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USING AND CREATING REPORTS
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OVERVIEW

4HOnline has a powerful report system that allows you to take an existing report, customize it to suit
your needs, and then save it to use again.

This document details how to to take existing reports and customize them, as well as create custom
reports from scratch.

TOP THREE REMINDERS

e 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.

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

e 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

Enroliment | e The directories listed on the left
side of the screen contain different

types & formats for reports, with

Standard <"l35|1|1ed" reports, created by 4hOnline, multi-line, non-edit, no auto labels | different user OptiOHS for each.
. : — — e Standard & Shared directories
Memaorized Your memorized Standard reports, limited standard filter options, no auto labels | .
contain reports that were created by an
Custom Copies of Shared reports, new county reports, all filters, sorting/grouping, auto labels | admin, and the OptiOIlS on those are not
directly editable. You can only edit
Shared <:0|'mats shared by state to district/county/club, must memorize (to custom) to edit options I Options on reports that you “OWn". N

Trash <Lezz drastic (and permanent) than "Delete report”. Clean out periodically. | Memorlzed & Custom.

Standard report formats contain multiple lines Enrollment
sometimes, and are designed by 4HOnline. Unless
you “Memorize” them, you cannot change the filter | “="*

El Pull-down quick filter for current/archived years® info.

Enroliment: Standard

or sort—all you can do is preview/print. Memorized| 4 /L] cub Report Options
Club - Directory (Primary Club)
Custom Club - Leader Directory =
Club - Totals &l Run Repor‘t
Shared b
- ,, j:rzni: §| Memarize Report

Trash Family - Labels {Avery 5160): By Name
Family - Labels (Avery 5160} By Zip

b .| Group

1 L, | Member

Mamhar A ~tiea
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How to use them: Choose one that looks like it’d be useful to you, and “Run Report”. Look at the
preview and see if you want to use that format, but want to be able to filter for only a specific
club/prOJect If you do want to be able to fllter choose “Memorize Report”. The memorized report will
be listed in the “Memorized” folder.

Copy Report . .
See the helpful reminders at left. If you share with

Title Meaningful and Logical and Alphabetize-able leaders, they Wlll automaticauy ONLY get the report
Description | Extra info and "help” populated with their own club members.

o

& Share Club [T Click if you want to share with leaders who login Once you memorize the report, you will have

= standard filter options available to apply to the

report P PPy
L ] .

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.

Enrollmenl]

Current 4-H Year El
Standard

Enrollment: Memorized

Memorized 4 ||| Club Report Options
: Club Directory with Filters (Print club directory for one club)
Custom 4 || | Famity ~§— Run Report
2009-2010 Famity Newsletter Labels (4-H Family Mailing Labels)
Shared Bucket Bottle Exhibitors (Mailing labels) i
Dog Exhibitor Labels (When printing in pdf format make sure to set Page Scaling to None) ‘917— Edit REpDrt
Trash Horse Exhibitors (When printing in pdf format make sure to set Page Scaling to None)

Junior Members (4,56 grades) (When printing in pdf format make sure to set Page Scaling to None) & Memorize Repurt
Meat Goat Exhibitors (When printing in pdf format make sure to set Page Scaling to None)

Rabbit Exhibitors (When printing in pdf format make sure to set Page Scaling to None) File Dp[ions

Sheep & Meat Goat Exhibitors (When printing in pdf format make sure to set Page Scaling to None)

g Delete Report

How to use them:

e Run Report: brings up Page View, using exactly the same filters as you used last time.
e 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. Unless you “Memorize”
them, you cannot change the filter or sort—all you can do is preview/print. (See list on next page).

How to use them: Choose one that looks like it’d be useful to you, and “Run Report”. Look at the
preview and see if you want to use that format, but want to be able to filter/group/sort. Basically, all
you're concerned about is whether the fields (information) in the report is what you want. The actual
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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.

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

e Memorize Report: Allows you to make a copy of f Copy Report
selected report format. This time the memorized pyRep
report Wlll ShOW up in the “Custom" I‘eport f()lder’ Title Meaningful and Logical and Alphabetize-able
though Description Extra info and "help"

A
i Share Club [E1 Click if you want to share with leaders who login

= |
Enrollment

| |
S Current 4-H Year El
Enroliment: Shared
Memorized | 4 ||| state Report Options
., | Export Formats
Custom Fair Management Export 4-12 (Read and use the HelpSheet for the exportfimport process) @ Run Repor‘t
Fair Management Export K-12 (Read and use the HelpSheet for the exportfimport process)
Shared Labels (2nd Household) for Export/Mail Merge (Copy, rename, fiter/sort, export to XLS for mai-merge 2nd households) —
Labels (Famity) for Export/Mail Merge (Copy, rename, fiter/sort, export to XLS (remove dupes in Excel)} /‘EI memarize erm‘t
Trash Labels (Member) for Export/Mail Merge (Copy, rename, fiter/sort, export to Excel (or print PDF page scale="nong"}}
Member List - Export for Fair Info (Active Members, gr 4-12, export to Excel for fair programs} File Oplions
.| Leader Lists
; Leader List (CLUB) - Training Completed (ClubAlpha) (Club Leaders, Leader training checkbox)
Leader List (PROJECT) - Training Completed (Alpha) (Project Leaders, Leader training checkbox)
4 |, | Member List Formats
Address/Phone (Member full address, all phone fislds)
Email Addresses (ClubAlpha) (Member, Family, Parent 2 emails)
Fees Paid (Club&lpha) (Active Members, gr 4-12, listing whether the Fee Paid field is checked)
Medical Info (Clubalzha)
Mame/Club By “ears in 4-H (Groups & counts (gr £-12) by Years in 4-H, incl. name/club}
Names Only (ClubAlpha)
Phone Numbers (Alpha) (Name, all phones incl. work phones)
Photo Permission (ClubAlpha) (Active Youth, gr K-12, listing whether the Photo field is checked)
Transportatien Options (ClubAlpha) (Copy, rename, create your own fitter/sort)
\\.| Projects and Activities
Activity List (List of activities, with kids listed below each)
Member Activities by Club (List of each member's activities, sorted by club)
Member Projects by Club (List of each member's projects & activities, sorted by club)
Project List (List of projects, with kide listed for each)
Program Fees - Members By Club (Club&lpha) (RUN this report for a list to pay program fees)
Enrollment
Current 4-H Year El
Custom report formats start out exactly the same ST
. P “ I . Enroliment: Custom
as their Orlglnal Shared report f ormat, with the Memorized | - | | 2010 Dairy Exhibitors Report Options
exception that you can edit all filters, grouping, - ] 2010 Horse Exhibitors
: Custom - || 2010 Livstock Exhibitors @ Run Report
_sortlng—a_nd you can add/delete/ _change order on ) 2010 Shoep & Meat Goat Member List P
included fields. When you memorize a Shared Shared - [[] 4+ Familles Emal Addresses S| Edit Report
report, it will appear in Custom reports, but you - o ramies Emal Padresses @) ] Copy Report
. . re: one Lis
have to create your own folders if you wish to ) Emai Uit o
organize your report formats that way. ] Labels for Ciub Leaders File Options
Member Projects w/ Club éﬂ Create Repur‘[
Vinton Cloverbud Email Addresses
r/:q Delete Renort
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REPORT OPTIONS

FILE OPTIONS

Run Report: brings up Page View, using exactly the same filters as you used last

time.

Edit Report: brings up all report options (Fields, Filters, Group/Sort, Grid View) & Run Report

to use before printing/exporting. :

Copy Report: makes a copy of the selected report in the Custom directory. £ Edit Report
o Use this only when you want to make a separate report for every

Report Options

Copy Report
club/group/project instead of just editing (changing filters) each time you : _py "
run it. So you’d have “Email List - Super Sunshiners”, “Email List - Beef File Options
Project”, etc. This may or MAY NOT be a good use of time. &2 create Report

g Delete Report

. . 4] .' Create Folder
Create Report: you can build a new report format “from scratch”, choosing

fields, filters, grouping/sorting. @ | Rename Folder
Delete Report: sometimes you find you need to get rid of duplicate formats—
highlight & choose Delete.

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.

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”.

@ | Delete Folder

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 If 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?

¢ 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.

Create the report and add fields
Click on the Report icon, then on “Custom”, and finally the “Create Report” button on the right.
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Choose the “Reports” link across the top.

Standard Fiters Custom Fiters, Grouping & Sorting Grid View Page View Family Labels Member Labels

Report Logical, descriptive, and alphabetizes well
Description any text that will help you (or others) use the report
[ profie | [ addtionai | [participation] Registration Payment

il available fields are located on one of these 3 tabs Mowe fields onto the report using this button. You can
= ctl-click select multiple fields at once.
Member: Parent 2 First Name
Member: Parent 2 Last Name
Member: Parent 2 Work Phone
Member: Primary Phone
Mamber: Rolo Field order can be changed by highlighting field(s) and
Member: Second Household Address using the move up - move down buttons to rearrange.
Member: Second Household City
Member: Second Household First Names

Remove fields from the report using this button

Member: Second Househald Mailing Title
Member: Second Household Name

Member: Second Household Send Correspondence

Member: Secend Household State
Member: Second Household Zip Cods

Member:

Member: rk Extension
Member: Work Phone
Member: Years in 4-H

Sharing [J Club—Checking this box will make the report visible to leaders, when/if they're allowed to log in

SAVE (unless you LIKE doing things over!l) I Save I Delete

1. Name 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.

2. 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.

3. 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.

b. Three tabs on the left side that contain all the fields for enrollment: Profile, Additional, and
Participation. Profile contains the Enrollment, Family, and Member tables. Additional
contains only Iowa-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.)

c. 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.

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

e. 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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Select the Standard Filters link. Dashboard

: 2 8 538 "™ & Vv & 5 &
1. REMEMBER that filters can be set Search My Account Dutm:r Confirn Clubs Groups Activities  Aviards ""E"ﬁe

differently each time you run (print) the

Reports

Zdemo County (County) Enroliment Reporting
Report Custom Fiters, Grouping & Sorting Grid View Page View Family Labels Member Labels.
report, so you only need to set the S s
filters that you believe will be used . "~ .
EACH TIME the report is printed. P Use the >» and << butians to add/
[=<]

4H Year| Current [w]

Zdemo Zebras remove fiiter criteria from this box.

Typically, that includes checking the S 2ot Bovers =
“Youth” and “Active” boxes.
. Family FI:
2. When you edit the report, you can set ) rugge ) e
. . Member Flag
many common filters using the [ e (e

Primary Club

Standard Filters option, including clubs, | B emaycweny 0 ey cus

. Role ?Theses options are common in filtering for active youth members,
projects, and groups. Select those by 03 s ] contct EJ cusion M3 lsted only by their primary club.

. . . Include Records Fro ears (only available with the current 4-H year)
using the tabs on the left-side list, 00 e atrecs
moving selected criteria to the right- Actve [ Arctivea [ iactve [ mncompiets [ ot Faricpating [ Pending
. . . “ ” 4-H Age
Slde hSt USH’lg the >> buttOl’l O0/0:20:040s0607v08090 w001 0120101010107 041801
y - e Enroliment Date
3. It’s important to know how combining o] EEY | (Cioarbaiss
more than one filter option will work: Gender
a. Any criteria set within ONE School Grade

[ kindergarten (11 (2030« 0Os e 7 0s 0o 10 O 11 O 12 [ post High School Education [1 ot in Schoal [ Special

option will be “or”. For example, [vounteer

O vounteer [ ot Vounteer

Ch0081ng tWO Clubs On the Clubs SAVE before leaving this page uniess you want to do it over. I[ Save ]I

tab (or a club and a group) will
result in all youth who belong to either club/group. Projects—selecting Swine and Beef
will result in a list of all youth who are enrolled in either project.

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

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

Select the Custom Filters, Grouping & Sorting link.

Report Standard Fitters Custom Filters, Grouping & Sorting Grid View Page View Family Labels Member Labels

Report:
Custom Filters You have a pull-down menu with "operators® (in English) and a fist of available options
1) Project: Title s .= Equai To {v]|[Beet iv|
Select Operator Aerospace
= ual To Automotive
Add New Filter TS e
<= Not Equal T Beef-Breeding
Clear Filters [*] Not Null Besf-Market E
> Greater Than Bicycle Adventures
»>= Greater Than Or Equal Bottle/Bucket Calf
< Less Than I child Development
Grouping (Page View Only) <= Less Than Or Equal Citizenship
Clathing
Communication
1) Select an item ... ] Ocountrecords [JpageBreak [hide & Computer
Consumer
. Crop Production
Sorting Dairy Cattle
Dog
1) Select an item ... [oe]] [ scending [w]| Electric/Electronics
Entomalogy
Environment
i -
Food & Nutrition
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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 a field 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.
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.

Some useful filters:

Search for... Field Operator Match

Families w/o0 email Family: Email [] is null

addresses

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.

Changlng the Order Of “SChOOI” Report Standard Fiters | Custom Fiters, Grouping & Sorting | Grid View Page View Family Labeis Member Labels
and “School Grade” completely E—
changes the report format, even Gustom Filters
though the Same 1nf0rmat10n 1) | Project: Title V_. = Equal To |»)| | Beef Sl
. And 2 with second filter condition, choose "and" or "or".
Would be hSted' g':'d | "And" means BOTH conditions must be true; "or"” means EITHER condition can be true.
2)| Member: 4-H Age || == Greater Than Or Equal [»]| 14 ex. 0-100
“ ”
1. “Count Records” puts a Add NewFilter || ClearFilters |
total Of the llsted reCOrdS Grouping (Page View Only) ”Cr.JumRerr}rds”inrludesasubtumii_n thesubsummwyheud&r;‘ -
. . "Hide Group Column" removes that field from each record, leaving it in the subsummary header.
fOI' eaCh headlng 11’1t0 that 1) [:Select an item ... iv|| Mcountrecords [ pageBreak M Hide Group Column
Select an item ... "Page Break" begins new page w/each subsummary header.
h T. Club: Title
2 “I?Iac?e G C 1 ” ’Elréﬁlll:r::n&lﬁlr;i G(;ﬁ,‘:s Last) Only fields included in the report are available for grouping & sorting
B 1de roup olumn Additional: School i
means that the Selected 2) | Additional: Schoal (%]l [CcountRecards [ Page Break [¥] Hide Group Column
. . . . Sorting
field will ONLY print in the
1) | Club: Title [w]|| Ascending [+
header, not in each reCOrd 2| Additional: School 1| [ Aocanding [w]| Bestpractice is to sort by the grouping fields (in order);
= = then designate a sort within the groups.
3. “Page Break” begins a hew 3} [Enroliment: School Grade iv]|| Ascending [»

page Wlth each Chal’lge 1n SAVE before you go on unless you want to do it over. | Save Delete
the selected header.
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Sort: Best practice with any database system is to first sort by your grouping criteria, in order, then
sort additionally in the order you want the records to appear within the groups.

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

Grid View
Lists all records according to the filters and sort criteria you specified, on screen, no headers. Quick
Exports at the top (Grid List) gets your these records in a “plain” Excel file, which is very useful.

AddressiPhone List

Family:

Member: Member: Member: Member: Member: Member: Member: Member: Member: Member: Parent Member: Parent
Primary

First Hame Last Hame Address Address 2 City State Zip Code Cell Phone  Work Phone 1 Cell Phone 2 Cell Phone
Phone

Abby Mason 1188 Y Avenue Amana 14 52203-8089 315-846-8039

Abby Pailthorpe 3332 280 Street Elberon 14 52225 319-439-5327

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

1. Page 1 is always a title page. = o |5 =T
2. Use the forward & back triangle
. . S
buttons to view pages, or type in 20132014 % Exrens:on
the page number. Report: Quick List Sy o ek
3 P . t S Member: Full Name (Last, First) Enrollment: School Grade
- rTint or save. Chilton Chickens Count:7
Myl [.5
Ganson
Gansen, billy 09
Ganson, Fauna 09
Johnson
Johnson, Josie o7
Leonhard
Leonhard, Bradley 0s

It's easiest to choose the Save button. There doesn’t seem to be a way to designate the name of the
document when using “Save”, but 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.
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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
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.

University of Wisconsin, U.S. Department of Agriculture and Wisconsin counties cooperating.
UW-Extension provides equal opportunities in employment and programming including Title
IX and ADA.
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