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Before Creating the New Year in 4HPlus 
 
Before creating the new year in 4HPlus, be sure the following functions have been 
completed: 
   

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

leaders) 
Á In the Peer-to-Peer setup, refresh the data pool: 

-  Read and write computer should ñWrite Dataò 
-  All Read Only computers should ñRead Dataò 

Á 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:  http://www.uwex.edu/ces/4h/resources/mgt/4hplus.cfm 

 
ǐ Creating and Transmitting ES-237 Reports  
ǐ Creating and Completing History Cards documents (Refer to revised document, 

dated August 2009) 
ǐ 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: mike.farrey@ces.uwex.edu, (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. 
 
 
 
 

http://www.uwex.edu/ces/4h/resources/mgt/4hplus.cfm
mailto:mike.farrey@ces.uwex.edu
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Creating the New Year in 4HPlus 
 
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. 
 

 
 

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. 

 

 



4HPlus ï Wisconsin    
Preparing for 2010 Enrollments 
September 2009  4 

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. 

 
 

 
6. Select the Continue button. There will be a series of three Confirm/Warning windows 

asking for confirmation (select OK to all): 
 
Á The ES237 report was created and sent ï select OK 

 

 
 

Á If the process is continued, the ability to change data in the 2009 data set will 
be lost ï select OK 
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Á Confirm the creation of the new data set and the oldest one will be lost ï 
select OK 

 
 

 
 

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. 

 

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

 
 
 
10. It is 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. 

 
 

 
 
 

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: 
ǐ Remove Units = removes all club data for members/leaders 
ǐ Remove Projects = removes all project data from members/leaders 
ǐ 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 enrollment forms. 

 

 
 

Members 
 
Member Options 
ǐ Should Units (Clubs) be removed or moved forward? 
ǐ Should Projects be removed or moved forward? 
ǐ Should Achievements be removed or moved forward? 

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

 
Years in Project(s) 
ǐ 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 
4HPlus webpage: http://www.uwex.edu/ces/4h/resources/mgt/4hplus.cfm. 
 
Leaders 
 
Leader Options 
ǐ Should Units (Clubs) be removed or moved forward? 
ǐ Should Projects be removed or moved forward? 
ǐ Should Achievements be removed or moved forward? 

 
Years in 4-H 
ǐ Increasing Years in 4-H is recommended 

 
Years in Project(s) 
ǐ 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 enrollment 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. 
 

http://www.uwex.edu/ces/4h/resources/mgt/4hplus.cfm
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Behavior Expectations for Leaders 
ǐ Selecting ñClear Behavior Expectations Dateò is recommended since 

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 
4HPlus webpage: http://www.uwex.edu/ces/4h/resources/mgt/4hplus.cfm. 

 
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). 

http://www.uwex.edu/ces/4h/resources/mgt/4hplus.cfm

