R TEXAS 4HONLINE COUNTY MANAGER GUIDE TEXAS A&M
4-H EVENT PAYMENTS - CUSTOM REPORTS GRILIFE
CHECK NOT RECEIVED AND DECLINED CREDIT CARD EXTENSION

TOP RECOMMENDED WAY TO GET EVENT PAYMENT INFORMATION

It is recommended way to pull the event payment status all in one place is using the event reports.
The report instructions provided will eliminate duplication of member rows.
There are a few exceptions in the payment method column that might pull in extra record rows.

CREATE AN EVENT REPORT

e Enter a report title and other information.

e Click the Events link on the navigational pane.

e Search and click the name of the event from the events list. e Click the blue Update button to create the report.
Home Events aiting Re
e ' Edit Custom Report x
Members Events
Participation
Registrations i o
Pt - — : Report Tide | PAYMENT ‘
ierarchy Level Any .
::::::Ems Hierarchy Area | Description ‘ PAYMENT ‘
Srup Erolment Eventid  Programyear Event Name Start Dat| Excel Worksheet Title ‘ PAYMENT ‘
:Rivi;ies 811 2022-2023 l2022 STATE 4-H Record Book Judging (Senior District Winners) I 7/1/2022
e Click the Reports sub-tab along the top of the screen.
e Click the Add Folder button on the right side of the screen. Cancel
¢ Click the name of the folder created in the previous step.
e Click the Add Report button on the right side of the screen. e Click the blue Edit button in the areas to add columns and
filters.

Custom Reports
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4HONLINE COLUMNS AND FILTERS

REPORT COLUMNS CUSTOM FILTERS SCREENSHOT
Registration: Registration STATE (status) Registration STATUS is not equal to: e )
Registration: Registration Id e Declined (not a payment status) R
Member: County Name e Deleted
Member: Name-Last, First ¢ Incomplete
Payment: Invoice Amount ® Resubmit
Payment: Payment Method Type * Awaiting Review ==

EXPORT THE EXCEL FILE FROM THE SYSTEM

EXCEL FILTER SCREENSHOT

Filter the REGISTRATION STATE to: e kT T —
2] satzton aderson %$25.00 NonElectronic
5 1derson '550.00 MasterCard
Sort by Color > \derson "$25.00 NonElectronic
° OUTSTAN DI NG I NVOICE 1derson 'SZS.OO NonElectronic
_ aderson ’$25.00 NonElectronic
The family’s credit card was declined or the county did not , Joesan e e
fully complete the invoice steps in order to send in the > xderson 525,00 NonElectronic
. . .. ) . . . . 1drews $25.00 NonElectronic
money. Checking the individual’s member profile invoice will A %20.00 anE R [
give the payment status of that person’s event. e T rongedrone
rdrews "$25.00 NonElectronic
N, igelina %$25.00 VisA
¢ PAYMENT NOT RECEIVED BY INSTITUTION ETr—— \gelina %1000 Mastercard
The county has completely created an invoice but the state i 2 Raro =
office has not received the invoice and matching check. e e Mastercard
I oK I Cancel 1gelina :575.00 MasterCard

ANY EXTRA 4HONLINE REPORT COLUMNS ADDED TO THE REPORT COULD DISPLAY INCORRECT DATA OR DUPLICATE ROWS

BETWEEN MAY 2021 - OCTOBER 2021 SOME MAY NOT REPORT ACCURATE TRANSACTIONS. ISSUE REPORTED STATE-WIDE IN 2021

The members of Texas A&M AgriLife will provide equal opportunities in programs and activities, education, and employment to all persons regardless of race, color,
sex, religion, national origin, age, disability, genetic information, veteran status, sexual orientation or gender identity and will strive to achieve full and equal
employment opportunity throughout Texas A&M AgriLife.



https://texas4-h.tamu.edu/wp-content/uploads/4honline_manager_guide_county_invoice_enrollment.pdf
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4-H EVENT PAYMENTS - CUSTOM REPORTS GRILIFE
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REGISTRATION APPROVED BUT PENDING PAYMENT

4HONLINE REPORT COLUMNS 4HONLINE CUSTOM FILTERS SCREENSHOT

Registration: Registration State Registration STATUS is not equal to: =
Registration: Registration Id e Declined (not a payment status) e

Member: County Name e Deleted .

Member: Name-Last, First e Incomplete e

Payment: Invoice Amount e Resubmit =

Payment: Payment Method Type * Awaiting Review [ |

EXCEL FILTER

N il Registration State o5 i
Filter the REGISTRATION STATE to: 31 sonhtoz - pa et
7 rderson %25.00 NonElectronic
Al SetZtoA 1derson "$50.00 MasterCard
Sort by Color > hderson "$25.00 NonElectronic
° OUTSTAN DING INVOICE 1derson :75.00 NonElectronic
— aderson 25.00 NonElectronic
The family’s credit card was declined or the county did not poerson s e
fully complete the invoice steps in order to send in the i :i»g REHEE
- - . - - . . . wdrews ol NonElectronic
money. Checking the individual’s member profile invoice will A %2000 Rk I
give the payment status of that person’s event. == e Mmoo
. rdrews "$25.00 NonElectronic
igelina %525.00 VISA
o PAYMENT NOT RECEIVED BY INSTITUTION e Lgelina %1000 Mastercard
H H aymentNotReceivedBylInstitution lii K d
The county has completely created an invoice but the state i Ras00 ——
office has not received the invoice and matching check. peclind] P2 Mestercand
agelina 25.00 VISA
I OK I Cancel 1gelina : 75.00 MasterCard

REGISTRATION APPROVED AND PAID

4HONLINE REPORT COLUMNS 4HONLINE CUSTOM FILTERS SCREENSHOT
Registration: Registration State Registration STATUS is not equal to: =0
Registration: Registration Id e Declined (not a payment status)
Member: County Name e Deleted
Member: Name-Last, First * Incomplete — -
Payment: Payment Amount * Resubmit e
Payment: Payment Method Type e Awaiting Review =n

EXCEL FILTER

H H : . b8l Registration State
Filter the Registration STATE to: 5] Siigg Fictia Sa5.00 Mestercard
* Approved 3l senzon e Zas00 =
Sort by Color > ncho "585.00 NonElectronic
imilton "$85.00 VISA
_ \ufman "$85.00 VISA
Note: If there is an entry that shows Approved at the final isher %a5.00 VisA
hnson 580.00 VISA
level with no money items selected then the Payment Amount > feelina 37500 ST
agelina ; 75.00 MasterCard
will show a zero amount. There’s not a way for this entry to chet e Mastercard
have anything added if the registration state is approved. S—— = :Zjﬁ Mastorcerd
PaymentNotReceivedBylnstitution  Y1OF 7500 NonElectronic
Iylor 75.00 NonElectronic
iylor ’$75.00 NonElectronic
iylor ’$75.00 NonElectronic
e ’$75.00 NonElectronic
e ’$75.00 NonElectronic
I oK I Cancel | 2e :75.00 NonElectronic

ANY EXTRA 4HONLINE REPORT COLUMNS ADDED TO THE REPORT COULD DISPLAY INCORRECT DATA OR DUPLICATE ROWS

BETWEEN MAY 2021 - OCTOBER 2021 SOME MAY NOT REPORT ACCURATE TRANSACTIONS. ISSUE REPORTED STATE-WIDE IN 2021

The members of Texas A&M AgriLife will provide equal opportunities in programs and activities, education, and employment to all persons regardless of race, color,
sex, religion, national origin, age, disability, genetic information, veteran status, sexual orientation or gender identity and will strive to achieve full and equal
employment opportunity throughout Texas A&M AgriLife.



https://texas4-h.tamu.edu/wp-content/uploads/4honline_manager_guide_county_invoice_enrollment.pdf
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Online  pPENDING PAYMENT AND REGISTRATION STATUS EXTENSION

PENDING REGISTRATION AND PAYMENTS

4HONLINE REPORT COLUMNS 4HONLINE CUSTOM FILTERS SCREENSHOT

Registration: Registration State Registration STATUS is not equal to: =3
Registration: Registration Id e Awaiting Review
Member: County Name
Member: Name-Last, First
Payment: Invoice Amount
Payment: Payment Method Type e |
| ressrstion ot s equst o Avsiin v |
EXCEL FILTER SCREENSHOT
Filter the Registration STATE to: (should not have to do this) — : & D _E E
Bl Registration State B Registration id [ County Name Bl Name-Last, First B invoice Amount [l payment Method Type [
2 |Awaiting Review - District 79164 Taylor "$20.00
. ) 3 Awaiting Review - District ‘32295 Brown "%20.00
e Awaiti ng Review: 4 | Awaiting Review - County :32595 Tom Green :20.00 VISA
. i 5 |Awaiting Review - County 52597 Tom Green 20.00 visA
Cou nty: The county needs to approve the reglstratlon. 6 |Awaiting Review - District :791.58 Taylor :zo.oo
L . . . 7 Awaiting Review - District ‘32539 Mecullach 20.00 Mastercard
District: The district needs to approve the registration. 8 AwaitinsReview—DlstnCl 52546 Meculloch "$20.00 MasterCard
institution: The state needs to approved restration. T I —— B2 e
11 Awaiting Review - District 52604 Fisher "$20.00
12 | Awaiting Review - District ‘79965 sterling "$20.00 VISA
. 13 Awaiting Review - District 82359 Runnels "%20.00
Notes: 14 | Awaiting Review - District 32368 Runnels "%20.00
. 15 Awaiting Review - District 52358 Runnels "$20.00
° Payment Method Type 16 Awaiting Review - District 82349 Mason %27.00 Mastercard
+ : . 17 Awaiting Review - District 32609 Meculloch "s20.00 MasterCard
”» Vlsa' MaSter’ Discover payment method will be 18 | Awaiting Review - District ‘82643 Sterling "$20.00 VISA
processed when registration iS apprOVed. 19 Awaiting Review-D!str!ct :32650 sterling :20.00 VISA
20 |Awaiting Review - District ‘82311 Brown 20.00
» Check will show as a blank until registration is approved |2t Awaiting feview- County E2326 Tom Green 32000 Discover
o . 22 |Awaiting Review - County 82337 Tom Green 20.00 Discover
and the county does their invoice steps. 23 Awaiting Review - County :32774 Tom Green :20.00 VisA
24| Awaiting Review - County 82383 Tom Green 20.00 MasterCard
25 Awaiting Review - District 52374 Runnels "$20.00
26 Awaiting Review - District 32369 Runnels %2000
Excepﬁonsz 27 Awaiting Review - County ‘82613 Nolan "%20.00
28 | Awaiting Review - District 82792 Mason "20.00 MasterCard
° |f there is an entry that ShOWS Awaiting ReVieW Wlth no 29 Awa?t?ngRev?ew'Dlstrld 52793 Mason $20.00 MasterCard
30 AWEltlng Review - District 82794 Mason 20.00 MasterCard
: : 31 Awaiting Review - District 32534 Meculloch "%20.00 MasterCard
money items selected then the Payment Amount will show a 32 | Awaiting Review - District 32595 Meculloch "$20.00 MasterCard
. iti iew - ¢ I S20,
zero amount. There’s not a way for this entry to have 24 Awating feview - Disnict Tias91 o %000 astrcars
. . 35 Awaiting Review - District 82577 Mccullach "$20.00 VISA
anything added unless returned to the family for changes. 26 | Awaiting Review - District '22416 Pi: %20.00 MasterCard

EXTRA 4HONLINE REPORT COLUMNS ADDED TO THE REPORT COULD DISPLAY INCORRECT DATA OR DUPLICATE ROWS

THERE ARE EXCEPTIONS TO THE INSTRUCTIONS ON AMOUNTS AND STATUSES
IT’S IMPORTANT TO KNOW THAT UNTIL IT’S APPROVED FIXES TO PAYMENTS CAN BE MADE
IF A REGISTRATION IS APPROVED THERE’S NOTHING THAT CAN BE DONE TO FIX ISSUES

The members of Texas A&M AgriLife will provide equal opportunities in programs and activities, education, and employment to all persons regardless of race, color,
sex, religion, national origin, age, disability, genetic information, veteran status, sexual orientation or gender identity and will strive to achieve full and equal
employment opportunity throughout Texas A&M AgriLife.





