4HPlus — Wisconsin
Group Enrollment



Group Enrollment

When Group Enrollment is Appropriate:

e 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

e 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

e 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

e When events involve youth from multiple counties, only report youth that reside in your county

For additional information:
- Refer to ARepmwsdHEnwlignentViFederabBS<i3 7 R e p o r-a23ddeffnitons: E S
http://www.uwex.edu/ces/4h/resources/mgt/4HPlusOn-lineManual.cfm.
- Group Enrollment i Frequently Asked Questions: Refer to page 8 of this document.

Entering Group Enrollment Information in 4HPIus

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

& Wisconsin Extra 2 4HPlus! 09-194 Data Set [3] 20
(€6l Update Disk Set Up Networking  Write Data
Exit

Mempbers
Leaders
Camping
Support Data
Re-Enrolment
Archive
Federal
Utiities
Web (4H4ME.com) Interactions
Printer Information 4
About

3. Select the Enter New Group radio button.
4. Select the Process button.
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Wisconsin Extra 2 Groups Data... Data Set 2009/2009
Goto  Group Entry/Review Work Sheets Event Report  Activities Other Ext Pgms  Utilities

Caontrols

| ‘ hake Mew Gmup| | Exit { Sawe f Return | |
Group Information...
Groug Id Date D EFMEF Units  Title or Description AAC
EXB0001 [/ /] - \ r

Date of Completion. Location. Event Leader. and Hours of Contact are Optional Fields!

Date of Completion  Location Ewvent Leader Hours of Contact
[

Indicate Group Event Educational Content or Area by linking one or more project. Activity, or Extension Program Codes

Project(s) - Select by

Code | Tie | | | | | | | | | | |

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

Goto Group Entry/Review Work Sheets Event Report Activities Other Ext Pgms  Utilities

Controls
Enter New Group ‘ Re-Select Group ‘ | Delete Group ‘ Exit / Sawve [ Return ‘ F’amclpantag‘Tramlng‘ “olunteers |
Group Information..
Group Id Date DM EFMEF Units  Title or Description AAT
EXB0001 oa/o1/0s oo W1 |Drarms Workshap 1 —

Date of Completion, Location, Event Leader. and Hours of Contact are Optional Fields!

Date of Completion  Location Ewent Leader Hours of Contact

|I]8/[I11EIB Fairgrounds Stage WWilliams, Fiobin 5

Indicate Group Event Educational Content or Area by linking one or more project. Activity. or Extension Program Codes

Project(s) - Selecthby

Code Title [30711 [z0101 [30701 [ [ | [ | | |

Activity(ies) - Selact by

Code Title [100m [ | | | [ | [ [ [

(Flace mouse owver Project / Activity / Extension Program codes to see titles)

Click Projectto ADD to Group Event... Click Projectto REMOYE from Group Event...

0200, outh Leaderahio, Lar, i~ [30717 Clowning el Sl esie Campse - Canline
10201 “outh Leadership 1 30101 Cormrunications 1

10202 “vouth Leadership 2 30701 Thesatre Arts 1

10203 “outh Leadership 3
10208 “vouth Leadership, “rth L
10210 Ambassadars, Ldr

10211 Ambassadars

10300 Exploring, Lor

10301 Exploring

10309 Explaring, vih Ldr

10350 Clowverbuds, Lelr

10351 Clowverbuds 1

10352 Clowverbuds 2

10363 Clowverbuds 3

10354 Cloverbuds 4

10368 Clowverbuds “vth Ldr b

iii. Selectthe 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.

ii. Select Create New Activity

iv. Enter an Activities number and Title, then select Add.

Wisconsin Extra 2 Support Data... Data Set 2009/2009
Goto  Units (Clubs) Projects (Status Access) Achievements Cities

Schools  Labels Member Class  Leader Class  Activities Extension Programs  State Support

Activities Title Betumn
(Ex: 10001
— ‘ Create New Activity

10007 Dance ‘Waorkshop | Print List |
Activities Listing... 22000 Playground Fun
Listing Order. 20000 “aolleyball Tournament
@ Title
Cd

Process

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. “ A Lreéans the complete count of the participants.
14.* New” means p aardtakiog ppraimtheis firstvhbbor 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.

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

Work Sheets Event Report Activites Other Ext Pgms  Utiities

Youth Paticipants / Training (Federal OMB requirernents mandate race and ethnicity data collection)
RACIAL GROUPS ETHMICITY (MEW OMNLY) GRADE (MNEYY OMLY) TRAINING (NE' OMLY)
MNEW PARTICIPANTS OMLYI
K vouth Yaluntesr Training (MNew Onlyl)
Hispanic Mon-Hispanic Total 1 — Leadarshi —_—
(T itaice 32 32 2 — Farentin i —
(2) Black or Aftican Armerican i] 3 I Biten Y I
(3) American Indian or Alaska Native K 2 4 I
(4 ASI.ﬁﬂ ) 1 1 5 — Total 0
(5) Mative Hawaiian/ Other Pacific lslander ]
B 35 AdultVolunteer Training (New Onlyl)
(B) More than one race i] -
(7) Undetermined i] ! Leadership
il 7 Paranting T
9 — Other —
10 —
1 — Tatal 0
Total by Ethnicity: |g 35 ‘35 12 Cther Adult Training (Mew Only!)
12+ [ Leadership —
Total: I I—
o - NIS Parenting
Special Other
GENDER  ALL HEW RESIDEMCE (MEW DMLY Toel S Tatal il
hdale |25— hg— Farm
Female 20 20 Rural (Uncler 10,000) 35
Town(10.000 -50.000) |
Total
o B B s s
Central Cities » 50,000
T s
]
Totals must match
Group Selection | Group Informetion | YWolunteers Exit
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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.

Wisconsin Extra 2 Groups Data... Data 5et 2009/2009

Goto Group Entry/Review Work Sheets  Event Report Activities Other Ext Pgms  Utilities

“oluntaers

RACIAL GROUPS ADULT WOLUNTEERS YOUTH WOLUNTEERS
MNEW WVOLUNTEERS OMNLYI Ethnicity (new only) Ethnicity (new only)
Hispanic Mon-Hispanic Total Higpanic Mon-Hispanic Total
[ 1) White 2 2 (n 1 1
( 2) Black or African American 0 (& ]
(3) Arnerican Indian or Alaska Netive fl ()] ]
(4) Asian 0 (4 ]
( B) Native Hawaiian/Other Pacific [slander 0 (51 ]
( B) More than one race fl (B ]
(71 Undetermined 0 (7 ]
Total by Ethnicity:  |n 2 2 0 1 |1
Classification of Volunteers s =
ADULT AdultVolunteers YOUTH Youth Volunteers
hale Female hale Female
Al New All (W= Al Mew Al New
4-H Direct Volunteer l_’_ 2 2 4-H Direct Volunteer l_’_ ’1_’1_
4H Indirect Volurteer [ | 4H ndirectVolurteer [ [ |
4-H Middle Manager ,_’_ 4-H Middle Manager ,_’_ ’_’_
I o o N
[ TR I T
Group Selection ‘ Group Information | Participants/ Training | | Exit ‘

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. Met éand select projects in Include Events with
Pr oj e cMuklipte selections can be made by holding the CTRL key while selecting.
22. Select Search for Events with above Del. Met and Project(s)

23. SelectaneventfromtheQu al i fyi ng

24. Select Process Counts.

Act i vi box. Maltipte sgtectiene arenvalig. é

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.

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

Goto  Group Entry/Review Work Sheets Event Report  Activities Other Ext Pgms  Utilities
Qualifing Activity Group Events
Key Date Title

Include Ewvents with Del. Met Include Events with Projects

30101 Commu ns 1

200 4-H special interestfsho

PitCnt EFMEP  Unit Cnit  AAC

ExBO001 08/01/09 Drama\workshop

MNane Al MNane A

Search for Events with above Del. Met. and Project(s) ‘

Exit |

Farticipant Counts

All MNew
Male

25 B None Al | [
Female

20 20
Tatal 5 5

Process Counts

Wolunteer Counts
Adult Youth
All New All Iew

Male [0 0 0 0

"
"

Fermale
Total |2 2 1 1

Feports...
" Paricipants (Summany  ( Volunteers (Summarny)  ( Detailed by Group

[P
[Serom

4HPIlus-Wisconsin
Group Enrollment
July 2009

Page 7



Group Enrollment i Frequently Asked Questions

How do | decide what activities to report?

Start by considering these three questions:
e What is your role in the program?
e |Isthe programrecognized as an “Extension progr am?
e 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 4HPIlus 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 enroliment.

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 iif participants have attended any ot-Hér pro
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" 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 alesson 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™ 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.
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