check this box

™ Health/CC Farme [ States ™ Mare than one re
r [~ State9 I~ Undetermined
I Local10 [~ State 10 I Email Newsletter
™ Jslabels [ Class ™ Miltary

I~ Active Military [~ Ethnicity I Units/Clubs

™ National Gusrd ™ white ™ Projects

[ Current Year Rex [~ Black or [ Achievements
™ Silver Recogritic ™ A Indizn ...

[~ Gold Recognitior [~ Asian

to ensure the correct name is

I~ Include Club and Project s if selected for malmerge.

Enter Repart Title if Desired...

Clear field selection |

Continue [select sort order] |

2012 Dog Project Wembers

listed.

Choose the order in which you want the information to appear and then how you want to receive the report.

Hequest ..
Print report: Members with [ *Projects” = "11001" )

Matche:
40/291

~Select Sort By Fields in Desired Order...

i I~ Zip ™ Race [~ 4HYeas I™ Futwre...
1 ¥ Last 4 ¥ fge ™ Residence [~ Estral
2 ¥ First 3 ¥ Gender [~ Grade [~ Primary Club
Select Different Printer Clear sort arder selection Process My Aegquest! I s:_" g;r::z:’;g (A10Z. 0109, elc) angcu[:g:‘ul B [peniword Processar
¢ Descending [Z to A 9ta 0 stc) = Printer
 File

Other Reports:

If File iz selected, you will be asked
for the file name and path. Do not
enter a file extension - _txt is
default

You can select other reports that are already created by clicking on Goto > Members > Reports/Utilities.

Warning: Several canned
reports will automatically

be sent to your printer!

2014

Reports{Utilities  Multi-Member Assignments

Alpha Listing {Campact)

Alpha Listing (Expanded)

Horse Data

Histary Data

Member Publications

Member Project List

Member Club List

Fraject Completion Repart

Completion Certificates

‘Year's In 4H Report,

Mame Tags

List Members with Zero Units

List Members with Zera Projects

Parent's Information

Age Counts by Gender

Member Club and Project Count

Master Project Club Linking Report
Re-Calculate Al Member Ages.

Check All Member's [Allaw Email Newsletters] Box
Un-Check all Member's [Allows Emnail Mewsletters] Box,
Mermber Enrolment | Registration Report
Military Family Counts

List MNext 50 A
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Mail Merge: You can select data to be included in other types of documents.

1. Select the members the same as you would for a report.
2. Choose the information that you want to include in the mail merge
3. Click on the “Process” button which will bring up the Save screen.

—Request
Build Mail Merge File: Members with "Dog 1.0, = ="

Mo ] open 2=
2891/281

—Select Sort By Fields in Desired Order... Look jr @ Desktop ﬂ Ll & v
I id [ Zip ™ Race L) My Documents ﬂQuickT\me Player E Paradox
1 W Last [ Age [ Residence ' My Computer A9 Safari i shortut to
2 [ First [ Gender [ Grads My Metwork Places Eaﬁkype {53 Shorteut to
=~ Adobe Acrobat & Professional 5‘ WordPerfect X3 E_]Timesheets
Select Different Printer Clear soit order selection N\ Process by Request! D m; Adobe Reader & IC)Deskiop &)Windnws M
{)Burn CDs & DYDs [CIMisc
D ul. CkV Launcher I[C)Paradox Fix Files
Lz CEY Toals I[C)Ricoh Drivers
°f - Google Chrome: EWP\US
@ Malwarebytes' Anti-Malware ﬁ 4HPIus Remote Suppart
O Microsoft Keyboard I'Q ALBANY MERGE. bxt
u"; Micrasoft Mouse s E-mnail
) Mozilla Firefox 2 GOSHENZ011%Y_Clubs_ETN, xlsx
5. Presentations 53 #9)Help and Suppart
o Quattro Pro k3 ﬁ’mbam—setup.exa
L I 2
File hame: IALBANY MERGE.tst j Open |
Files of wpe: I j i i

4. Name the file and save the file anywhere on your computer but remember where you saved it!
5. Click open to save the file. A box will pop up letting you know where you said to save the file. Click “OK”.

x|
i ) Task Completed! Merge Fields are in File

Ci\Documents and Settingsimrober38Deskbopl ALBANY MERGE. kxt

To use the Mail Merge data (Microsoft Windows 7 version):
e Open Excel

e C(Click the Windows emblem. J New
e Click the Open button. =
_/ Open
e  Search where you saved the data file.
O Make sure that in the Files of type you have “All Files (*,*) listed.
e C(lick “Open”.
[ 1x)
[ vesieon X @- 4 XKo@

)My Documents B wiordPerfect %3

4 My Compter [C)Desktop

My Network Places EIMise

|~ Adobe Acrobat & Professional (C)Paradox Fix Fles

B8 Adobe Reader & [CORicoh Drivers

L )Burn COs & DYDs [l arpius

Y cicv Launcher [ 4HPlus Remate Support
[BFE Ky Tools B} aieany MERGE Lt
I Google Chrome o E-mal

I malwarebytes’ Anti-Malware K] GOSHENZ011WY_Clubs_EIN xlsx
5 Microsoft Keyboard ¥ Help and Support:

L Micrasaft Mouse: mbam-setup.exe

1) Mozilla Firefox E-Paradox

L Presentations X3 B shorteut to FairP L exe

| Quattro Pro %3 [5sharteut ko scans

14 QuickTime Player ETimeSheatsFy2012.x1s

149 Safari {ehwindows Media Player

e name: I \ LI

esof typet [alFies ()
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e Inthe Original Data Type box choose “Delimited” then “Next”.
e In the Delimiter box choose “Tab” and “Comma” then “Next”.
e In the Column box choose “General” and then “Finish”.

148 avport Wizad - Sep 1 o1 3 x|

et Imgort Wizard - Step 2 of 2 ETE|
T CECDERTICTE—— i)
T s ks on st i ks s U D P

11t 6 conret, chesci Nt i e te dats Erie that bet desiribes pour dita.

Chooss the e type derbes you deka:
Qe 5 s ot o o babt papar e mach fkd. e ety ra v 15 e, it v 1 e, it
ey I Tpeat cormenutive delters 25 oo Prestobeioat bty
[T [ 3
Tetgure: 2] L [l |
St mpert at powe: 1 = Feprore | 437 CEMUnbed Sates =] T ok et ke 1k
ut Dot greview ot e

st
‘Abanander=, Ealyat =

Elx!

/IL

)

[l | *W@bﬂlﬂ.l - LIL@

e Save the Excel file and use the information for your mail merge project.
[ ]

Note: A Mail Merge can also be created using the SQL Report by choosing the “File”
option in the “Send Output To” box and following the Mail Merge directions.
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Texting: You can select data to send text messages.
Choose the criteria the same as listed previously.

The Texting screen will appear.

Wyoming Albany Structured Query Language Data...

Data Set 2012,/2012
Exit Reguest Queus

Text (SMS) Members__.

Actions. .

- e Enter the Subject Field.
. Subject [Fiked)
Contiect / Dlsconnectl ﬁm <}

IText Message from your local county 4-H office. ..

Texting Attempted...

Exit / Cancel | Message:

IEakE Decorating Class will be held tomorrow night due to the bad weather, €=——0 E nte r t h e M essa ge
PFrint Recipient List |

[ LA

r~Recipient:
Posshle: |! Selected: |!

iberry

e Choose eligible recipients or “All”
e This will enable the “Text Now!”

button. Click “Text Now!”

e Choose Exit/Cancel to escape.

Reminder: Only send text messages to
those members/leaders who have given
permission for you to do so.

None Sending texts does not cost you
anything as you are sending it as an
email. However, it may cost the

bt Qe recipient to receive it.
Turxt (SMS) Miemibaiers

i : Subipct Fiel

Tewdry Mllevoied

| Message
|Ilelo| Dur messing will b omamow ot 420 S you there.

You can print the recipient list of whom
the text went to.
The text messages will be sent out as an
email and you will get an email notice
e that it went out.
e | B S e 0, s ¢
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Queue: In the SQL feature, you can add your inquiries to the Queue for future use.

e After you have chosen the type of request click on the “Queue” button.
o Then click the “Add” button.

Request Queue Wyoming Albany Structurd
Counk » B e
List Select Fiel "% <
5 Display
Labels Hint: The field  Clear Al
. not hawve bo (b
Email
Missing Email Labels
Report
Mail Merge

Texk (SM3) Messages

e Type the name of the query in the “Name Request” field.
e Tab out and click the “Add Now” button then the “Return” button.

Wyoming Albany Structured Query Language Data... Data Set 20122012

Exit Request Queue

Add Request to Queue List...

Request

Print report: Members with "1d" = """

Mame

Request: Ann's 2012 Repart

CeUe

e Click on Queue &dd
e Then the Display Display
Clear all

e The saved queue listing will appear. To look at the highlight the desired listing and click the “Process” button; to
delete the query click on the “Delete” button and to exit click on the “Return” button.

Wyoming Albany Structured Query Language Data... Data Set 2012/2012

Exit Request Cueue

Request String...
Frint repart: Members with "ld'" = """

Process | Delete | Return |

SQOL Requests Saved Queue Listing. ..

Proceszing Requests Found in Queue. ..

MEM Active members by zip !

MEM Ann's 2012 Report "
MEM Lewvel 1
MEM project numbers in Lincolh County
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Family Linking:

Family linking can be a time saving tool. You can change one address and phone number in the member screen and all
family members to that particular member, who have the same information, will be changed automatically. To enable
the Family Linking tool you must first set the parameter to allow the function.

1. Click on Goto > Utilities > Parameters
2. Select “Family Linking Enabled”.
3. Enter the daily password

a. (must obtain from the State

Office).

4. Click on “Family Linking Enabled” again
which will enable the setting options.

5. Choose “True” in the Options box.

6. Select “Return”

7. While in the Utilities sections click on
“Factory”
8. Select “Cancel” on the warning box

Wyoming Ukilities Data...

Paemeters Living..

Datauk Membar Clasy TW!IW‘ M2 MO el |
Dlsuk res code b county e
Dustmct OF Urage.

Dnin 1e ereliart S £er (g0

EMad (s Send T Emal Asiess

EMad oman Name & Numbe

EMal Methed |1 - Dkl - LAN]

EMal Serhe laer| Emd b

EMal S 18]

L
r.u Stte Suppore hikbacs
5237 - LL

%
ESSWIDI EIM Nx i
i
L i
i
i

Farstens Liting..

e sk e code lor county ses
e

ouibbe re-ervckment loms per page
Mot Data Send To Emad Address
Emat Damar Name or Humbet

ENd umNdlu

EMat CKY Erad Addieas

Mad Slate Supoate Addracs

5237 Dy :Inml-edmlonew'

E SSegual]? Ernad ke
S SeguntlE E ool ks
E 55guntEd el ckdrmes
F $:5ugunt] 0 Erend ckdrmes

Data Set 2012,/2012

e sult Misinbesr Class Tyee MO1. MOZ W03 et |

FamiyLinking

Fiehun |

P Parametes ok Sheet |

Eror £

@ This screen is for the system programmers use only!

Goto Special Reports  Menuscreens  Parameters  Remove Inactive Records  Birthday Cards  Mewsletter Labels Setup  Transfer 4HPlus  DataInstall Data File Yiewer  Web Deploye
View CKY Encrypted File  Build ScoreCon Support File  Build FairPlus Suppart File  Mame/Rename Member Leader State Fields  Reset [ Issue Member | Leader Web Passwords  Elue Filibon Fair Export

o o ]

9. Enter the daily password and hit Tab on
your keyboard.

10. Select #60 — “Process Basic Family Linking”.

11. Click the “Process” Button

12. Select “OK” in the Confirmation box.

x

\l,/- Confirm rebuilding Family Links (ALL existing links will be erased!)?
-

O |

2014

[wyoming Utiities Daka...

5 Paspwond.. ,7
[ Exscute Task._

1) S 172 regetnton imconds cusent par
2] P v it o e
3] Sol 172 igeaton imconds acten

£ 4] Loedrewn oot coxde. [Foom ]

€ 5] Peed ol b sbrchuses e oll ot st
T

" 7] Pai Comporend Hins,

£ 8] Lindo Cmoain ew Dita Set

8] Clo datn lnble

10 Clear Diata St [Cautord]

(s l] mauumsmmmc«nm
V5 Creabe Hew Dota Set

V6 Imutel Lerved Cloer [Caukiond|

A7) Prenet rest membeSeader/ o key pornter
18] Buid County Humber Drdet

1 19) Prink Parametel Sefing Wodk Shest

1 200 Set ol resmber Read O fekd 0 cunent pest

 24) Losd Pacgects hoes Encel Fila
250 Fievtrve imvald Mesiios Keys
€ 261 Buid MesvLedGin Project Incden Expen

Data Set 2012/2012

3] Pt Selectnd [aln Tabin Fkd Infosmion

i 3] Clasw Mowrdont Dt Fin T Slavgee:

i 8l1) Cloas Lnaddes Do Fie T Slivrges

£ 81) Check/Fepum Mei - Mg - Lica - Lips Recosd Ry
" 42) Chech ol dala lobie's beid shruckar

i 43 CAUTIING « Farchory Lise Drid! - Kasaln lobin shaactunm |

o

DataInstal o
oot | D Mriber [ Lnacder Wik Bitowordh. £

Bt Program | Access AHAME via 5V Doman

Accacs HUHE vis Intatrat

£ Progam | Acsers AHINE via O Doman |

48] Chear 4HChub by Foamius Exteber 10

(™ 451 Feant Hesd Avndabie Membe |[) Ssarch Pont
A7) Ergve 3 S5L Enad Sevp Parameten.
48] Peverse Index Rouines

™ 48] Copy Table Siaxchurs File tn 2 Upgrade Shate Folders.
{50 Cogy Seleched Table Upgrade fle to ol 4H Upgrade Fok

51 et Alkow Newsletter Vi Emal Empty fekds 1o T

521 List Nead 50 Avalable Membes / Losder Id Mumbers
(53 Pemaree ALL Hon Cument County Diatel CALTION!

™ 54) Place W fun-checked) values in Mids and Lich & / A7 Fie
~ 55) Copy Selected MineDioc to o 4HPhus Lingade Foldent

(56 Pemove Unesded o Suipacious Fils
5 EMWM}MFFM}FI&TM:
st P

o Lottt T

@ Accers AHANE va et
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Id Last First.

[ALB3454 Stiawbery |_ ™ Prink Label

7 Allaw Newsletter Via EMai Last change [YMDHMS |

2012030143207

13. Click on Goto > Members

Stiset Member Cless:
[1Z36en Lare irvald Diss Type B Enter New Member
Ciy Stte Zp Piay Cel Phone R — .
Loremis v [r207c-oomn am]sss 55| [[A0TeddAadd 11 Ervollnent Farm Tolabels ey fecrd |
14 $e|eCt a Member DOB Age Gender Residence Grade School Name I CaveE e
01/01/02 ,_ |_ |_ l_ [Big Patch Local 2 Belve Mitay
AHYeas CurentYear YouthValunteer Type T I Deelete This Member
[ pe fio” DogD. Hational Guard e
Fiimay Emal Address [One Oriy) T ReSelect Henber
[pemgood@smeenoathoan LA Atended CurentYear Recogniton

Prior Next

Parent/ Guardian folive  Leadustp Paentig Dther | |
15. Notice that now there are names in the [farmna P | serpetemiefom SiRegan o) | ] I
Primary Chub: Web Useld: Wb Passward I
“ Fami |y Lin kl ng LiSt" bOX ont h e IOWG r L‘ [putnz [pLpaese [P Horse Sefety Cert Gold Recogrion ( poiisrhes) | __PaentElinfo |

Notes: I

Show Al Frelds
Zl | achievenent Pains eat +H Honors Club Achieved
[ [ Member Forms

FPrajects

right-hand side of the screen.

Healh/CC Foms State 8 P ——
El Set Famly Linking
Communicalions I I \—/
State § Save / Exit ¢ Retun
. Milkery Famiy  Braneh lay fosocaion 7] [ [
. St Curront e
16. To manua I Iy a d d anametot h e Fami Iy u‘ NOTE: I the members family has muiple mitoy = Local 10 Stz 10

the branch of the highest tanking mikaryfamily member.

Display Fami Links

Linking select the “Set Family Linking”
button

QME Ethviciy and Race (REQUIRED)
" Hispanic or Lating W white
& MNotHispanic orLatino | [~ Black or Afican American

™ American Indian or Alaskan Native
Save OMB Data

Famiy Linking List

ALB3467 Peep, Bo
135 Muffin, Mamma

[After entering the new federal OMB ethnicity / race information click (5 avi

[ Asian

I Native Hawaian of Other Pacifc landzr
I~ More than one race

I~ Undetemined

This will bring up a screen of the possible links.
The system searches for possible members,

leaders and parents who could match according

~Passible Parent Hatches.
By Lest Name,

~Passitle Leader Hatches
By Last Name...

Passible Member Matches...
By LastNare.

Family Linking Search... rListAl
- @ Members  Leaders  Parents
Selected ID

D ALB3450 Fleischman, Breckin a

to last name, address, or phone number. Each of

these possibilities will be shown within the three
columns and are highlighted in blue.

(a4 | [This il be Link Kep
Nurber 1)

Hame.

ALB3451 Fleischman, Joie
ALB3452 “w/orman. Brooke:
ALB3453 Lake, dleis
ALE3454 Johnson, Hannah
ALB3455 Johnson, Leah

Shoticake, Stanbery
Address
123 Bery Lare

Phone Hurmber

3075555555

ALB3457 Peep, Bo
|ALB3453 Gioabal, Ann

ke, Stianbery
184168 Chrstensen, Charcs
BLBA1I5 Haris, McKensie
ALB4202 Malne, Hick
£LB4229 Notlage. Ashien
LB4263 Jahnsan, Dalon
LB4270 Bur, Dru
ALB4265 Wight, Randy
BLB4310 Avery, Chivla
LB4317 Moss, Dylon
LB4346 Adams, Nina
LB4352 Hales, Coby
LB4350 Lepper, Jared
BLB4370 futin, Laurel
LB4374 Dales, Bl
ALB4363 Kk, Gianett
ALB4391 Hall Hally
2LB4339 Dockler, Astleigh
BLB4A0E Hewkt, Claisa
BLB44T1 Newkik, Cassidy
ALB4430 Wood, Wilam
LB Tocws Kapla
LB4452 Cuates, Julo
BLB44ZE Ege, Sara
BLB44TE Faris, Abbea
LB44ES Galkges, Auraa
BLB44ET Hari, Joey

D ALB44EB Hofter, Colton
BLB44TH Niswender, btusss
BLB4477 Pruelt, Hurter
BLB44TE Prat, Hegan =l

Cont [

17. To manually select a member, leader or

By Addiess,. Clean Selectionis]| | | py pddress.. Clean Selectionls] | | pyAdess,, Clear Selectionfs]|

parent, choose the option in the “List All”

b kil Merbsts / Leagers  Parerts o
OoX Lirk.

[ALB3460 Ricberson, Ann

18. Highlight the desired linking. which will
put the name in the “Additional Link” box
19.

20.

Select “Process Selected Linking”

Clear Selection(s)| Clear 5 electionis)|

Clear Selectionfs]|

By Phone... By Phone, By Fhone.

Select “Return” and exit out of the

Clear Addtional Linking List

Prcess Seested Linking |

Remove Linking for Selected ID
R

Members section.

. Fetun Clear Selections] Clear Selections] Clear 5 electionfs)
21. Re-enter the Member section and open |
the selected Member’s registration page.
,_w [ M— ,—,« r""r"n:L:"' B O ———
. . . . ” . frteske " — AN
22. Click on “Display Family Links”. The links |, - . S —— —
will now be displayed. l_ i [ [ i g S
= JJ\IN‘ '_ |— FM"G,L* d:;“‘::::“ l l -
. . . . “« ""‘_“'“‘ 'L' " ‘1"_‘;‘"\‘_"'”‘- lm l e —
You can clear all linking by clicking on “Remove B — S —
L. . . . [benyocodensensat zon LaA Amanded Cuanet Ve scogrition
Linking for selected ID. Warning: This will P/ oo e Lenbei Paivg Ot | [ | [ | [Nal|
== | F e Sl 0 Hol| [Eew
remove all the associated links for all those oute fin BB o | masspte ' ——
Moter: |
H {wt _I Actwervomon Pords e &H Horwws Chab Achwrond ;
currently linked. - |_ —
— = ol [ - St Fasily Linking
Clear Addiional Linking List ] Wi Py /et [T vy B3] T r'"g Sve /i et
Process Selected Linking m‘ NOTE: ¥ the mermber's famiy has mulitple milltary affilistions use. Locd 10 State 10
th bearch o S bt ok g iy [y romedems
[ [ Tinplon Tarrde Lk

Remave Linking for Selected 10

e Link Keys: 3
Retun

OB Ettecdy ard Flocs REQUIREDI]

¥ e ton ertenir e romue backes # MR sthricty | s wlomter chek (s QM
™ Black o0 Adrican American [hala]

[~ etsmscan Inchion e . Mt

- I Asian
Save OME Data ™ Mot basion cx Ot Paciic |

™ Morg than one race
I~ Undsterminad

Fardey Ly Lit [
[ALDMET Peep Do
ALEO1 5 Mutfin. Mamess
540 Fotmesen, frn

" Faspuarac: o0 Loy
& Mot Hizpanic or Lating
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Multi Member Assignments:

Wyoming Albany Members Data... Data Set 2012/7012
Goto  Registration  Units  Projects  Achievements SQL ReportsfUtlides — Multi-Member Assignments)  Lisk hexk 50 Available Member Id Mumbers

Click Goto > Members > Multi Member Assignmer
Multi-Member Assignments is a quick way to add a project, achievement or club to several members at a time.

e Choose a selection of members in the “Active Members”

Data el 3012/2012

Aurugr, Swbeched Mesbars) /s Pt

 Prosect

 Actuvamant

[all- "

Multiple Selections at one
time:

You can multi-select criteria by
holding down the CRTL key to
select individual names or the
Shift key to select a range of
names.

e Choose either the Project, eieraing Albany Finss TuiaR e

Goto Regstretion Unks  Projects:

Achievement or Club option Mk bdaenbar Astigausant line _

T Mumbers

e This will bring up a list of options.

AL ]ll B
e Choose the desired option. i e B

001 Entomology
[S01 Fabsie and Fathion
50501 Food b Mutition
SSURL 1RGPS

e C(Click the “Process” button

e Toreturn click the “Return” button.

e
EX001 Matues and Ecoleay
40501 Photography
63301 Pkl

To check the new assignments Click on:
Goto > Members > Projects, Units, or | e
Achievements and verify.

Data Set 2012/2012
Goko  Registration  Units  Projects  Achievements SQL  ReportsfUtlities  Mulki-Member Assignment:

List Next 50 Available Member ID Numbers

Goto > Members > List Next 50 Available Member ID Numbers

Wyoming Albany Members Data...

When you select this option a list of the next 50 available Member ID numbers will print.
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Changing Local Field Titles

Local fields are available for each
county to enter information that
they would like to track, such as

the receipt of a member’s Code of
Conduct or Health form.

There are ten fields in which the

county can use to gather data.

To enter or change a local field

label, right click with the mous
on any of the local titles.

This will bring up the Local Field
Name Utility. You can personalize R | o S T LT

Famt tster foea I R

each local field title by typing the ST e W o
desired title in the local field S e

T g T T CLERH 18Pt Oy Choet Bomess

P W 1331
i
i
i

i | [imes Sty Lot i ™ Vil CHECT A Pt Gt Chach o
boxes. PO e mr—
Sot imert Yo | Pmseitioe ([ B TV vty S
e oy v aonuvamoeates |
i oy = w o  EECTYTTTECTR
After all titles have been entered S e
click ”Save/Return”. oo | [P HOTE T dis 1 ol i i ot be chided e ey O

State fields can only be entered or
changed by the State Office.
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Leaders

Click Goto > Leaders

Note: The Members and Leaders functions are very similar. The Members screens are green, while the

Leaders screens are yellow. Please see the instructions in the Member’s section for the following
functions:

e Entering new Clubs, Projects, Achievements and Communication (including cell carrier)
e Llabels

e History Cards

e Unit (Clubs)

e Projects
e SQLs
e Reports

o  Multi-Member Assignments
e List Next 50 Available Leader ID Numbers

Leader Registration:
YWyomina Albany Leaders Data... Data Set 2012/2012

Goflg  Registration) Units  Projects  Achievements SQL  Reports/Utilities  List Mext 50 Available Leader Id Mumbers  Mulki-Leader Assignments

Goto > Leader > Registration

Double click on a Leader to
bring up their individual Registration.

P
v
T
figgr
g

;
]
i

oL
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Screening:

1. Enter the leader as a new leader when notification is received from the State 4-H Office that the leader has
cleared the screening process and they have completed the necessary training.
2. Transmit a data file to the State 4-H Office. (See “Sending Data” for more information).

w

The actual screening information is entered by the State 4-H Office.

4. Process the exchange file when it is received from the State 4-H office. (See “Receiving Data” for more

information).

If a leader has not been screened you will receive a warning message.

warning ________ x|

'f This leader has not been screensd!
L]

Note: It is very important to
process the data file
immediately after receiving it
from the State Office to prevent
information loss.

The leader screening information is entered at the State level and is available to the counties to be viewed only. Reports

are available in the Reports/Utilities section.

The State 4-H Office will enter the
following information and then

send you a data file.

e Date Entered
e Screening ID #

e Date of cleared screening
e Screening passed mark
e Re-screening Year

e Date Re-screened
applicable)
e Birthdate

Shooting Education

(if

Id Last First M

e o - screahing
Fegisration | Shooting Education |
Addhess - i - |
[123 Hapy Hil Drive 136 [
Hitoy | ez
City State Zip County 55N Screering

Larariz forr [o2mmo__ " [oany

State Baged una (D ata Fntered at the State Level Onlyl)

= Family Service Date
| [ |

Fie-Scieening Year  Dale Fie-Soreene
I SceennaPassed [ ]

County Based S ing [Data Ente Tyl

Application Birth Orizntation Behavior Background
Diate: Date: Date: Expectations Date:  Check Date:

It L /4 ry It

Soreering Status.
€ Pending

0 Accepted

Riestriotion E splanation

Motes:

€ fccepted with Restrictions
© Aejected

Delete Cliient Sereering Record

The shooting education information is entered at the State level and is available to the counties to be viewed only.
Reports are available in the Reports/Utilities section.

1. Click the “Shooting Education” button located on the right-hand side of the individual leader registration

screen.
1 g =) bl Shooting Education
pEme [ = Fegnsion | sconiv ) =
= pe st Hore Traring Note: Shooting Sports Training should occur

siks History Delete .
—_———— — every 5 years for EACH discipline. The Re-
Gl | [ | | Certification Date (Year) field should contain the
Archery [ [ [ . X -
Hing | Do ] | re-certification year for the oldest training. For
Huzzle 03/26/06 Kemmerer Mike Moon . o
Pt :mm :WU,.M :Eubgm example: If the Pistol training was done 3/1/06
Rifle ‘orlar ob Sextan ..
e | B o and the Shotgun training was done 3/1/2012 the
il Courty Key Leader “Re-Certification Date (Year) should read 2011.
,—ij;‘;;‘(;f‘“’ ,?%j"“‘“‘*“ﬂ"%;”‘“” (Five years after 2006).
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Training
The training information is entered at the county level.

1. Click the “Training” button located on the right-hand side of the individual leader registration screen.
2. Enter information as applicable.

Id Last First ML Trainin 0 Registiation |

IALB o134 |F|oberson A I Shooting Education | Horze

County Training | History |

IAlban}l Delete | Screening |

Trairing Session 1 |E0mpleted E-Learning Module #1 2/28412

Trairing Session 2 IEompIeted E-Learning Module #2 2528412

Trairing Session 3 ICompleted E-Learning Module #3 2/28412

Trairing Session 4 ICompleted E-Learning Module #4 2/2812

Trairing Session 5 ICompIeted face-to-face training with Educator 341412

Horse
The leader horse training data is entered at the State level and is available to the counties to be viewed only. Reports
are available in the Reports/Utilities section.

1. Click the “Horse” button located on the right-hand side of the individual leader registration screen.

Id Last First k.1
[#LB 003 |Delancey Niki [ Horse
County Re-Certification E—
W o00E egistration |
Harse |
Level1 Histary |
|WS 98 3/7/98 Rated 3798 recertified 3/8/03 All Levels |
Level 2 Shooting Education |
|WS 9 37798 Recertified 348/02 e |
Level 2 Delete |
Lewvel 4
Lewvel &
Level B
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Groups

Wyominn Alkany  Groups Data.. Data Set 2012/2012

Goto\Group Entry/Review/ Wotk Shests  EventReport  Activiies  Other Ext Pgms  Ltities
Goto > Leader > Group Entry/Review

Wyoming Albany Groups Data... Data Set 2012/2012
Goto  Group EntryjReview Work Sheets  Event Report  Activities Other Ext Pgms  Uliities

Groups are a collection of youth or adults gathered together for an event. This leads to information for the ES237 report
and should be entered throughout the 4-H Year.

Work Sheets:

Wyoming Albany Groups Data... Data Set 20122012

Goto Group EntryfRe ntReport Activities  Cther Ext Pgms  tilties

1. Print the participants and volunteers worksheet before the educator goes to group training. To print the
worksheets click on “worksheet” then select “Participant” or “Volunteer”.
‘Wark Sheets

Patticipants

The educator can complete the form at the meeting and return it after the training is complete.

Upon receiving the completed group form enter a new group by clicking Goto > Groups > Group Entry/Review.
Select “Enter New Group”.
Click “Process”.

vk wnN

Group Selection
heion
" Review

\ 4

& Enie fiew Groug

Note: Contact the State
4-H Office for an updated
| version of the worksheet

. which is easier to S@W
|

understand and use!

r~Listing Method
By Gioup

By Date
By Delivery Method
£ ByTitle

Count:
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10.
11.

12.

13.

14.

15.

16.

17.

18.

Enter a date for the event or tab out of
the date field and the current date will
be entered.

Enter the appropriate Delivery Method
(DM) code.

EFNEP defaults to N

Enter the number of Units (typically 1
unit per group).

Enter the group Title or Description.
Enter the affirmative action code (AAC),
which is usually 1.

Click the Projects Code or Projects Title
button to display projects.

Highlight the projects that best describe
the purpose of training.

Click the Project Selection Complete-
Continue button.

Click on Make New Group button

Click “OK” on the Confirm Group Record

Addition confirmation.

Click the Participants/Training button.

Enter the participants and training

numbers from the worksheet.

Note:

2014

e The term All refers to all people at
each event.

e The term New refers to people that
have not been at any other 4H event.

e All totals must equal each other. The
red boxes will fill automatically.

Goto Group Entry/Review Work Sheets  Event Report  Activities Other Ext Pgms  Utilities
Controls

| | Make New Group| Exit / Save / Retumn |

Group Infarmatian..

Groupld  Date DM EFMEF Units  Title or Desciption BAC
wy_oms  [1241813 [a0 w1 [Healthy Snackers 1 —

Date of Completion. Location, Event Leader. and Hours of Contact are Optional Fields!

Date of Completion ~ Location

03/05M13

Event Leader Hours of Contact

Fioberson. Ann 2

Hillside Elementry

Indicate Group Event Educational Content or Area by linking one or more project, Activity, or Extension Program Codes

Praiect(s] - Select by
Code Tite | [ [ [ [ [ [ [ [ [
Activitylies) - Select by

Code || Tie || \ [ [ [ [ [ [ [ [

[Place mause aver Praject / Activity / Extension Pragram codes to sez fitles)

Click Project ta ADD to Group Event

10100 Beef Leader

10101 Market Besi

10102 Breeding Beef

10400 Diaity Catle Leader
10401 Dairy Catlle

10700 Dairy Goals Leader
10701 Dairy Goals

11000 Dog Leadsr

11001 Dogs

11600 Horse Leader

11501 Harses

11600 Horse Judging Leader
11601 Harse Judging
12000 Foulty Leader

12001 Poultry i
1220 Rahhits | sader

Click Project to REMOYE from Group Event.

450 Health ‘
50501 Food & Hutition

Project Selection Complete - Continue |

Control
’7 Entter Hevw Group| || Fe-Select GroyA] & [elete Group: Exit / Save / Retumn Parl\clpanlsr‘Tlalnmgl Yolurtesrs |
S
(Group Information. T

Group |d Date DM EFMEF Unitz  Title or Description AALC

plenese | [0z/2812 400 [N [z [Healhy Gnackers

Assaciation

[ e

Date of Completion, Location, Event Leader, and Hours of Contact are Optional Fields!

Date of Completion  Location Event Leader Hours of Contact

02/2812 Hillside E lzlmertny Roberson, &nn 2

=
B

Cods Title [50801

Indicate Group Event Educational Content o1 Area by linking one or more project, Activity. or Extension Program Codes

Project(s] - Select by

[345m | |

x

€ Confirm Group Record Addition!

Cancel

Note:
The same process
applies to entering

Volunteers.

Yolunteers I

cperits / Tramirg

RACIAL GROUPS ETHMICITY [NEW OMLY) GRADE  [NEW DNLY] TRAINING [HEW OHLY)
MEW PARTICIPANTS ONLYWI
Higeric  MonHiperic  Tol K “Touh Vokniee: Traneg Pew O]

[1)whitn i T o — L=
121 Back or Advican Amencan 0 Z :"u:"‘
[ Armerican Indan of Atk Native 3 1 0 1 =
[ 4142in i i 5 [ Totd 0
(51 Native Havsian/Other Pacific lidsndst 0 .

6 ek Vickatmer Tusieg) (o O
(G ose i k020 i o | — Mok e (New i)
[T Undetesmined 0 [} Paserting

I Othes

1

n —— Total 0

Todbpbwnc: [T [T [@ - — Dt Acki Tnainng [Hewy D)
e [
LE= [ T — Parering
Gomcial Other
GEMDER AL MEW RESIDENCE [HEW OMLY] Tetdl - Totdl l_n
Ml e 7 Fam 3
Femade [T H Bueal [Urder 10.000]  [75
Twwn{(10.000 - 50.000%
= | )
Ceantral Ciies > 50.000
e -
1
Tokah st maich,
Gy Section | Gnay Irdmmaion | | Vokmiess [
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Event Report
Wyoming Albany Groups Data... Data Set 20122012
Goto  Group EntryfReview ‘Work Sheefs  EventReport Adhividies  Other ExtPgms  Utilies

Goto Groups > Event Report

Include Events with Del. Met... Include Events with Projects...— —Qualifing Activity Group Events...
Key Date Title FitCnt EFMNEP  Lnit Cnt  AAC
1. Select the Events and AT T
rojects
proj 3
2. Click the Search for Events
with above Del Met and o A || weme | a |
PrOjectS b UttO n Search for Events with above Del. Met. and Project(s! ‘ | 2
. . ap o Exil | 4
3' nghllght the Quallfylng rParticipant Counts... l
Al Mew
Activity Group Events e [ Hana Al Fiacess Counls
21 13
. Tatal
4. Click the Process Counts [N T
Adult outh
b Utto n. Al New Al Hew
5. Select a Reports type. Farsi i [ i =
pores vp S o ) > el B 6
6. Name the Report. ez
A . ¥ Participants [Summary] Yolunteers [Summary] (" Detailed by Group
7. Click the Print or Send to " Pk | FepaTile(Line1) [Feay Srackerd v
File button Send| T File I Report Title [Line 2] I
To review a group entry' “Gioup Selection Goto  Group EntryfReview ‘Waork Sheets  Event Repart  Activities  Other Ext

~Achon.
<W [ Group Selection. |ALBE43E77—
1. Select Review in the Action boX. = ¢ EnterHewGroup o R

" Enter New Group

i Listing Method
¥ By Group Listing Method
2. Click the Process button £ ByDate (S LB

" ByDate
" By Delivery Method

£~ ByTitle

" By Delivery Method
i By Title

3. Select the desired group. [ Process 1

Activities, Other Ext Programs, Utilities

Data Set #1117 /2017

Activities  Other Ext Pgms  Utiities

These functions are currently not being used.

Wyoming Albany Groups Data...

Goto  Group EntryfReview Work Sheets  Ewent Repd
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Wyoming Albany Camping Data... Data Set 2012/2012

Goto  Select Camp Session  [Members Gampers Leaders  Staff Mop-4H Campers  Reports  Support  Labels

Goto > Camping

Wyoming Albamy Camping Data...

To enter a camping session select Goto > Camping > Select Camp Session.

Wyoming Albany Camping Data... Data Set 2012/2012

Gota  Select Camp Session  IMembers Campers Leaders Staff  Mon-4H Campers Reparts Supperk  Latels

L] Select a Session Select Camping Session...

[~ Gelect Campings Session

Delivery Methods...

Session Title: DM Group  Select  [000Activity
Record for 100 Members of erganized 4-H comi
Buit Export {101 Members of organized 4-H in-sc

102 Members of organized 4-H after
102 Members of military 4-H clubs

e Type aTitle T roreams oo o

o 555\0»«3 |7|_ =
. CoSessont [ [
e Enter the Delivery Method (DM). e e
C Sessons [ I
© Session 7 |—|l: i

Session 8 l—
e Press the tab key then the Return button. i ,7,':.E e

—_—

Export Progress.

4-H Day Camping Prograns
400 School Envichment Pragrams
B Ircfiich 12 S el d anboriree 2F an

Delete Camping Session

Note: The delete bution far the selec
Camp Session will not be enabled un
Camping Session Dala has been cor
agroup event iecord. es [Goto] [G
[Uiiiies]

I I

To enter specific information regarding the camping session click Goto > Camping> Support.

Wyoming Albany Camping Data... Data Set 20122012
Goto  Select Camp Session  Members @ampers Leaders  Staff Mon-4H Campers Reportsabels

Choose the desired option. This example is for Classes/Fees. All categories work similarly.

Support  Labels

Camping Session 1 camp Fee Add . .
$20.00
el | e Click in the Class box. It shows a
G Vi Class Co  Tille /Name ClassFee M Registiation Delete
. .
il can [Fanesty [0 [a e C (Class) and 0 (session 0-9).
abins
T-Shirt Sizes Instructar Location Time .
e [Fobeson Snony Fange [fo0s il Add 01 to assign a number.
Awards List by.. Note: To enable the [Member), [Camper], and [R eport] menu items : :
TreRemaiEn for this camping session values of fees mst be entered for the e Enter the cam ping session
& Nurber ahowe thiee items: Canp Fee, T-5hit, and Fichure. The entered
Pictures amount can be zero (0.00), but &l fislds must have a value . f .
i C Tite information.

e C(Click the Add button
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Entering Members into a camp session:

Wyoming Albany Camping Data... Data Set 201272012
Goto  Select Camp Session-Campers Leaders Staff  Mom-4H Campers Reports  Support  Labels

Click Goto > Camping > Members

e Click on the member participating in the camp.

e Enter the camping information for the member.

Camping Session (4H Camper) 1 |
e P Ah M. Addhess __Roum_| _ Dot Capa
| EEETE [shenzake [strambery [ 1z ey Lane

City Side  Zip Phare BithDate  Age  Gender  Giade ‘YearlndH
Latamie for [peomoonon” [sovesmeses | [mowe | o F [ [
Parent Hame Tag Club 4 Unit
[Mama Muflin | | ~
Camper Type YisCmp Lst¥r Group Cabin Assignment T-Shit Size
Class 1 Class 2 Class 3
=] Cancel| [ ] cancel| [ =] Cancel
Class 4 Class 5 Class &
=] Cancel| [ ] Cancel| [ =] Cancel

 Administiative
" Medical
€ Scholarships
C Auards

" Financial

" Transportation
" Motes

" Pictures

" Merchandise

Entering Non-4H Campers
Data Set 20122012

Goto  Select Camp Session | Members  Campers  Leaders  Staff < flon-4H Campers Jeparts  Support  Labels

Click Goto > Camping > Non-4H Campers

e Enter the camping information for the camper.
e C(Click Add.

Entar [ Select Non 4H-Camper... o AH) Camper...
W Lant Fist Wi | [FERE0 e By

fcroon [oe [fer [

Addss

[458 Haytack Holes

State T Phone
[Crreyeree N ES B
Bith Date Gende  Grade oo
[ 200 ﬁﬁ T N O

Parent

fobniam

Foen | | |

Entering Leaders or Staff

Wyoming Albany Camping Data... Data Set 20122012
Goto  Seleck Camp Session | Members  Camper @u on-4H Campers  Reports  Support  Labels

Click Goto > Camping > Leaders (or) Staff

e Enter Leader and staff information in a similar method as members.
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Support Data

Goto > Support Data

Wyomina Alhany Support Data.. Data Set 2012,2012

Goto Projects (Full Access)  Projects (Status Access) Achievements Cities Race Residence Leader Twpes  Delivery Method  Districts  Counties

Fublications  Schools  Labels Member Class  Leader Class  Activities  Extension Programs — State Support

Goto> Support Data > Units

The Units (Clubs) screen allows you to keep all the vital information for each club such as:

e Date, time and place of club meetings
e Banking information and EIN numbers
e Clublevel

e If aclub becomes inactive make sure to unmark the status field.

o fchook Labek Member Cast Leader Caes Activbes Ditencon Progiams  Stabe Support

e The Community i e — e mgw ? =
Ethnicity (C.E.) and et oo E
Affirmative Action W - Eas
Codes (A.A.), i M e o
Delivery Method L e ;;;
(D.M.) codes are F%’ﬁ;ﬁ»‘: j ﬂw_?ujnu»m‘_slw:_.l etrtate L
listed for your & e %Eﬁl e
information. e .....W..m.,...,.... |

= == | F"‘" | —_—
— =
I —— —
Note:
To delete a club, all members and leaders must be

| removed from the club first.

i

CSREES Codes  Initiatives

A new club can be added
by clicking on the “New”
button then:

e Entera Unit
number (must be a
new number).

e Enter a Club Name
in the “Title” field.

e Enterthe C.E.,
A.A., and D.M.

e Select Active in the
Status field.

e Enter any other
information
pertinent to the
club.

e C(lick the “Add”
button.
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Wyoming Albany Support Data... Data Set 201272012

Goto  Units (Club$_Erojects (Full Soce Projects (Status Access)  Achievements  Cities

Fublications  Schools  Labels  Member Class  Leader Class  Activities  Extension Programs

Face Residence  Leader Twpes

State Support

Delivery Method  Districks

Counties CSREES Codes Initiabives

Notice that the “Projects (Full Access)” in not enabled. This information is entered at the State level. For access to this

screen contact the State office.

Wyoming Albany Support Data...

Data Set 2012,2012

Goto  Units (Clubs)  Projects (Full Access) ¢ Projects (Skatus Access) YAchievements Cities Face  Residence  Leader Twpes

Fublications  Schools Labels  Member Class [eadertcis Ackivities  Extension Programs

Goto> Support Data > Projects (Status Access)

The “Projects (Status Access)” screen allows you to view all of the active and inactive projects. The information

regarding the projects is entered at the State level.

Stake Support

Delivery Method  Districts  Counties. CSREES Codes Initiatives

e Highlight the project to see if it is active. You can change the project status at the county level, however you will
need to contact the State office for a password to change an inactive project to active.

Wyoming Albany Support Data... Data Set 20122012
Goko  Units (Clubsy  Frojects (Full Access)  Projecks (Status Access)  Achievements Cities Face Residence  Leader Types  Delivery Method  Districks  Coul
Fublications  Schools  Labels Member Class  Leader Class  Activities

Extension Programs  State Suppork

. X : CSREES o | stitution
Froiect County Title Active Code Initistive  Association
| CE Jnchery [V Active |DEA |z = 1230
—Wweb Access Status.. Pub 1 Pub 2 Pub 3 Pub 4

& Nobocess I I I I
¢ Ok b Add
1 Ok to elete Id | Title Mote: A password iz required to change
" Bath ST Aerospace
Aerosace Leader

E3000 Archery Leader
10100 Beef Leader
10102 Breeding Beef

—Select Project Status...

& Active 12507 Ereeding Sheep
) [ 13002 Breeding Swine
nasie 42501 Cake Decorating
i~ Bath 42500 Cake Decorating Leader

14000 Cat Leader
14001 Cats
53001 Child Development
53000 Child Development Leader
33501 Citizenship
33500 Citizenship Leader
Count  |21100 Computer Leader
IT 31101 Computers

51801 Crocheting

2014

j a project status from inactive to active.

Change Project Status |

Mote: The 'Print Project List' button will
print a list of projects az shown in the list
box.

Frint Project List |
LI Return |

Deleted at State Flag
= Das

Mote: If the DAS flag iz set
you can not enter members
or leaders into the project.

Thig flag can only be set
of cleared at the state
lewvel.
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Wyoming Albany Support

Data Set 201

Gobo  Units (Clubs)  Projects (Full Access) Projects(StatusAcce Cities Race Residence  Leader Types: Delivery Method  Districts  Counties CSHEES Codes  Initiatives
Labels

Member Class  Leader Class

Goto> Support Data > Achievements

Fublications  Schools

Activities

Extension Programs  State Support

The Achievements screen allows you to see past achievements and add an achievement on a county or club level.

e Select the listing order in the Achievement Listing box
e Select the type of achievement in the range box
e Click Process

¥yoming Albany Support Data...

Data Set 201 12

Goto  Units (Clubs)  Projects (Full Access)  Projects (Status Access) Achievements Cities Race Residence Leader Types Delivery Method  Districts Counties CSREES Codes Intiatives

Publications  Schools  Labels  Member C|

Achievements Title:

lass Leader Class Activities Extension Programs — State Support

Create Mew dchievement |

Delete Retumn |

Add

Ex: 10000)
00008

Wb Acoess Status..———|
& Nodccess
 OktoAdd
" DOk to Delete
 Both

Note: Some of
the State level

[I[IEME
00034
0005z
00076
onang
oo
0n0gs
00osz
M7
onnz3
0nnzs
00085
000&g
0071
00041
onn47
00035
000&3
0077
00005
oot
on0es
000a3
oog
00024
00020
O00EE
000s0
0072
00042
00048
00036
000&4
o

achievements

Achievement Listing
Listing Order.
' Title
cli ——

listed are for
other States

and should not

be used for

Wyoming 4-H
achievements.

[\
00030
00g4

Count:

To add an achievement on a county level:
Click “Create New Achievement”

1.
button
2.

the range of 10000 to 99999.
Enter a Title

Click “Add”

Click “OK” in the confirmation
message.

To delete an achievement on a county level
Select “County” in the Range box

1.
Click “Process”

Select the achievement

2.
3.
4. Click “Delete”

2010 National 4 H Conference

00058 2008 Horse Judging-Denver, CO
00070 2008 Horse Judaing-Oklzhoma City, O

Enter the “Achievement” code which
is a five digit number and must be in

Print List

2008 Livestock Judging Derwer, CO
2008 Livestock Judging K.ansas City, M
2008 Livestock Judging Louiswills, K
2008 Livestock. Judging Regina, Canac
2000 Meats Judging-K.ancas City, Mo
2008 National 4 H Conference

2008 National 4 H Congress

2008 Shooting S ports-Aaton, Nh

2008 Wool Judging. Sonora, TX

2003 Derver Westem Roundup-Fashic
2003 Denver Western Fioundup Preser
2003 Denver Westem FloundupVege!.
2003 Horse Judging Columbus, OH
2003 Horse Judging Denver. CO

2003 Horse Judaing-Oklahoma City, OF
2009 Livestock Judging Derver, O
2003 Livestock Judging K ansas Ciy, M
2003 Livestock Judging Louiswills K
2003 Livestock Judging-Regina, Canac
2009 Meats Judging.ansas City, MO
2003 National 4H Conference

2009 National 4 H Congress

2003 Shooting S ports-Aaton, Nhi

2003 Wool JudgingSonora, TX

2010 Derrver Westem RoundupFashic
2010 Denver Western Roundup-Preser
2010 Denver Western Floundup/eget,
2010 Horse Judging, Columbus, OH
2010 Horse Judging Denver. CO

2010 Horse Judging-Dklshoma Cily, OF
2010 Livestock Judging Derver, O
2010 Livestock Judging K ansas City, M
2010 Livestock Judging Louiswills, K
2010 Livestock Judging F(aglna Cane
2010 M

State Achievements Range: 00001 thru 03993:
Achizvements in this range are considered 1o be:

state level. They can NOT be created. changed. of
removed o the County level. Assigned

Member/Leader achievements in this range wil be
transmitted to the state level

Achievements in this range are considered to be
county level At the county level, they can be
created, changed, and removed. Assigned
Member/Leader achievements in this range wil NOT
be transmitted to the state level

“faur county vl be assigned a sub range of valid
Courty Achizvement cades [see below). Thisis to
prevent record key conllicts when data s uploaded
tathe #H4ME.com web spplcalion

Albany [ALB] Assigned Achievement Codes:
10000 Thru 13750

4HPs will verify that any county achievements
created in your county wil corecty fall within the
allowable range of codes assigned to your county.

2010 National & H Congress
2010 Shooting Sports-Aaton, Nhi
2010 Wool Judging Sonora, TX =

50

Achievaments

County Achievements Range: 10000 thru 99999:

(- County Converting Old Project Based Achisvements.

(1) Find Od County Project Based Achievement Codes |

Count: 0

(2] Create New Achisvement Codes

Count: 0

(3] Convert Al Member / Leader Achievement Codes |

[4) Prit List of DId State Lewel Assigned Achievements |

5) Premove Old State Level Achievements |

| R [

Ex 100}
1000

Web Accett Statur...
& HNohccess

Ok o fudd
Ok te Dl

~ Both

Arhinmment Listing
Lintig Dot
" Tin
d
Fangn
* Courly
 Sials
 Bulh

N

Courl. u

e

Print Litt

State Achievements Range: 00001 thew 03995

i
el bt
Corfirm Achlevement Addibion)
2
theu 37395

=

Mimber/L e achisvemerts in this eonge vl WOT
be tianstrated ta the tate kevel

o b
be

d alad
Conrty dckievement codes [see below]  This it
prevent ecord key conficts when data it uplasded
T the SHAME com rreb spukcalion.

Alvany [ALD] Assigned Achievement Codes:

10000 Thiw 13750

APy vill e that any counly ackimvements
g

~County Convesting Od Project Based Acheevements..,

[1] Fird 048 Coty Prejoc Bt Achiewemert Codes |

Count- 0

) P List of Ukd Slale Level Asagned Acheevements |

1) Hemnrve 044 Siafe Lavel fchimvements |

kool tange: nl £ades assigred county.

Note: Each county has been assigned a limited amount of achievements codes. To check your county’s codes

see the information listed on the

screen.
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Wyoming Albany Support Data... Data Set 201272012 m
Goto  Units (Clubs)  Projects (Full Access)  Projects (Skatus Access)  Achievements: @ Residence  Leader Twpes  Delivery Method) Districks) Counties CSREES Codes  Initiatives
Fublications  Schools  Labels  Member Class  Leader Class  Activities  Extension Programs — State Support

Goto> Support Data > Cities

The Cities screen allows you to view the cities listed in your county. You may enter cities (even those from other
counties) and delete a city.

To delete a city:

) Vitts
¥ ALE Hrw Ciy

031160203 WY ALB Dismordvile

= BPRUAED WY ALR Rusialn

s 026370000 WY ALE Fiokng Hils

HIEANED WY ALE Ten Skeep

2 ALD Medcine Dow

e Highlight the city that you want removed and
click the delete button then “OK” on the
confirmation message.

B2
City COUM | goii=n 12 W ALR L

02072103 WY ALD Latamie - -

47 AL WY ALR | o )
2071000 WY ALD Laramis ) )
RPN WY ALR Latarme ? Cordiem City Cebebion! j

Lise the bullons below o display and add cibes ko other counbies

S | ] ]

To add a city from another county:
e To add other cities click on the “List Available =
Counties” button

e Select the county

City. County Code - State

W' ALD Mew City -
ENEUZES WY ALE Disnorchalle
PRG3R W' ALE Budfals
G2GI70000 WY ALD Foling Hile
EX40000 W' ALE Ten Sleep
 Ciy G2I230000 WY ALE Medcne Dow
BN WY ALE El Menrdon

i ] l.;z;,p..
|

e Click “Add Cities from Selected County” - o v A3 foes 2 s
0 All of the cities from the other county — o v QJtE %ﬁ‘: ﬁﬁfﬁ
will be listed. You can delete the oy coun [T W AL L R e

unwanted cities by following the & {vrmom w otk Caame St St

EOMTNRANI W' ALR Lavamie
BIUIBEIE W ALE Larsme =l UKt Usda =l

s the busns binkow o display and add cities frarm ofhor countios that your courtyosicn mey use
Cloaw Slected Coumiins List ek Ciies Fiom Sedcind Cruriiea

Wyoming Albany Support Data... Data Set 2012,/2012

Goto  Units (Clubs)  Projects (Full Accessy Projects (Status Access)  Achievements Cities FRace Residence  Leader Twpes  Delivery Method  Districks  Counties CSREES Codes  Initiatives
Publicatioabels Member Class  Leader Class  Activities  Extension Programs —Stabe Suppork

Goto> Support Data > Schools

instructions above.

You can add a school to your listing by entering the name of the school and clicking “Add”. Or, you can delete a school
by highlighting the school and clicking delete.

School Mame School MName

ISagebrush Elementary| ILEEE Beitel Schoal -
Bietel Elementary
Burlingtan Jr High Burlington Jr High
| Carden Add Carden
Centennial School Centennial School
Delete | Happy Hollow Happy Hollow
Earmon}lgs clhool = Harmony Schoal
o ameschool
Pririt List | = Print List | :—é%rgeschool
Itvdian Pairitbrush Ele. Indian Paintbrush Ele.
E it | EEE’IEWEIET Elemnentary Exit | K.emmerer Elementar

Laramie Chrigtian Schoal
Laramie Junior High

Laramie Chriztian School

Sl Laramie Senior High o e JSL;r:iDo[r':I%m
36 Laurel Springs 36 Laurel Springs

Lirford Elementary

Fock River Jr. High
Slade E lementary

Linford Elementary

Rock River Jr. High

Mot in gchool Mot in schaol

Prep Schoal Prep 5 chool

River Bridge — Ri : Brict

Rock River Elementary Hg:li Hrilvgre Elementary 0
Rack River High Schoal Fiock River High School

Snowy Fiange Acadsmy Slade Elemnentary
Sonrise Christian Homesch gnob}'}' Féin.g? Acﬁdem}l .
onrige Christian Homescl
Souhest | -l Jorie C -
[ R o S Il P il
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Wyoming Albany Support Data... Data Set 201272012

Goto  Units (Clubs)  Projects (Full Access)  Projects (Status Access)  Achievements Cities Race  Hesidence  Leader Twpes  Delivery Method! Districks Counties ©SREES Codes  Initiatives
Publications Schoolmber Class Leader Class Activities Extension Programs  State Support

Goto> Support Data > Labels

You can add a label that is not already specified by entering information in each of the fields and clicking “Add”. Or, you
can delete a label by highlighting the label type and clicking delete.

Label Ke Page Size Labels perPage Columns perPage  Riows perPage i - S - - 5 B
T ks TR l—z ’_W I_EZ ahel e age Size shels perPage  Columns perPage  Rows per Page
| | d [Every 2650 [a2:500  +| |4 I 4
LabelWidth LabelHeight  PrintFontSize  Screen Font Size Current Label List.. LabelWidth Lobel Heicht  PrirtFortS 5 ForlSi Curtent Label Lis
45 53 18 12 Krm anel vy anel[elg TNt FONt Slze CIEen Fant olze Urrent Lanel LIST..
Avem 12-296/257 253 1.00 |12 13 Awerp 12:294/295 A
e 2160 Awerp 12-296/297
e 2162 Avery 2160
Label Key: Enterlabel name or key (Ex: Avery 4130) 4| {dvey 283 fwery 2162
ey 2190 Add Label Key: Enter label name or key [Ex Aveny 4130) 2| |awery 2183
Page Size: Select one of the digp down page size options. ey 2181 . : Awery 2180
Delele ey 266) 5 Page Size: Select one of the drap down page size options. Awery 2131
Labels per Page: Enter the rumber of labels on each sheet o page. ey 2662
Eit ey 266) Labelds per Page: Enter the number of labels on each sheet or page. ety 2562
Columns per Page: Enter the number of label columns per page. ey 5056 Esit | Avery 2663
ey 5168 Colurnrs per Page: Enter the number of label calumns per page. vty 5095
Rows per Page: Enter the rumber of el rows per page. ey 5160 Aery 5193
e 1T Fiows per Page: Enter the number of label rows per page. Awery 516D
Latel Width: Enterthe width of the individual label[Ex: 4.00) ey 5162 ) » fwery 161
j e 16D | Label Width: - Enter the width of the individual labef (Ex: 4.00°) fwery 5162
Auumme FAEA j Auam 1R —

Wyoming Albany Support Data... Data Set 201272012

Goto  Units (Clubs)  Projects (Full Access) Projects (Status Access) Achievements Cities Race: Residence  Leader Types  Delivery Method  Districks  Counties CSREES Codes  Imitiatives
Fublications  Schools Labels eader Class) Activities Extension Programs State Support

Goto> Support Data > Member Class or Leader Class

This screen allows you to see what privileges each type of member or leader has. If you desire to have those privileges
change you must contact the State office for a password and permission.

e Highlight the Member /Leader class type to see the privileges.
e |If given the password from the State office you can add a new type of Member/Leader Class by
O Entering a code
0 Enter the title
O Assign Privileges
0 Clicking “Save”.

Mormiber Class Defrdions Nt Th Merrber Cats Srat sbied / datied va P " - —
o Mo Closs Topals MubibimberT e’ et nhich can b e 10 Tt o el i e L Clarss Dl s T s Lowtn Gl St el Gt o 0
MOT Temdtona = (Ll [ I\_‘.:Exllm w wrrdaet s Cummord Loader Class Typelsl [via the [Utilies] [Parameter] section. The parsmeter name it
MG Chirew Chits M0 b T Tobtennl Ao cilferard types hesdets”
1D Honewecien it cpeton is oot L02 Horrrmsstilbes [Fthe rysmemi dinobled
Tite  Thon ety TowStionial vl o i st s s romerdoee [l vl e o N
[t [ sy i @ e e e Tiorkona v b dfoukand o odes s vl
Fietind » by
. 1 syt i N A
e s et g e o 1 Ther Pueges Thes vorscuas boaches ehss bygoss: wll chsplay i thes Lsackes Class’ iy
4 gy s T 1 e st ckowen b . s s rwat b acvingrond b each bacder. Thee
oviiel wiwenrs et by o e vl [ Ol sagrmerd [ancimges. ncecanin valh B clats G vl b userard s itad B
B o : I Proiects ool vimas: prescsans by AHFRl
B et NOTE: Chargns . s by s ey " .
- Phc vl et vccny priv piia s I Wb Proioets HOTE: Charees o the Liades Clacs ypes e very ko bl opm s
(=2 ther e mencited [4HPu! wll nct 1ecogrice thace sctiont untl the progran is eted and
—> 7 Hewiiitend han ra-sscuted
" . Wite Access Password I~ Camging
7 vou I —=
I AdurVokrtoss . £t
2] o
] LD
r I F #dow Emal »
' [ Shap Foocpund Fskd Tast =
B aHani s
[ 4HSHE Acoess £t
-
r ™ Fuhee
P ™ Fuhee
™ Fubes
ek the [Sarvn] buion b sk ary changss Chik the [Sarve] button b tetiin ey changes

2014 Page 40



Wyoming Albany Support Data...
Goko  Units (Clubs)  Projects (Full Access)  Projects {Status Access)  Achievements Cities  Face  Residence  Leader Types  Delivery Method  Districts  Counties

Fublications  Schools  Labels  Member Class  Leader Class State Support
Goto> Support Data > Activities or Extension Programs

Data Set 2012/2012

These screens allow you to see or enter different types of activities or Extension programs.

e C(Click on the “Create New Activity” or “Create new Ext Program” button

e Enter the Activity/Extension Program code

e Enter the Title

e Click the “Add” button
e Click “OK” in the confirmation message.
e To delete an activity or Extension program highlight the entry and click the “Delete” button.

e

IEamwa\ Night

Listing Order...
 Title
id

Pracess

Wyoming Albany Support Data..

Goto  Units (Clubs)  Projects (Full sccess)  Projecks (Skatus Access)  Achievements  Cities
Fublications  Schools  Labels Member Class  Leader Class  Activities  Extension Program!

Retum
/ Cieate Mew Activity
{ Add SI

Pint List

Delete

x

2

Canfirm Ackivity Addition!

| cancel

Data Set 2012,/2012

Goto > Support Data > State Support

Extension Programs — Title

CSREES Codes  Initiatives

Retum

Ex 123)
3

Extension Program Listing..—

Ligting Order.
" Tite
Cld

Process

IMafty Mooze

Create Mew 4t Program m

Add

Piint List

Access to enter certain 4HPlus data is protected. If required by the State office you may:
e Enter the password then the tab key.
o Click on the State Support option again.
e This will give you temporary access to protected screens in order to correct an issue.

Wyoming Albany Support Data... Data Set 2012/2012

Goto Units (Clubs)  Projects (Full Access)  Projecks (Skatus Access)  Achievements  Cities

Publications  Schools

Enter Password

E it |

State Support Override...——

Labels

Member Class

Leader Class

Ackivities

Extension Programs

Rage_ Hesidence  Le
State Support

g Leader Twpes Delivery Method  Districts, Counties ESHEES Codes  Initiatives

Skate Suppork
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Re-Enroliment

Enrollment cards can be printed before rolling over to the new year or after the new year is created. When printing the
next year’s enrollment cards, the system will temporarily advance the age, the years in 4-H, and the grade by one year
on the enrollment form. However, the information is not changed on the member’s registration until the new year is

actually created during the year-end roll over process.

Wyoming Albany Re-Enrollment Data...

Gokto C Print Enrolment Card®  Set Active Staktus  List Potential Over-Age Members

Goto> Re-Enrollment Data > Print Enrollment Cards

To print the re-enrollment cards select the following:

e Select “Active” in the Status box

e Select the year in the Year box

e Select Members or Leaders

e Select if the cards are to be printed by clubs
(Units) or Names.

e Select how you want the information
(Individual, Range, All). The information
will populate the box in the lower section
of the screen.

e Select if club (Unit) or Project information
is to be included.

e Highlight the club name or the individual’s
name in the lower box.

e Click “Process”

Data Set 2012/2012

Pint Filed Forms for Re-Select Options
& Members (" Leaders

Phint Blank Member Form |

Print Fie Envallment Cards.. -
@ e |

&fter initislization of the data set. re-eniolment  Inactive
cands [or forms) can be printed for member and/or  Boh Select by.
leader use ° & Urits  Names

Piint Seape...
Deleting the units and projects was an option o= & i
during data set initializstion. If the units and CLEE * Individudl
uciects were remaved then that informat——Fp | & 2012 | | £ Range
would nat be printed on the cards. roamg | €A

¢ Include [If avaisble)

If the units and projects were not removed, then —— 2 = ke (1 forms o)
they will be: printed on the cards il —.
This is amalter of choice, Some organizations 3 I~ Project Lists (Backer]

like to let their members and lsaders sz their last
vear's efforts. I this case, just the unit and
pidiect changes are wilten on the cards

IF the units and prajects are not printed, then
blank spaces are avaiable for the new unit and
prciect entries.

Fiint Blank Leader Form
Fiint Member Proiest Form
Fiint Leader Projest Form

Individual
ALB10Z

[~ PintId Barcods

Farm Cantrol File: Usad:

P Confirm continuation with the above options!
A& )

This decision must be made up front, you can not
piint data pou na langet havel

IF you experisnce litle urit changs, perhaps it

Contral File Current Line.

| cancel

viould save tine to never remove the units and [
just make the changes.

It is alwaps best to removs the projects sither
before or after ie-enrollment card printing to allow

fothe newyear et irmsion eniy. o PIERNRETER

2014

“wild Brumbizs

ALB10E  Yellow Jackets
ALB10S  High Plains

ALB110 Hamony Hustlers
ALBI11 Ciafty Citters

ALB112  Rocky Mountsin ebals
ALB113  Litle Horse Power
ALE114  Snowy Fiange Pionears
ALB1S  Windy Vally

WR117  Beek Crask sl
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If you receive one of these messages it means that you do not have the correct enroliment form for the current year:

\i’) A Propetly Formatted Re-Enrollment Form control file For the current yvear was nat found.

x|

The veat date in the file name must match the data sets current year (E¥: IF the current year is
2010, the file name must be of the Format ¥X2010MRollD. bxt where 23 is your state cade).

The 0 {zera) after 'Roll is for page one of the enrollment Form. ®22010Rol1.kxt would be page

page two of a multi-page re-enrollment Form,
Please contact wour state supparter,

) A Member Form contral file For the current vear can not be Found - Please contact vour state 4HPlus
LY

supporker.,

x|

You can obtain the current enrollment form by doing the following steps:

1. Open Explorer by right clicking on your Start button and choosing “Explorer”.

2. Navigate to C drive > CKV > 4HPlus > WY > Forms.
3. Locate the WY20XXMRoll0 and the WY20XXLrollO files.

a. (XX =Year) Inthis example we will use WY2011.

Note: If you are
unsure which forms
contain the most
up-to-date
information please
contact your State
4-H Office. An
updated enrollment
form was last sent
in 2013.

4

File Edit view Favorites Tools Help

NBack - ) - ? ) Search
o 7

= Folders |E|'

Q‘} Folder Sync

Address I_.'l CickyidhplustwyiForms

Folders

@ Deskkop
J—J My Documents
=2 } My Computer
_. % Local Disk (C:)
|2) 9F214131872c0602d30885c20165F9bd
|2) 31fa0ed30aefd5e9134e
|2 n&1f4zbfeobazf4a7h
|23 Agents
_id chy
i; () 4hplus
|2 Changes
I Copy of WYTESTTEST
|2 goshen
=
1) minidocs
|2 NewTables
| Tekon
|2 weston350
|2 whatsnew
— W wy
I Changes
1) Files
— e [
) old saves
) olddata
) photas
) Saves

1) shells

|»

MName = Size | Type I Date Modified

.j, Check.bmp QKB Bitmap Image 4/7(2003 4:18 PM
lﬂ(heck‘]pg 9KB JPEG Image 5/27/2008 11:49 AM
.j Clover.bmp 309KE  Bitmap Image 4712003 418 PM

[2] Es237.bxt

() Esza72004.txt

[£] Esza72007. bxt

[Z] aFutet

[Z] eputet

[£] GROUPS.kx:

[Z] MD1 txt

[£] MD2.bxt

[Z] MD3.bxt

[£] MD4.bxt

[Z] MD5 bxt

ﬁj Readme.bxt

T reenroll.pdf

[£] wyz009LRolD, kxt
[Z] wy200oMR oD bxt
[£] wy2010LRlD, ket
[Z] wyz010MRall] bxt

[Z] w201 1LRolD, kxt
=l w201 1MRall,

4. Copy both files and paste them in the same folder.

5. Rename the copied files to the current year. Example: WY2012MRollO.

33KE
42 KB
42 KB
SKB
4KB
1KB
TKB
SKB
1KB
1KB
SKB
1KB
92 KB
ELG
ElLG
9KB
KB
ELG
ELG
10KE

6. Go back to your Re-Enrollment screen in 4HPlus and click “Process”.

2014

Text Document
Text Document
Text Document
Text Document
Text Document
Text Document
Text Document
Text Document
Text Document
Text Document
Text Dacument
Text Document
Adobe Acrobat Doc...
Text Document
Text Dacument
Text Document
Text Document
Text Document
Text Document
Text Document

9/12/2001 5:09 AM
5/12/2004 Z:41 PM
5{12/2004 1:41 PM
311/2009 5:35 AW
311/2009 5:35 AM
472005 4:16 PM
4{7/2003 4:16 PM
4{7/2003 4:18 PM
4{7/2003 4:16 PM
472005 4:16 PM
4720003 4:16 PM
4{7/2003 4:18 PM
320/2000 12:29 PM
9LB/2008 9:22 AM
9LBJ2008 9:16 AM
918/2008 9:22 AM
9{15/2008 9:18 AM
1/4/2010 1:32 PM
9LB/2008 9:22 AM
972011 B:59 AM
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Wyoming Albany Re-Enrollment Daka... Data Set Z01Z2,/2012

Gako Print Enrollment Cards— Set Active Stabd List Pokential Over-Age Members

Goto > Re-Enrollment Data > Set Active Status

Set Status for...

" Members Warning: Itis not recommended

* Leaders Esit | that you set the Member or
o0 Leader Status in this screen.

Wyoming Albany Re-Enrollment Daka... Data Set Z01Z2,/2012

Gako Print Enrollment Cards  Set Active Statu Li=E Pokential Owver-Age Members

Goto > Re-Enrollment Data > List Potential Over-Age Members

This screen will allow you to see all potential over-age members. Follow the prompts on the screen.
1. Select “Re-Calculate all Member Ages”.

Select “List Potential Over-Age Members”.

Highlight the member in the box on left-hand side.

Select “Print Selected Over-Age Members History Cards” if desired.

Select “Delete Selected Over-Age Members” if desired.

ik wn

Potential Over-Age Members Utilities...

Exit

Step 2 > List Potential 0verfge Members |
Step3 > Print Selected Over-Age Members History Cards |
Step 4 > Delete Selected Over-Age Members |

|

2014
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Goto > Archive

Wyoming Albany Archive Dat Data Set 2012 2
(ot c Restore  Seleck Year Create Mew Year Init Data Set Send Receive  Upgrade 4HPlus Yersion Data Export Functions  Web Data  4H4ME Home Fage  4H Events

Goto > Archive > Backup

You should complete a backup of the 4-H data at least once a week. It is strongly recommended that a backup is done
after doing any data entry. The backup file may be saved on the C:\ drive or other selected destination and is named
4HBack.ebd.

P1 Current Data Set Backup State Supporter / Office Staff Email Address(es)...
Backup Progtess G0 [rouwmee S
2782012 11-14:10 AM | May Character Count: - o0z I
P I
e Select the back file | v | oo
. . ~Backup File Destination... Mot Drive & wil r oo
destination. © A% [1.44 MB Disk Drive] be enabled only for T —
P ¢ F [00MBZp Divel courly level r oo
D% [Flash / Jump Drive] backups o7 I
D% [Second Hard Drive]
@ G Hard Divel rie |
™ 4HPlus State Folder 03 I
Stalus r o
[ LAN { DSl mRiN|
i~ Backup File Selection r o I
. 1 I Member registration 14 | ES237 data 27 [ System data 40 [ ‘web data down
[ ] Leave a ” sect|ons 2 | Member harse data 15 | Parameters 28 [ Camping class data 41 [ webdataup 13 I
3 | Member histary data 16 [ Leader types 25 [ Counties data 42 [ ML Class Types o4 I
checked —————————————P | 1 & Leadsrregistation 17 | Group events data 30 [» Publication data 43 v Achisvements
* 5 | Leader horse data 18 [ Initiatives codes 3 [ CSREES Codes 44 [ Events I 15 I
B I Leader history data 19 [ Delivery data 32 [ County Cities 45 [ Registrations r 16 I
7 | Leader screening data 20 [ Camping data 33 ¥ School data 46 [ Forms
8 | Leader shooting spts data 21 [ Leader Training data 34 [V Deletes 47 [ Form Data 17 I
e Make sure the State 3 Unis 22 [¢ Field data 35 [ Parents Data 48 [ Fami Links - o
. . 10 W Projects 23 | SOL queue data 36 [V District data 43 [ Comm Data
supporter IS I|Sted as a 11 | State Cities 24 | SOL print field data 37 ¥ Project Club Links data 50 [ Carier Data 14 I
12 | Race codes 26 [ SOL sort field data 38 [ Agent Phrase data r I
FECIple nt. 13 W Residence codes 26 | Label type data 39 [ Estemnal Camp data
None: All
Clear | Select Al
Full 4HFPlus Data System Backup Ernai Backup to State Supporters) |

NOTE: A copy of the most recent backup will be emailed to every
address checked above. This feature can be used to share the
latest data with both the state supparters and any desired office
staff

Eral Esckupito 0 & K ertires (B requested by BRUT |

e Click “Backup”.

Files Copied: Copy Ermors:

Create Full #HPIus Archive

Copying File:
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Wyoming Albany Archive Data...

Data Set 201272012

Goko BackJ.ISeIect ‘Year (Creakte New Year Initk Data Set Send Receive Upgrade 4HPlus Version Daka Export Funckions  'Web Data 4H4ME Home Page 4H Events

Goto > Archive > Restore

The restore feature is a suitable way to share your 4-H data with others in your office. Or a situation may arise where
you need to use your latest backup as your data base due to a system failure. (If this happens please contact the State

office prior to proceeding.)

To restore a backup:
1. Save the latest back up to the C:
drive (not under any sub-folders)
2. Select the “Restore File Location.
(Typically the C Hard Drive).

P2 _Restoie File Infarmation...

2012 - Wyoming - 12-034 - ALB - Data Set 1 [2011] - Data Set 2 [2012] - Data Set 3 [2010] - Albany County 4H Data Backup as of 2/8/2012 11:14:10 AM

Data Files Found
Member Fegitiatian =

Member Id Unit Indexes
Member |d Project Indeses
Member |d Achievement Indexes

Restare File Location,

A\ 1.4 ME Disk Diive]
By [100MB Zip Drive]
DA [Flesh ¢ Jump Diive]
£ D [5econd Hard Dive]

3. Click “Open Restore File”

Member Histor Data

Leader Registration

Leader Id Unit Indeves

Leader Id Project Indexes
Leader Id dchievement Indeses
Leader Horse Data

& CA [T Hard Diive]
£ 4HPhus Stats Folder

{"fipen Festore File

Click “Restore Data”

e
Leader Screering Data
Lead i i L

5. 4HPlus! will close automatically.

Note: To completely override the
current information in your 4HPlus! data
choose “Clear and Restore Data”.

Wyoming Albany Archive Data...

Unit Data

Race Data
Residence Data
E5237 Data
Parameter Data
Leader Type Data
Group Event Data
Initiatives Data
Deivery Data
Camping Data
Leader Training Data
Field Data

Queue Data

Pint Field Data

Sort Field Data
Label Type Data
Gystem Data
Camping Class Data
Courties Data
Publications Data
US04 Codes Data
County City Diata
School Data

Deletes Data E
Parents Data j

Mliskrict Mats

Data Set 2012/2012

= = Fiestore Dala
Project Data <
State City Data Clear and Restore Data

Esit

This Systems version:  Last upgrade version

12.034

containing Table
fes):

11085

Restore Data Version
(Displayed when the
estore file is opened).

12034

Progress...

Nolte: ou can safel testare data rom an alder version of 4HPlus to the
ihis systers version of 4HPlus = long as the older version of 4HFlus i never
than the [Last upgrade versian containing T able Fisfes)] shown abave.

Max Character Count:
Comupt Lines Skipped

Goto  BackUp Restore Create Mew Year Inik Data Set Send Receive Upgrade 4HPlus Version Daka Export Functions  Wweb Data  4H4ME Home Page  @H Events

Goto > Archive > Select Year

4HPlus! stores three years’ worth of data. At any time, you may look at the information from the previous two years.

Note: Previous data bases are for viewing only. You should only input and save data in the current year.

1. Select the year you wish to view

Select Data Set...
20
o 2mz
2010

2. Click “OK”

:') Confirm Switching Data Set [ 2012 To 2010 ]
-

Cancel |

3. Go to the desired section of 4HPlus!

Follow the same process to return to the current year. Verify which year you are in by going to the main page and

viewing the title bar.

N
“! Wyoming Albany 4HPlus! 12-034 Data Set[?] 20122012 By [ & K ¥entures Copyright (1997-2011) 4364
S

Goto  Update Disk  Set Up Mebworking | Write Data  Read

ank-You!

WWeb Links Documentation  What's Mew  Agents/Help  #4HPlus Email Setup  Email Yalidity Tools

=l x|

2014

Page 46



Wyoming Albany Archive Data... Data Set 20122012
Goto BackUp Restore  Seleck Year (Create Mew ¥ear ) Init Data Set Send Receive  Upgrade 4HPlus Yersion Data Export Functions  Web Data  4H4ME Home Page  4H Events

Goto > Archive > Create New Year
This screen will only be used during the annual roll over. Call the State office to obtain the password and instructions on
how to create a new year.

Wyoming Albany Archive Data... Data Set 2012/2012
Goto  Backldp Restore  Seleck Year (Create Mew Ye@r  Inik Daka Set )Send Receive Upgrade 4HPlus Yersion Daka Export Functions  web Data  4H4ME Home Page 4H Events

Goto > Archive > Init Data Set

This screen is usually only used during the annual roll over. The green section is for the members and the yellow section
is for the leaders. You can increase or decrease the years in 4-H, years in project, age and grade. You can also select an
active status and clear selected fields. Although it is not password protected, you should call the State office before
making any changes to this screen.

ok Sl Irushrabon Memter (Ipions = Liader (Iptons
Grader
it st of 8 v AH g, st s dapy, | [ Plemove Unks £ Irerease © Decreste I Pemove Urits
set has been copsted, § it be indisized. I Remove Fromcts I Pemcres Proiects Vases 1 Progmct]s]
™ Biemesvm Achirvements Veas i Proecis] I™ Bemers chimvemenis sty
Mm’;,;,m,_ww;h@é.:: » £ levimos © Diocassrn © Increase © Decanase
i thai kipocks of tha m ey Years In 4t Acive Statue Vraes In 24 [ Lnader} At Staha
’ changed. £ Incisses £ Dacaes Elea  Icrease © Deceste & Lesve b1z
© Make A Acive " Make Al Ackve
. when ol aspects o Bhe dota el aen comect
Warning: Any et s Ut i € Mo Adlmcive ol Heheaichy
et -
. . The Age iz conatantly being comecied by the
aCtlons Chosen In Chnaw Seleciod Mombes Local Fakds] Cloiw Sodncted Lovdior Local Fukds]
The Gradss s Yiats b 4H fod o st o
. . - I 2011 Ervcliment I Harse Safety Con I 2010 Ereclimers I LecdlE
3 cormput
thls screen Wl" be ek . I Locald I Activement Fo [~ 7 Enecdment I Leca?
The Year's In 4H tor ol Leaders can be ™ DoglD ™ HesthTL Fome ™ Module 3 M LecalB
rammerited Loy the coeguier ™ L0 Attered r [ Meshio & M Lecald
for ALL of the I I 5ot Deterrnd I Lecait I Lecnis I Lecal1l
[Resiveaion curds my b piod bt neveurt Nons A Nene A
members and/or e
b e e ity | [T Seectod Menbes S Fisld) Tloae Selnctedd Leade Siabe Fiskds)
vl not e avaiable for peining on the cards. ™ Jslabels ™ Gold Recogriics ™ Counc Presiden ™ State &
Ieaders! I Acve Mitery I “Vees 4-H Hongrs I~ State Exec. Offic I Stte?
[ T ||| I Moteral G I Siae I State 3 I Swe®
™ Cumert Yoo Foex ™ Sike 3 ™ State d ™ Stated
FleGalect Optiort | I Siver Brcogix: I Suee 10 [ Stae s ™ State 10

| Hone A None A

Wyoming Albany Archive Data... Data Set 2012/2012
Goto  BackUp Restore  Seleck Year  Create Mew Year  Init Data :@

ceive Upgrade 4HFlus Version Daka Expaort Functions  ‘Wweb Data 4H4WE Home Page  #H Events

Goto > Archive > Send

Data is sent to the State 4-H office by using exchange data files. These are different from the backup files. The exchange
data file is created in this screen. It is named 4HXXXST_.ebd. (XXX is the county abbreviation. Example: Albany County
would be 4HALBST _.ebd.) These files are saved in the C:\CKV\dataxfer folder.
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Wyoming Albany Archive Data...

Goto  BackUp Restore  Seleck Year  Create Mew Vear

Send Receive

Click on Send then “Send Data”.

e e sy v
[T T e———

VAT 4V 26 P

Select “All” in the Record Selection box.

The check marks on the left hand side

of the page should not be removed.

Click “Build Now”.

Click “OK” in the confirmation message.

B

transferred ta the State level.

Click “Email File Now!”

Mo THE T
sncn " iptiens  the
Flescid e tion i
g Tt pe——"
st ot 1o 10 7 i’
Saa Vasmetmr urcles
Pt

Information

i =
i
HH HE
i

x|

The data exchange file [C:\CKW|Dataxferi4HALBST _ ebd] was successfully created. This file can nov be

Uata Iransmission [Lounty o State).

Date of last data transmission build,
3/1/2012 223213 PM I

i Buid How I

Cormest Disconmest: |

Exit

Note: The ‘Changed
since... options in the
Record Selection group
will not be enabled unless
the ‘FullDataTransmission®
parameter is set to 'False’.
See ‘Parameters’ under
[Utilities].

Select Data Files for Transmission
[ Member registration data

¥ Member urit/club data

[ Member project data

[V Member achizvement data 1
[ Member horse deta

29
1268

If you are unable to send emails
through 4HPlus! you can send an email
through your personal or work email

Record selection...

& Alin selected files.

€ Ghanged since,.. [Exter mm/dd/py]
€ Changed sinee fast ansmission,

Email File: Nows!

You must et this screen
using the above EXIT
button. W ait For it to
enable! If your have
emailed a large file this can
take some time depending
upon your email system.

File Edit  Wiew Favorites Tools  Help

system and attach the file by going to

Back ~ () - (T | SO search
o/ s

i Folders ‘E\-

Q-} Folder Sync

your C:\CKV\dataxfer folder. (You must

Address [ Ciickvidataxfer

Folders

X

make sure you attach the most current
file.)

1) 0B1F42bFE9b92F 487D
1) Agents
E D cke
(5 4hplus
= dataxfer

Data Set 2012/2012

Init Data Set Send

Goto > Archive > Receive
The State 4-H office sends data files when leader or any other information is added by them.

1) 5F2141916720060230885:20 165F3bd
1) 31Faled30asfdSs91 342

Reminder: Process the exchange data file received from them as soon as possible. Do not

send a data file back to the State office until the current exchange file has been processed.

Save the exchange file from the State in the c:\CKV\dataxfer folder. (As shown in #6 above)

Click Goto > Archive > Receive Data.
Highlight the exchange file from the State.

Click “Yes” to removing the file after processing.
Click “Process”.

Archive Data...

Data Set 2012/2012

Goto  BackUp Restore  Seleck Year  Create Mew Year  Init Data Set

Send Receive

—Data Received Options [County]...

Upgrade 4HFlus Yersion  Data Export Functions

Web

Processing file...

Exit |
'

Select the file(z] to process.

e . T
AHST #<P.ebd [from state] * Yes

Mo

] after processing?

Marme:

4HST_XHP.2bd
[ 4HST_UNT.ebd
4HST_FRE cbd
[ 4HT_CRK.ebd
4HST_ALB.2bd
4HST_WST.2bd

ALET WY Akd

Upgrade 4HPlus Version Daka Export Funckions  Wweb Data 4H4ME Home Page 9H Events
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Wyoming Albany Archive Data... Data Set 20122012
Goto  BackUp Restore  Seleck Year Create Mew Year Inik Data Set Send  Receive( Upgrade 4HPlus Yersion )Data Export Functions  Web Data  4HAME Home Page  4H Events

Goto > Archive > Upgrade 4HPlus Version
You can click on “Upgrade 4HPlus Version and it will take you directly to the CKV upgrade. Or you can get the latest
upgrades by going to:

www.4hplus.com/upgrades/wy4hup.exe

To Process the upgrade follow the instructions given on page 65.

Wyoming Albany Archive Data... Data Set 2012/2012
Goto  Backlp  Restore  Select Year Create hew Year Inik Data Set Send Receive  Upgrade 4HPRlus Versigfi  Data Export Functions )web Data  4H4ME Home Fage  4H Events

Goto > Archive > Data Export Functions

You can export information from 4HPlus! by:
1. Selecting the Export Function information is kept confidential
2. Clicking “Process”. at all times!

Note: It is essential that

The information can be found in the C:\CKV\Dataxfer file.

4HPIus Data Expert Functions: CAUTION! [ dataxfer

‘Seect Expor Furcaan.. oo e AP o emes e v Gt Gk st
" Menben Data g e A ok i File Edit View Favorites Toos  Help
 Loade Data ot suuseirg AHPht ot e 1 ting s paraisnt
" Chubs Data ~ i
; Back + ) - Jseanch ([ v | A Folders
:p_..,.u,..w 0 Ll J lj; / eard IL Folders |1_..:_ older Sync
s BS207 Dats il
" s Address I@ kvl datasfer
Falders X |;ame |
i x
R e e . B () SF214191672c0802430885c20165F2bd ALBG'°”'”Data.\EE""°'t'X|S
HONE: A8 de s smpied iy i 1ok Doitod sl Fome B e e e @ 31Faled30acfoSed] 3 bd.j
Hinaey a1 Memos a
e i St o el ot = () cetfbfesbiatent ::;—ggg'ebd
4] =
1 Agents . -
g E ckgv 4HST_CRK.ebd
— 5 thoks [ 4157 _pLB.che
- = [ 4H5T_wsT.ebd
—pen | A [ aHeT Wk ehd
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Federal

Wyoming Albany Federal Data... Data Set 2012/2012

Goko  Frinf E5237 Instructions  County ES237 Data Verfication ES237 Rpt  Statistics  Feders| Utiicies  Enrclimert Rt Printers  View Sections  State Level Federal Excel Report (FER) Utlites

Goto > Federal

Wyoming Albany Federal Data... Data Set 2012,/2012

Goko  Frint ES257 Instruckions ¢(Counky ES237 Data Yerification JES237 Rpt  Statistics  Federa| Utilities  Enrallment Rpt Prinkers  Wiew Sections  State Level Federal Excel Repart (FER] LElities

Goto > Federal > County ES237 Data Verification
The Federal ES237 report is processed in this area. You should verify your information throughout the year.

e e Select Verify

i 2 Frint Eror List . . . . . .
- — —' i This will give you a listing of any clubs, projects,
[ie=z 7 . .
(o C— members, leaders or groups that have invalid
information.
SRS The errors are listed in a box in the lower left-

hand side of the page.

e Click on any entry in the Errors box and it will
automatically take you to the area where you can

b
[Club) Cade
[Club) Code

i o eah Fscs sodets correct the problem.

(ALB1425 Leaders Mo tctive Club _ =1
Example: Line one says that Member ALB3351 is

a CHonbs_ .

Member Data Lkt Selection Sermen) not assigned to an active club. By clicking on that
Id 'W Last IBD'E' First IED,[ney

Phen [Go7yacore M T Bradefe line it will take you to the registration page where

s 7 : :

AT B ||| e you can click on the “Club” button and assign

e | another club. Oryou can manually go into the

RN et Support Data > Units and change the club status if
E— ATE s it is indeed an active club.
Protors | [AEERIE Yk VI

Set Primanys Club | [£ Fetum |

Primany Club Erer |
[arE103 Title:
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Aeca

— i = ] e Click “Verify” again after correcting

. e | the error and continue the process

s SN until all errors are corrected.

This utibty will review every member, leader, club, e You can print the Error list if desired

project and group record to verify all needed fields
both contain data and that the data is walid in terms

of allawable range. by clicking on the “Print Error List”

Any records containing improper_data will be listed
[with record key) so that corrections can be made button
prior to the production of the ES237 report. .

Record Errors Found! Print error list and
cornrect records and/or data before

proceeding with the ES2237 Federal Report. The ”Errors” cou nt Sh0u|d a“ be 0

Errors... [Click on a listed itern o mavigate to proper pragram areal

- and the box on the bottom left-hand

side should be empty.

Wyoming Albany Federal Data... ;
Goko  Frint ES257 Instruckions  Counky ES237 Data ‘v'eriFicati ik Federal Utilities. Entollment Bpt  Printers  View Sections  State Lewel Federal Excel Repork (FERY Ubities

Goto > Federal > County ES237 Report

The ES237 Report is a report that is Federally required. This information is turned into the State office where it is
compiled with the information from all other counties in the state. It is important to try to keep the information as
accurate as possible. The information is gathered from the Group Entries and the Member/Leader registration
information.

SECTION Completian Status

Vel 13 To create the ES237 Report:

School Grade (10) i3

Residence [11] [

Program Source [12) 0%

Distribution of Youth - Intgitd / Mon Intgitd (13.1) [ H H « H
Rl Bioups - Pt (132] 3 e Check the five boxes in the “Verify
Racial Groups - Adul Yoluntsers (14.1) i3 . . ”

Rl Gioups - Youl Volrters 142 T following actions” box.

Clagsification of 4-H Wolunteer Service [15.1 /15.2) 3

Adult /Youth Volunteer Training [1E] [

Curriculum Classification [17-18] 0%

Wiy follwing actons... — o Select Include in the “Cou nty GrOUpS

[ Member record active status set comectly (County level)

¥ Member piojects curent [County level] & B OX"

¥ Leader record active status set comectly (County level) " *

¥ Groups data complete (Courty level] P

¥ Clubs data curent [County level) ) L Sele(:t a process methOd .

™| Project/ESREES Curcullim Classfication code ks [Distict/State level]
I™ | Fioiect/B5REES hationdl Inifiative linfs (Distict/State level]
I Current ESZ37 data ransfers fiomcounties/ disticts. [Distict/5tate level]

e Click the “Continue” button.

NOTE: IF you want the output in PDF format, click the: [Printers] menu item and
select the Acrobat PDFWwriter [if available] as the desived printer.

Process Scape. Caunty Groups. State Groups. Process Methad.

& Nomal (FUll  Inclds ’ Inclide  Frocess/Pint £5237
 Igore B

e C(Click Exit.

1B Inslilutinr\s Iranre:

To send the ES237 Report

Diate of kst data Wanamesion buld. Bukd Mowr. | Ea

You must et this screen
i above EXI°

WA 2 ZIZNTPM
i Hoch Soam gt C& b ot 10 e Click Goto > Archive > Send Data.

I Masbes ek das ¥ Min selecied s il 0t b smabed uriloss. enabled it
I Meetoee project da & ::::v‘;:-u o F alar lake ._'.'E:',.'.'...: H “ 2
I Mrmbes achaevrmend dota Ca 0w Parametors” wrdi e o vl sl o Click the “Clear” button.

™ Membes horse data [Utdbdans]
I Liader regittration dets

 Cremirin e Select the Federal ES237 data box.

I Loaden achisvement sty
™ Lesdes haining data

s e Click the “Build Now” button.

e Click the “Email File Now!” button or
;Eﬁ*mm attach it to an email. The file can be
T found in the C:\CKV\Dataxfer file.

™ Ur/Cha datn
I~ County Achisvemerts
 Fedsd ES237 daty
™ Giog Data

Clane I Sibect AN
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Data Set 2012/2012
Goto  Frint ES257 Instruckions  Counky ES237T Data Yerification  ESZ37 R

Wyoming Albany Federal Data...

Goto > Federal > Statistics

Member / Leader Projects
Skatistics  Eederal Ukiities:  Enrolim

——————— P Memher/Leader Projects

Project Completion Statistics
You can see the statistics of any or all projects in this screen.
e Select the “Project or “All Projects” button.
e Select the specific project if the “Select Projects” button was used.
o Click the “Get Statistics” button

bleral Utilities  Enralment Rpt Printers

Wiew Sections

Exit I Select Proiectsl Members [active] | 38%

Al Projects | Leaders [active] | AN

Mernbers Projects Leaders

Projects

bl

Male Female Total Male Female Total Male Female Total Male Female Total

124 166 230 425 B3 988 58 93 181 83 93 182
Auverage Project Load...
Members..—— Leaders... Ratios...
Male... Male... Members / Leade
’7 343 ’7 1.53 ’7 1.92 j
Female... Female.. Leaders / Membe
’7 339 ’7 1.00 ’7 052 j
Project Completion Statistics
Skatistics | Eederal Utiities,  Enrallm
Member Leader Projects
—_— Project Completion Statistics
e Highlight the projects in the “Projects listing box”.
e  Click “Print Report” button.
Piojects Listing .. (Select one for indvidusl project stafisics | QR ; : ;
T = Print Repor (41 Frojects] | Evit
23500 T Aerospace Leader
£3001 T Auchery
63000 Archery Leader

10100
10102
12502

Beef Leader

Breeding Sheep

Taken Completed Mon-Completed

T
T

T

T

T

T

T

T o

T Cake Decorsing Leader s | s | 5|
T Catleader

T Cats

T Child Development

T Child Development Leader
T Citizenship

T Citizenship Leader

T Computer Leader

T Computers
T

T

T

T

T

T

T

T

T

T

T

T

T

T

T

T

Cracheting

Crocheting Leader

Dairy Cattle:

Diairy Cattle Leader

Dairy Goats

Dairy Goats Leadsr

Dog Leader

Dogs

Electricity

Electricity Leader
Entomology

Entamology Leadsr
Fabric and Fashion

Fabric and Fashion Leader
Food & Nutition

i 2nd Mukdtion | azdar

RORAM

2014
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Wyoming Albany Federal Data...

Goto > Federal > View Sections

Data Set 2012,/2012

Goto  Frint ES257 Instruckions  Counky ESZ3T Data Yerificaktion  ESZ37 Rpt Federal Utilities

Enrolment Rpt  Printerd

State Level Federal Excel Repart (FER) Ltilities

You can look at any section of the ES237 by choosing one of the sections to view. This is in a read only format and
county specific numbers will not be displayed. It is informational only.

T
Yiew Sections | State Level Federal Excel Report (FER Lkities

Exit Yiews
1 - 9 Youth By Delivery Mode
10 - 11 Grade - Residence
12 - 13.1 Youth by Program Source | Distribution of Youth
13.2 Racial Groups - 4-H Participants
14,1 Racial Groups - 4-H Adulk Yolunteers
14,2 Racial Groups - 4-H Youth Yolunteers
15.1/15.2 - 16 Classification - Training
17-18 4-H Curriculum Classification
Re-print ES237 (On Read Only System, you must create repart first)

2014

132 Risce aeed Etbwicty of 4H Pasiciparis
Aaciol Groups

[11whts

2] Blach, on A e Ao fork)

) rmern Hsiovs o4 Alnaha ative Joriy]

] s

51 Histivn M arsesian o ofhar Pacibc Iilander forky]

164 Balancs ot

1) TATAL HISPANIC

12) TOTAL HOT HISPANIC
13 TOTAL YOUTH

14) X HIS PN
19 X HOT HISPARIC

16} TOTAL WHITE
17) % WHITE

18 TOTAL BLACY,

19 % BLALK,

2y TOTAL o

21} % AMERIL

22) TOTAL ASIAH

200 % ASMN
24) TOTAL MATIVE HAWAIL D OTHER PACIFIC ISLANDER
25 % HATIVE HAWARAN OR OTHER PACIFIC ISLANDER

26) TOTAL RACIAL MINORITIES

27) % RACIAL MINDRITIES

29 TOTAL FACWAL & ETHNIC MINDRITIS.
29 % RACLAL & ETHKIC MIRORITIES

0
HISPAMIC
Uiy
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Utilities

Goto > Utilities

Wyoming Albany Utilities Data... Data Set 2012/2012

Gato Special Reparts  Menuscresns Parameters Remove Inactive Records Birthday Cards MewslettsrLsbels Sstup  Transfer 4HPlus  Data Install  Data File Viewer  Web Deployment  Factory
View CKV Encrypted File  Buld ScoreCon Support File  Build FairPlus Suppart File  [ar=/Renar= Membe [Leader Sate Fields Reset | Tssus Member { Leader Web Passwards e fibbor Far Export

Data Set 201

Goko Menu screens  Parameters  Remowe Inackive Records  Birthday Cards  Mewsletker Labels  Setup  Transfer 4HPlus  Data Install Data File Viewer  Web Deployment  Factary
Wigw CkV Encrypted File  Build ScoreCon Support File  Build FairPlus Suppart File  [Mame/Rename Member/Leader State Fields  Resek [ Issue Member | Leader Web Passwords  Elue Ribbon Fair Export

Goto > Special Reports
This is the only place where you can get a report that will include Members, Leaders, and Parents in one report. The
automatic reports and SQL reports in the Member and Leader sections are type specific and cannot be combined. There

are several types of reports you can request.

Delivery Method Reports:

Leader Types
Goto > Utilities > Special Reports > Delivery Methods >For Members (or Leaders) | SomeinedtemberiLeader Reports

e Select the Clubs, Delivery Methods and click “Process” the “Print” if desired.

Members_ __

For Leaders. ..

Members_

rCounts...
Evit | [ Inehude : Male: (Club Data Only) Female (Club Data Only) Total [Club and Group Data)
Process | (=il Ui EldEs |7 Units/Clubs Age Grade Race Rsdne Age Grade Race Rsdnc Grade Race Rsdnc
I Groups — — —
Print__| 0 0 1]
1 155 |35 1 195 |47 1 381 182
iz Eemnmtr i) | Select Cotntylies) | 2 0 2 1 5 2 1 [
( Select Club(s] ) Select Clubls] | 3 L P 3 4 4 117 |3 9 |5 208
Select Delivens kMethodls] | @cl Deliven Mem ; 15 ; 14 |2 ; 23 |2
—Select Clubls] . . T 13 13 2
0 At § 21 § 22 B 43
0 3 2 ] 1% 7 = _
103 15 Moo of w3 awbe - Sohest eore = 8 11 8 El 8 i
200 52 EhsmEnshetiom pomans 3 5[0 3 iz 3 [
i G i, mmem S S [ o
goo 52 Is"ct'.‘éic.ilfga:{%’ﬁ..ud}'Q&:Eﬂuciﬂ?i. Pz ENIE WALE Pz 23 [18 FEMALE }12 a0
2 Instructional ideo Programs 5 [0 17 |20 : 0
900 92 Group “olintser Training Only 10
13124 Tl 1Bl N2 b 13 26
o - [ 14 [
15[ % |15 LN N1
16[19 Group: 16[29 Group 16
1714 0 177 0 17
1813 1817 18
ar— Total ar— Total 19 Total
Mone | Mone | Al | 156 159 355
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Combined Member/Leader Reports:

Special Reports  Menu screens  Paramet

Delivery Methods 3
Leader Types

Goto > Utilities > Special Reports > Combined Member/Leader Reports Combined Member/Leader Reports

Combined kember/ eader Repaorts

e Select either “Counts by

Select Repart..

= Counts by Gender by Courty Gender by Cou nty” or

:E:li;n[zer!LeadEI Projects by Gender . Select ”Member/Leader Note: These reportS W|”

L Projects by Gender” automatically be sent to your printer.
CFubure e Click “Process”.

Process | Exit |

Wyoming Albany Utilities Data... Data Set 2012/2012
Goto  Special Report Parameters Remove Inactive Records  Birthday Cards  Mewsletter Labels  Sekup  Transfer 4HPlus  Data Install  Data File Yiewsr  \Web Deployment  Fackory
Wiew CiY Encrypted File  Build ScoreCon Support File  Build FairPlus Support File  [ame/Rename Member/Leader State Fields  Reset [ Issue Member | Leader Web Passwords  Elue Ribbon Fair Export

Goto > Menu screens

This screen allows you to select the image that you wish to display as your Menu Screen for all the 4HPlus! sections.

FIRST: Click on desired Menu below: SECOMD: Click on the Image below that pou wish to display for the selected Menu.
e Select the screen in the Er—

“Select menu” box.

tain

j—
[0

Members

Log]

Leaders

Groups

Camping

e Select the picture that you

wish to display as a menu Support Data

Fie-Enrcliment

screen for that section. _
Archive

Federal

L}

Lltilities

i ie e e Bhie Bie i Rie e S ie Rie

AH4ME .com Interac

— ) = -l Ja 00— D —

E it

Wyoming Albany Utilities Data... Data Set 2012/2012
Goko  Special Reports  Menu screens Remove Inactive Records  Birthday Cards  Mewsletter Labels Setup  Transfer 4HPlus  Data Install Data File Viewer \Web Deployment  Fackory
Wiew CiY Encrypted File  Build ScoreCon Support File  Build FairPlus Support File  [Mame/Rename Member/Leader State Fields  Reset [ Issue Member | Leader Web Passwords  Elue Ribbon Fair Export

Goto > Utilities > Parameters

Note: You should always check with the State Office
before changing any parameter.

Use this section to select different parameters which allow certain functions within 4HPlus!
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Wyoming Albany Ut

Goto  Special Reports  Menu screens  ParametersC_Remaove Inactive Records

Birthday Cards

Mewsletter Labels

Setup  Transfer 4HPlus

Data Install

[ata File Yiewer

‘Web Deplovment

Wigw CkV Encrypted File  Build ScoreCon Support File  Build FairPlus Suppart File  [Mame/Rename Member/Leader State Fields  Resek [ Issue Member | Leader Web Passwords  Elue Ribbon Fair Export

Goto > Utilities > Remove Inactive Records

Fackory

You can remove inactive records by selecting members, leaders or both in this screen, then clicking “Remove Inactive

Records”.

—Remowval Progress...

[}
I3

This screen alloves you to remove inactive records from either the members data
file, the leaders data file, or batk.

“r'our inactive recards will most kel be mermber and leader records carried
forward fram & previous pear that have not re-oined 4H. ‘while kesping
inactive records will require some disk drive space. their presence will not slav
the gystemn down,

If you are absolutely sure that all members and leaders that may re-join this pear
have done zo, then you can remove the inactive reconds.

Thiz iz the last step in comecting your data et for a new year of 4H.

Thiz ig a non-recoverable step. Unless you are getting short on dizk space,
the process is not recammended.

MOTE: If the data zets are large, this can be a time intensive operation,

Wyoming Albany Utilities Data...

Femove inactive...

" Leaders
" Both

Finighed
-

r

Remaove Inactive Records |

E it

Goto  Special Reports  Menu screens  Parameters  Remowe Inactive Record:

Goto > Utilities > Birthday Cards

Prepare birthday greetings by day, week or month.

e Select day, week, or month.

Birthday Cards
Migws CiY Encrypted File  Build ScoreCon Support File  Build FairPlus Support File  [ame Rename Member/Leader State Fields

Plewsletker Labels

Possble Recipients |

Setup  Transfer 4HFlus

LE200:

L A Chsstopt

Data Install

Reset [ Issue Member | Leader Web Passwords

Birthdays infon this...— |

o Select how you want the message sent

e Click on the “Search” button.

e Select the “All” button or choose selected
names by clicking on the name and
holding the Ctrl key on the keyboard.

e Select the type of output:

0 For label, email, or mail merge
information see pages 16-21.
0 Enter email message if desired.

e Click on the “Process” button.

ALE3044 Campbell, Sarah Cate o Day
ALE3049 Johnson. Lacey i week
ALE3087 Seitz. Madeleine
LES Talbot Heath, January
BLE3174 Talbott, Dalton
L3213 Sinner, Trenton 0 [ty
(SLE3300 Seite, Chioe @ Maich
4L B3358 Ogle. Kamen = April
ALE3386 Garcia. Maria © May
ALB3389 Johnson Zachary ~ June
ALE3404 Renquist, Beau =]
BLB3407 Ward. Ssige uly
ALEZ440 Mye, Kinley £ August
AL B3444 Lewis. Braeson £ Seplember
ALE3443 Fleischman, Lincoln
ALB3455 Johnson, Leah g ﬂzf;n:;er
BLE4317 Moss, Dylon
ALE4374 Dalles. Bil | | " December
Al B4441 Toews, Kapla
ALB4474 Miswender. Atussa
Al B4E37 Miswender, Talens LI
MBI Dot Lnnkinsn
Hone | All |
Connection Status...
[ Lar

~ Possible Recipient:

Mone | Al |

Connection Status..

[ Bithdays in/on this...—— |

" Dap
 Week

£ January
£~ February
+ March

= Apiil
 May

" June

o duly

© August

" September
" October
£ Movember
£~ December

records if needed.

Data File Yiewer

Sendto
= Count
i Screen

£ Printer (labels]
" Email

€ Non Email Labels
P

Mail Merge file

‘weh Deployment

Warning: This process will remove all
inactive records. It is recommended
that you do a full backup prior to this
exercise so you will be able to recover

Elue Ribbom Fair Export

Process

Connect s Msconmest
e searen

Process
Tazk Complated. Exit

Fowd.. [z&

Factory

Email Birthday Message.

Save Load | Clear I Spell Check I
Send to. Process..

€ Count |_Cernests Biscomnes: |

" Screen Search I

£ Printer (labels] @

= Email .I

Task Completed. Exit I

€ Mon Email Labsls

© MaiMergs file o
Ernail Birthday Message.
Dear dHer =l
Happy Binthdayl We hope pou have a fantastic dal
From sl of us at the county 4-H Offics

S = Clear Spell Check |
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Wyoming Albany Utilities Data... Data Set 20122012
Goto  Special Reports  Menu screens  Parameters  Remowe Inactive Records  Birthday Cards_ Mewsletter Labels ) Setup  Transfer 4HPlus  Data Install  Data File Yiewer  Web Deployment  Factory
Yiew CkV Encrypted File  Build ScoreCon Support File  Build FairPlus Suppart File  [Mame/Rename Member/Leader State Fields  Resek [ Issue Member | Leader Web Passwords  Elue Ribbon Fair Export

Goto > Utilities > Newsletter Labels

You can prepare a label that will go to members, leaders and parents.

- Sereen
[ Select Reciients. | One Label Per.| Addtional iteing | | AdsiionalFileing Selection., P4 Counls NenDup P
b SeIeCt the rECIpIents' M i I ALET02 Centennial Valley Records  Active  Emal  Labels  Labels  File
g enber g hire ALB109 Cordurop Quezns Kings e | ‘ ‘ ‘ ‘ T
H eaders amily v Clubs ALB0G wild Brumbies
[ ] SEIGCt if you wa nt a Ia bE| per |D, [¥ Parents & Addess | Projects ALB106 ‘Yelaw Jackets Loadors | ‘ ‘ ‘ ‘ T
 pohevements | | [ALE109 Hich Plans s | ‘ ‘ ‘ ‘ :
. @ i LE110 Hamory Husllers aents
family or address. T s ————
BLE113 Litle Horse Fower
. . ™ Tothe 4H Family at - Instruictions.
ALE114 Srowp Fange Fiangers
[ ] SEIGCt the Iabel flrst I|ne. @ Toalthe 4Hrs at ALET5 Windy Valey [ you wish to amal your newslatier, fom, message, o, o al members, Leaders, <
C Hellodl 4Hrs ALE117 Flock Creck Vley o aterts o v vald el adfes then chose thescorect optione above 55 that
£ 44 News forEveane at L8121 Howell ool Ouls g labels are ot produced fo thoe whi qually for emal
° 1123 Jurior Leaders
Select how you want the label (8 IOl CHRETDE ALE125 Gem iy Leat Clovers Members, Leaders, ar Paterts can b emalled viathe bulton on the batom let &
(f: Tothe (Last Name] famiy at ALB127 Ciiter Cresk Ranglers
4Her's C/0 Parent/Guardir) U128 Stokin Guns
sorted. 41598 No Club Chosen r— T
Label St ——Sandts L
e Select where you want the wion [T
@ LastNeme
. . i € Prirter
information to be sent. £ MaiHorge Fie
. -Label Casing——————————
e Select the lettering style. Pt Do e
& Momal (Upper cass fieteter
- . .  USPS {8l caps, no punctuston)
e Select additional filtering or select

[~ Print USPS Routing Bar Cods on Label

“None”.
[.E-m Fatons Lo e Ensl Pt
e Click on the “Process” button.

e |

task. on this screen is to select the label typs

welcome to the label selection scieen. Yourfirst & I™ Print USPS Rowting Bar Cods on Label
Toall The 4his At [To Al The 4hisat |To Al The 4his At

[size and count] you wish ta use from those listed
below. “You select a |abel by simply clicking n

Note: Although the screen will e st e s el e

Toal The 4his At |Todl The &h's At |To Al The 4-hirs At autornatically to show the label tpe you have
selected.

likely not show all of the information

Tosl The 4-hrs At |Todl The &hs At |To Al The 4-hirs At Selecting & new label type (one other then the

. X e the syster used last] will start e display &
for your Iabel, when it is prlnted all ToAl The dHsht [TadlThe dtisie [ToalThedHistt | |5
el The adresses da not seem to it the label. |
Of the data ShOUId be present- To Al The dhits &t [To &l The S-hrs At |To Al The d-is it Labels: 9| El | sz |
Pagels) 1 | 263" % 1.00" |
Todll The dhis bt |ToAll The dhis At [To Al The d-his At Page: 1 Averp 122947295 =
H “ ”n 3
Click on the “Process” button to St | [
1 leveyziez
-
print the labels. T =

=\ Thisic a screen viewing lmitation, The printed label should Format and fit correctly. TF nct, you may need
1) tochange the Font print size For the selected label.

This can be Faund at [Gata] [Suppart Data] [Labels]

Data Set 201272012
Goto  Special Reports  Menu screens  Parameters  Remove Inactive Records  Birthday Cards  Mewsletter Labet Transfer 4HPlus  Data Install Data File Viewer  ‘Web Deployment  Factary
Yiew CkV Encrypted File  Build ScoreCon Support File  Build FairPlus Suppart File  [Mame/Rename Member/Leader State Fields  Resek [ Issue Member | Leader Web Passwords  Elue Ribbon Fair Export

Goto > Utilities > Setup

Note: You

You will use this screen when initially setting up 4HPIu\:,.I - must obtaifti
elcome to Lzl

password and

This iz the system setup screen.  Duning this setup, you will choose vour level of operation (County, District, State, or Federal)
and build a lizt of locations that you will accept data from and send data to.

permission
from the State

—Enter Setup Password..
| Office to

continue.

MOTE: Setup is a one time operation.  Upon exiting, a password is enabled. I you have made erors or need changes in your
setup, you must contact your state (or district] 4HPlus! user consultant to gain access to setup again.
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When given permission the following settings are applicable for a county set up:

Enter Setup Password [ Installation rear / Data Set [ Select Office/County 1.~
Iy ALE Albany
e Enter the Password. > é e . BGH Eig Hom
2012 CBL Campbell

~Gislsct Operation Level— CEM Carban
[ SE|eCt your County. te - Lounty i Automatic ‘rear / Data Set Mapping | il Egz Eonvkelse
£ Distiict FRE From
p O Stae R - Manusl Mapping bel 505 Bashen
e Select County. P - Fode ST RSP o S
- | [ MapYeastoData Sets JOH Johnson
= Racif = LAR Laramie
e Select County-State. > I & LCN Lidin
& County - State " DataSet1 NAT Matrona
= County - District - State (s Data Set 2 MIO Miabrara
~ DataSet 3 Pk Park
PLT Platte
SHE Sheridan

i SUB Sublette

£ DataSet 1 SWE Swestwater
Next | (% Data Set 3 TTH Teton

e Enter the current year.

UNT Uinta
. . — ((__ Data 5ot 1 ‘ \WSK. wWashakie
e Check with the State office before WST wedan
ma p pi ng th e Data Sets. Current Data Set Control Recard Yalues |4l Values are Read Only)
CurDataSet: [2 DataSetz:  [2012
DataSet! l—zun DataSet3 l—zmu
H “" ”
b CI ICk the Save Setu p box‘ PLEASE verify that you have selected the comect operation level,
state orgarization, and 4-H pear [first year of use]. Make any changas
at this time. Onice you have saved the setup, it wil be password
protected against changes.
Wyoming Albany Utilities Data... Data Set 2012/2012
Goto  Special Reports  Menu screens  Parameters  Remowe Inactive Records  Birthday Cards  Mewsletber Labels  Setup ¢ Transfer 4HPIOE S Data File Viewer  ‘Web Deployment  Factory

‘igw CiY Encrypted File  Build ScoreCon Support File  Build FairPlus Support File  [ame/Rename Member/Leader State Fields  Reset [ Issue Member [ Leader Wieb Passwords  Elue Ribbon Fair Export

Goto > Utilities > Transfer 4HPlus or Data Install

These screens are outdated and are no longer used.

Wyoming Albany Utilities Data... Data Set 2012/2012
Goto  Special Reports  Menu screens  Parameters  Remowe Inactive Records  Birthday Cards  Mewsletter Labels  Setup  Transfer 4HPlus  Data Install_Data File Wiewer 2 \Web Deployment  Factory
Wiews CkY Encrypted File  Build ScoreCon Support File  Build FairPlus Suppart File  ame/Rename Member/Leader State Fields  Reset [ Issue Member | Leader MWeb Passwords  Blue Ribbon Fair Export

Goto > Utilities > Data File Viewer

You can check entered data in this screen. Notice that you can see all three data sets, in this example you can see data
from 2012, 2011, 2010. Click on the desired data file and the screen will populate. Contact the State Office to give you
the password if you want to manually change information in this area.

e P [ Selec Fle oo Voo 22 (S0l 2] Skl Pl Fom Yoou 21 (St 1] Sedoed i e Vs 2010 e 3] B
Mpa2 do d Ackil do - (Ackild -
Yy Finkd Smarch. Nevnil s Akl o Actid s
Camplcb
Erver hll or partial key Larddb
Cirddb
[aci ol
Chiblc
Find Fust Loctich
Commlds
Counddh
Dekeldb
| |Demich =]
(] Data File Count: L
o Hecord Count. L}
0 Fietd Count: 0
| | - |
Proiect | Courn{ Tile [ctive [MerberCout |LesderCount | CCCode]Intistive] Publ [Fubz b P [orae =
Beel Leadsy 1 o 13 GBE £
Market Beef T L) ] GBE Z BI022 Benf 203 BS00
Breeding Deef T 4 o Gep Z B300 81022
Dy Comle Laadar T o 1 Ger 2
Dy Cattle 1 3 o GBF £
Draity Gl Leades T o E GBE T
Dy Gosts T 1 o GBG 2
Dog Leade 1 o 18 GBE £
Dog 1w o GBE 2
Horse Leader T o 0 GBH Z
Hoeses T 136 o GBH 2
Hoeseless Horse 1 o o GBH £ -
5
ket 5 inkd S i P Dok T b et [Cemtomd® - Thes coreuamves HUGE avrwnrds of puog®l I i 1R I
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Wyoming Albany Utilities Data...

Goto  Special Reports  Menu screens

Data Set 2012,/2012

Goto > Utilities > Web Deployment

This screen is strictly for programming use.

Wyoming Albany Utilities Data...

Goto  Special Reports  Menu screens

Goto > Utilities > Factory

Data Set 20122012

Parameters Remove Inactive Records  Birthday Cards  Mewsletter Labels  Setup  Transfer 4HPlus  Data Install  Data File Yiewer eh Deployment O Factory

Yiews kY Encrypted File  Build ScoreCon Support File  Build FairPlus Suppart File  Mame/Rename Member/Leader State Fields  Reset [ Issue Member | Leader Web Passwords  Blue Ribbon Fair Export

Parameters Remove Inactive Records  Birthday Cards  Mewsletter Labels  Setup  Transfer 4HPlus  Data Install  Data File Viewer 'eb Deployment SFackory

‘igw CiY Encrypted File  Build ScoreCon Support File  Build FairPlus Support File  [ame/Rename Member/Leader State Fields  Reset [ Issue Member [ Leader Web Passwords  Elue Ribbon Fair Export

The Factory section is designed to run the system through different routines to clean up or correct data base errors. It
should only be used with the permission of the State Office.

When entering this screen you will receive an error message. After receiving permission from the State Office click on
the “Cancel” button. Enter the password and hit the tab key. Choose the routine as directed by the State Office and
click the “Process” button.

§ Password..

Q9

Please exit now,

rExecute Task.
1) Set 142 registration recards current pear

" 2] Print indlvidual data table structurz.

3 et 1/2 reqistration recards active

" 4] Load new project codes. (From text]

(" 5] Print data table structures for all data sets.

" B] Print data table data.

7] Print Camporent Hints.

" 8] Undo Create New Data Set

9] Cleardata table

€ 10) Clear Data Set (Cautiond)

" 11) Display Daly Password

*12) Build School Names

" 13) Load Ciies for State

(" 14] Capy Base Files [Pam, Fdat, City, Coun, Prt)
" 15] Create New Data Set

" 18] Instal Leved Clear (Caution)

" 17) Reset next member/lzader/group key pointer
18] Build Caunty Number Order

" 19) Print Parameter Setting ork Shest

" 21] Redndex All Data Files

" 22] Remave Invalid Prit/Club Indexe
23] SetActive Status on State Data

" 24 Load Prajects from Excel File

" 28] Remave invalid Member Keys

" 25 Build Mem/Led/Grm Project Index Expart
" 27) Repair Member |d Keys [CAUTIONNY)
" 28 Print Data File Statistics

" 29) Re-Number Member ID's (Cautionl! Cautic
" 30) Clear MemberLeadsr Web Passwards
" 31) Random Project Selection for Members
" 32) Random Club Selection far Members

" 33) Check Data Set File Consistency

 20) Set all memberleadzr CY field to cument pear.

38 Print Selected Data Table Field Information

" 39) Clear Member Data File Time Stamps

" 40 Clear Leader Data File Time Stamps

41 Check/Repar Mici - Mipi - Lii - Lipi Record Keys

" 42) Check all data table's field structure

" 43) CAUTIONY - Factory Use Onlyll - Create table structue |
" 44 Print Selected Curent Factory Standzrd Table Shucture
(" 4] Clear 4HCub ta Fairplus Exhibior ID's

(" 4] Reset Next Avalable Member D Search Paint

" 47) Erase al S5L Email Setup Parameters

" 48] Reverse Index Routines

{* 49) Capy Table Structure File to 4H Upgiade/State Folders.
" 50] Capy Selected Table Lpmade file to all 4H Upgrade Fole
" B1) SetAllow Newsletter Via Emall Ernpty fields ta 0"

" 52) ListNext 50 Available Member / Leadsr |d Numbers

" 53] Remave ALL Non Current Courty Datal CAUTION!

" 54 Place 0" [un-checked] valugs inMids and Lids RE / R Fie
" 55 Copy Selected Min-Dac to all 4HPlus Uparade Folders
" 56) Remave Unneeded or Suspicious Files

57 ClearWadd / Wedu / Form / Frda Tables

" 58] Remave Blank Records from Pare [Parents| Data Table
r _59] Set all members / leaders to their Default Class type:

" 52) Remave all Member / Leader Social Securty Numbers
" B3] Campress Selected Table

" B4 Capy Selected Fomn File to all 4H State/UIpgrade Folders
(" B9 Capy New Car Data tables to all State/Upmiade Folders
(" BB] Capy New Comm Data tables to al State/parade Folde
" 7] Rebuild dtComm Data Table

B8] Iritialize: Member Miftary Famiy Field

" B9) Initiaize 4H4ME.cam Member Communications Data File
" 70) Papulate New Leadsrs Primary Club Field

x|

This screen is For the system programmers use only!

5 Pazaword... Ixxxxxxxxxx

Exit Program | Aceess SHIME via CKY Dornain |

Exit Processl Access 4HAME via Internet |

Warning: These routines can
and will alter 4HPlus! You
should not run any of the
routines without permission
from the State Office

3] Create New Shell Files [State and Upgrade) Souce s W™ 71) Remove Duplicate Project litings With Comect YIP (CAUTION
(" 35 Random fil of Wem / Led Ethnicity and Race

" 36) Best Guess Dld Pace to New Ethnicity/Fiace Canver

(" 37) Federal Level ES237 Table 17 Auta Fil. CAUTION!

2014 Page 59



Wyoming Albany Utilities Data... Data Set 201272012

Goto  Special Reports  Menu screens  Parameters  Remowe Inactive Records  Birthday Cards  Mewsletter Labels  Setup  Transfer 4HPlus  Data Install Data File Yiewer eh Deployment O Factory
Yiews kY Encrypted File  Build ScoreCon Support File  Build FairPlus Suppart File  Mame/Rename Member/Leader State Fields  Reset [ Issue Member | Leader Web Passwords  Blue Ribbon Fair Export

Goto > Utilities > View CKV Encrypted File

You can see data in an encrypted file created by 4HPlus by clicking “Locate CKV Encrypted File” button. In this example
we are looking at a data file that the State Office sent a county. The information is coded by line. This information is
helpful for programming and is not commonly used by county or state offices.

e Dinplspdvea | [ Locete G EncaptesFie_| | [tz =it fienm Cloar Displap rea | [[Tocate BRY Encippizd e, | Print Full Hard Copy | Frint First Page Hard Copy
1 2012 - 12-034 - Wyaming to Big Hom Data Transmission
N 2=l 2 . 24~BGHO001 112502736551 12702~ ~2008~112702"

3 24~BGHO002~020705™~1 463~020805~T~2010"
Lock i [ 3 dtmies v & @ cf - 4 : 24~BEHOD03 0409066463041 006~ T~2011~
5 . 24~BGHO004~041 0066475041 106~T ~2011~
H #Backebd ST ATebd 6 1 24 BGHOO05 0725053420~ 072805~ T 2010
st St 7 . 24~BEHOD0E 080806~ FEE4~ 072006~ T~2011~
S 0ET Oflebd  [AIET SWE.ebd 5 24~BGHOO07~011108~3112~052407~T~2001 2~
P, P 3 : 24~BEHOD0E~011106-3620~062707~T~201 2~
i:fffix fﬂ:’f e 10 24~BGHO009~021307~1462~020707~T ~2012
= - - S 11 : 24~BGHO010~030403~4685~030703~ T ~ 2008
HNCT Giebd ST WA ebd 12 : 24~BGEHO011 082607 ~1356~030307~T ~2012

T4 1T _FE st T kel 13 : 24~BGHO012~062807 ~25558~041907~T ~ 2012~
& HOT_G0sad = 45T _wsT e 14 : 24~BGHO013~ 100507~ 3637 ~062807 T 2012
R NI P g 15 24~BGHO014~040808~ 31 63053007~ ~2012

|5 weT v abd = witeseacon.sbd 16 : 24~BGHO015~053008~7800~042208~T ~ 20713~

17 24~BGHO017~103007~ 3637 ~0B2807~T~2012
= 18 24~BGHD018~111208~ 7044022808~ ~201 3
a2 ! 19: 24~BGHOD19~111208~ 7044022808~ 2013
e 20: 24~BGHO020~111208~8052~050208"T ~ 2013~ -
(et o std 21 24~BGHD022~100802~31 411010021 ~ 20081010
[ et _par sbd 22: 24~BGHO023~01 2810~D6-2483061 009~T~201 4~
23: 24~BGHO024~092809~06-2622 061 809~T 207 4~
24 24~BGHOD25~01 2810~ 6091103~ T~201 4~
- 26 2B BHODZE~01 281 01 0-H 431 D1 508~ T~201 4~
i Juss_echse zl L2 26 | 24~BGHO027~010406~5353~01 0506~ T ~2011~ 0105
L | Cancel 27 : 24~BGHO028~01 2810~10-4143101509~T~201 4~

i 28 : 24~BEHO029~012810~11-4476~1 10603~ T ~201 4

Wyoming Albany Ukiliti Data Set 2012/2012

Goto  Special Reports  Menu screens  Parameters  Remowe Inackive Records  Birthday Cards  Mewsletter Labels  Setup  Transfer 4HPlus  Data Install  Data File Wiewer  \Web Deployment  Factory

Wiews CkY Encrypted Fite_Build ScoreCon Support Fil2> Build FairPlus Suppart File  [ame/Rename Member/Leader State Fields  Reset [ Issue Member | Leader MWeb Passwords  Blue Ribbon Fair Export

Goto > Utilities > Build ScoreCon Support File
You can gather data from this screen to build your ScoreCon data base.

1' nghllght your County name. ScoreCon Support File Creation,.
Select the projects that are applicable to

Countylies) Found. Project(s] Found.
E1501 Wildife
E2000 Mature and Ecology Leac
62001 Wature and Ecology

To build a ScoreCon support data file you must select one or mare &
counties and one of more projects.

the competition. (This will include all the

Only 4H members taking one o more of the projects selected will be:
included in the created support data file. An abwious chaice of
projects for member inclusion would be any shooting sports projects, ﬂ

member data for each project). e
831 oo Hunlmg Leader
E3101 Hunting

E3200 Muzz\e\oadm

3. Click “Build Encrypted Support File”

Mote: This process will build a binary encrppted file
containing the Hember ds, Last and First names. Middle
Initial, &ge, and Grade for all Members found in the selected
Counties. This file can only be decoded and used by
authorized CKY products.

qur = -
54000 Sportishing Leader Build Encrypted Support File 7’
B4001 Sportfishing
E5000 Geolagy Leader Retum |

BR001 Geology

70300 Yegetable Judging Leade
70301 Vegetable Judging Members Evparted:
70500 Gardening Leader
70501 Gardening

70600 Hotticulture Leadsr
70601 Horticulture:

The information will be sent to:

Ri
63500 Shntun | eader

C: \CKV\Dataxfer

x

\il) Process Complete. The file and path name is [C:\cke\dataxferi4HToScoreCon.ebd]

Leaders Exported

e 4l Hore a |
Countylies): Project(s):
Found: 1 Selected: 1 Found: 116 Selected: 5

Building a ScoreCon file

Close 4HPlus! and Open ScoreCon.

Click on Goto > Utilities.

Click on “Load 4HPlus! Support Data.

Click on “Clear Current ScoreCon 4HPlus! Support Data Tables”
Click on “Search for 4HPlus! ScoreCon Support Data Tables”
Click on “Process File”

Click on “Return”
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Wyoming Albany Utilities Data... Data Set 201272012

Goto  Special Reports  Menu screens  Parameters  Remowe Inactive Records  Birthday Cards  Mewsletter Labels  Setup  Transfer 4HPlus  Data Install  Data File Yiewer  Web Deployment  Factory

Yiews kY Encrypted File  Build ScoreCon Support Filé_Build FairPlus Suppart File_Plame/Rename Member Leader State Fields  Reset [ Issue Member | Leader Web Passwords  Blue Ribbon Fair Export

Goto > Utilities > Build FairPlus Support File

You can gather data from this screen to build your FairPlus! data base.

Fairplus Support File Creation. . ‘What Daes This Process Do?
Depending upan data file sizes, this This process is designed to produce the needed data files for use by & system running Fairplus
procass can take some time. DO NOT butwhich does not have a copy of 4HPIus installed but still needs access to the 4H members
1. Select the drive in which want the =~ remetusprecess e e He A
Select Destination Diive Letter. The goal of the procass is 1o create a set of data files (tables) that will it on the selected
data ta ble Saved - Destination Drive and yet contain all needed data.
CH The process inwvolves the following steps (which must be allowed to run to completion),
:: IJ 1) Mine data tables (total of 24 files) are copied to a Temp directary.
2_ CI'Ck the ”Test 5e|ected Dr've” K 2) Data is extracted from the db files excluding any Inactive records (members. clubs. projects.
L etc) and skipping any memo fields and placed into like named .ebd datafiles.
button . Ny 3) The ternp .dhb files are then cleared and compressed (This makes them as small as
P TestSelected Drive.. possible)
3 . C|ICk the ”Sta rt PI’OCGSS" button. _ 4) The extract data is then reloaded into the temp .clh files (which are now much smaller)
: Stail Process
. . 5) Finally, the temp .db and all associated files are copied to the Selected Drive.
Process Slalus:
[Faiplus Support fie disk buld completed File List [13)
CACKYAHPLus WA Saves\Mids2.db
) CACKYMHPIsYWY S aves\Mids2.pr
The fairplus user mustinstall all copied ALK AHPhus WS aves\Mids2 mb
files to the [ Cyckvidhplusiodsavest ] CACKVAHPhisYW TS avestMids2 xa0
4 C“Ck th e ”Return” button folder (with xc being the two letier state EtgxtmE::z:wtgzngmﬁygg
' ' e i
EACKVMHPILS WY\ ave b2 b
> Retum CACKWAHPIs S TS avesiMici2, do
CACKYMHPIUs WS sves\Miciz. pi
CACKVAHPust W\ Saves\Fiit2.ob
CACKYHPIs W Saves\Pit2.pi
CACKYAHPIus WS aves\Mipiz. db
CACKYAHPIus WY Saves\Mipiz. pe
CACKYAHPLs YWY S aves\Spstem. db
CACKYAHPIust WY S aves\S ystem. p
CACKYAHPIus WY Saves\Paimz.db
CACKYAHPIs WS aves\Paima. pr
#stat| Coogle| |~ amera. «| gamt | @randora... | G arpus ., |[Ewinahpt | Gesch Deskiog L Ble A0t M sz
» | Mame | Size | Tywpe |
# Local Disk (i) d Ezystem'gs : EE EXF"Z Tabl
.. . . - vstem. aradox Table
This information is now saved on the C: 1 3 9F214191672c0602d30685c20165f2bd o )
3 Pritz.px 4KB PiFile
. 1 |2 31fa0eda0asfdSe134e E 2. p b
drive (no sub folders). 1 [ 0B1F42bFeSbS2F487h P2, BOKB  Paradax Tablz
3 Parmz.px 4KE PaFile
D Agents Eparmz.db 4 KE Paradox Table
. . . . 11D ek i }
Find the information on the C: drive. B [ dhpls | | 'EE-';MIDQ-DX +KB  PiFile
. Mipiz.db 142 KE Paradox Table
COpy the file to the 3 E:;:g;sWWESTTEST 3 Mids2,yg0 4KB YGOFie
C: \CKV \ 4HPlus\WY \Saves folder. D goshen L+ pids2.g0 LEKE XGOFie
o s Mids2.px 4KB  PiFile
. s Mids2.mb 8KE MEFile
120 minidocs )
EMu:IsZ.db S30KE Paradox Table
1) MewTables 5 M "
3 Teton éMIEIEEE 4 KB PXFlZ y
) westonasn 2 Miciz, 134 KB Paré o Table
% Counz.px 4KE PaFile
12 whatsnew - T j N
Building a FairPlus! File = 3wy dCounz, BKE  Paradox Table
2 clubz px 4KE PiFile
) Chenges EHCiubz.db 40KB  Paradox Tabl
y ubz. aradox Table
. |2 Files
1. Close 4HPlus! and open FairPlus! & forms [E] ProgressLog.Txt 4KB  Text Document
l S KR Tevt Norgment
: . old saves
2. Click Goto > Archive. 3 siddats ] Fruserlog. Tt |~ Open ment
. “ ” h [Z] FaitBack, Txt Print rment
3. Click “Load / Restore” button. © photos ) BackupLog Tt | EdE |
) Saves = '
“ ” ;
4. Select “State Folder”. () shels “HBa‘k'ebd £ Corrvert to Adobs PDF _
X “ " ) Temp |£T14-H_2010 Sheo: % Combine supparted files in Acrobat. .. DFFFE Exc...
5. Click “Open Restore” button. © v ]4-H Letter Templ : Cffice Wo...
3 w0900 @wy‘}hup.exe Open With »
i L& [lScan with Malwarebybes' Anti-Malware
) Wv_STATE team.\tlew.er-'qs [ . . .
[a]
WY _WSK '
. [ oetsL4.isu Cut
12 WaLB2009 DETSREG.ISR
1 WY _2003 5 LA '
) whwy_z004 el UETsL-A U Create Shartcut
#1770 Wiy 20nes DBISLZ"SU Delete
| m playground.log I rmenk
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Wyoming Albany Utilities Data...

Data Set 2012,/2012

Goto  Special Reports  Menu screens  Parameters  Remowe Inactive Records  Birthday Cards  Mewsletter Labels  Setup  Transfer 4HPlus  Data Install Data File Yiewer  Web Deployment  Factory

Yiews kY Encrypted File  Build ScoreCon Support File  Build FairPlus Suppart File  Mame/Rename Member/Leader State Fiel@ue Member | Leader Web@ue Ribbon Fair Expart:

Goto > Utilities > Build Reset / Issue Member / Leader Web Passwords

You can reset the member or leader 4H4Me.com passwords or issue the web Id and passwords for members or leaders
that do not have one.

CAUTIONI CAUTION!

Issue Web Id's and Passwords for Members / Leaders
Reset Member { Leader 4AHAME .com Web Access Passwords without ¥eb Id and Password.

This utility will clear the *Web Access passwaord for all members and leaders.

This utility will izsue a Web |d and *Web Password ta all active members / leaders found
that do not have either a'Web Id or'web Pagsword. Active Members / Leaders with
If this iz done, the nest time a full county data upload is created. new passwords both a 'web 1d and “Web Password will not be changed. Qualifing Members / Leaders
will be azzigned to all members and leaders. will have their 4HPIuz |d izsued as theirweb Id and randomly generated Password ag

their Pazzword. Thesze changes will be forwarded to 4HAME cam at the nest uphill
data transfer.

Clear‘Web Access Pazswords |

lssueweb Id's and Passwords as Described above. |

Exit # Retumn |

Exit # Return |

Note: Contact the State Office prior to resetting the Member / Leader passwords!
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Sending Email through the 4-H Plus Application Off-Campus

1. Navigate to www.wyosecure.uwyo.edu
2. Loginto the Secure Portal using your UW account username and password.

Welcome to the

University of Wyoming Secure Portal

Username tchavez1 Please sign in to begin your secure session.

Password eeesssssse

3. Click on the Start button for Network Connect.

h = | T o -

1119932
Heme Mastings  Preferances Help  Sign Out

oS

to the of Secure Portal, uwyo\tchavez1. You last signed in on Thu, 19-Jan- [ — =gl

2012 13110:58 MST from 10.7.217.58
B Erontier
S5H sccess to Frontier with usernamae tchavezl
Web Bookmarks =4+ -
uW email = Ly —— : -
University email access (S50 enabled) £ Metwork Connect {Stan |
© UW CMS Developmant Site

Files =taty -

Windovs Files | Unix Files
[ W Staff Storage
Storage on Warehouse
r}

Student Storage
UwWStudent Storage - Hi drive

[ classfiles
UwStudent Classfiles

4. Wait for the network to launch.

Please wait...

Launching Network Connect. This may take several minutes.

If an error pravents the Network Connect from loading properly. you can:
» Ch

Checic browaer compatibility
* Continug. Mot all functicnality may be available.
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5. When you are connected a message will appear welcoming you to the UW Secure Portal and a lock will be on

your task bar. You may minimize this window.

x @ -2 sarcn = (- B - @3- @ K- =
x Google v M Search - Ap Check = More» ] sty - A, -
" wye 25 F g
| JMU | Hems Mastings Prefersnces  Halp  Sign Out
Browse | (tips)
Welcome to the £ T T e ='giv|
2012 13:10:58 MST from 10.7.217.58
izl
[r——
@ uw email =
Univarsity amail access (S50 snabled) £ Natwork Connect [ Start |
: e
© UW CMS Developmaent Site
[ i =]

Windore Files | Moix Filey
[ uw staff Storage
Storage on Warehause

0
UWStudent Storage - H: drive

UWStudent Classfiles

6. Open up 4-H Plus and navigate to the Email Validity Tools link.
7. Select “Check Email Address Validity”.

8. Place a checkmark in the Members, Leaders and Parents box and then press the “Verify Email Addresses”

button.

9. You must correct all invalid email addresses which are present in the Invalid Email Address List or your computer
will lock up and need to be rebooted. This can be corrected in their ID and Communication pages. Once fixed,
re-verify the email addresses. When the invalid email address list is blank you are ready to proceed with

emailing. Press the Return button to go back to the main page.
10. Click on the 4HPlus Email Setup Link on the menu bar.
11. Send a test email to yourself to ensure it will work.

12. If you get an email sent to your inbox, you are ready to use the email function in this application.
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Windows 7 4HPlus! Upgrade Instructions

12 View Downloads - Windows Internet Explorer { = |8 é}
1. Close 4HPlus! View and track your downloads Search downioods o
Name Location Actions
2. The link will bring up your U e e Run Sve |

wunw.dhplus.com

download window. Click

WyomingData..mdb 248Ke  E-Learning

Open =
4h.wsu.edu L

on Run.

Options Clear list

3. After the download is
complete, a warning

i’ & View Dlm‘nllwl-.-Wmdu-—. Inteenet ;.;*,-. =B .!! .‘.
message may appear Ul vicw and track your downloads m—r— 5 ) e
SmartSoreen Filter - Windows Internet Exploser
saying the download is tume ' : [ (@ i program might harm your compuser
. & wydhupaexe 511 MB Thimwlef.M - - e Dok ot
potentially dangerous. e gl om Pt b e
. . R SematScreen i retd hat i prgam i ot commonly
Click on the Actions button L Tk
then click More Options
which will open several O e |
choices. Click on Run wdliisiints
& Run anyway
Anyway.
Je— Cleat It Cleae |
|/ —— —— — b

4. Click on Unzip.

Note: Do not change where the files are

folder press the Unzip button,

. . . Fun Wirdip
Unzip to folder:
being run to. The system will do this on el %‘m
its own! ¥ Overwiite files without prompting About

5. Unzipping of the file will Hlo

take place automatically.

When it is completed you
will get a message
saying that the files were ¥

. _1
1 Tounzip al files in wydhup.exe bo the specified
unzipped successfully. e
Unizip to folder: | 1y S21F-E. w:!w Sz
cihcky Close
664 Filels) unzipped su((ess o
Cl. k OK Iv Owerwrite fil Abnut
ickon > ‘
Help

Click on Close

6. Check the bannerin @ Wyoming State 4HPlug 13-233 Dyta Set [1] 2014/2014 By C &

4HPlus! to verify the Goto Update Disk Set Up Mefworking Write Data Read Data 1
upgraded version. -
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Updating 4-HPlus! In Ten Easy Steps (XP)

1. Close 4-HPlus!
Click on link for the upgrade or go to www.4hplus.com/upgrades/wy4hup.exe

This will automatically bring up a File Download screen.

WGl ownibad ESceurity Warning, [x]|
Do you mant tn nm or save this fle?
: Name: wodtnas exe
| Tyos: Apphcation, 5. 110D

From wewrws. 4hplus.com

3. Click on “Save”. Ca= k== =1
e
| g "Whale s oo the Inbermed can be ushd, thes Hie e can
| L D e e " FI5
1
; .dri @
Save the file to your C:drive / CKV folder. | e S
(You can actually save it anywhere in your
C: drive, but you must remember where you
saved the file!) W
o
T rumer ol e [+
iz oty o exeromwomshplos.comGompietes [= 51|
(*)]
4. The file will download automatically. P
é’ﬂmﬁl'n.wbl! 1.r|:k.mramas.|lm\v=ﬂ

Transfer rate: 40.7%B/5ec
[ o thes chalog bow when downiosd compleied

# tvests Pepor an uniale download

5. Right click on your “Start” button and choose Explore. Find where you saved the file. In this case: C:drive / CKV
folder.
F::? chky.

Fil= Edit “ew Favorites Tools Help

e Back - (> Lm /I_\J Search lf“ Folders .E' @ Falder Syn
address (I3 Chicky
Folders X Mame
@ Desktop C
() My Documents Froad
= 4 My Computer EwvFedEszar s
———P o e Local Disk (C1) E]step1.s
earc IC3) 9f214191872c0602d30885:20165F9bd =) shelidata,sdi
- Open a5 Nokebook in Onefiote 23 31faled30acfdses134e [ dataxfer
Find using QuickFinder ... [C3) 081F42bfeobazf4a7h [ 4hplus
: (& Groave Folder Synchronization b 23 Agerts 3 webfer
Saves
- % Combine supported files in Acrobat... —_—p= @m D "
) Properties I3 4hplus [C)Fairplus
CPagesioff  open Al users ) dataxfer [E)Farms
. 1) Fairplus | [DTodls
. Explore All Users
—W T I3 Farms [Sshare
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1
Open File - Security Warning) [%]

The publisher could not be verified. Are you sure you want to
run this software?

6. Double click on the executable file (wyhup.exe) then choose “Run”. e oD

Publisher: Unknown Publisher
Type: Application

From Ciicky
[ WintZipSeli-Bxiracion-wydhup.exe [x] @W
. “ U - n To unzip all files in wydhup exe to the spacme> [#] &lways ask before opening this file
7. CIICk on nzip folder press the Linzip bution
Ui ol Az | @ This fle does not have: a vald digital signature that werfies s
o publisher. *You should only 1un software fiom publishers you st
[Be | _ e | Hw can | decide what softwsrs to e
W Ovenrite files without prompting
About
Help

Note: Do not change where the files are being run to.
The system will do this on its own!

8. Unzipping of the file will take place automatically.

| To unzip all fies in wyidhup exe to the specified
feicer press the Lnzip button |
P Run Wirg
Unzip to folder: | /1141y 5= actor. (X | M
ke —
644 i) unipped successFUl
¥ Dverie fi <
Bt

a. Click on “OK” > v |
b. Click on “Close”

When it is completed you will get a message
saying that the files were unzipped successfully.

9. Open 4HPlus! and run any table upgrades if prompted to do so.
10. Verify that you are on the latest version by looking at the title bar on the main page of 4HPlus!

@ Wyoming State 4HPI(! 13-233 Data Set [1] 2014/2014 By C & K Ventures Copyright (1997-2011) 3216

Goto Update Disk  Set Up Metworking Write Data Read Data Thank-You! Web Links Documentation  What's New
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