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4HOnline
Entering 4-H Member Data

If your county has chosen to enter enrollment date rather than having members enroll themselves you will
start here.

1 CREATE A FAMILY

Before entering any members or volunteers you will need to create a family. Even if only one

member of that family is enrolled in 4—H, a family must be created before enrolling any individuals.
It may be helpful to group your enrollment.

Montana 4-H Youth Development Powered by 4hOnline  Bratt State]

After logging in navigate to the SEARCH Eovoliment | Comect | oata
screen "under the Enrollment tab." T~ Q @ L R &g RN
vk Exports | =] ouekRepors | =l

MembersiVolunteers T Families T Projects T Activities T Awards T Groups T Training }

Keyword(s) (4-H Age, Address, Birthdate, Email, First Name, Preferred Name, Last Name, Primary Phone)

[ Scarch Ml Cicar Filters

Date

| Salect a county ... [=] Flagged Ceacey
I- k b . . h Role Status Volunteer
c Ic on w to egln creatlng t e Adutt [ contact [ custom [ vouth Active [ Archived [ Inactive [ Incomplete [] Not Participating ] Pending [] Short-Term ves [ No
family. — 5
ResetFlag AddFlagged  AddFamily
MEMBERS/VOLUNTEERS. )

44
Hame: 4 V Years Member# County Status Role Gender Primary Club Enroliment  Approved Login
A

[F] 4HOniine, Adult 1 Vo1 ams2 Demo msctve Adut Female  Demo Cub Sep18,2012 Sepie,2012 [ Logn B

R —
Select your County from the drop down menu.

Create a new family [close]

Type in the family name, family email and County
family phone number. [ pemo

Enter Family Name

Schomer

Check “confirm add new family” then click Enter Family Email
chomer@yahoo.com
“add family”. Enter Family Phone

406-579-5815
NOTE: Last names can be hyphenated ! contm e ey
like Smith-Jones. AddFamiy | Cancel

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.
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The next screen checks for duplicate families. If
there is a family already entered that has the
same LAST name you will see a warning.

If the family is a duplicate DO NOT CONTINUE!
Click “Cancel” and return to the search screen a .
to edit that family. | Create a new family [close]

County

| Demo
Enter Family Name

. H H Schomer Demo
NOTE: If this family o e e
and this family schomer@yahoo.com
Enter Family Phone

Are the same family 406-579-5815

7 H | H If the family you are adding is listed below, do not continue
DON T Contlnue : C“Ck Cancel' adding the family. Contact the county office listed for the

family and have them assist you in adding or modifying a
1 member.

If the family is different check “confirm add a Family County |
schomer emo
new family” and click “add family”. bschomer@montan.edu 406-579-5815

Member Age
brett schomer 18

Confirm Add New Family

Add Family | | Cancel

4H®nlinc North Carolina 4-H Youth Developmaent ™ Logout
Enter the “family information”. h;_,_,,_, . e i s

This should be the MAIN family contact information not comcvn  smrony [ revivmee  sosmroney
information specific to an individual member.

Family Information

Profile Information * Resquired Fiaids.

T —— eaahanting.com

Click “Continue”

Notice when you get to this point you are logged in as the - -
“family” name. -
If at any point you want to return to the “home” screen you emcouny: Srmog ‘

Ploass doubia-chect your County salection

can either click on “[return to County account]” or in the top
right corner of your screen you will see a box called “recent
profiles”. In that box you will see “see {your profile name}”.
Note: Encourage families to change their passwor: er
you've created their account.

Detate Family
Dty Golatn & family I oy Wil saver pLM

However if you do this before you click continue the family y
are trying to create will not be saved.

||y T aoogie

Recent Profiles [hide]

S Brett
F 4honline
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2 ENTERING MEMBERS

You have successfully created a new family! 4H@nline "o o

Logged in as & Downing 4 Homa | ] My Mamiser List

Member List

Now you are ready to add members and/or
volunteers to this family. After creating a family I

Member List

Adulta: 4-H vokurisers, Bosh direct and rescurce. Parsnts do not srrol a3 scults unisss ey ars active 4-H volrtsers

you will come to the screen below. You can
continue from here and begin entering
members of THIS family.

Contact: ASHES who B8 NOT SCIivie VORIMIBENE. HOM-MAMBArE O GUENES, BN YOuT) YOUNGEr TIan SHwidud age (5-8)

Youth: 4. momé

You will need to
Pk YES i

Dewning Family Eds Famiy Asdd A Mew Family MomBer
123 Clover select 3 member type.
Ralaigh, NC 27612 -

919-423-3542 RedActivate An Archived Family Member
downingmitzigman.com BEICT 8 mambder...
Asst Stae 4-H & Fos Progeam Loader Courdy [contact info] —~ —

H your enrallment status is Tnactive’ o Tncompieta’, click the Ed butian to review and submat your record for appeoval

Hame Roie Mambarship ID Enrolimant Status Last Active Yoar Edit

[ Ewoikvons | _Comest | Dea |

To add members from the home (search) screen click on & Llu®

the “families” tab
ezt || romtes | priecs | acties | wers

Keyword(s) (Aduress, Emai, Last Name, Primary Phoa)

To find a particular family you can type the family name in schomer
the search field and click “search”. This will show only the Fay Evoimert e
families with that name in the list below. '

Groups | Training

If you DO NOT search, all of your families will be listed. — —

Prona Email

To add members to a family start by clicking “login” — |
next to the family record.

North Carclina 4-H Youth Development  Logout

You are now logged in to the family record and can add 4H®nline
members, adults or contacts to this family. gy e T ——
Only ADULTS that are VOLUNTEERS should be entered. Member List

Parent/guardian information will be entered on a youth o

member record. Begin here

Momber Troes

Adults: 4-H vokerteers. both direct and resource. Parents do not enroll as adulls uniess ey are active 4-H volurteers

Contact: Aduhs who are NOT acive volunisers, nan-members o guesis, and yous younger an doverbud age (5-8}
Youth: 4-H membors Detwen the BGes of 9 Bnd 18 Bnd &4 Clvarbuds BEWESN T B36H of § B B Who S nveived in 8 4 program

family and as an individual . Vokumeers, when you get 39 the question “Ars you o volussser?, you must
& YES in Ofer fme SCCESE 10 wOIUNIBET raning.

Dewning Family Eds Famiy Asdd A Mew Family MomBer
123 Ciower select a member type.
Ralsigh, NC 27612 =

Once you have entered members to this family, they will e N e s o e
be added to the member list here. To edit an already e o

created member record click “edit” to0 record. I

Asst. Siate 4-H & Fos Program Leader Couniy [contact info]
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This is the Youth information

Personal
screen. The family information has R
already been entered. Youth Personal Information
If the youth has an email address Profl Information Reqiedets

that is specific to them (and
different than the family email) it
can be added here.

Email: lpattystumpf@gmai\.ccm joe@4honline.com

«First Name: |

Middle Name: |

+Last Name: iStumpf

The field in BOLD are the required
fields.

Preferred Name: ’

+Mailing Address: 4950 yamiltons Cross Rd

Enter as "much information as
possible" here.

Mailing Address 2: |

|
|
|
|
Suffix: | |
|
|
|
|

*City: lMarshviIIe

«State: [ North Carolina

-

+Zip Code: | 28103-9512 12345

The bottom half of the screen is the kbR m e

«Gender: [ Select gender ...

Note: Section for Text messaging.

-

demographic information about their

parent / guar dian +Primary Phone: 555-555-1234

_ Cll Phone: | | 555:555-1234

You wish to receive nofices via text message: (| @ [ Select your provider ... #]

«Years in 4-H: h | #

+Parent 1 First Name: | |

) «Parent 1 Last Name: ’ |
Parent 1 Cell Phone: |—| 555-555-1234
Parent 1 Work Phone: : 555-555-1234

Parent 2 First Name: | |

Parent 2 Last Name: ’ l

Parent 2 Cell Phone: | | 555-555-1234

Parent 2 Work Phone: : 5555551234

o Second Household Send Correspondence:

The School Information section asks for a county
because this may be different than the 4-H County.
This list is pre populated.

Schoel Information

@ Please select your school from the list below, by selecting your school's county, then district and then your school

If the school is not in the top list you can add the e ]
School District: |Bsavsrhsad County HS E‘
school here. Use this for indicating homeschool. SchootHae: | Select a school nams =

© I you are unable to locate your school in the list above, please enter the school name and type, in the fields below
School Name: | ‘

School Type: | Selecta school type . ‘

Select a grade and click "continue.”

Select school grade

Grade: | Selectgrade ... =]

Return to Member List ] [ Continue >> ]
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reonal Additional
Information  Information

Additional Information

The “ADDITIONAL INFORMATION” screen is ParenCmcin Az, i el s s comec and ol 5 2 K e prs prsin descoed s
where you can track of required forms. If you e e 5 1 e e e o, e
have ques tions about the f/ elds listed on this ey e b et el el et i

page con tact the Sta te 4_H Ofﬁce' i P il G s e A P 7 A a1 4 Ot st M Tt -

In the event I cannot be reached in an emergency, | hereby give permission to the physician selected by NC 4-H to secure and
administer treatment including hospitalization, for the person named above. This completed form may be photocopied for trips.

PLEASE NOTE: The fields in yellow are only seen punctooin
by you. If a member signs in to their own

account they would only see the fields in purple o oo oo ‘ o
on this page. Code of Conduct

4-H Code of Conduct and Disciplinary Procedure

North Carolina Cooperative Extension Service

If you are entering ALL enroliment data you
must collect the paper forms, etc. and
record. L Purpose and Application:

Department of 4-H Youth Development

A The 4-H Code of Conduct is intended to foster a safe environment that is conducive to optimal learning and
. growth. Toward that end, youth participants are expected to behave in a way that respects the rights and property of
e that the document was received e e
. . B. This 4-H Code of Conduct and Disciplinary Procedure is a condition of participation in any North Carolina 4-H
o the date it was received activies o progras.
e the consent g iven I Behaviors Prohibited at 4- program Activities:
A Possession, selling, and/or use of alcoholic beverages, tobacco products, and illegal drugs OR being present

where individuals are sing alcohol, tobacco products and/or any illegal substances

B.  Anykind of sexually related physical contact

H ea I t h FO rms mu St be re-n ewed eve l'y C. Possession of weapons or firearms (except while participating in a 4-H Shooting Sports Event)
1 D.  Behavior that violates state or local laws
yea r - E Damage to property of others
. Theft, misuse or abuse of public or personal property

G Conduct that jeopardizes the safety of self or others
H.  Conduct that disrupts or interferes with 4-H programming
I Leaving a program or facility without permission of parents or 4-H staff (including authorized volunteers)

3. Inappropriate dress, including but not limited to clothing that is sexually suggestive, indecent, or otherwise
disruptive to the operations or goals of 4-H. Examples include clothing with negative or hateful language or symbols;

4-H Code of Conduct & Media Release are Youth MedialPublicity Release Hadoussiay

fic clothing

only required to be completed once.

North Carolina 4-H: Photographic, Video, and Audio
Publicity Release

1 give permission to North Carolina State University, through its Cooperative
Extension program for North Carolina 4-H, and local County Extension staff, to take

**This iS information you may need to come photographs and/or record video and/or audio or otherwise record images and
likenesses of me and/or my property and to use these for 4-H Youth Development
H HI N nonprofit educational, promotional, and/or marketing materials. I further consent
baCk to- To retu m to thls screen you WI" - that my name and identity may be revealed therein or by descriptive text or

commentary.

e login to family record
1 expressly release North Carolina State University, its agents, employees, licensees
° CIiCk ”ed it” in th e mem be r IlSt and assigns from and any and all claims which I may have for invasion of privacy,

right of publicity, defamation, copyright infringement, or any other causes of action
arising out of the use, adaptation, reproduction, distribution, broadcast or exhibition

) CIiCk continue at the bottom Of the ”youth of such recordings of my image, voice, or likeness.

. . ”

| nform atl on" screen. I understand this permission is entirely optional, and that participants who do not
give permission will remain eligible for 4-H services, benefits, and privileges the same
as those who do give permission.

Approved 3/02/06

lagree

**We HIGHLY recommend that you only add 160t e
. ow . R . Member Signature l:l REQUIRED
the basic information to the "family profile" PR s

AND then encourage the families to enter s
their personal information.

<< Previous | Continue >>
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The “PARTICIPATION” screen is where you will: AHl@®nline "o~ e—m— o Logout
e select a club or clubs for this member
° select the prOJeCtS they have Chosen Logged in as & Stumpf: Jim # Home | (E)My Member List
Enroliment Member Settings

e select state and county activities they participate in
e select state or county groups that they are members of Forvorsl sl Host P Paricipation

Information  Information

Fopcs [ orowe ]

If you are a 4-H member who does not belong to a 4-H club, please select the "Member at Large" club option from the drop down

This page will be an ongoing record of this member’s e, , » o

If you are a 4-H Volunteer who is not a Club Leader, you may skip this page and click "Continue.

i I / u u Select a minimum of 1 club(s)
participation and can be used to keep track of helpful program
information. Adda Club
Select a Club: [ Select a club ... 4)
Add Club
Primary Club Edit
Clubs << Previous Continue >>
Add club(s) to member record:
Select a minimurr
Select a club from the drop down list. Only your county Add 2 Club
clubs will be listed. -OR- Click “add club”. —> sciccta cuts Select aclub . =
Once the club has been added it will appear in the LLeETE
“" H " Club List
CIUb IISt ' . . . \> Primary Club Edit

If the member is in more than one club repeat this. P ——
You can indicate which club is the “primary” club V o oemscus
CIOCkIng the bUtton in the prlmary CO|umn << Previous ] [ Return to Member List ] [ Continue >

*Note: The Member-at-Large Option

If they ever drop from a club "they can return" to this screen and click the “delete” button to remove them
from participation in that club.

Add project(s) to member record:
“Select a Club” from the drop down list. ONLY the clubs AR

you have added to this member’s record in the previous
screen will be available in this list.

Selecta minimum of 1 project(s) and a maximum of 50 project(s)

Add a Project

“Select a project(s)” I 5
Salect a Project \ Babysitting E‘

Years in Project
*Members are REQUIRED to select at least 1 Sotct Prfct Matore | =
project a year!
When you have added all of a member’s projects click — —— E— —
“continue”

<< Previous ] [ Return to Member List ] [ Continue >>

Submit Enrollment
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Add awards and activities to CETTEET .. CESOEESD
member record: O
You can use these screens to keep track of a Selecta & Year: | 20122013 =
member’s activities and awards. 5T’:”ij‘zfEe‘wannemm 5
/’I’/Ien.vb.grs zi’re NOT required to participate in
activities. T
Year Activity Project Edit
Both activities and awards can be added to _ _ _
preV|0us years. They Can a|50 be proJect spec|f|c_ [ << Previous ] [ Return to Member List ] [ Continue >> ]

If you check “project specific” only those
activities associated with that project will appear
in the list.

This is a great way to track who has received an award or participation in an activity over a long period of
time.

Once you have added all of the PARTICIPTATION information for this record (remember you CAN return to this
screen to update throughout the year) click “submit enrollment”.

You will see a review screen with all of

the information you have entered and

selected for this member. At the bottom |
you will see these options:

e Accept Member: if everything is
entered and you want to make
them an active member, click
“accept member”. You will still 4H®nline
be able to edit this record, but
their enrollment will be complete.

e Send back to member: if you "want / need the member" to complete their own enrollment you can
use this to send it back to them with a “message to member”.

e Delete Member: if you want to delete the record completely and start over. **This action can NOT

e Dbe un-done!

Cancel: this will save everything you have entered and return you

Message to member (optional)

Accept Member ] [ Send Back To Member ] l Delete Member ] [ Cancel ]

Registration
powered by
4HOnline

Member List

Schomer Demo Family Edit Family Add A New Family Member

to the “member list”. o e
2%/ Address is Verified ReActivate An Archived Family Member
Once you have clicked “ACCEPT MEMBER” their record will appear as e

ReActivate Member
Demo - Admin County [contagg

“ACTIVE” in the member list. If you have not accepted them their
record will appear as incomplete.

MembershipID Enroliment Status  Last Active Year Edit

ncomplete
To continue adding member to THIS family use “add a new family
member” Womber Reports

Roport: | =

To return to the home screen click ‘return to county account”.
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