4A4HPlus T Wisconsin

Preparing for 2010 Enrollments
Creating the New Year
Initializing the Data Set



Before Creating the New Year in 4HPlus

Before creating the new year in 4HPIlus, be sure the following functions have been
completed:

A Complete the County ES-237 Data Verification
A Build and transmit the ES-237 report
A Create history cards for members and leaders for 2009 (once for members, once for
leaders)

A In the Peer-to-Peer setup, refresh the data pool:

- Readandwr i te computer should AWrite Datao

- Al'l Read Only computers should ARead Dat a
A Create a backup file of the current year data

Instructions for the above functions are provided in the following documents posted on
the 4HPlus webpages:

T Creating and Transmitting ES-237 Reports

1 Creating and Completing History Cards documents (Refer to revised document,
dated August 2009)

1 Creating a Backup

If you have already received verification from Mike Farrey that the county ES237 report
has been successfully transmitted, request 4HPlus daily passwords by contacting Mike
Farrey: , (608) 262-2496. If you have not received verification that
the county ES-237 report has been successfully transmitted, contact Mike Farrey to review the
process used to submit the report.
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Creating the New Year in 4HPIlus

Select Go To > Archive > Create New Year > enter the daily password obtained from one
of the 4HPlus State Supporters

1. Two buttons are available on this screen. Select the Verify New Data Shell File
Compatibility button.

2. After the computer checks the New Data Shell File Compatibility, this screen will be
visible.

Wisconsin Extra 2 Archive Data... Data Set 2009/2009

Goto

Create New Data Year...

Before...

Create New Year

Init Data Set

Upgrade 4HPlus Version

Data Export Functions

Note: Ask your state 4HPlus! supporter
when obtaining the password if they
have received your ES237 data

ir ission correctly.

Oldest Data Set Information..
Data Set Number: 2
Data rear: 2007
Data Age: 2

hiost Current Backup: MNOME!

hiddle Data Set Information

Data Set Number: 1

Data vear 2008

Data Age: 1

hiost Current Backup:  01/02/08 10:26:29 Ak

Mewest Data Set Information...
Data Set Number: 3
Data Year 2009

Data Age: 0

host Current Backup:  8/1/2003 3:04:02 P

Data Set 2 will be cleared if the process is
continued!

A Copy of Data Set 3 will be moved into Data Set 2
for correction and use as the newest data set

After...

Oldest Data SetInformatian...
Data Set Number:

Data Vear: 2008
Data Age: 2

Most Current Backup:  01/02/058 10:26:29 AM

Middle Data Set Information
Data Set Mumber: 3

Data Year: 2003
Data Age: 1
Most Current Backup:  9/1/2009 3:04:02 P

Mewest Data Set Information...
Data Set Mumber: 2

Data Year: 2nin
Data Age: 1}

Most Current Backup:  NOMNE!

Exit ‘

Archive Oldest Dataset (2007)

Files Copied.

Copying File:

Copy Errors:

Clicking the [Archive Oldest Datased]
button start the following processes

}_ 1) All files will be closed (you can not copy

open files)

2) A new folder [WIEXB2007] will be
created on the Ciiclky dhplus folder

3) All files and directories (with their files)
willl be copied from the Wl folder to the
WIEXB2007 folder. Depending upon
machine speed this can take some time.
DO NOT Interrupt the process!

4) The 4HFlus executahle program
wversion used with this data setis also
copied and saved

&) After all files hawe been copied, the
systemn will reopen all needed files.

) At any time, this archived data set can

3. Select the Archive Oldest Dataset (2007) button. The program will begin saving the
oldest data set (2007) to its own folder (even though the 2007 Wisconsin data set is
not in the program). A warning will appear because the program will copy files faster
than the computer can keep up. See the warning message below.

Create New Data Year...

Before...

After...

Note: Ask your state 4HPlus! supporter
when obtaining the password if they
have received your E5237 data

Oldest Data Set Information..
Data Set Number: 2
Diata Year: 2007
Data Age: 2

kiost Current Backup: MNOMNE!

Middle Data Set Information...
Data Set Number: 1
Data Year: 2008

Data Age: 1

hiost Current Backup:  01/02/08 10:26:29 Ak

Mewest Data Set Information
Diata Set Mumber. 3
Data rear: 2009

Data Age: 0

kiost Current Backup:  9/1/2009 3:04:02 P

Data Set 2 will be cleared if the process is
continued!

A Copy of Data Set 3 will be moved into Data.
for correction and use as the newest data set

Oldest Data SetInformatian...
Data Set Number: 1
Data Year: 2008

Data Age: 2

Most Current Backup:  01/02/05 10:26:29 AM

tiddle Data Set Information...
Data Set Mumber: 3

Data Year: 2003
Data Age: 1
Most Current Backup:  8/1/2009 3:04:02 P

Mewest Data Set Information
Data Set Number. Z
Data Vear: 2010
Data Age: 1}

Most Current Backup:  NONE!

Warning

AN

completes successfully.

tr correctly.

Exit ‘

Archive Oldest Dataset (2007)

Files Copied Copy Errors:
¢ n
Copying File:

|C WOV AHPIus WY Car dib

File Copy Failure! This process wil automatically repeat (after it reaches the end of this pass) until it

Clicking the [Archive Oldest Datased]
button start the following processes

1) All files will be closed (you can not copy
open files)

2) A new folder PWIEXBZ007] will be
created on the Chckyydhplus folder

3) Al files and directories (with their files)
will be copied fram the ‘Wl folder to the
WIEXB2007 folder. Depending upon
machine speed this can take some time.
DO NOT Interrupt the process!

4) The 4HPlus executahle program
ersion used with this data setis also
pied and saved

After all files have been copied, the
=tern will reopen all needed files

Atany time, this archived data set can
used (with the proper program version)
renaming the state folder PA] to
Fueeil] and renaming PWIEXB2007] to
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4. Select the OK button in the Warning window. Repeat this process (if needed) until
the software has made an attempt to copy all the necessary files (900 or more files).
If needed, follow the instructions in the warning window and select Archive Oldest
Dataset (2007) button again. The copy process will start over again. The program is
smart enough to know it does not need to re-copy files that have already been
copied successfully; it will pick up any files that did not correctly copy the first time.
This should finish this part of the process.

5. When the copy process has been completed successfully, there will be nothing in the
Copy Errors field. The Continue button will become active.

Note: Ask your state 4HPlus! supporter

Create New Data Year... when obtaining the password if they

Before... After... have rgce_ived your ES237 data
ir correctly.
Oldest Data Set Information.. Oldest Data SetInformatian...
Data Set Number 2 Data Sat Number. 1 Exit ‘
Diata Year: 2007 Data Year: 2008
Data Age: 2 Data Age: 2 ‘ Clicking the [Archive Oldest Datased]
host Current Backup: MNOMNE! Most Current Backup:  01/02/08 10:26:29 AM button start the following processes
Middle Data Set Information Middle Data Set Infarmation Archive Oldest Dataset (2007) l_ 1) All files will be closed (you can not copy
Data Set Number 1 Data Set Number: 3 open files)
Data rear: 2008 Data Vear: 2009
Data Age: 1 Data Age: 1 2) A new folder PWIEXBZ007] will be
host Current Backup:  01/02/08 10:26:29 AM Most Current Backup:  9/1/2009 3:04:02 P created on the Chcky4hplus folder
MNewest Data Set Information MNewest Data Set Information, IFlt2s Cmpiet) ey EEe 3) All files and directories (with their files)
Data Set Number: 3 Data Set Number. Z | will be copied from the W folder to the
Data Year: 2009 Data Vear: 2010 WIEXB2007 folder. Depending upon
Data Age: 0 Data Age: 1} Copying File: rnachine speed this can take some time
Most Current Backup:  9/1/2009 3:04:02 FM tost Current Backup:  NONE! DO MNOT Interrupt the process!
Data Set 2 will be cleared if the process is | 4) The dHPIus executable program
continued! wersion used with this data setis also
copied and saved.
A Copy of Data Set 3 will be moved into Data Set 2
for correction and use as the newest data set &) After all files have been copied, the
systemn will reopen all needed files.
) At any time, this archived data set can
Caontinue ‘ be used (with the proper program wersion)
by renaming the state folder AT to

6. Select the Continue button. There will be a series of three Confirm/Warning windows
asking for confirmation (select OK to all):

A The ES237 report was created and sent i select OK

Confirm

9P Confirr both the creation [Goto] [Federal] [ES237 Report] and sending [Gota] [Archive]
‘-'/ [Send Data] of the county/state/federal ES237 repart as of any final data entry or

changes!
Cancel

A If the process is continued, the ability to change data in the 2009 data set will
be lost i select OK

Warning

) If this process is continued you will lose the ability to Enter

. newr members/or Leaders, Delete members/leaders, and exchange
data with the state office in the data set vou are now using.
Do not continue unless you are sure you are finished changing
data or exchanging data in the data set you are now using!

Cancel
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A Confirm the creation of the new data set and the oldest one will be lost i
select OK

Confirm

9 | Corfirm Data Set Creation!
- hote: The oldest data set dats will be lost!

Cancel

Note that the data is not really lost. When the archived data is backed up, it will
be placed in its own folder. For example if 2007 Wisconsin data was in the
program, it would have been copied to C:\ckv\4hplus\NEXXX2007 where the Xs
= the three letter county code assigned to the county. The folder could be
opened, the Win4HP1.exe file could be located and by double clicking on the file,
the software would run with the 2007 data set.

7. The final step is to note that the 2010 data set has been created. Across the top of
the screen, data set 2009/2010 will be visible. This means the 2010 data set has
been created, but the program is still in the 2009 data set.

Wisconsin Extra 2 Archive Data... Data Set 2009/2010

Goto Create New Year Init Data Set Upgrade 4HPIus Version ~ Data Export Functions

Note: Ask your state 4HPlus! supporter

Create New Data Year... when obtaining the password if they

Before... Aftar.__ have rgcgived your ES237 data
tr correctly.
Oldest Data Set Informatian Cldest Data Set Information
Data Set Number 2 Data Sat Number. 1 Exit |
Data rear: 2007 Data Vear: 2008
Data Age: 2 Data Age: 2 ‘ Clicking the [Archive Oldest Dataset]

host Current Backup:  NONE! host Current Backup:  01/02/08 10:26:29 Ahd button start the following processes

Widdle Data St Information Middle Data Set Infarmation Archive Oldest Dataset (2007) )— 1) Allfiles will be clased (you can not copy

Data Set Number: 1 Data Set Number. 3 open files)

Data rear: 2008 Data Vear: 2009

Data Age: 1 Data Age: 1 2) A new folder PWIEXB2007] will be
hiost Current Backup:  01/02/08 10:26:29 AW host Current Backup:  941/2009 3:04:02 Phd created on the Chckyh4hplus folder
MNewest Data Set Information MNewest Data Set Information, 1Al Gt CepyEmes 3) Allfiles and directories (with their files)
Data Set Number: 3 Data Set Mumber: 2 | will be copied from the ‘Wl folder to the
Data Year: 2009 Data Yaar: 2010 WIEXB2007 folder. Depending upon
Data Age: 0 Data Age: 1} Copying File: machine speed this can take some time.

host Current Backup:  9/1/2009 3:04:02 P hast Current Backup:  MONE! DO NOT Interrupt the process!

Diata Set 2 will be cleared if the process is 4) The 4HPIus executable program

cantinued!

A Copy of Data Set 3 will e moved into Data Set 2
for correction and use as the newest data set

Copy Progress (Finished!)

wersion used with this data setis also
copied and saved.

5) After all files have been copied. the
system will reopen all needed files.

) At any ime. this archived data set can
be used (with the proper program version)

by renaming the state folder PA] to
[Savewl] and renaming MAIEXB2007] to
[vl]. Mo run 4HPIus from your desktop
as always. To get back to your current
data sets rename all folders to their orginal
names. Hint - Consider using the ClW
Launcher Utility. Ifyvou are unsure about
this process, please contact your state
supponer.

100%

8. Select the Exit button. From the Menu bar on the Archive Data screen, select the
Select Year drop down menu and select the 2010 radio button under Select Data

Set. Select the OK button to Confirm Switching Data Set [2009 To 2010].
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Select Data Set..

2008
@ 2010

2009

Exit

2) Confirm Switching Data Set [ 2009 To 2010 ]

i Cancel

9. After this, the 2010/2010 data set should be visible at the top of the screen.

Archive Data... Data Set 2010/2010
Goto BackUp Restore Select Year Create New Year Init DataSet Send Receive Upgrade 4HPlus Ver:

10. Itis important to note that even though the data set has been changed to 2010, it is
possible to view data and generate reports in the 2009 data set. To return to the
2009 Data Set, Goto > Archive > Select Year. Select the 2009 radio button under
Select Data Set. Select the OK button to Confirm Switching Data Set [2010 To

2009].

When Wisconsin has three years of data in the 4HPlus program, it will be possible to
view data and generate reports from the past two years of data sets. Only the
current year data set can be edited.
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Initializing the Data Set

Once the new year has been created, the next step is to initialize the data to move the years in
4-H, grade in school, years in project, etc. forward. Follow these steps to get the data ready for
the new year.

Select Go To > Archive > Init Data Set

1. A warning window will appear. Select OK. The warning is a reminder that if clubs,
projects, or achievement data is removed from members or leaders, the data cannot
be retrieved later. Carefully analyze the options before making the selections.

Data Set Initialization

Mermber Options... Grade Leader Options...
Atthe start of a new 4H year, after a new data [~ Remove Unit.s € Increase  Decreass [~ Removelnits | Remove Achievements [ Remove Projects
set has been created, it must be initialized [ Remove Projects Years In 4H (as Leader) Active Status...
Initialization invalves removing old units e sl e TeersinProjects] ® [EeED ® Pememn O eoisl
Ol CD
(optional) and old projects. The Grade, Age and norense eorense Vears in Project(s) " Make All Active
perhaps other aspects of the data must be “ears In 4H Active Status C ! D " Make All InActive
e " Increase ( Decrease @ LeaveAsls.. nreass soeass
When all aspects of the data set are correct " Make All Active [~ Clear Behavior Expectations Date (County Based Leader Screening)
then the current years Units and Projects may
be entered. " Make All In-Active
The Age is constantly being corected by the Clear Selected Member Local Field(s) Clear Selected Leader Local Field(s)
computer.
[~ Locall [~ Local B [~ Locall [~ Local B
The Grade and ‘ears In 4H for all members can [ Local2 [ Local 7 [ Local2 [ Local?
be incremented by the computer [ Local3 [ Locals [~ Local 3 [~ Local8
The “ear's In 4H for all Leaders can be [ Locald [ Locald [ Locald [ Local
incremented by the computer, [ Locals [ Local 1o [ Local B [ Lacal 10
After all initialization, Member and Leader All
Reqgistration cards may be printed for new uni Warning
and project selection by the Members and )
Lz, 'E ‘Warning! Removal of the clubs, projects, or achievements is not a recoverable process! Verify that you
(Mt it e s @ remmmdl, i L] have created a new data set for the new 4H year's use and are in that data set before considering this [~ State f
will not be available for printing on the cards. I [~ State?
[~ Stete B
[~ State 8
B ™ Stae 10
Re-Select Options | MNane All Mone All

Progress

2. Now it is time to decide the changes to make to the data. The green side (left)
indicates changes to be made to member data. The yellow (right) side indicated the
changes to the leader data.
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Member/Leader Options

Remove Units, Projects, Achievements

Checking the boxes under Member/Leader Options.... will do the following actions:
T Remove Units = removes all club data for members/leaders

—<

—<

Remove Projects = removes all project data from members/leaders
Remove Achievements = removes all achievement data for members/leaders

In each of these choices, consider whether it will be more productive to remove all of
the data and re-enter the information from the member/leader enrollment forms or if it
would be easier to change/update the information based on the enroliment forms.

Wisconsin Extra 2 Archive Data... Data Set 2010/2010

Goto BackUp Restore Select Year Create New Year Init Data Set Send Receive

Data Set Initialization

Atthe start of a new 4H vear, after a new data.
sethas been created, it must be initialized

Initialization involves removing old units
(optional) and old projects. The Grade, Age and
perhaps other aspects of the data must be
changed.

‘“When all aspects of the data set are comect
then the currentyears Units and Projects may
be entered

The Age is constantly being corrected by the
computer.

The Gracle and “ears In 4H far all members can
be incremented by the computer.

The vear's In 4H for all Leaders can be
incremented by the computer.

After all initialization, Member and Leader
Reqistration cards mey be printed for new unit
and project selection by the Members and
Leaders

Memhber Options...

[~ Remowve Units

[ Remove Projects

[+ Remove Achievements

Grade

@ Increase ( Decrease
“Years in Project(s)

@ Increase ( Decrease
“vears In 4H

® Increase ( Decrease

Active Status
@ Leave Asls..

" Make All Active
" Make All In-Active
Clear Selected Member Local Field(s)...

[v Code of Conduct [~ LocalB

[¥ Camp Fee [ Local 7

[ Local3 [ Locala

[ Locald [ Locald

[ Local§ [~ Local 10
MNaone All

Upgrade 4HPlus Version Data Export Functions

Leader Options...

[ Remaovelnits [v Remove Achievements | Remove Projects

Years In 4H (as Leader)
@ Increase ( Decrease

“ears in Project(s)

@® Increase ( Decrease

Active Status...

® Leave Asls

7 Make All Active
7 Make Al InActive

[v Clear Behawiar Expectations Date (County Based Leader Screening)

Clear Selected Leader Local Field(s)...

[ Cell Phone Nul
[v LeaderLeaming
|¥" Farm Safety Day
[¥ Project Teacher
[ Locals

Nane

[~ Local B
[~ Local 7
| Local8
[~ Local8
[~ Local 10

All

Clear Selected Memhber State Field(s). ..

Clear Selected Leader State Field(s)..

MNote: If the units and projects are removed, they [ Keep Mame Priv [ Storef [ KeepMName Pr!v [ State®
will not be available for printing on the cards [v Photo Release ¢ [ state 7 v Photo Releass [ Stata ?
[™ Accomodations ™ Stae s [~ State 3 [~ State d
. [ State 4 [ State 9 | State 4 | State 9

L [ States [~ State 10 [~ States [~ State 10

Re-Select Options MNaone All MNaone All
Frocess
Progress..
0%
Members

Member Options

T Should Units (Clubs) be removed or moved forward?
Should Projects be removed or moved forward?
Should Achievements be removed or moved forward?

—<

Years in 4-H

I Increasing Years in 4-H is recommended
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Grade
I Increasing Grade is recommended

Years in Project(s)
i Increasing Years in Project is recommended

Active Status

Choose the Active Status that makes the most sense for the county 4-H program.
One option is to choose to select Leave As Is for members and only inactivate them
if they fail to turn in an enrollment form. Another option would be to make members
inactive and only activate the members as they enroll thereby keeping track of those
with completed enrollment forms. (The caution here is that inactive members and
leaders do not show up under any functions such as SQL, creating mailing labels,
etc.)

If you intend to use 4H4ME for staff to enter re-enrollments, you must choose to
select Leave As Is for members.

Local Fields

Decisions need to be made to retain or remove information in each of the local and
state fields. Individual selections can be made for each field. Checking a field will
clear the information. Do not check the field if the information should be retained.

A document that describes the process for naming local fields is posted on the
4HPIlus webpage:

Leaders

Leader Options
1 Should Units (Clubs) be removed or moved forward?
i Should Projects be removed or moved forward?
I Should Achievements be removed or moved forward?
Years in 4-H
i Increasing Years in 4-H is recommended

Years in Project(s)
i Increasing Years in Project is recommended

Active Status

Choose the Active Status that makes the most sense for the county 4-H program.
One option is to choose to select Leave As Is for leaders and only inactivate them if
they fail to turn in an enroliment form. Another option would be to make leaders
inactive and only activate the leaders as they enroll thereby keeping track of those
with completed enrollment forms. (The caution here is that inactive leaders do not
show up under any functions such as SQL, creating mailing labels, etc.)

If you intend to use 4H4ME for staff to enter re-enrollments, you must choose to
select Leave As Is for leaders.
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Behavior Expectations for Leaders
I Selectingi Cl ear Behavi or Bre@auendedsincens Dat eo
behavior expectations forms need to be signed annually by Wisconsin 4-H
leaders

Local Fields

Decisions need to be made to retain or remove information in each of the local and
state fields. Individual selections can be made for each field. Checking a field will
clear the information. Do not check the field if the information should be retained.

A document that describes the process for naming local fields is posted on the
4HPIlus webpage:

3. When selections have been completed, select the Process button on the lower left
corner of the screen. Confirm the continuation of the options and the changes
indicated will be made.

4. Select Exit.

5. At this point, add any new 4-H clubs for the 2010 year and mark any 4-H clubs that
will be inactive for the 2010 year. Select Goto > Support Data > Units (Clubs).
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