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Multiple Entries Feature  
To our Cass County 4-H Members, Families, and Volunteers, 
 
It's late spring, and the Fair is almost here! That feeling before taking our animals to the ring 
or presenting a project to a judge, then the rides and food, and carefree summertime with 
our friends. And so much has changed in the few years some of us have been a part of the 
NEW digitized 4-H. The move from handwritten records to the digital version 4-H Online and 
now Fair Entry has many new and returning members confused and intimidated by using 
them. Still, we are making updates to the system to make it as simple as any other online 
process. I like to think of a common use example, so if you have ever made an in-store 
pickup with a major retailer like Walmart, it should have familiar steps.  
 
One change you will notice is that the Dairy Cattle is now a separate department. Limited to 
Dairy Beef Steers, Dairy Feeder Steers, and Mini Dairy Cattle. All other cattle will use the 
Beef Cattle department, Divisions, and classes.  
 
Another improvement is that certain departments will have MultiEntry setup, meaning you 
will be able to choose the same animal and add it to multiple entries in a single class, instead 
of returning to the beginning to make multiple single entries of the same animal. This option 
will be available for the Dog, Horse, Pony, Alpaca, and Llama departments.  
 
And finally, the Static Projects in the Departments of County Only, State Garden, and State 
Projects are also MultiEntry as a time saver. Please read the directions for each of these new 
instructions thoughtfully and give a good attempt. If you have any questions or problems 
with this requirement for the Fair, please call us at 574=753=7750 or email 
cassces@purdue.edu, and we will be happy to help.  
 
Sincerely, 
Purdue Extension – Cass County 
 

 

mailto:cassces@purdue.edu
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MultiEntry Process for Exhibitors 
(Livestock Example,  

Cass Co. Dog, Horses, and Llamas only) 

 
1. With either SingleEntry or MultiEntry, the 

first two steps for an exhibitor are to select 
the department and division. When an 
exhibitor selects a division that has been 
designated as MultiEntry, the entry process 
looks a bit different for them.  

 

 
2. The next screen lists classes in that division, 

but also asks for the exhibitor to select (or 
change) the club, and to select (or add) an 
animal (for animal divisions only). 

3. Notice the options for animals: Enter a 
single animal into multiple classes, enter 
multiple animals into a pen class, and 
“…specify animal(s) later”.  

4. In the Add Animal process, it doesn’t matter 
which of the top two options is selected. 

 

 

5. After the “Add Animal” process is 
completed (either by selecting or creating 
an animal record), the animals are listed at 
the bottom left, and animals/classes can be 
selected. (Click Continue).  

 

6. The three options available for the selected 
animal(s) are important to use when 
assigning animal record(s) to class entries:  

• Enter a single animal into multiple classes  

• Enter multiple animals into a pen class  

• Specify animal(s) later - The last choice is not 
available if your entry settings are set to 
allow animals to be added at registration. 
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7. “Enter a single animal” creates a radio 
button beside the animal identifier. One 
animal can be selected to enter into 
multiple classes (the classes have 
checkboxes, so that more than one class can 
be selected). 
 

 

8. The “pen” method creates checkboxes 
beside the animal identifiers, so that the 
exhibitor can select which animals will be 
entered into the class selected. *Note: a 
class must be designated as a “pen” class in 
the entry settings before this option can be 
used.  
 

 

9. The exhibitor will be asked to confirm that 

the information entered on the previous 

screen was correct. They can click Cancel to 

begin the process again, or Create Entries. 
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10. After confirming the multiple entries, the 

exhibitor has the option of continuing to 

payment (if they’re done with entries) or 

adding another entry. They can also edit 

individual entries on this screen at this time. 

 

 

11. If there is incomplete information on the 

entry (for example, custom fields), and the 

exhibitor chooses “Continue to Payment” on 

the previously-displayed screen, they have 

the family options to add another entry (for 

this exhibitor), register another exhibitor, 

and Review/Complete Outstanding Records. 

That must be done before the exhibitor can 

submit their entries. 
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Single Entry Process for Exhibitors 
(Livestock Example,  

Cattle, Sheep, Goats, Swine) 

1. By comparison, the single-entry process 
presents slightly different screens and 
options. The first two steps of selecting a 
department and division are similar. 
However, once those selections are made, 
the exhibitor is asked to first select a class. 

 

2. After the exhibitor selects a class, they are 
asked to select the club/chapter associated 
with the entry (Click Continue). 

 

3. The next step is to identify the animal for 
that class entry. 

 

4. The animal info can be reviewed, and 
edited. When the exhibitor clicks Continue, 
they will see custom fields, then will have 
the options to add another entry, register 
another exhibitor, or proceed to 
payment/check-out. 
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MultiEntry Process for Exhibitors  
(Static Example: 

 County Only, State Garden, State 
Projects) 

1. The non-animal MultiEntry process also 
includes the option to select how many 
entries they wish to make into a specific 
class. After selecting the department and 
division, the exhibitor will see a list of 
classes with a checkbox and a quantity pull-
down. 

 

2. The exhibitor can review the entries before 
confirming. They can Cancel if they are not 
right, Create Entries if they are. 
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3. Because an entry description was required 
on all static exhibits, the list of entries shows 
them as “Incomplete” with a button to 
complete the outstanding records. They can 
also add an entry or edit the existing list 
from this screen. 

 

4. For the first entry, they are taken to a 
screen where they can enter the description 
and can click Continue. 

 

5. They will loop back to the Review/Complete 
options until all of the issues are resolved 
and the entries are complete. If there are 3 
issues with the same entry, they will resolve 
each issue separately. Each time they return 
to this option, the count of outstanding 
issues decreases by one, until there are 
none left. 

 

6. When all issues are resolved, and the entries 
are complete, the exhibitors will have the 
options to add another entry, register 
another exhibitor, or proceed to payment. 

 

Tips 
Allowing the multi-entry option can save your exhibitors time and “clicks” in the entry process. However, if 
you have custom fields associated with the entries, or require an entry description, the exhibitors will have 
to complete that information for each entry before they can submit their registration.  
 
The most valuable use of this function will be when the classes in question exist within few divisions, and 
when there are few additional pieces of information required after the class selection is made. 
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