
4HOnline: Reports Basics:  

How to run reports for your club book order and other uses 

Log in to your family profile 

 

 

 

 

 

 

 

 

Select reports at the top of your screen: 

 

 

 

 

Select shared 

Select Sandusky County 

     Club Roster 

(It will highlight) 

Select Memorize Report 

Log into your club 

OHIO STATE UNIVERSITY EXTENSION 

Ohio State University Extension, Sandusky County 

2000 Countryside Drive, Suite D 

Fremont, OH 43420 



Name Report “Club Roster” and click “copy” (no description needed) 

 

 

 

AFTER you hit copy, 

Scroll down and  

click “save” 

(no screen shot) 

 

 

It now shows up under Custom. This is 

your report to edit , adjust,  

export, copy, etc. You cannot “mess 

up” the original   report. It will  

always be there under shared. (So 

don’t be afraid of it) 

 

Select the report (it will 

highlight), then click edit. 

 

This screen lets you edit what you want 

on the report (if you need to). If you 

need a specific type of report and want 

help, Gwen adn Anita can help you learn 

more about reports, We are hoping to 

offer an in-depth training in the fall.  

 

To see a pretty, ready to print roster, 

click “view report.” 

To export an excel file (that you can sort 

for projects), click “Grid View” 

 



Your report will have information here. 

Information was covered to protect youth names, addresses, 

etc. 

 

To export 

into  

excel, click 

this icon 

Once this is opened as an excel sheet, you can select all cells and sort by any column. 

So, you can sort by name to get an alphabetical list.  

AND, you can sort by project to easily see how many of each project you have. 

  

Other tips and tricks: 
 

These tabs will let you export 

labels for families and members 

Using these windows you can select the 

information you want on your report.  

(I suggest leaving this one as is and  

making a copy—option on main report 

page) 

To add a column to your report, select it 

on the left then use the arrow to move it 

to the right. To remove a column, use 

the same process to move items to the 

left.  

Does this handout help? Do you need more information? Let Gwen know! Your input can 

help us develop tools for volunteers as we move into this system of family based online  

enrollment.  


