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LAST YEAR ACTIVE CUSTOM REPORT

•	Click the Custom Reports link in the navigation pane on the left side of the screen. 

•	Click the right-arrow icon beside the county folder name to open the folder. This is normally the last folder in the list.
•	Click the Enrollment - Last Year Active - Target Last Year - Filter Last Active Year.
•	Click the Copy Report option on the right side of the screen.

•	Click the Enrollment - Last Year Active - Target Last Year - Filter Last Active Year report in the SHARED REPORTS folder. 
•	Click the Edit Report option on the right side of the screen.

•	Change the Target Data Program Year to the previous year.

THE TARGET DATA PROGRAM YEAR MUST BE ADJUSTED EVERY TIME THE REPORT IT PULLED
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TEXAS 4HONLINE COUNTY MANAGER GUIDE

•	Click the Download Excel button at the top of the screen.

•	Open the downloaded file in Excel to sort and filter as needed. 
•	Unselect the current 4-H year in the filter screen In the Last Active Program Year column.

EXCEL FILE FILTERING


