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Before beginning the data transfer process for the first time, check to make sure that e-mail is set up in 
4HPlus. Please refer to the document “Setting Up 4HPlus Email” posted on the website. On the main 
screen, select “4HPlus Email Setup”. Compare the settings on the screen to the settings shown on page 
3 of the “Setting Up 4HPlus Email” document.  
 
 
1. Click Goto > Archive > Send > Send Data  
2. Under Select Data Files for Transmission, make sure all files are selected.  
3. Under Record Selection, select “All in selected files.”  
4. Select “Build Now…”  
5. After selecting “Build Now…”, a message will appear in the blue information box below. This will 

indicate the name of the file and where it is located. It will be in the ckv\dataxfer folder. The name of 
the file will be 4HXXXST_.ebd (where the Xs indicate your 3 letter county code). The 4H listed before 
the 3 letter county code and the ST listed after, indicates that the file is being sent from the county 
level up to the state level. These would be reversed if the file was being sent from the state level 
down to the county level.  

6. Select “OK”.  
 

 
 
 
  



4HPlus – Wisconsin 
Transmitting County Data to the State 
September 2009  Page 3 
 
 

7. Select “Email File Now!” if using a LAN or DSL connection.  
 
Note: If using a dial-up modem, click the “Connect/Disconnect” button for the program to dial up the 
ISP. When the modem is connected, click the “Email File Now!” button.  
 
If difficulties occur when sending this file through the 4HPlus! Program, attach the file named 
4HXXXST_.ebd (where the Xs indicate your 3 letter county code) to an e-mail sent through your 
regular e-mail software. This file will be located in the ckv\dataxfer folder on the drive where the 
4HPlus program is installed.  
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8. After the “Email File Now!” button grays out, select “Exit” on this screen. Use the “Exit” button to 
assure that message transmission has been completed.  
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9. The first time data is sent, the message below will not appear. When the process is repeated, the 
message below will appear. Select “OK” to continue.  

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

This document was adapted from materials originally developed by the University of 
Nebraska, Cooperative Extension Service.  
 

 


