
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. 

 
 

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

 

 
 

 

 

 

 

 

 



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 

 

 
 

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 

 

 
 

 

 

 

 

 

 

 



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

 

 
 

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

statistical reports / volunteer/youth group statistical  

 

 
 

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 

 

 
 

 

 

 

 

 



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

 

 
 

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

82 CarTeen participants and 785 Quality Assurance participants 

 
If you want to see the programs by date presented change the sort order from activity code to 

date range / click on preview 

 

 
 

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

 

 
 

 

 

 

 



 

 

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 

 


