4-H Exploration Days Registration Data Entry & Confirmation Instructions

Participants submit their paper forms to a county MSU Extension office. Counties then submit the registration information to the State CYI/4-H Office through a web-based registration program using an MSUNet ID (the characters before the "@" of the MSU e-mail address). Enter the registration system at “http://web2.msue.msu.edu/explorationdays” and log in. You can’t bookmark the login site, but you can bookmark the page of the Exploration Days web site where you can find the login link: “https://www.canr.msu.edu/4_h_exploration_days/staff_information_and_forms”. From this “Staff Information” web page, scroll down to the Registration and Payment Information section.
County staff have two login options:

· The county’s MSUNet ID and county password. 

· Your personal MSUNet ID* and password.

*To use your personal MSUNet ID, you must be added as an Exploration Days system user. Email a request to be added as an Exploration Days registration system user to Jane Love at lovejan@msu.edu. Let Jane know if your responsibility for county coverage has changed. Include your name, MSU Net ID and county/counties.  For example                                        

     Linda Gustafson – gustaf64 – Berrien Co.
If you’re using a personal MSUNet ID to login, you’ll have to select a county after you login to the registration site.  This enables 4-H Program Coordinators working in more than one county to access the registration system for both of their counties from a single computer or one location.  
Each county can also add other users in their county only, but only if those users have an MSUNet ID.  (For example, if someone from Arenac logs into the system with msue06 Net ID, they can add “Sally” as a user in Arenac County.  The msue06 Net ID would not be able to assign “Sally” to Ogemaw County, only Arenac.) 
Once in the system, you’ll see a screen that looks like the one below. 
Michigan 4-H Exploration Days Registration System
	Enter Registration Form
	Enter Host Information
	Change Session Choices
	Change Registration Info
	View Session Info

	Registrants with Incomplete Assignments
	Reports
	Housing Assignments
	
Login Info 

	Logout


Data Entry Tips
· County offices can have multiple people from their county entering Exploration Days registrations, as long as each uses an MSUNet ID to login – either a county or a personal employee one. 

· Remember, to use a personal MSUNet ID for the Exploration Days registration system, you must FIRST get added to the system by Jane Love as described above.

· Have participants’ select multiple different session choices (ideally 8), this can greatly reduce the number of incomplete assignments and the time wasted on re-selection follow-ups.

· To delete an incorrect entry, go to the top of the drop down menu and click on the empty space at the top.

· The computer registration program will not allow duplicate first-half/second-half session assignments such as 501 and 601. (Same first-half and second-half sessions can be submitted as a session choice, but only one can be assigned.)

· To enter a session number, click on your selected number from the drop-down menu. In order to avoid scrolling through the entire list, you can type in the first digit and the program will jump to that range of numbers (I.e., 100's, 200's, 300's, etc.).

· If you enter a name that’s been previously entered, a message will tell you that the name already exists and you need to enter a middle initial or Jr./Sr. to register.

· To change an existing registration, you must use the Change Registration Information from the menu.

· The reset button will set your screen back to the way it was before you began to edit.

Data Entry
Be sure to enter for youth participants:

· Full given name

· Age on the start date of event
· Anticipated high school graduation year 

There are eight menu sections (green boxes) for the county registration program, not counting the Login and Logout “boxes”.  An overview of each follows:

1. Enter Registration Form
Click here to enter the information submitted on the front side of the paper registration forms submitted by your participants. There are a number of required fields. Double check that the paper registration form is fully completed before you begins data entry. (Having incomplete information as you’re entering the registration can delay your data entry – something you don’t want to happen, especially on the first day of registration.)
Registration & Session Assignment Confirmations (Not a “green button” option but related to registration entry.)
The assignment program runs at night so that it can finish making assignments to one record before starting the next. Each record is processed one at a time (by fractions of a second) in the order that they are received. The program automatically generates an email confirmation to each county that submitted registrations that day. Be sure to watch for a confirmation for each registration sent. 

Confirmations will be sent to whatever address they were sent to the previous year (your county e-mail address or a personal staff one) unless you request to change it. To change the email address where your county’s registration confirmations are sent, make a request via e-mail to Jane Love at lovejan@msu.edu. The person who receives the confirmation emails should be available to review them on a regular basis. The longer the time lapse between the time an incomplete session confirmation is received and acted upon, the fewer other choices that registrant is likely to have since sessions fill up on a first-come, first-served basis.
Each confirmation will tell you if that person received a complete session assignment or has an incomplete assignment. For incomplete assignments, you’ll need to resubmit session choices using the “Change Session Choices” green button to fill that participant’s open session period(s). You will continue to get an incomplete confirmation for anyone without either a full or two half session assignments until action is taken. 
"At the event" reassignments are discouraged and should be kept to a minimum! Because of the accountability system we have in place, it’s very tough to change session assignments once the event starts. All "at the event" reassignments need to be made through the event General Headquarters and choices will be very limited.
Regarding adult “incomplete” assignments:

There's really no such thing as an "incomplete" adult session assignment since sessions are optional for adults. Adult enrollment in sessions is limited (usually about 10% of the session enrollment maximum) to ensure space for youth, our primary audience. However, your registration confirmation email will show any adult with open session slots as “incomplete” and will continue to be sent daily until action is taken. Adult “incomplete confirmations” can be handled any of the three ways described below:
· You can double check which of your adult registrants intentionally chose not to enroll for one or more sessions and email a request to Jane Love asking her to fill in 000 as the session assignment. This will “trick” the registration system into thinking the adult has an assignment and the daily incomplete confirmations will cease. 

· You can ignore the daily adult incomplete reminders, which will allow the registration system to automatically complete the assignment if space in a requested session becomes available and that registration is next in line to fill the spot. This will primarily happen during the last days of registration when the adult maximums get lifted to fill any remaining space not filled by youth.

· You can email a request to Jane asking her to enter 000 for an adult that DID want sessions so that you stop getting the incomplete reminders but then you must remember to ask her to delete the 000 so you can enter actual sessions and resubmit the choices when the adult maximums are lifted at the end of registration. (A reminder will be sent to counties by email when the adult maximums are lifted but the onus will be on the county to resubmit session choices if you chose to have 000’s entered to stop the daily reminders about an adult’s incomplete session.)

2.  Enter Host Information
Click here to enter adult host selections submitted on the back side of the paper registration forms. After submitting the standard registration information for each adult at the “Enter Registration Form” step described above, you’ll receive the following message: “Please register this adult as a session and/or activity host if he or she is not serving as a CCA, instructor or helper. Click on the green box ‘Enter Host Information’ at the top of this page to do so now.” You’ll also have the option to submit host choices later or to change existing host selections.

For activity host selections, a number must be entered, not an “X.” If no choice preference was listed on the paper form you received, you should insert all 1's. Host assignments will be done soon after registration ends.

3.  Change Session Choices            

Click here to resubmit session choices for participants with incomplete session assignments. Counties can only add a session; counties cannot change a confirmed session or host assignment. 

If you need to replace a confirmed session assignment with a new choice only Jane Love can make this change. Please email Jaen your request at lovejan@msu.edu.  Be sure to include the participant’s name, county, status (youth or adult) and age in your request along with the “remove from session #XXX; add to #XXX” information. Session change requests are subject to availability. 

4.  Change Registration Info
Click here to change and resubmit any registration information other than session choices, such as an address, early arrival, change in status, T-shirt size, etc. These changes can be made at the county level up to the time registration is closed.
5.  View Session Info
Select a session to display the following details about that session:

Session Number

Session Title

Session Fee

Age (Minimum/Max.)

Enrollment Capacity/Max.

1Number Currently Enrolled (includes adult and youth)

Whether or not the session is already full to adults

2Session Host 

1Listed enrollment counts will be based on the last time the assignment program was run (at night-time each Monday to Friday) and does not promise assignment during the next batch of processing. Registration is based on a first-come, first-served basis.

2Host assignments will be made and entered soon after registration closes (middle to late May).

6.  Registrants with Incomplete Assignments
Click this green button for a summary of your county’s youth still needing entire or partial assignments. Use this report to help you keep track of participants for which you need to resubmit sessions ASAP. Adults, even ones that would like to still be enrolled in a session, will NOT appear on the incomplete assignments list since adults are not required to be enrolled in sessions. 

7. Reports 

County Delegation Report – This includes session & activity host assignments. 

Session Assignment Report – Use this to check session assignments.
Missing Youth Enrollment Authorization Forms  

Participant Housing Sheet – In early June you’ll enter a housing room assignment for everyone in your county delegation. 

Future Graduate Report – Use this to see which participants are eligible for the MSU Pre-College Scholarship nomination (only those entering 8-10th grade in the fall after Exploration Days are eligible). 

Final Participant Fee Report – This report itemizes each participant’s fees, including cancellation and no show fees.
8. Housing Assignments
Individual room assignments by county staff can be made no sooner than late May and no later than approximately June 10. The exact dates will be provided by email and posted on the registration website.

