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Creating and Completing History Cards 
 
History cards must be completed prior to creating the new year data set.  History cards can be 
created for every Member/Leader with one action.  Additionally, if the majority of members have 
completed their projects, it is possible to mark all projects in each of the History cards complete 
with just one more action.  Counties that do not track project completion should mark all projects 
complete.  Options also exist to add notes or unselect incomplete projects on individual history 
cards. History cards can be accessed from an individual member or leader record. 
 
Follow these steps to create history cards 
 
Goto > Members > Reports > Utilities > History Data > Create All XXXX History Cards 
(XXXX is the current year) 
 

 
 
 
 
Select the OK button on the Confirm dialogue box. Note that any existing cards will not be 
changed or removed. 
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Follow these steps if you would like to mark all projects complete 
 
Goto > Members > Reports > Utilities > History Data > Mark All Projects Complete 
 

 
 
 
Select the OK button on the Confirm dialog box to mark all projects complete. If all projects are 
not marked complete, projects will need to be marked complete individually in each member’s 
record. If most members complete their projects, it will be more efficient to mark them all at once 
and then go into individual records to uncheck projects that were not completed. 
 

 
 
 
History cards should also be created for leaders.  Leader history cards are created in the 
same manner as member history cards. 
 
Goto > Leaders > Reports/Utilities > History Data > Create XXXX History Cards (XXX is 
the current year). Note that leader projects do not have to be marked completed.
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Follow these steps to access individual member History Cards. Note that there is a memo 
box where other information can be entered; such as awards or other special 
recognition. Leader History Cards can be accessed in a similar manner. 
 
Goto > Members > Registration > Process 
 
Select a member record to work with. Select the History button on the member’s registration 
record. The History button is located just above the Parent(s) Info button on the right side of the 
screen. 
 
The history card will appear blank until you enter the history year. The cursor will be in the 
History Year field. Hit the tab key to auto-fill the most recent history year. Otherwise, click on the 
down arrow at the right of the box to select the desired history year. 
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Here is an example of a completed history card.  
 

 
 
Follow these steps to print history cards. Note that Leader History Cards can be printed 
in a similar manner. 
 
Goto>Members>Reports/Utilities>History Data>Process History Reports 
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History reports can be printed for individual members. The Starting with year… selection will 
determine the number of years included on the report. After making all selections, select 
Process/Print.  The options to print a range of history cards and all history cards are not 
currently available.  There are plans to make these options available in the future. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Portions of this document were adapted from “Creating & Completing History Cards, West Virginia 
University Extension Service. 


