Recording Leader Trainings  Youth Enroliment Help Sheet

Activity Code

The leaders who complete the annual leader trainings will have an activity added to their Blue
Ribbon Member/Leader record. The activity codes are LT1R, (REQUIRED Ldr Training 1),
LT2R, LT3 and LT4 (the last two are for recording trainings beyond the 2 required, and are
optional at the county level). That allows each county the option of recording up to four leader
trainings per leader per year.

The LT1R code is not tied to a specific training date, but instead to the first required training that
the individual leader attended during this year. So, if Ann attended Sept 5 and October 12, her
record would have LT1R and LT2R. If John attended on October 12 only, his record would have
LT1R only until he attends a second training. This is important in being able to sort out leaders
who have or have not attended the correct number of training sessions.

Recording trainings on individual records
Find the appropriate leader’s record, and click on the Activities tab at the bottom of the screen.

Click Add. On the entry screen (at right), enter the Member Activities

code for the appropriate training, and the activity year

(Activity Club can remain blank). You can remember | “"®=ese LT = e s
the activity year as either the year that MOST of the Activity‘vear: [2007 .

4-H year falls in, or as the year in which the statistical Aciviy Chib [ ]
report will be filed. So, the 4-H year that begins on
Sept. 15, 2008 would be the activity year 2009.

When you are finished, the leader’s  [RlEIEIENS X
. - Member: &x) Categan roiect Leader | Status | Renm -
record screen will look like the one oo L T ) e
at right Last Mame: Bailey First Mame: Kathy bl l_ o [
) Address: (308 Main Public List: [~ v Direct Volunteer
Zip: |50271. City: |Wi"iamgbu[gl State: |IA j [~ Middle Manager
Each time you conduct a leader Schot | <] Seeses| Veain [ 3
training, you will add activities to the et o e ot e | (M
attendees’ records. If the leader has Gadefene <]
- . Fesidence: - -mail: =
already got an activity of LT1R for =JFem =l Enet] _ N o |
h t th t t P [~ Fee Paid [ Photo Release [~ Behavior Farm [~ Mo caption in Preferences £ Save
t e Curren year7 e neX ralnlng Race I Paranls."Comtact] CIubsf’Units} Projects  Activities ]Awards] Leader Cerl.l Member Cerl]
Would be LTZR, |YEal|A:tiwtyID‘DEscriplinn |E\ub|6 & Add 4
ﬂZUUT LT1 Annual Leader Training 1
At the beginning of each new club = Dote -
year, you would begin again with
. . Esit
LT1R, entering the appropriate year. o o | Xe
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Recording trainings for the statistical report

Each of the leader trainings conducted in your county should be entered into the Training Log,
under the ES237 menu in Blue Ribbon. It’s very fast to record these, and you don’t need to
worry about duplicates, the six-hour rule, or detailed demographics.

¢ Enter the date of the training.
¢ Choose Leadership under “type”.
¢ Location is optional

¢ Enter enough info in the Description field
for it to be identifiable.

¢ Enter the number of attendees under Adult
Volunteers, and the length of the training
under Training Hours. (Contact Hours will
automatically calculate.)

¢ Divide your attendees by gender, at the
lower left.

w Training Log
Date Completed: |03, 2/2006 | Courty: (014

Location: |E:-:tension DOffice

Description: |Elub Leader Trairing

Club Code: Humber Training Contact

Trained Hours Hours
Youth Volunteers
Adult Volunteers 12 2 24
Other Adults
Total Trained 12 2.00 24.00
Humber by Gender
Male 2
Female| 1

ry
A

Type

+ Leaderzhip
" Parenting
" Other

1= Find

> :‘ Duplicate

L

LCancel

x Exit

:

Printing lists of leaders who have attended trainings
Remember that the lists will not tell you who attended which particular training. They will only
give you a list of who has attended ONE training, or two trainings... etc.

In an upcoming version of Blue Ribbon, we will probably have the capability to do a list that will
compare the people who SHOULD have attended training with those who have or have not.
More instructions will be available when/if that revision is released.

Under the Reports menu, choose
Project/Activity/Awards, and then either
Standard or Condensed. I’d suggest

experimenting with the two options and various
Report Formats to see which fit your needs best.

On the parameters screen, you’re going to select
Project Leaders and Gen/Org Leaders, New and

Return, Activities, (Type) Complete, (Style)
Break By Codes, Select Specific, and whatever
format you’ve chosen.

S Project/AwardfActivity Listing

Select Report Parameters

Cats
ategary Report Type:

[~ M -Members Complete :|v
™ C - Cloverbud/Mini

V¥ G - General/Org Ldr Repart Styls

Iw P -Project Leader Ereak By Codes -

[T A - Activity Leader

[ R -Resource Leader Frepoit Format

[~ 5-Specidl ® One Line

" Simple Telephane
[~ 0 -Other " Mame/tddress
r " Parent Line

" Email List

[ Select Specific Codes
[ Print Ethnic Statistics

= ﬁPreﬂaw e |

[~ Check here to page break with group change

Record Status

v N-New
Iv¥ R -Retum
[ | -Inactive

[~ & -Alumni

Fecord Type
™ Projects

&+ Activities
O fwards

x LCancel |
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When you click Preview or Print, you will be asked to enter the BatR e e Al d ch X
year associated with the activity. This is why it’s important to
have entered the correct year when you added the activity to
the leader’s record. It’s the only thing that will allow you to
keep recording these over a period of years.

Beginning Activity Year
2007

Ending Activity Year
2007

ak. | Cahcel |

After you enter the year, you’ll see a screen on which you can

Il Select Activitylies) gl

choose the activity code(s) for which you wish to run the [ [ActiiyiD|Dese r
report. LT Annual Leader Training 1
Annual Leader Training 2
. . .. . . &) | Leader Training 3
You must highlight the correct activity ID (the line will turn LTe Tamnuel Leala Traning 4
blue), OME | Operation Milkary Kids
51000 Ag Literacy/fumareness
. . . .. 510 | Farm Safety
If you wish to highlight more than one activity, you can hold 1020 Tractor Safsty
down your control key while clicking on the correct line. S1030 | Traotor Certfication
S1110 Livestock Judging
. S1120 Dairy Judaing
Notice on the example report shown below that leaders are §1130  Horse Judging
listed in each of the trainings that they have attended. For S e A achiies
example, Jan Bullock attended three leader training events, and S1220 4+ Fishlows
she is listed under each one. That’s the reason for using the 51290 [SESS o
“Break By Codes” option on print parameters. Without that, all
attendees would be grouped, regardless of how many training Ok X Concel |
events they attended.

Activity Listing
lowa County 4-H Complete Page 1
Name Category Member # Age Year Primary Club
Activity: LT1 Annual Leader Training 1
Bailey, Eathy i 22162 3 WHH
Benda, Sandy >4 11166 2 Cass Red Cardinals
Bergman, Sharon G 17060 2 Stratford Spirit
Bullock, Jan F 13060 3 FreedomFlickers
Burtnett, Sue P 11163 2 Cass Red Cardinals
Subtotal - Activity LT1 . 5
Activity: LT2 Annual Leader Training 2
Bergman, Sharon G 17060 2 Stratford Spirit
Bullock, Jan F 13060 3 FreedomFlickers
Burtnett, Sue F 11163 2 Cass Red Cardmals
Subtotal - Activity LT2 3
Activity: LT3 Annual Leader Training 3
Bllock, Jan F 13060 3 Freedom Flickers
Subtotal - Activity LT3 o1
Report Total : 9
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