Enrollment Forms
Under the Special option on the menu bar is a list of special reports and forms available in the Youth Enrollment System. These forms are considered “special” because they are printed on a different paper stock than the standard reports or the forms serve highly specialized functions. Abrief list of the special reports are as follows.
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Enrollment forms can be printed for youth members and leaders in the member/ leader file. Current member information is listed for update and correction. Members and leaders list their project selections for the upcoming year on this report. The enrollment forms can be printed with or without the current years projects listed.
Enrollment forms are used to enroll new and returning members and leaders into the 4-H program. The Youth Enrollment System can create pre-printed re-enrollment forms with the members name, address, and projects taken during the previous year. The member can make corrections on the form and add or remove projects for the upcoming year. The system can also print blank enrollment forms for new members coming into the 4-H program. Enrollment forms are usually printed at the end of the current 4-H year for the upcoming 4-H year.

NOTE: Enrollment forms must be printed BEFORE you do year-end processing if you want member data included.

Year-end processing re-initializes the databases internal counters and inactivates all of the projects that 4-H members are enrolled in for that current year. If you do year-end processing before printing enrollment forms, inaccurate grade, year in 4-H and project information will print on the forms.

PLEASE NOTE: The age, grade, and year in 4-H will be incremented on the re-enrollment forms as they are printed to reflect correct information for the upcoming 4-H year. This process will not affect the current age or grade in the database.
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Enrollment forms can be printed for the categories selected. The categories on the enrollment form screen conform to the category field in the member/leader screen. At least one category must be selected for the enrollment forms to print.

Sort Order 

The sort order on the enrollment form screen defines how the enrollment form will be output. The options are as follows:

· Complete/Alpha – This will print enrollment forms alphabetically for all people who fall under the flagged categories in the category field.

· Primary Club Code – This will print enrollment forms for all flagged categories within their primary club codes. Only one enrollment form will be printed for each member or leader even if they are enrolled in multiple clubs. If the person is enrolled in multiple clubs, a list of all clubs enrolled by that person is printed on the report.

· All Club Codes – This option will print enrollment forms for each club membership listed for each member/leader. Only projects listed for the selected club code will be printed on the enrollment form.

· Individual – This will print an enrollment form for an individual person in

the database.

· Blank Forms – This will print blank enrollment forms for new members. No project information is displayed and blank space is provided for the members to write their name and address. You will be prompted to enter the quantity of forms you wish to print.

· Alternate 1 Page Blank Form – This will print a condensed version of the

blank entry form to fit on one page. No project information is displayed and blank space is provided for the members to write their name and address. You will be prompted to enter the quantity of forms you wish to print.

Print Style This option allows you to select whether or not you want re-enrollment forms

printed with a list of last year’s projects. This project list allows the member to check which project he wishes to re-enroll in and then has blanks for adding new projects. The number of years a member has been involved in the project is printed with the project description. This number is automatically incremented on the re-enrollment form. If the forms are printed with no projects listed, blank space is printed for listing all projects.
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The formatting option allows you to modify the information that is printed on the re-enrollment forms. By default, the standard Public Mailing Statement, the Disability Statement, the Signature Line, the Literature Needed Column, the Social Security Number, and the Youth Leader Column on the project listing will print. The projects, if selected on the Report Screen will, by default,

print double-spaced.

The Re-Enrollment Form has the option for two separate message lines. To create either of these messages, place a checkmark in the appropriate box. The message edit box will display. Click on the message box to open it. Type in the message. Click on File|Save, to save the message. If the message is not printing exactly as you want, it can be edited. It is best to create the message and then test print it on a single re-enrollment form until it displays correctly.

· Print Message Line - If selected, the option allows the user to create a free form, three line message that will print above the Disability Statement. This message will print in 8pt type. · Customize Public Mailing Statement - The Public Mailing Statement prints above the signature line. It is pre-filled as a standard statement: I do not want University Extension to reveal my name, address or telephone number as part of a public record. You can customize this statement

to meet your needs. The public mailing statement prints in two

lines with 10-pt type.

