4HOnline

Using and Creating Reports

Reminders:

1. Printing labels (from any report format) will only work correctly if you remember to change Page Scaling
to “none” on the printer setup dialog box.

2. If you change filters/groups/sorts, you have to SAVE before you go on to a preview/grid screen.

3. Choosing “Run Report” should bring up a PDF preview screen. If it doesn’t, it's a browser issue. Firefox
allows these pop-ups, IE seems not to (even when you tell it that it’s OK). Use Firefox. The other issue
may involve Adobe Reader, but is less common.

Understanding & navigating the reports screen

Enrollment ] The directories listed on the left side of
the screen contain different types &
formats for reports, with different user

Standard "Canned” reports, created by 4hOnline, multi-line, non-edit, no auto labels | .
options for each.
Memorized Your memorized Standard reports, limited standard filter options, no auto labels | . i .
<: Standard & Shared directories contain
Custom <I‘ pies of Shared reports, new county reports, all filters, sorting/grouping, auto labels | reports that were created by an admin,
and the options on those are not directly
Shared Formats shared by state to district/county/club, must memorize (to custom) to edit options I . . .
editable. You can only edit options on
Trash < s drastic (and permanent) than “Delete report™. Clean out periodically reports that you ”OWI’]”... Memorized &
Custom.

Standard report formats contain multiple lines sometimes, and are designed by 4hOnline. Unless you
“Memorize” them, you cannot change the filter or sort—all you can do is preview/print.

How to use them: Choose one that Enrollment ~—Pull-down quick filter for current/archived years’ info
&
looks like it’d be useful to you, and =
. ot T 4-H v Select & Club id lub standard filter)... b
”Run Report". LOOk at the preVIeW S urren Bar v elec I (overﬂ =s club standard filter)
and see if you want to use that Enralment: Standard [ Report Oot
Mernarized 4 | Club Pull-down to filter for eport Uptions

format. If you want to be able to | "E ) cub- Diectey @imary Gl lubpraject info
filter for only a specific Custam Club - Leader Directory & RrunReport
club/project, you can either L -
) : ” h Shared 4 |Eszar - _

memorize report” & choose |1 ES27 Al Repots) @ Memorize Report
filters from there or you may izt | L [ Es2ar - Activty Count

select a club from the pull down list. If you want to be able to filter for things other than club/project, choose
“Memorize Report”.

The memorized report will be listed in the “Memorized” folder (hmmm... that seems logical).

See the helpful reminders at left. If you share with
leaders, they will automatically ONLY get the report

Copy Report . ]
populated with their own club members.
Title Meaningful and Logical and Alphabetize-able
Once you memorize the report, you will have standard
Description Extra info and “help™ . . .
ol filter options available to apply to the report.
& Share Club 1 click if you want to share with leaders who login
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Memorized report formats are exactly the same as their original “Standard” report format, with the
exception that you can edit the standard filters. They magically appear in a folder that’s named the same as their
original location in the Standard reports.

Enrollment l .-"/,F—I Pull-down this menu to choose a
J L— specific club for the report to cover
\/
. Current 4-H Yea El Select A Club (overrides club standard filter)...
Enroliment: Memorized
Memaorized 4 Club
: Club Directory (Includes only persons in their Primary Club)
Custom Club Directory - Happy Grazing (Includes only persons in their Primary Club)
; ES237
Shared 4 Family
; Enrolled Family Labels - (Avery 5160) (When printing in pdf format make sure to set Page Scaling to None)
Trash A Projec[

How to use them:

e Run Report: brings up Page View, using exactly the same filters as you used last time.
Edit Report: brings up the Standard filters report options to change and SAVE before printing.
e Memorize Report: Allows you to make a copy of this report format (in Memorized).
O Use this only when you want to make a separate report for every club/group/project instead of
just editing (changing filters) each time you run it. So you’d have “Club Directory — Super Sunshiners”,
“Club Directory — Happy Hallelujahs”, etc. This may or MAY NOT be a good use of time.
Delete Report: This does NOT move the report format to the Trash. It deletes the format. Permanently. But
you can always resurrect it by going to the original and re-memorizing!

Shared report formats are one-line report formats, created at the state level (me). Unless you “Memorize”
them, you cannot change the filter or sort (except for, you can sort for a specific club using the report by pulling
down the tab at the top of the screen and selecting the desired club)—all you can do is preview/print. (See a
partial list on next page).

Enrollment } How to use them: Choose
one that looks like it'd be
Current 4-H Year El Select A Club (overrides club standard filter)...  yseful to you and “Run
Standard /
Enrollment: Shared Report"' LOOk at the
Memarized 4 | state preview and see if you
4 W Activity Reports want to use that format,

Custom [ Activities Report (4ll)

Activities Report - 4H Exchange bUt want to be able to
Shared Activities Report - Achievement Night filter/group/sort. Basically,

Activities Report - Creative Cooks Contest all you’re concerned about
Trash Activities Report - Executive Council is Whether the fIE|dS

(information) in the report is what you want. The actual list of people and sort order can be changed when you
memorize the report. The reports are (supposedly) named descriptively, and include some “help” in the
Description. As new report formats are requested & created, you’ll see them appear in the list.

e Run Report: brings up Page View, using exactly the same filters that | set (minimal).
0 Member List formats: typically the filter is set for Youth-Active.
0 Leader lists: filters set for leaders as designated in report title.
0 Projects & Activities: also typically filtered Youth-Active.

e Memorize Report: Allows you to make a copy of selected report format. This time the memorized report will
show up in the “Custom” report folder, though.
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Custom report formats start out exactly the same as their original “Shared” report format, with the exception
that you can edit all filters, grouping, sorting—and you can add/delete/change order on included fields. When
you memorize a Shared report, it will appear in Custom reports. If you wish to organize these reports you may
do so by creating your own folders, but the Custom tab doesn’t automatically sort reports into folders like the
memorized tab does.

File Options
[ Enrollment |

e Run Report: brings up Page View, using exactly the
same filters as you used last time. sangarg | |LCurrent 4 Year 5]

e Edit Report: brings up all report options (Fields, Enrolment: Custom _
Filters, Group/Sort, Grid View) to use before e e R
printing/exporting. (This customizes a preexisting Suzam ig:g ;:::::.T::g:t L S| Run Report
report. There are lots of options for custom reports Shared P 4= Edit Report
so make sure to look through them so you can get e r:d::;f::;fgﬂ:';;“‘“““5 (copy) 3| Copy Report
the most useful report for your purpose.) EmailList File Options

e Copy Report: makes a copy of the selected report in o 8] croats Repor
the Custom directory. Vinton Cloverbud Email Addresses :

O Use this only when you want to make a R Delete Reper
separate report for every oL( Create Folder
club/group/project instead of just editing @ Rename Folder
(changing filters) each time you run it. So o | Delete Folder

you’d have “Email List — Super Sunshiners”,
“Email List — Beef Project”, etc. This may or MAY NOT be a good use of time.

File Options

e Create Report: you can build a new report format “from scratch”, choosing fields, filters, grouping/sorting.

e Delete Report: sometimes you find you need to get rid of duplicate formats—highlight & choose Delete.

e Create Folder: just like any directory, you can create folders to help you organize your report formats. Once
the folders are created, you can click and drag listed report formats into the appropriate folder.

e Rename Folder: again, the same as any other directory, you can rename folders you create if you discover
that the name is not meaningful, doesn’t alphabetize well, whatever.

® Delete Folder: you cannot delete a folder while it still contains report formats. That’s a good thing. You'll be
asked to remove all reports from the folder before deleting—click and drag them to a new “home”.

Creating a new report

If you need a new report format, you can create one using the “Custom Enrollment” option in Reports. Before
you begin, ask two questions:

What fields do you want on your report?

e This is really the only thing you're “creating”. All filters (beef project members, for example) and sorts
(alphabetically by club, for example) can be applied to any report format. So the ONLY reason to create
a new report format is because none of the existing report formats contain the fields that you want. If
one of the existing custom enrollment report formats is CLOSE to the format that you want, it’ll be
faster to COPY that report, rename it and edit it by adding/deleting fields, changing field order, etc.

e |[f the report format is one that you think would be useful for others, email me and I'll create it and share
it statewide.

How do you want your information sorted and/or grouped?

e You can only sort or group by fields that are included on the report, so be sure to include those. Later,
you’ll see an option to “hide” the fields that are your group headers.
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Create the report and add fields

Report Options

Click on the Report icon, then on “Custom”, then “Create Report” button on the right. Title

your report and place any text in the description box that will help you (or others) use the ¥ Run Report

report.

45| Edit Report

: [Pl Copy Report
Create Report = PV ER

When you click “Create Report” a box File Options

Tikle I_Lcug:c al, Descriptive, and Alphab cl-:-v.-.'] will pop up fill in the text boxes n'f__ Create Repon
Desoription I—tc-::t that will help identify the report ] accordingly_" then Click ”create" E:i;" Delete REpUl’t
Share Club |:|

¢ | Create Folder

& | Rename Folder

i | Delete Folder

1. When filling in the text boxes think about...

a.

b.

Naming your report something logical and descriptive. Remember that it’s going to show up in the
Custom Enrollment list alphabetically, so think about how that might affect the name.

Add text to the Description field that would help you (or others) know something about the purpose
of the list or how to use it.

2. Locate the fields that you wish to include in your report.

a.

Remember that this is going to be a “one-line” report, so if you pick 35 fields, you’re going to have
35 columns. The only way that will be even remotely useful is to export it from Page View to Excel.
The three tabs at the top of the left side box that contain all the fields for enrollment are; Profile,
Additional, and Participation. Profile contains the Enrollment, Family, and Member tables.
Additional contains only lowa-defined additional fields. Participation contains the Activity, Award,
Club, Group, and Project tables. (See the “4HOnline Tables & Fields” Excel document for a list of all
fields in each table.)

Move selected fields to the right list by using the “>>” button. You can CTL-click highlight more than
one field from the list and move them all at once.

Rearrange the order of the fields by highlighting them in the right-side list and then using the “Move
up” and “Move down” buttons.

When you’re satisfied with the fields and their order, CLICK THE SAVE BUTTON. All changes made
on this screen are temporary until saved.
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Standard Filters [rata & Format Options Grid Wiswn Wiew Report Family Cormespondence Member Correspondence

Report | Logical, Descriptive, and Alphabetizes Well |

Description |te><t that will help identify the repart |

| Profilel | Additionall |Participation Registration Fayment . K . . i
Highlight fields in the |eft box and move tothis box by dicking this
button. [You can highlightmultiple fields at once by holding ctrl
Enrallment: 4-H vear Date Range : ,and s=lzcting the desired fislds)

Entollrient: 4-H Year Range
Enrallment: Approved
Enrallment: Date

Enrallment: Enrollment Status
Enrollment: Ethnicity - Combined Surmrmary Remave fields from the repart by highlighting the fislds you
Enrallment: Ethnicity/Race - Cambined Summary
Enrallment: Gender

Enrollrient: Military Branch

Enrallment: Military Component

Enrallment: Military Farily Service

Enrollrient: Race - Amnerican Indian Or Alaskan Mative
Enrallment: Race - Asian

Enrollment: Race - Balance Of Other Cormbinations ALL FIELDS IN THIS BOX WILL BE OMN THE REPORT
Enrallment: Race - Black

Ernrallrment: Race - Combined Surmrmary

Enrallment: Race - Hispanic

Enrallment: Race - Native Hawaiian Or Pacific Islander
Enrollrment: Race - Undeterriined box...use the "Move Up” /” Move Down” buttons to change the

Enrollment: Race - white it field order

desire ta remove inthis box and thenclicking this button toplace
them back intathe boxon the left.

B [The report will be sarted first by what is =t the top of this box
and the final sort will be done by what is at the bottom of this

Label Options

D Apply uppercase D Incihude 'Or Current Resident' D Inchude second family D Remove comma between city and state D Sort by Zip code

Correspondence Options

D Apply fitter for correspondence preference  |If checked, Labels will reflect the 'Mail' preference and the Email List quick export will reflect the 'Email' preference

Sharing

¥ Club < Checking this box will make the report visible to leaders, when/if they are allowed to log in

SAVE (unless you LIKE doing things over)

Select the Standard Filters link.

1. REMEMBER that filters can be set differently each time you run (print) the report, so you only need to
set the filters that you believe will be used EACH TIME the report is printed. Typically, that includes
checking the “Youth” and “Active” boxes.

2. When you edit the report, you can set many common filters using the Standard Filters option, including
clubs, projects, and groups. Select those by using the tabs on the left-side list, moving selected criteria to
the right-side list using the “>>" button.

3. It'simportant to know how combining more than one filter option will work:

a. Any criteria set within ONE option will be “or”. For example, choosing two clubs on the Clubs tab
will result in all youth who belong to either club (this applies the same way when adding from
under the groups, events or projects tabs). Projects—selecting Swine and Beef will result in a list
of all youth who are enrolled in either project.



4HOnline

b. Criteria set in separate field options will be “and”. So if you select two clubs as above, such as
the Swine & Beef projects, the resulting list will be only the youth in those two clubs who are in
either swine or beef as well. Selecting a club above and a grade level below will result in the
kids who are in that club AND in that grade level.

2. When you’'re satisfied with the selection, CLICK THE SAVE BUTTON. All changes made on this screen
are temporary until saved.

Select the Data & Format Options Link.

Rapart Standard Fittars Data & Farmat Optiens Gl Viave Wi Rapart Family Comaspondancs Mambar Comaspondan 4

Repoit:

Custom Filters viaw Fiter Logic

1)| Project: Title v

Add Mew Filtar
| Clear Fitters

Grouping (Page View Only)

1)| Select an itarn ... v UE‘».—un-. Recards |_|Pa.ge Braak Urnae

Sorting

1)| Selact an itern o || Arcending %

Caleulations

Preferences

O hide petait

Oiandssape

Filters: REMEMBER that filters can be set differently each time you run (print) the report, so you will probably
only be setting the grouping and sorting options when you create the layout originally. However, the
instructions below will help you whenever you run a report and need to set filters.

1. If afield exists, you should be able to filter on the contents of that field. In the Custom Filters section,
the left pull-down list contains all fields available for filter (See the “4HOnline Tables & Fields” Excel
document for a list of all fields in each table.) Presently, there are a few missing in the filter list, but that
will be corrected in an upcoming update.

a. Pull down the list to locate your first search field.

b. After you have selected a field, you can pull down the “Select Operator” list. Notice that they're
all listed, in English.

c. After you select the operator, you will have a list of all the available options FOR THAT FIELD.
That’s really nice, because you don’t have to worry about spelling, format, etc.

2. You can add more search criteria AND decide if you want an “And” link or an “Or” link. If you choose
“And”, both criteria must be true for the record to be listed. If you choose “Or”, either one (or both) of
the criteria must be true and the record will be listed.
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Some useful filters (if you have additions or questions, let me know and I’ll list them here)

Search for... Field Operator Match

Families w/o email addresses Family: Email [1is null

First-year members Member:Years in 4H = Equal to 1

Specific school Additional: School = Equal to (list of available—NICE)

*NOTE: “Grade” must be specified from the “standard filters” screen (because it’s a text field, and as text, “2”
is greater than “10”. Not a good thing.)

Grouping: This creates subsummaries and headers. So, for instance, if you choose to group by “School”, all
records for youth in that school will be listed together under a header, sorted within that group by your sort
criteria. If you group by “School” and “School Grade”, the first header is the school, with sub-headers for each
grade, youth listed under the appropriate sub-header, again sorted by your sort criteria. The first grouping listed
is the top header, the second one is the subheaders below that. Changing the order of “School” and “School
Grade” completely changes the report format, even though the same information would be listed.

1. “Count Records” puts a total of the listed records for each heading into that header.
2. “Hide Group Column” means that the selected field will ONLY print in the header, not in each record.
3. “Page Break” begins a new page with each change in the selected header.

Sort: Best praCtice Wlth any database Report Standard Fiters ~ [__Custom Filters, Grouping & Sorting__| ~ Grid View Page View Fanmily Labele Member Labels
system is to first sort by your Report:
grouping criteria, in order, then sort Custom Filters :
1} | Project: Title [»]|| = Equal Te v]|| Beef [v
addltlona“y In the Order you Want the :And 0 With second filter condition, choose "and" or "or".
records tO appear Wlthln the grOUpS g'r'd ‘ "And" means BOTH conditions must be true; "or" means EITHER condition can be true.
) 2} | Member: 4-H Age [#]|| == Greater Than Or Equal v |14 ex 0-100

Add New Filier |(_Clear Filters |

Grouping (Page View Only) "Count Records" includes a subtotal in the subsummary header;
Wh ’ . f d . h h "Hide Group Column" removes that field from each record, leaving it in the subsummary header.
enyoure satisfied with the 1 |{Select an item ... iv] M countrecords M Page Break M tiide Group Column
Select an item ... "Page Break" begi) w/each sub: head
. ge Breal gins new page w/each subsummary header.
Club: Title
SeIGCtlonI CLICK THE SAVE Enrollment: School Grade Only fields included in th ilabl : o
Member: Full Name (First Last) nly fields included in the report are available for grouping & sorting
. Additional: School
BUTTON' A" Changes made on thls 2) | Additional: School ~|| [countrecords [page Break [¥]Hide Group Column
screen are temporary until saved. Sorting
1)| Club: Title ~]|| Ascending [w]

2| Additional: School w|[ Ascending [ Best pmr_tlre is to sort b‘y H.le grouping fields (in order);
- — then designate a sort within the groups.
3) || Enraliment: School Grade x| Ascending  [»]

SAVE before you go on unless you want to do it over. | Save | Delete

Grid View
Lists all records according to the filters and sort criteria you specified, on screen, with headers. Note: While you
are working on creating the report this is a good way to see if the report is looking like what you expect. At
anytime you can click save on the bottom of the screen; then click grid view and look at your report results.
Quick Exports at the top (Grid List) gets these records in a “plain” Excel file, which is also very useful.

Page View PDF document, complete format, opens in a new browser window.

Example of a Grid View Quick Exports

Pull down the menuand click “Grid List” to get data in an Excelfile |

Mailing Address

Member: Last Name Member: First Name Member: Address Member: Address 2 Member: City Member: State Member: Zip Code
White David 5672 Stone Road Fort Collins co 280521

Bauder Jerny 4321 Happy Valley Road Fort Collins co 80523
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Repert stancard Filtars Data &F crmat Options Grid View Family Ccrrespondeice Member Comespondence
1. Pagelisalwaysa 3 9% Page |1 V] of[e2 || & o | @ @ |
title page. p— A z —-
Print Report 2 b Save Report Saveand Open Report
2. Use the forward & FHCCorEnt Page
back triangle buttons Colorado State University
; 2xtension
to view pages, or EXind *
Pages, Report: Example
type in the page
Family: Hame Family: City

number.

A

3. Printor Save. —

Kaan<

Kaan

Akron \’\ First Grouping Selection

Second Grouping Selection

“Count” was checked [

~Count: 2
Count: 1

Checking “Hide Columns” while in the
grouping selections leaves only the
remaining fields on the report, so that there

Akron

are not duplications like seen on this report.

It's easiest to choose the Save & Open button. There doesn’t seem to be a way to designate the name of the

document when using “Save”, but if you Save & Open, you can immediately choose Save As and

rename/relocate the document.

Save as Excel

It appears much like the PDF, but the
columns are good. You'll have to delete
unnecessary rows and columns, but the data
is there. The simpler the report (no
grouping), the easier it will be to clean up in
Excel. Only use this option if you need the
grouping preserved... otherwise, use Quick
Exports from Grid View.

Save as RTF (Rich Text Format)

Rich Text Format is a file structure that will
open in Microsoft Word and other word
processing programs. However, all text is
contained in text fields, not in plain text. It
still makes the report edit-able, however.

Member Correspondence

R B = custom_Reportxls [Read-Only] [Compatibility Mode] - M - B X
) =
— Home Insert Page Layout Formulas Data Review View Acrobat @ - =
= X | Arial -3 - . g2 Inset > | I - 4?
o‘ﬁ rial f;‘.‘ jl nsef & i }
e P iy | PRSI i s | 5 Delete -~ | @] -
Paste Styles || ., Sort & Find 8
- | A = =2 | |ue B - | EVFomat © | 2 - Fitter~ Select -
Clipboard 5 Font F] Alignment F] Number & Cells Editing
\ A33 - &
A B . D E il
1 |State Database Coordinator . . ]
2 |2010-2011 Colorado State University
3 Ex!mnjun*
4} Report: Example
7 |Family: Name Family: City
s Akron Count: 2
9 |Kaan Count: 1
an |Kaan Akron
O =9~ = custom_Report.rtf (Read-Only) [Compatibility Mode] - Microsoft Wo... - B >
n)
— Home Insert Page Layout References Mailings Review View Acrobat ]
= 4| Adel -8 - = el
B . T AaBbCeDdE | AsBbcende AaBbCc % -
Paste ¥ | BT A A [ e TNormal | TMoSpacing  Headingl — — E;ﬂl;sf Edlsmg
Clipboard & Font & Paragraph = Styles (5
Eg R N RN SRy, oo oo
State Database Coordinator =
2010-2011 Cblomdoﬂziellni‘mrsrty
L] Ixtension
& Report: Example Extension §
i Family: Name Family: City
Akron Count:2
Count:1

Displays PDF of 5160 member mailing labels in a new window. One label for each record.

Family Correspondence

Displays PDF of 5160 family mailing labels in a new window. One label for each family of the records listed.




