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Customize WebNEERS to Meet Local Needs

• WebNEERS provides a high degree of 
flexibility. Institute and Region level users have 
the ability to customize the system to meet 
individual program and reporting needs, as 
well as increase the use of the data in program 
management.



Customize WebNEERS to Meet Local Needs

• These functions include establishing defaults 
for entry of new adults and youth groups, and 
streamlining data entry processes. 

• This slide set will focus on customizing 
subgroups and filters to better segment and 
report on programming at the local level.



Filters & Subgroups: What’s the difference?

• Filters allow you to select (filter) adult participants or 
youth groups based on specific criteria. When a filter 
is used, only adults or youth groups who meet the 
filter criteria are included in the report. 

• Subgroups are used to designate a category of adult 
participants or youth groups in the database. 
Subgroups can only be used to generate reports if 
you create a subgroup filter.



Filters & Subgroups: What’s the difference?

• Subgroups can be created at the Institute and Region 
levels to categorize data in other ways. 

• For example, a user may want to filter out 
information about a group of adult participants who 
have received EFNEP lessons together at one site. 

• If so, they can create a new subgroup for the site. 
After completed, the subgroup can be selected 
within the adult record. It can also be included as 
part of a default for new adults to ease data entry.



Types of Filters for Adults

• Demographic filter
– Build a filter based on specific demographic information entered from 

the About Me enrollment form such as age, ethnicity, residence, entry 
and exit dates, income level, etc.

• Subgroup filter
– Most useful when generating reports for specific criteria not included 

as data entry fields on WebNEERS (such as agencies or extenders) to 
which participants are manually assigned in order to filter a report.

• Public Assistance filter
– Build a filter to generate reports for participants receiving certain 

benefits.



Types of Filters for Youth Groups

• Demographic filter

– Build a filter based on specific demographic information 
entered from the About My Class enrollment form such as 
grade level, gender, ethnicity, delivery type, etc.

• Subgroup filter

– Most useful when generating reports for specific criteria 
not included as data entry fields on WebNEERS (such as 
school districts or sites) to which groups are manually 
assigned in order to filter a report.



Create a Subgroup & Filter



Click here to 
create a Youth
subgroup and 

filter

Click here to 
create an Adult 
subgroup and 

filter



Creating a Subgroup & Filter

1. Select Add Subgroup on the left of the screen above the table of 
subgroups.



Creating a Subgroup & Filter
2. Enter a Name for the subgroup.

3. Enter a Description for the subgroup

4. Select Automatically Create Filter to create a corresponding filter for this 
subgroup and Save.



Generating reports using subgroup filters

Before a report can be generated using a 
subgroup filter, the subgroup must first be 

assigned to the group or groups in which the 
subgroup applies



Assign (select) the subgroup



Example: Filtering outcomes by group

Scenario: You just concluded administering the 
post-education Eat Well + Move evaluation to a 
second grade class. The teacher has asked you 
for a summary of her students’ behavior 
changes pre and post-nutrition education. 



Example: Filtering outcomes by group

Step 1: Create a new youth subgroup (see circled path 
below). Don’t forget to click “Automatically Create 
Filter” and “save”.



Example: Filtering outcomes by group

Step 1: Create a new youth subgroup (see circled path below). 
Don’t forget to click “Automatically Create Filter” and “save”.

Hoopa Valley Elementary School 

Mr. Montana – 2nd grade class

x



Example: Filtering outcomes by group

Step 2: Return to the WebNEERS home page. Select “Manage 
Youth Groups”. Search for each group that needs to be included 
into the report. (For example: Mr. Montana). Click the wrench 
next to the group to edit.

Mr. Montana grade 2



Example: Filtering outcomes by group

Step 3: 

Select the “ENTRY & EXIT DATA” 
tab and select all appropriate 
subgroup(s), including “Hoopa 
Valley Elementary School” to find 
pre/post evaluation outcomes for 
the teacher in the example. 

Don’t forget to save.  

Mr. Montana grade 2

Step 4:
Repeat steps 2 and 3 for each 
group to be included in the report.



Example: Filtering outcomes by group

Step 5:

Run the needed reports. For example, the Youth Questionnaire Summary Report. 



Example: Filtering outcomes by group

Step 6:

Select the Youth Group Filter that corresponds to the new subgroup. 



Q&A: Can we use subgroups or filters to 
help us identify specific groups (ex: faith-
based, library, retail, etc.)?

Yes.



Q&A: Do filters entered in the past stay on 
WebNEERS?

Yes. Counties should review subgroups and 
filters at the beginning of each fiscal year 
and remove ones that are no longer 
needed. Subgroups and Filters may be 
added throughout the fiscal year.



Q&A: Where can I find more information?

The WebNEERS Manual: Section 3 
https://www.webneers.net/documents/ma
nuals/Section_3_Setup_and_Customizing_
WebNEERS.pdf

https://www.webneers.net/documents/manuals/Section_3_Setup_and_Customizing_WebNEERS.pdf

