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Group Enrollment 
 
When Group Enrollment is Appropriate: 

 Complete 4-H enrollment form information for youth and adult participants (full name/contact 
information/parent or guardian information) is not available 

 Extension-sponsored programs and events that are considered a significant learning experience 

 Exclusively for delivery methods other than organized 4-H clubs 

 When an event involves youth not currently enrolled in an organized 4-H club or participants are a mix of 
enrolled youth and those who are not currently enrolled 

 Educational experiences conducted by all UW-Extension staff members from any program area, not just 
those conducted by 4-H Youth Development Staff – note: WNEP youth group educational experiences 
are merged at the state level from the WNEP reports – do not enter these groups in 4HPlus 

 When events involve youth from multiple counties, only report youth that reside in your county 
 
 
For additional information: 

- Refer to ñReporting Wisconsin 4-H Enrollment, Federal ES-237 Reportò for ES-237 definitions: 
http://www.uwex.edu/ces/4h/resources/mgt/4HPlusOn-lineManual.cfm.  

- Group Enrollment ï Frequently Asked Questions: Refer to page 8 of this document.  

 
Entering Group Enrollment Information in 4HPlus 

 
1. From the Goto menu, select Groups. 
2. Select Group Entry/Review from the menu bar. 

 

 
 

 
3. Select the Enter New Group radio button. 
4. Select the Process button. 

http://www.uwex.edu/ces/4h/resources/mgt/4HPlusOn-lineManual.cfm
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5. Enter information in Date, DM (delivery method), EFNEP(skip), Units (a classroom is a unit; a school with 
2 classrooms participating is 2 units; an afterschool club is one unit; each person is not a unit), and Title 
or Description, AAC (Affirmative Action Code will usually be 1). 

6. Date of Completion, Location, Event Leader, and Hours of Contact are optional fields. These fields 
may be useful locally. Report group activities considered to be a significant learning experience. Hours of 
contact may be any number of hours, entered as a whole number. 
 
For each event, enter the Project Code(s) or Activity, or both project and activity.  (To view or print event 
report data later, you will need to enter a Project Code.) 
 

7. To enter a Project Code(s) for this event: 
i.  Select either the Code or Title buttons under Projects. 
ii. Select the project in the left column/list to move it to the right column/list. The right list shows 

the active project. More than one project may be selected.  
 
Example: Projects for an Afterschool 4-H Club might include project code 10051 – 
Afterschool Project and project code 40401 Foods & Nutrition 1.  This group entry would be 
included in the delivery mode of After School 4-H club and the demographics that accompany 
this group as well as counted in the two projects.  
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iii. Select the Project Selection Complete-Continue button when finished. 
 

8. At county option, activities can also be identified for groups.  Some counties find this useful in identifying 
the focus of the group.  The activity codes and titles are created by the county user and are not included 
in the curriculum totals for the ES-237 report. The group statistics still count, just not the activity in the 
curriculum statistics.  
To create activities: 

i. From the Goto menu, select Support Data. 
ii. Select Activities from the menu bar. 
iii. Select Create New Activity 
iv. Enter an Activities number and Title, then select Add. 

 

 
 

9. To enter an Activity for this event, use the same method as for Project Codes. 
10. Select Make New Group to save the information.  NOTE: Selecting Exit/Save/Return will NOT create the 

new group. 
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To Enter the Participant Data: 
11. Select the Participants/Training button at the top of the Groups Data open window.  
12. Enter the ethnicity, race, gender, grade, and residence information as indicated. 

You may... 
- ask school or other host organization for a summary of this information 
- provide a form for self-reported data 
- record by your best estimate 

13. “ALL” means the complete count of the participants. 
14. “New” means participants who are taking part in their first 4-H or Extension sponsored event this year. 
15. Totals connected with the red line must match. 
16. The Training (New Only) section on the right is optional. 
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To Enter Volunteer Data: 
17. Select the Volunteers button at the bottom of the window. 
18. Enter the Ethnicity and Race for New Volunteers only. 
19. Enter the All and New gender information in the Direct, Indirect and Middle Manager sections at the 

bottom for both Adult and Youth volunteers.  A count of adult and youth volunteers by gender must be 
entered. The numbers can be entered in any one of the three classifications; however, the majority of 
volunteers will be direct, meaning they are working directly with youth. 

 

 
 
Note: Press tab to move to the next field and to set the number in the cell. If you get an error message about 
cannot exceed All, the number in the All box was missed or incorrect.  Delete the number in the New box and 
then enter the number in All box.  
 
Select the Exit button when finished or select Group Information to return to the opening screen to print a 
report. 
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To View and Print the Event Report Data: 
20. Select Event Report from the menu 
21. Select a delivery method in Include Events with Del. Meté and select projects in Include Events with 
Projectsé  Multiple selections can be made by holding the CTRL key while selecting. 

22. Select Search for Events with above Del. Met and Project(s) 
23. Select an event from the Qualifying Activity Group Eventsé box.  Multiple selections are valid. 
24. Select Process Counts. 
25. Numbers will populate in the Participant and Volunteer Counts fields. 
26. Select the report you want.   

i. The Participants report will give you a summary report of the demographics of the group you 
selected broken down by Race, Ethnicity, Grade, and Residence for new participants and 
Gender for both New and All.   

ii. The Volunteers report is broken down by Race, Ethnicity, and Adult/Youth for new volunteers 
and Gender for both New and All. 

iii. The Detailed by Group report breaks down the data into six counts for each event, All 
participants, New participants, All adult volunteers, New adult volunteers, All youth 
volunteers, and New youth volunteers. 

27. Select Print or Send To File (only valid for Detailed by Group). 
28. Select Exit to exit the Group Enrollment screen. 
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Group Enrollment ï Frequently Asked Questions 
 
 
How do I decide what activities to report? 
Start by considering these three questions: 

 What is your role in the program? 

 Is the program recognized as an “Extension” program? 

 Would the program or event be described as a significant learning experience? 
 
Is there a time limit before an event is considered a group event? 
There is no strict time limit.  The program, event, or activity should be considered a significant learning 
experience. 
 
How are units counted? 
A series of learning experiences for the same group of participants at the same location would be reported as one 
unit.  A complete program offered at three sites with different participants at each site would be reported as three 
units. 
 
If there is a multi-county program, how are the participants reported? 
Each county would report the participants that reside in their county. 
 
Should overnight and day camps be reported under group enrollment? 
Yes, this information is important for the ES-237 report. 
 
Should events exclusively involving current 4-H members, such as Music and Drama Festival and county 
workshops be reported as group events? 
Since all participants are already included in 4HPlus as 4-H members, there is no requirement to include these 
events.  If the information is useful locally, feel free to enter the information under group enrollment. 
 
Is actual participation data required, or is it ok to estimate? 
Actual participation data is always preferred.  Registration or enrollment forms should be used when feasible.  
Partner organizations may be able to provide demographic data on the participants.  Look for creative ways to 
identify 4-H/non-4-H participation.  For example, ask participants who are members of a 4-H club to raise their 
hand, or ask if participants have attended any other programs or classes this year that were presented by a “4-H” 
teacher.  Documentation should be available in the local UW-Extension office to support the numbers reported in 
4HPlus and the resulting ES-237 report.   
 
 
Examples of programs or activities that should be reported: 
 
A 4-H Youth Development staff member works with fifteen non 4-H youth in a year-long leadership 
program that meets once a month for two hours per month. 
 
The local Extension office annually sponsors and conducts a day-long safety program for all 5

th
 grade 

students in the county. 
 
A week-long engineering camp for a mix of current 4-H members and youth not currently enrolled in 4-H. 
 
A group of youth meets with a 4-H volunteer weekly over the summer to learn gardening skills. 
 
After-school staff or Boys and Girls Club staff are trained as 4-H volunteers to conduct bi-weekly 4-H 
activities.   
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Examples of programs or activities that should not be reported: 
 
A teacher uses 4-H curriculum to teach a lesson in the classroom. 
While the teacher is using 4-H curriculum, this would not be recognized as an Extension program. 
 
An Extension staff member makes a twenty minute 4-H promotional presentation in 4

th
 grade classrooms. 

This would not be considered a significant learning experience. 
 
A 4-H Youth Development educator serves as a resource for a program conducted by another 
organization. 
While this is a valuable contribution, it would not meet the test of being recognized as an Extension program. 
 
Programs conducted by Nutrition educators. 
This data is merged at the state level from existing reports. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

Portions of this document were adapted from materials originally developed by the University of 
Wyoming, Cooperative Extension Service and Virginia Tech. 

 


