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4HOnline HelpSheet

Exporting data from 4HOnline to Fair Management
Create the export file
1. Use the Reports icon on the dashboard, and select Shared from the list on the left.

2. Locate the reports named “Fair Management Export K-12” and “Fair Management Export 4-12”

3. Click Run on the appropriate report (K-12 or 4-12) for your county.

4. Select Grid View from the link options at the top of the screen.

5. Select Quick Export, Grid List (you may have to scroll to the right in the web window to see that option).

6. Choose “Open” instead of “Save” because the “Save” option doesn’t give you file name/location options and you’re going to end up with your file named Grid_List.XLS in someplace you can’t find.
7. Before making changes, SAVE the file with a logical name in a logical location.

8. Clean it up for ease of use in a couple minutes—delete any empty rows, remove cell borders. Save again.

9. *OPTIONAL* At this point, you COULD remove specific records that you do not want included. That may or may not be worth the time. If you’re removing a kid, you have to remove all the records for him/her.

Put the data into the correct format for Fair Management

1. Go to http://www.extension.iastate.edu/4h/enrollment/helpsheets.htm and locate the “Related Information” section in the lower right corner of the page.

2. Download the file labeled “Fair Management Import File”. 
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Start Excel running. Use File/Open to open the file (FairMgtImport.TXT) – you will need to change the option at the bottom right of the Open dialog box to be “All Files”. Delimited and Next on Step 1, Tab and Finish on Step 2 as shown below.
4. [image: image5.png]Text Import Wizard - Step 1 of 3

“The Text Wizard has determined that your data is Delmited.
Ifthis s correct, choose Next, or choose the data type that best describes your data.
riginal data type:
thatbest describes your datas
- Characters such as commas or tabs separate each fied.
Fixed width - Fields ae aligned in columns with spaces between each fild.

Startimport atre

1 2] Flegrign: | 437: OEM United States -

Preview of fle C:\Users\pribeDesktop Faigtimport.txt.

berTDLascamerirscaneMiddleTni cAddrassCicyScatezipPhonaBireh

1
2]
2]
<]
5]




Save immediately. Say Yes to the dialog about keeping the format. Name it something logical and put it where you can find it, AND where it’s going to be accessible to whatever computer runs Fair Management. For example, if your Fair Management computer is not hooked up to the network, you’ll have to save the file on that computer or a flash drive, not on the S: drive. If your FM computer IS on the network, don’t save the file on a different computer’s C: drive.
5. DO NOT CHANGE THE HEADER TEXT OR THE ORDER OF THE COLUMNS. 
6. Copy and paste the information from your 4HOnline file (above steps 6-7) into the appropriate columns into FMImport.TXT. No formatting. No blank rows—headers in row 1, data beginning in row 2. Save as often as you don’t want to have to re-do what you just did. Remember to choose “Yes” each time when asked about the format (see above).
7. The following columns will be left empty: MiddleInit, ClubID, ProjectID. The rest of the data goes into the other columns. Make sure you’re putting the right info in the right place.

8. In the column “CountyID” change your county name to be your county number. For instance, Adair is 1, Polk is 77, Story is 85… etc.

9. SAVE (Say Yes on dialog above) when you’re done. Make sure you remember where you located this file.

10. When you Exit Excel, you’ll be asked about saving again, even though you just did. Assuming you just saved, say No to that dialog.

Import into Fair Management

At this point, you have the file you need. You will follow the instructions in Fair Management about using their 4HOnline import utility. You just need to know what this file is named, and where it is.

Addendum 1: Other grade ranges
Create the export file
If K-12 or 4-12 aren’t workable for your fair situation, you can set a different grade range. But in doing this, you’re risking making some changes that will render the data unusable. Read carefully, be careful, only make the changes listed below.

1. Use the Reports icon on the dashboard, and select Custom Enrollment from the list on the left.

2. Locate the report named “Fair Management Export 4-12”

3. Click Copy (only once).

4. On the Report screen, re-name the report so you remember it next year. DO NOT CHANGE ANYTHING ELSE ON THIS SCREEN. SAVE before going on.
5. On the Standard Filters screen, scroll down and select the grade range that you want. Presently it’s set to 4-12. The checkbox is in front of the grade it represents. SAVE before going on. 
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6. Select Grid View from the link options at the top of the screen.

7. Select Quick Export, Grid List (you may have to scroll to the right in the web window to see that option).

8. Choose “Open” instead of “Save” because the “Save” option doesn’t give you file name/location options and you’re going to end up with your file named Grid_List.XLS in someplace you can’t find.
9. Before making changes, SAVE the file with a logical name in a logical location.

10. Clean it up for ease of use in a couple minutes—delete row 2, remove cell borders. Save again.

The rest of the instructions are the same as page 1.
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