How to enter data on the Group Enrollment Form and print out
information that you can use for the URS or County Annual
Reports

In this example we are entering data for a CarTeens program. Activity code is CT or CarTeens
(this was assigned by the county), type would be activity, club code (optional), delivery mode
would be 4-H special interest, in this example CarTeens was put in by date so that a printout
could be reported by date so that you can see how many students participated in each class — this
is done so you can see if you need to add or subtract classes / each class would be a unit /
duplicates means students that are already in the data base (current 4-H members) / so in this
example there are 17 people that are already in the data base, so we need to add the remaining 8
students / under residence the total needs to add up to 8.

!

¥ Youth Group Enrollment

Delivety | Grade | Ethnic/Race |
Date Completed: | IFTEEIE ~| County:[520 Tpe
" Project
Loeation: ‘Exlemsion Office & Activity
Leader:‘ " Dther
Total Contact Hours: 2 Club Code;
Activity Code: |CT so|  CarTeens
Delivery Mode Units Male Female Residence (Mo duplicates) 1 Save
4-H Special Intersst/Short-Temmn Programs j ’_W 18 10 Farm 1
Rural 3
Duplicates [ [ g [ 7 TewnandCity [y s find
Total with dupes 25 Suburb
Total without dupes ] City
Total &
Lancel
x Exit

Next we go to the grade tab and enter our 8 students

X

¥ Youth Group Enrollment

Delivery Grade ]Ethnic.fF\acel
Participants Grade (no duplicates)
Kindergarten ’_
1st Grade ’_
2nd Grade ’_
3rd Grade ’_
4th Grade |_
SthGrade |
6th Grade |_ &) Save
TthGrade |
SthGrade |_
9thGrade | =
10th Grade | 2 1§ Find
1thGrade | 4
12th Grade ,72
Posths. [ e
lot In School li
Special ’_
Total 3 X Eit




Next we go to the Ethnic tab and enter our 8 students / under the group information section -
would be that this is a racially mixed community and the group is an integrated group

Racially Mixed Community means — is the town or area around the location of the meeting in a
mixed community / Integrated Group means — is this CarTeens class racially mixed

If our numbers add up to can successfully save the data

| Youth Group Enrollment
Qelivery] Grade Ethnic/Race l

Hispanic Ethnicity Not Hispanic Ethnicity
non-duplicates only) [non-duplicates only)
Vihite il White 7 Group [nfomatior
Racially Mixed Cormmurity v
Black 0 Black 1 - v
ntegrated Group v
AUAN 0 AUAN u
Asian 0 Asian a 1= Add
NHIPI 1 HHiPI 0
W and B a Vi and B 0
VW and AUAN 0 wandavan | U = D
Band AIIAN 0 B and AIAN 0 % Find
Wand A 0 Wand A a
oy "
Balance 0 Balance 0 & Duplicate
Total Hispanics 1} Total Hon-Hispanics 8 Total 8
AVAN = Am Indian or Alaska Native W and AVAN = White and Am Indian / Alaska Native I < - »
NH/PI = Mative Hawaiian or Pac Island Band AVAN = Black and Am Indian / Alaska Native
WandB = White and Black Wand A = Vihite and Asian o Esit

If our numbers to not add up you will get the following error message / the delivery mode (no
duplicates), residence, participants grade and total by ethnicity must add up to the same number /
in the example I need to go back to the total by ethnicity and change the numbers so they add up
to 8

roup Enrollmen

Qelivel_l,l] Grade Ethnic/Race ]

Hispanic Ethnicity Not Hispanic Ethnicity

non-duplicates onl

Balance

1}
Error: Group fotals do not balance. Record will not ity [
Black 0 save. Please make corrections and try again.
-
ANAN a
Delivery Mode (No Duplicates) 8
Asian 0 Residence 8
NHIPI 0
Participant's Grade 8 &1 Save
Wand B 0
Total by Delivery Mode 25
W and AAN 0 Total by Ethnicity 7
B and AAN a = Find
Duplicate Units > Units B2
Wand A 0 OR e
1}
0

Total Hispanics

Lancel

ANAN = Am Indian or Alaska Native W and AIAN = White and Am Indian | Alaska Native
HHIPL = MNative Hawaiian or Pac Island B and AUAN = Black and Am Indian / Alaska Native
WandB = White and Black Wand A = White and Asian x Esit

L




Again once the numbers add up you can save the data / then go to the next enrollment form

¥ Youth Group Enrollment
Delivew] Grade Ethnic/Race l

Hispanic Ethnicity HNot Hispanic Ethnicity
[non-duplicates only) Inon-duplicates only)
White i} White 7 Group Information
R lly Mixed Community v
Black a Black 1 o
v
AUAN 0 AUAN 0
Asian 0 Asian 0
HHIPI 0 HHIPI 0 =E
Bave
Wand B 0 Wand B 0
W and AIAN L W and AUAN L
B and AlIAN 0 B and AIAN 0 i Find
W and A a Wand A [
Balance a Balance [ Q
Total Hispanics 0 Total Mon-Hispanics 8 Total & Cancel
AUAN = Am Indian or Alaska Native W and AVAN = White and Am Indian / Alaska Native
NHIPI = Mative Hawaiian or Pac Island B and AIAN = Black and Am Indian / Alaska Native
WandB = White and Black Wand A = Vihite and Asian X Esi

To print out information that you will want for URS reporting and annual reports / go to report /
statistical reports / volunteer/youth group statistical

File | Report Special ES237 Utiity Help

B £ (3] Print Data Files

Member L eader Lists

Parent Lists

m Member Leader by Club

é@ Project/Activity/Awards (3

E{ Literature Reports

%‘-’ Member /L eader Statistical
Leader Certification (3 Member Project/Activity /Club Statistical
Member Certification Reports
Spedial Reports 3 .,7

Under record type click on Youth group / type click on Youth group / sort order / activity code /
style click on detail report / report type / gender/delivery mode / preview

3 Group Statistical Report

Select Report Parameters

Fecord Type

& Youth Group " Yolunteer Group

Type

&+ Youth Group " Group/Member Combined

Sort Order Report Type:

" Project Code & Gender/Delivery Made
" Residence

" Club Code " Ethnic/Race

" Date Range " Grade

Styler

+ Detail Repaort " Summary Report

@ Preview Erint | x Cancel |




Under enter activity code range / CT for CarTeens and QA for Quality Assurance / click on OK

Enter Activity Code Range El

Beginning Activity Code
cT
Ending Activity Code

2R
Cancel

The report will give you total number of CarTeen and Quality Assurance participants / there are
82 CarTeen participants and 785 Quality Assurance participants

Group Statistical Report - Gender/Delivery Mode
Paulding County Page 1
A =} c D E F G H I J K Duplicates
M FM FM FM FM FM FM FM F M FM FM F MW F Total
CT CarTaens 0 0o 0 0 0 0 0 0 45 37 o 0 0 0 0 O 0O 0 0 0 0 O 35 31 82
QA Quality Aswance 0 o 0 0 0 © ¢ 0 420 365 o [ 0 0 0 © 9 375 335 8
Subtotal -
0 0 0 0 455 o 0 0 0 0 0 410
L] o 0 o 402 0 0 0 0 0 L] 36T
Grand Total: 867
Duplicates: il
Total 50
Key
A Organized 4 HCommunity Clubs G. 4-HDay Camping Programs
B. Organized 4-HIn-School Clubs H. 4H School Enrichment Programs
C. Organized 4 HAfter-School Clubs I. 4Hindividual StudyMentoring/Family Learning Programs
D. Military 4-H Clubs J. SchoolAged Child Care Education Programs
E 4H Special Intere st/ Short-Term Programs K Instructional TV/Video Programs
End of Report F. 4H Onvernight Camping Programs

If you want to see the programs by date presented change the sort order from activity code to
date range / click on preview

**| Group Statistical Report

Select Report Parameters

Record Type:
& Youth Group ¢ Woluntesr Group
Type
&+ Youth Group " Group/tember Combined
Sort Order Report Type
" Project Code & Gender/Delivery Mode
" Activity Code " Residence
" Club Code ™ Ethnic/Race
" Grade
Shyle:
{+" Detail Report " Summary Report

ﬁ Preview %Erinl | x Cancel |

Enter the dates that you want to see and click on OK

Enter Date Range

Beginning Date

01/03/2006 15

Ending Date
IERE]




This report will list dates that programs were presented / with this report you can use to see how
many youth participated in a class on a particular day so you can see if you need to add or
subtract classes / with this report you will need to remember what classes were held on specific
days / in this report I know that the first 2 classes were CarTeens and the next 3 were Quality

assurance

Group Statistical Report - Gender/Delivery Mode

Paulding County

Page 1
A B c F G H 1 K Duplicates
M_F M _F M_F M M_F M _F WM _F M F M F M F M _F Total
¢ 0 0 6 0 O O 5 ¢ 0 0 06 0 0 O 0 O O 0 0 12 1 30
¢ 0 0 ¢ 0 o © 5 ¢ 0 0 0 0 0 © 0 O 0 0 D 13 1 7
0 0 0 © 0 0 5 ¢ 0 0 © 0 0 © ¢ 0 0 0 0 1501
¢ 0 0 0 0 O O 2 ¢ 0 0 06 0 0 O O O O 0 O 100 8D
¢ 0 0 ¢ 0 ¢ © 5 ¢ 0 0 0 e © © © © 0 © 0 125120
Subtotal -
0 0 ] 0 250 0 0 0 0 0 0 a0
v ond Totat ato ] 0 0 0 m2 ] 0 ] 0 ] 0 380
Duplicates 760
Total
Key

A. Organized 4 HCommunity Clubs

E. Organized 4 Hin-School Clubs

€. Organized 4HAfter-School Clubs

D. Wilitary 4-H Clubs

E 4H Special Interest/Short Term Programs
F. 4H Overnight Camping Frograms

G. 4 HDsy Camping Programs
H. 4H School Enrichment Programs

J. SchoolAged Child Care Education Programs
K. Instructional TV/Video Programs
End of Report

I. 4H Individual Study Mentoring/Family Learning Programs



