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OVERVIEW AND INITIAL ACCESS

4HOnline offers two levels of access to adults. First, all adult family members have access to
their family’s enrollment data. Secondly, for those adults with designated leader roles, it is
possible to grant “Club Manager” and/or “Project Leader” access, which provides greater access
to member enrollment data.

To access 4HOnline as a Club Manager, you must:

e Be enrolled as a screened adult volunteer in 4HOnline.

¢ Know the email address used by your family to enroll in 4HOnline.
e Know (or request from 4HOnline) your family login password.

e Be granted Club Manger access by Extension staff.

e Be provided with the club password by Extension staff.

To log on to 4HOnline: Welcome to 4hOnline

1. Go to http://nc.4honline.com ® 1havea profie
(notice that there is no “www” in that address). © Ineedto setup a profiie

() 1forgot my password

2. Enter your family email address and password.

Email: |diggsE244@gmaiI_com |

Role: | Family |Z||

Login
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http://www.4-h.umn.edu/4honline
http://www.4-h.umn.edu/county

Once granted Club Manager access, you will see the [Club Manager] toolbar after you login to
4HOnline:

For assistance with 4HOnline or the enroliment process, please contact your local extension staff. www.4-h.umn.edu/county-web-sites. html.

cletters

Club Leader Login

| Select a profile ... |z|| | |z|| Password:

e C(licking on [Continue to Family] will bring you to your regular data access screens.
e Under [Club Leader Login], choose your name under [Select a profile], then your club.

e The club [Password] will be provided by your Extension staff.

After clicking on [Login to Club], you will see
the Club Manager dashboard, and by default, Dashboard

you will be looking at the [Confirm Members]
screen. B

Note that “Members” refers to family Hiemeers i

ant Reporting

members, who may be Youth or Adult

“Members”.

Confirm Members

[Confirm Members] lists all pending youth and adult members for your club. In other
words, these are people who have applied online, but have not yet been approved by
Extension staff. As a Club Manager, you may be interested in following up with these
families in some way.

Confirm
Members

In addition to allowing you to review their submitted enrollment data, this screen allows you to
“Confirm” their enrollment, but their enrollment must still be ultimately accepted (confirmed) by
Extension staff.

North Carolina State University and North Carolina A&T State University commit themselves to positive action to secure equal opportunity
regardless of race, color, creed, national origin, religion, sex, age, veteran status or disability. In addition, the two Universities welcome all
persons without regard to sexual orientation. North Carolina State University, North Carolina A&T State University, U.S. Department of
Agriculture, and local governments cooperating.



Members

[Members] gives you access to a listing of your club members, where you can access
3& each individual member (both youth and adult members). Clicking on the [Edit] button
vembers | next to each listed member will then display the details of their enrollment (you won’t
actually be able to edit their enrollment data).

e To return from viewing a member’s details, either click the [Close] button at the bottom of
the screen, or click on one of the dashboard icons (Members, Search, etc.).

e C(licking on [Return to the Family Account] will log you out of your Club Manager access.

Search

[Search] allows you to search for or apply various filters to a listings of your club
L= members. This can be helpful when looking for a specific member (or group of
Search members) and it also the quickest way to use the [Quick Exports] option (info below) to
print a list of the listed members or to send an email (instructions for that are below.)

e In the [Keyword...] field, you can search by any field (phone number, e-mail, name, etc.) but
it is a “literal” search. If you enter “john”, you'll get John Smith and Sally Johnson and
Dwight Marks who lives at 2345 Johns Road SE, but NOT Jon Allen.

e You can also use any of the checkbox “groups” to filter the displayed results.

e If you do not select

any Of the Members/Volunteers
. Keyword(s) (4-H Age, Address, Birthdate, Email, First Name, Preferred Name, Last Name, Primary ~ Extended
checkboxes in a Phone) Search
. . s -Search
group (as indicated o
by the red boxes in m—
the screenshot at From 7o 3 Cves (I Ho IEDMaua 1 Fomate

right) 4HOnline will
not apply that filter,
or criteria at all.

Role tatus olunteer
[C] Adutt [ contact [ custom [ Youtr@ BT Active ] Archived [ Inactive [ Incomplete I Not Participating | Pending [ volunteer [C] Mot Volunteed

e Searches are remembered from your previous session, so if you are not seeing the expected
listing, check the search/filter settings. To list all members, leave the [Keyword] field blank
and do not check ANY checkboxes,
then click [Search]

[ Dashboard |

e Click on [Quick Exports] menu to print
a simple contact list for the club T
members Currently being displayed- :m)bfﬂ(s)(d-li‘u!‘Mdvsss.Bmm}ila Email, First Name, Preferred Name, LastName, Primary Extended

Search
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EMAILING MEMBERS

4HOnline does not allow club leaders to send emails directly from within 4HOnline. Instead, it will
provide a “live” updated list of email addresses, with duplicates removed, based on filter criteria
and/or flagging that you do.

To get started
e C(Click on the [Search] icon.
e Apply filters as desired (see section above).

e C(Click [Email List] to get a copy-paste-able list of email addresses that can be used in the
BCC (Blind Carbon Copy) field of your personal email client.

If you desire to email a more “select” group of members, do the
fo]]owing_ Flag Options ~ Email List
e C(Click [Flag Options], then [Clear All Flags] (this removes ‘
any potentially hidden flags). - T
e Then, using the check boxes to the left of each member’s dash, Reg-active 1
name, click the check box(es) for those you'd like to send nSci, DarrylDairy 3
an email to. nSci, DebbieDairy 2
e Using the [Flagged] filter, " Search ST |
[Search] for (list) those oeckermann, Eric 1
members you just flagged in Flagged o Dickinson, Geri 3
the previous step.
¢ Yes Mo

You should now only see flagged
members.

e C(lick [Email List] to get a copy-paste-able list of email addresses that can be used in the
same way as above - in the BCC (Blind Carbon Copy) field of your personal email client.
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