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Welcome to 4HOnline

4HOnline has served as the Idaho 4-H enroliment data system since 2012. Features of 4HOnline include:
e Ability to monitor 4-H club enrollment numbers by generating real-time ES-237 enrollment reports.

e All members (youth and adults) are issued a life-time membership identification number that can be
used for 4-H management procedures (enrollment, event registration, etc).

e Members will have the opportunity to sign up for multiple 4-H clubs, with membership and project
participation being approved by club managers and/or county Extension office.

o Event registrations for state, district, and county events.
e Animal identification/records

e Communications within the system facilitated through broadcast emails, text messaging and newsletters

Features of the Club Managers/Project Leader Reporting
e Club manager and project leader login to access club and project member participation lists

e Club managers can also create labels and access club enroliment information (phone/project/email
lists)

4HOnline is a vital part of the University of Idaho 4-H Youth Development Program. Our society is more reliant on
the use of technology for everyday transactions and interactions. As a result, Idaho 4-H’s ongoing use of 4HOnline
demonstrates our commitment to providing current technologies for use by our clientele. As the Idaho 4-H Youth
Development Program continues to develop this broad based 4-H management system, we ask for your support and
your feedback on how the system can be improved to meet county management needs for the ultimate benefit of the
youth of Idaho. Policy information regarding 4HOnline can be found in the County Operations Handbook.

4HOnline is administered by Erika Jeffries, 4-H program specialist and the 4HOnline District Support Team (see
page 33 for further information). For more information or to provide feedback, please contact Erika Jeffries at
ethiel@uidaho.edu or 208-263-8511.

Idaho 4-H would like to acknowledge Texas A&M University for granting permission to utilize their original Instructional Manual for County Extension Offices as a template for this document. Special thanks is
given to Texas 4-H and the design team of Toby Lepley and Misty Cathey. This publication may be reprinted if no endorsement of a commercial product, service, or company is stated or implied, and if appropriate
credit is given to the authors and the Texas AgriLife Extension Service.

Published March, 2018 © 2018 by the University of Idaho

Instructional Manual for County Extension Offices Page 2 %



Table of Contents

My Account

&

Options

A=

=
Confirm
Members

Groups

WELCOME TO 4HONLINE

GETTING STARTED ... e e e e

LOGGING INTO 4HONLINE

SEARCHFUNCTION . ... .. e e e

How to Search for a Member
How to View Pending Member/Adult Volunteer Enroliments
How to Search for Event Registrations

MY ACCOUNT FUNCTION. . . ... e e

How to Edit Contact Information

OPTIONS FUNCTION. . ...t et a et et et e e

Family Record Options

Link Projects to Clubs

Hide State Groups

How to Grant Login Access to Project Volunteers

CONFIRM MEMBERS FUNCTION
How to Confirm Members
Members/Volunteers Needing County Approval
Members/Volunteers Awaiting Employee Approval
Members/Volunteers Awaiting Volunteer Screening Approval

VOLUNTEER SCREENING STATUS
Volunteer Screening Status

CLUBS FUNCTION
How to Edit Club Information
Adding a New Club to your County
How to Grant Login Access to Club Volunteers

GROUPS FUNCTION
How to Add a New County Group
How to Edit Group Information

Instructional Manual for County Extension Offices



Table of Contents

Group How to Add a Group Enroliment
Frrolment How to Edit a Group Enrollment
How to Search for a Group Enroliment

MANAGER PANELS. . ... .. et

How to Use the Manager Control Panel
How to Use the Member Options Panel

E EVENTS FUNCTION. .. ... e s

How to Search for an Event

o How to Confirm Event Registrations
How to Add an Event
How to Create an Event Registration Form
_ REPORTS FUNCTION . . . ... ettt e e es
3“ How to Access the Reports Function
Reports How to Work with Standard Reports

How to View a Standard Report

How to Copy and Customize a Standard Report
How to Create a Custom Record

ES237 Report

1 NEWSLETTERS . . .« v v ettt ettt e e e e e e e e e e

How to Add a Newsletter
Newsletters

BROADCASTE-MAILS .. ... .o e s e

How to Create a Broadcast E-mail

RESOURCES & SUPPORT ... ... e

4HOnline Support Websites
4HOnline Questions and Support
How to Submit an Issue Ticket to ZenDesk

GROUP ENROLLMENT FUNCTION ........ .o

Instructional Manual for County Extension Offices



Getting Started

Family

Account

Family Accounts
4HOnline groups enrollments within a “Family Account” 4-H youth member and Adult 4-H Volunteer records are
housed within the family account. Parents should not create an individual record.

Usernames & Passwords
The gateway for families to login/use 4HOnline is through the family email address. Each family account must have a
unique, valid (working) email address. Email addresses can not be shared with any other family accounts.

County manager login information is not to be shared. If a University of Idaho 4-H professional (staff, faculty or new
employees) needs a 4HOnline county manager account established, please email Erika Jeffries at ethiel@uidaho.edu

Internet Browser
For best results using 4HOnline, the recommended internet browsers to use are Firefox or Google Chrome. Do not use
Internet Explorer.

Roles

There are four roles that users can use to log in to the 4HOnline system.

*  Family - The basic role that most users will have. This will allow them to set up a profile with general demographic
information and enter youth or adult 4-H volunteer enroliments.

«  County - All University of Idaho 4-H professionals and/or staff members will likely use this role. They will have access
to their county profiles, clubs, and groups.

»  State - Full access to all county information.

e Admin - Full system/all level access

Dashboard
The dashboard is the term used to describe the area where the various functions that sit atop the main page. This
provides quick access to the main functions of 4HOnline.
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Logging In To 4HOnline

Go to https://id.4honline.com and add the website to your bookmarks.
Click “I have a profile.”

Type your e-mail address in the “Email” field.

Use the password you created.

Select “County” on the Role drop down menu.

Click “Login” at the bottom of the screen to access the system.

o0k wd -~

Idaho 4-H Youth Development

Universityofldaho
Extensiorfy 4

*®

Welcome to 4-H Online

Welcome to Idaho 4-H

Please visit your County
Extension Office before
enrolling to find out about all
the great things your county
4-H Program has to offer.

If you have enrolled using 4hOnline
not remember what email address you

County Extension Office

Haga clic aqui para informacion
DO NOT create a new profile. If you do en Espaiiol.

furnished the county, please contact your FOr favor, visite a su Oficina de
Extension del Condado si tiene

preguntas o necesita ayuda.

NEED HELP??
county before the enrollment process is
considered complete. Members may
enroll in 4-H year round however, counties
may have deadlines for participation in
county fairs.

For questions or problems
with 4hOnline please refer to
our on-line Help page

If you are experiencing
issues with 4hOnline please

, o Please be sure to set your spam filter
click here to submit a ticket

(in your email) to accept messages
Be sure to visit Idaho 4-H from 4honline!

website

Enrollment Fees must be submitted to the Haga clic aqui para encontrar su

oficina de Extensidn.

Please read all information carefully, especially county selection. Unless you are a resident of

Idaho county PLEASE do not select Idaho County.

For best results please use Firefox or Google Chrome as your browser

@
@]
O

| have a profile
I need to setup a profile

| forgot my password

Email: l

Role: | Family
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Using the Search Function

'?% The “Search” function is the first icon shown on the “Dashboard,” your navigation through the 4HOnline
-=—==' gystem. This function enables you to find enrollments and event registrations and to find any youth,
Search  family, or volunteer registered in 4HOnline.

How to Search for a Member

1. In the “Keyword” field, type the first, last, or full name of the member or family. Make sure you are on the “Members/
Volunteers” tab.

2. Select a particular club from the next drop down menu to search a particular club. Otherwise, leave this field blank.

3. If you have a large number of enrollment records, you may want to search a particular enrollment date by specifying
a beginning and end enroliment date. Otherwise, leave the “Enroliment Date” field blank.

4. You may specify the member’s role as an “Adult,” “Contact,” “Youth,” or “Custom” group. Simply check the field you
wish to search.

5. You may search the status of “Active,” “Archived,” “Inactive,” “Incomplete,” “Not Participating,” “Short-Term”, or
“Pending” members. Simply check the field(s) you wish to search.

6. You may also specify the “Gender” or “Volunteer” status of the member by checking the appropriate field. Otherwise,
leave these blank.

7. Click “Search.”

Tips:

Be sure to spell/key in information correctly, any errors in name or email address will impact search results
To search for members enrolled in a certain project, select the projects tab then select the project.

To search for a family, select the “Families” tab and follow above steps 1, 2, and 4.

Be sure to clear filters before your new search

You may need to scroll down, in order for records to appear depending on browser and viewing settings

UGHU 4T TULLE DEVEIVINEI FUREITU Uy SIVIIINE | 91N WINVE (e e | muygwu

Enroliment ] Event Registration l Animals ] Connect I Stats ] Data |

2 8 U ® ¢ v g 8 @

roups Reports

Search My Account Managers Literature Clubs Projects Activities Awards

Dashboard Enroliment Reporting

Quick Exports [=] cuicRepors| ~]

Members/Volunteers I Families l Projects ] Activities l Awards I Groups |

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

[ Search ] [ Clear Filters J

S alacs " =] Enroliment Date Flagged Gender

elect a county ...
[ =l From| }- To[ |- |_Clear Dates [ ves [ o [ mate [ Femate
Role Status Volunteer

D Adult D Contact D Custom D D Active D Archived D Inactive D Incomplete D Not Participating D Pending D D Yes D
Youth Short-Term No

1 - 250 of 5658 records returned < l
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Using the Search Function (cont.)

a

o e

Search

How to View Pending Member/Adult Volunteer Enroliments

1. On the “Member/Volunteer” tab, leave all fields blank.

2. In the “Status” section, select “Pending” and “Incomplete.”

3. Click “Search.”

This search will return all members who have started their application for enroliment or may need follow
up from your county office.

Tip: If you are working with a family that says they have enrolled and you can’t locate their record from the Members/
Volunteers tab do a search from the families tab by last name or email address used. A family record may have been

created but member/volunteer records were not created.

Events | Animais | Connect | Finances | pata | Frienas |
2 &~ R= - - eS) ) ? =0 5= .
& L V] =~ Rryst ) ‘*:g by R 8 B Y "
My Account Managers Options ri::"“r';:; Schools Clubs :iii Activities Awards Groups rri;lc\):@nt Payments Reports
Dashboard Enroliment Screening Reporting
Quick Videos 5 Quick Exports 54 Quick Reports v
( Members/Volunteers Families I Projects I Activities I Awards ] Groups ] Training ]
Keyword(s) (4-H Age, Address, Birthdate, Email, First Name, Preferred Name, Last Name, Primary Phone)
newton |
Enroliment Date Flagged Gender
l Select a county ... R
[ q From ‘ | To‘ =/ Clear Dates [J Yes (O No [J Male ] Female
Role Status Volunteer
[J Adult [] Contact [] Custom [] Youth [0 Active [] Archived [] Inactive [] Ir plete [] Not Participating [] Pending [] Short-Term [J Yes [] No
|2 records returned |
Fiag Options ~ Add Flagged ~ Add Famiy Email to Fiagged Members | Email to Search Results |
Q MEMBERS/VOLUNTEERS &)
Name V Years  Member# Status 4H Age Role Gender Primary Club Enroliment Approved Login
Newton, Cindy vV 4 506079 Pending 54 Adult Female Mountain View Oct 16,2017 Login ¥
Roberts, Damen (Damen) 4 1710491 Pending 13 Youth Male Mountain View Oct 16, 2017 Login %

Adding a Family to 4HOnline at the County Level

1. By clicking the “Add Family” button on the Members/Volunteers search screen a county office can add a family. It will
ask for the name of the family to add, family email, address, phone number and correspondence preference. Click
Confirm add new family.. Once entered, click “Add Family.” The rest of the process for adding family information and
individual profiles is the same for the county office as for a 4-H family.
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Using the Search Function in Events

How to Search for Event Registrations
ﬂ% 1. On the dashboard select the “Events” tab, type in the name of the member you are searching for
- in the “Keywords” field. If you are looking for all participants, leave this field blank.

o e

Cazre
Search 2. Select the event from the drop down menu. If you would like a view of all events and

participants, leave this field blank.
3. You may specify a registration time frame by filling in the “Registration Date” field. Otherwise, leave this field blank.
4. You may search for “Adults,” “Youth,” or conduct a “Custom” search by checking the appropriate field.

” o«

5. Choose what “Registration Status” you are searching for by selecting “Approved”, “Confirmed,
“Pending,” or “Resubmit.”

”

Incomplete,”

6. Click “Search.”

7. To see the status of the registration, click “Edit” to the right side of the individual.

Tip: Clear filters after doing searches as the system will remember your selections.

AK4HOnline [ AKZenDesk @) NV4HOnline ZZ NVZenDesk % VandalWeb “ Branding [E] A.SciLesson Plan Top... [J CFAES Publications: H.. “# CALSPlan - Login @ University of Idaho Ext.. @ 4-HC

Idaho 4-H Youth Development State Office (State) # Home | ¥ Admin | @ Logout
— . 8 .
Enroliment Animal ] c T Fi ] Data I Friends T Quiz Bowl
= -
Events Calendar Locations Views Reports
Events Calendars Reporting
Event Registrations
Keyword(s)
| |
Registration Date Certified Date
Select a county ... 7‘
From ‘ \Tc‘ = & From “| To| = g
2017: State: ID: 4-H Ambassador Sumvg
Role Registration Status Gender Age/Grade Division
Adult Youth [] Custom [ Approved [] Confirmed I l Pending [] ReSubmit [J Male [] Female l Select an age/grade division ZI
26 records returned |
Download Uploaded Files [ P —_— Restdte |
Q EVENT REGISTRATIONS &
Name County Event Registration Type Status Stage Reg.No. Reg.Date Login Edit
4-H Ambassador Youth Steering Committee Member or 4-H Oct 30,
Anderson, Shelby Kootenai Pending County 13191 Login ¥ Edit #
Summit State Officer 2017
4-H Ambassador Oct 19,
Bates- Orqill, Tracie Jefferson Youth Delegates Pending State 13166 Login ¥ Edit #
Summit 2017
Au Artuilt r Qtaaring O i et 21
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Using the My Account Function

The “My Account” function keeps record of your county office contact information and allows you to
manage your password. 4HOnline login information should NOT be shared, if you need an account

created please email Erika Jeffries at ethiel@uidaho.edu
My Account

How to Edit County Contact Information
1. After logging in to 4HOnline, click the “My Account” icon on the “Dashboard.”

information is incorrect, change it and click “Save.”

Idaho 4-H Youth Development Powered by 4hOnline State Office (State)
Enroliment T Event Registration T Animals T Connect T Stats T Data ]

View the information listed regarding e-mail address, your name, county, address, and phone number. If any

S &8 U ® ¢ v R 8

Search My Account Managers Literature Clubs Projects Activities Awards Groups Reports

Dashboard Enroliment Reporting

Profile Information

Email [ethiel@uidaho.edu joe@gmail.com

First Name ‘ Erika

Organization Title \ State Office

Mailing Address ’ PO Box 443015

|
|
Last Name ’Thiel }
1
|

City‘ Moscow

State‘ Idaho [z”
Zip Code | 83844-3015 12345

Primary Phone | 208-885-6498 565.555-1234
4H State| 1D =]

Password Management

Current Password:
New Password:

Confirm New Password:

Update Password ]

[ Save ] [ Cancel ]
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Using the Options Function

The “Options” function allows you to manage what your county’s members and families can and cannot
ot do when they log in to 4HOnline. These options include allowing families to create and edit their record
u and the last date for member project selection. You may also edit the project list offered in your county.

Options

How to Block Families from Creating their Record

1. After logging in to 4HOnline, click the “Options” icon on the “Dashboard.”

2. Check the box marked “Do Not Allow New Families to Create Their Record.” If you check this, you will be responsible
for entering new family information into the 4-H Connect System. Click “Save.”

How to Block Families from Editing their Record

1. After logging in to 4HOnline, click the “Options” icon on the “Dashboard.”

2. Check the box marked “Do Not Allow Existing Families to Edit Their Record.” If you check this, you will be responsible
for making any corrections existing 4-H families require. Click “Save.”

How to Link Projects to Clubs

1. After logging in to 4HOnline, click the “Options” icon on the “Dashboard.”

2. Click the “Link Projects” link below the dashboard.

3. Select the appropriate “Club” from the dropdown menu

4. This will open a new screen that lists all 4-H projects offered in the state (and project aliases). Check the boxes
beside the projects this club will offer (or simply click the select all button and deselect projects that are not relevant).
Note: The state project list is updated annually, you will need to link any new projects. Also, if your county
offers county-based projects you will need to create a project alias and link those projects for them to appear
for members.

5. Click “Update.”

Enroliment ] Event Registration ] Animals [ Connect [

) 7 A= s 0} ren i
s 0 B o % @2 ® <V R BB &

Search My Account Managers Options Schools Clubs At Activities Awards Groups Reports
» Members Alases Enroliment

Dashboard Enroliment Reporting

Link Projects to Clubs Hide State Groups

Options

For Families

Do Not Allow New Families to Create Their Record D

Do Not Allow Existing Families to Edit Their Record: D

For Members

Last Month for Member Project Selection: | May E]

Last Day for Member Project Selection: | 1

Reports
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Project Volunteer Login

From the “Options” function, you can allow project volunteers to login to 4HOnline to access participant

iu’r’ lists for projects.

Options

How to Allow Project Volunteer Login
After logging in to 4HOnline, click the “Options” icon on the “Dashboard.”
Click the “Project Leaders” link below the dashboard.

Add a check mark under the ‘Allow Login’ column for the volunteer. Note: This screen can not be sorted by volunteer

1.
2.

name or project title.

If the project club serves the whole county (members from different clubs participate in this project) add a check mark

under the ‘County Wide’ column.

Project passwords are automatically generated by the system (first three characters are numeric, last three characters

are capitalized alpha).

Note: Volunteers must be in active status, enrolled in the project, and have clicked the ‘l am a volunteer’ radio
button in the personal information section of their record.

Idaho 4-H Youth Development

Latah (County)

Enroliment I Events I Animals ] Connect

Finances I Data | Friends ]

A Home | ¥ State ||

|

2§ 2 2 2 ® Y Vv R B BB,
Search My Account Managers ri;::;;:a Schools Clubs Z%iff Activities Awards Groups [rrsz;ﬁ:wint Payments Re
Dashboard Enroliment Screening Rep
Project Leaders

Allow Login County Wide |Project Club Volunteer Volunteer Title Password I

J J Birds - Poultry Mountain View Richmond, Nancy Project Leader

O O Cat Mountain View Richmond, Nancy Project Leader 600CAT

O O Cawy Mountain View Richmond, Nancy Project Leader 700CAV

O O ?Lfg;",ﬂe',ﬁ;im Clothing 1 Mountain View Craig, Mary Jean Project Leader 295CLO

O O Cloverbuds Mountain View Craig, Mary Jean Project Leader 500CLO

O O Dog Mountain View Richmond, Nancy Project Leader 278D0OG

O O LEADER - Small Animal Projects = Mountain View Richmond, Nancy Project Leader 810LEA

O O Pocket Pets and Other Animals Mountain View Richmond, Nancy Project Leader 640P0OC

O O Rabbit Mountain View Richmond, Nancy Project Leader 210RAB

O O Sheep - Market Country Kids Fletcher, Stephanie Project Leader 200SHE

O O Swine - Market Country Kids Ashmead, Jennifer Project Leader 230SWI

O O Swine - Market Mountain View Johnson, Carrie Project Leader 2308wl
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Using the Confirm Members Function

B= The “Confirm Members” function is a shortcut to view the members whose enrollment applications have
e o not been approved yet. You can also approve members by using the “Search” function. Effective 2017-
Confi ,:I_ 2018 4-H Year - Volunteer screening is required every three years. Volunteers who were active status for

2016-17 will need to be re-screened in 2020. Returning volunteers will need to complete the Protecting
Minors Training and any other certification elements your county requires.

Members

Member Approval Categories Pending member records fall

under three categories:

*  Members/Volunteers Needing County Approval - These are
pending members/volunteer records. Approval should only
occur if member enroliment fees have been paid and in
the case of volunteers, all volunteer screening/certification :
requirements have been fulfilled s

*  Members/Volunteers Awaiting Employee Approval - ‘[
Employees are approved at the state level, once approved [
these members will appear in the Members/Volunteers
Needing County Approval list.

*  Members/Volunteers Awaiting Volunteer Screening Approval - These members have pending components to their
volunteer screening record. If all screening elements are completed, approve the screening record and then the
enrollment record will appear in the Members/Volunteers Needing County Approval list. To approve volunteer
screening records: click ‘Search’ icon, search for member, click on member name, from member options popup click
‘Profile’, on Volunteer Screening record click ‘Edit’, enter/verify dates for Protecting minors training, and screening
information. Select ‘Approved’ from form status dropdown, make sure 4-H year is correct, and no restrictions, and
click ‘Submit’.

How to Confirm Members

1. After logging in to 4HOnline, click the “Confirm Members” icon on the “Dashboard.”

2. If any names are listed, click “Login” to the right of that name.

3. The system will put you into the Personal Information Section - you can scroll and click through the record screens
OR click on County Review

4. READ the information carefully. First, scan the Personal Information Section - check contact information, birthdate
(members age 5-7 can only participate in the Cloverbuds project), click ‘Continue’

5. Review the additional information section (authorizations, code of conduct, privacy release, etc.), scroll down and
review T-shirt size indicated. A lot of folks do not update T-shirt sizes as the child ages, click ‘Continue’

6. Review the Health Form, Click ‘Continue’

Review Participation - Clubs and Projects - every member should be in a club and be involved in a project.

8. From the ‘County Review’ section, scroll to the bottom:

e If the information is correct AND the member has paid enroliment fees and in the case of volunteers
screening/certification elements are completed (and if applicable fees are paid), click ‘Accept Member’. An email
will be automatically sent to the new member to notify them of their approval.

e Ifinformation is wrong or additional information is needed from the member, a message can be typed in the
“Message to Member” box and click ‘Send Back to Member’.

* If the member was added by accident or is a duplicate, click ‘Delete Enrollment’ and the record is deleted from
the system.

Note:

* “Adult” record is designed for Adult Volunteers NOT adult parents. Parents should not
create an individual record within the family.

* Complete the Confirm Members process daily.
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Volunteer Screening Status

If pending volunteer records are in the
‘Awaiting Volunteer Screening Approval’
stage the volunteer screening record needs
to be approved.

1.

From the search screen click on the vol-
unteer’s name

From the member options popup window
select ‘Profile’

Click ‘Edit’ on the Volunteer Screening
record

Verify the Protecting Minors Training has
been completed (Check trainings in the
profile)

Enter the date that the Public Record
Review was completed - note volunteers
enter in the date that it was submitted

If the volunteer has fulfilled all compo-
nents change form status to ‘Approved’
from dropdown menu.

Keep restrictions set to No Restrictions
Click ‘Submit’

1d3ho 44 YouthDevelopment Latah Count) #Home 1 Sate | Logout

[ envoument | events | animais | Gomnect | rinances | oata | rrenss |

4 8 8 ¢ 2 v R B8 B =
Hesther Bovard - Ltah
S T ity ombers

FullName: HeatherBovard
HombershipiD: 0
Address: 1033 ica Hourtain Ra
iy Deary
st

2 Cote: s3623.9638

Volunteer Screening Information

=
——
=
[a VOLUNTEER SCREENING a)

‘Send Back Envoliment | | Retum to Member/Volunteer List

o tnnge e Gemtor  prmayCubTee  CubSus | EaolmentSumws | Eavolmenthate Logn
uuuuuuuuuuuuuuuu 2 ol e o e T ey
oraut,Jennier 3 Adult Female  CountyKids Pending Pendng oct19,2017 Logn
Poesy Logan 10 Youn  male  FuBE Pending Pendng oaz3,2017 Lont
Rickert (Egan),Gus 12 Youn  Male  Coumiykics Pending Pendng oazr,2017 Logn
Robert, Damen 1 Youn  Male  Mountainview Confimed Pending ot 16,2017 Logn'#
Schumaker, Signs " Adut Female  MountainView Confimed Pending oa12,2017 Logn
Simons, Chester 1 oun  male  FuBE Pending Pendng octa0, 2017 Logn
simons, Eain a Aqut Female  FMBE Pending Pendng oaa0,2017 Logn
Vincent, Al . Youn  Femsle  Couniykics Pending Pendng oa 17,2017 Logn'#
Vincent, wyat " Youn  Male  Coumiykics Pending Pendng oa 17,2017 Logn
Vowels, Efena . Youn  Female  FMBE Pending Pendng oaz2,2017 Logn #
Vowels, Jaon " voun  wale  FuBE Pending Pendng oaz2,2017 Logn
Wetzel, Joshua 1 Youn  Male  Mountainview Confimed Pending oc28, 2017 Logn
vagerNia 51 Adut Wale  Mountainview Confimed Pending oazr,2017 Logn
Vagen zachary 1 Youn  Male  Mountainview Confimed Pending oazr,2017 Logn
vager Zole 1 Youh  Female  Mountainview Confimed Pending oazr,2017 Lognt
MEMBERSVOLUNTEERS ANATTING EMPLOYEE APPROVAL ]
[ mere are no recoras |
(Q UNTEER: VOLUNTEER SC P =)
Name 4-HAge Type ‘Gender Primary Club Title Club Status Enroliment Date
Bovard, Heatmer “ Aqut Female Countykids Pendng octa0, 2017
Workman, Haley 2 Agut Femate Countykics Pending oct19,2017
= S S — 5 A =
f— ot =)
QuickVideos Y] auckexpors 5 QuickRepots 5

Members/Volunteers. T Families. ] Projects. ] Activities I Awards ] Groups ] Training }

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

‘bovard ‘
Date
[ select a county .. -]
rml_____JEtel =l o=
Role Status

[ Adult [] Contact [] Custom [] Youth

r Dates

3o &3

Flagged Gender

O Yes O No [ Male [] Female
Volunteer
[ Yes [ No

[ Active [ Archived [] Inactive [] Incomplete [] Not Participating [] Pending [] Short-Term

5 records retumed

Flag Options  Add Fiagged  Add Famiy Emai to Fagged Members
Q MEMBERSVOLUNTEERS =]
Name V Years Member # Status 4H Age Role Gender Primary Club Enroliment Approved Login
Bovard, Conner 4 1586797 Pending 12 Youn  Male Country kids oct 18,2017 Logn ¥
Bovard, Dawson 4 1586798 Pendng 11 Youn  Male Country kids oct 18,2017 Login 4
Bovard, Emily 3 1586799 Pendng 8 Youh  Female  CountyKids oct 18,2017 Login ¥
Vi o Pmdng 41 A Fomde  Comiykds  Od30201 Logn
Bovard, Kori 3 1586800 Pendng 9 Youh  Female  CountyKids oct 18,2017 Login ¥
wemoers RIS enroiment
Dashboard Envolmant screening Reportng
Heather Bovard - Latah
Dates can not be form has been submitted (please submit this form and submit your enroliment form then complete the training or
data will be lost).
Please enter the date you completed the Ul Protecting Minors mmidd
. 5 i [10/30/2017 L
0
How did you complete the Protecting Minors Training?: | 4r0nline 7‘
Please enter the date that you submitted your Public Record mmiddiyyyy
Review: |10/30/2017
Please enter the date that the Public Record Review was | mmiddiyyyy
completed/cleared: =
Number of years as a 4-H Volunteer? If tis is your 1st year =
select1: | 1 -]
Form Status
Stats: | Pending v
4H Year
Year. | 2017-2018 ]
Restrictions
Restiction: | No Restrictions &
Comments.
Submt | Cancel
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Using the Clubs Function

q‘. The “Clubs” function displays a list of 4-H clubs in your county and contact information for the club
B managers. Logging in to an individual club displays a list of members whose enrollment applications
are pending approval. You can also edit the password, contact information, meeting times and charter

Clubs

How to Edit Club Information

1. After logging in to 4HOnline, select the “Clubs” icon on the “Dashboard.”

information for each club.

2. Select a club and click “Edit” at the right side of the screen. This will display the club password, contact information,
meeting date and location and charter information for that club. If you make any changes, click “Save” at the bottom
of that screen. See page 16 for details on allowing Club Volunteer Login, Adding New Clubs, Archiving Clubs

Animals r Connect 1

Enroliment T Event Registration 1

A ) B U = = Vv R &8 E | &
Search My Account Managers Options .:‘;‘:'_')e‘“ Schools L'\(r:ﬁlr‘:;rl Reports
Dazshboard Reporting |
Add Club Quick Exports =]
CLUBS &)
Title 4 Status Delivery Mode Login Edit
Barnyard Brigade Active Organized 4-H Community Club [ Login O] [ Edit _/’D
Bruneau Canyon 4-H Active Organized 4-H Community Club [m] %_ﬁ
Brunesu Sage Riders Active Organized 4-H Community Club [ Login O] [ Edit J]
Country Kids Active Orgsnized 4-H Community Club [ Logn ] [ Edt 2]
Desert Runners Inactive Organized 4-H Community Club [ Logn ®] [ _Edt Z]
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Clubs (cont.)

Adding a New Club to your county

q‘l 1. Visit the Employee Resources
... J page and Click on Club Chartering and

Taxation link. The necessary paperwork n=| 9 \
Clubs . 1) W | | Y ‘
Clubs and chartering process needs to be -4 22 | — \f
Con S P Projec Activitiec vards
completed before you can add a new club Members  Shodls Chuos s Acivives  Award

to your county. For questions regarding H

chartering and taxation please contact Angela Eide at
aeide@uidaho.edu

Click “Save.” If the volunteer’s name is missing from
the list, the volunteer needs to edit their profile and/or be
activated within 4HOnline.

28:35 PM

Comments:

2. Once the club has gone through the chartering process _

click the Clubs button on the dashboard and click “Add '
Club” link in upper left corner (just under the search
button on the dashboard). Club Information

3. Enterin the club information and click Save when
complete and you will be returned to the Clubs screen. e 'ﬁtle:‘vSassy L ‘
A club password will generate automatically. You can CRapon: ‘ . |
edit the password to make it easier for volunteers to Delivery Mode: | 12) Organized 4-H Community Clut[¥]
remember. Report Method;[ Individual E]

4. If a club needs to be archived simply scroll to the bottom mber of Members:| Unlimited Eﬂ
of the page and click ‘Archive’. Club Password: | TcIfTdB1 }

County:’ Demo E”

Club Volunteer Login

After logging in to 4HOnline, select the “Clubs” icon on the Detats

“Dashboard.” SN =W ‘

5. Locate the club to which you wish to grant club volunteer )

) " . i Address Line 1: ‘ 123 Just Say Woah Lane ‘
access, then click “Edit” to the right of the club name.

6. Once an adult volunteer has been approved in the AdressLinez | |
system and they have indicated they are a volunteer e \ ponners kemy }
(clicking radio button in personal information) they will State: | 1daho =]
be listed under the volunteer section. A county office Zip Code: ] 83805 }
can then assign login rights to that volunteer for the Phore Numbe,:izog,zm_lus ]
purpose of printing club/project lists, printing labels, and e J
entering meeting/project attendance reports. Access r
can be changed as needed by the county office. If you Emalt ’~ridenS“de@horsecraz"lad""mm ]
check the ‘allowing member management’ access that web Site | |
volunteer can change member project enrollment (not Newsletter Site: ]
recommended). Meeting Location: \ ]

7. Select the appropriate club volunteer to be given access. Meeting Time:‘j ]

Tip: Edit this list seasonally to grant or limit access to leaders when they actually need access. For example, if a

leader only needs administrative access during the spring, “uncheck” their name during rest of year.
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Using the Groups Function

The “Groups” function displays a list of groups that meet in your county. This function is also used
for short term events where we want to capture educational experiences. For example - youth doing

Groups enrichment activities at a summer reading program ran by the library.

How to Add a New County Group
1. After logging in to 4HOnline, select the “Groups” icon on the “Dashboard.”

2. Click “Add Group” on the top left bar below the “Dashboard.” This will display a series of fields to collect pertinent
information for the new group.

3. Click “Save” when you are finished.
How to Edit Group Information
1. After logging in to 4HOnline, select the “Groups” icon on the “Dashboard.”

2. Select a group and click “Edit” at the right side of the screen. This will display the group type, meeting date and
location, group leader and contact information. If you make any changes, click “Save” at the bottom of the screen.

3. If you are starting a new 4-H year and a group is no longer active or existing, click “Delete” to remove the group.

Enroliment [ Event Registration I Animals l Connect ]

ﬁt}uzaﬂgvg@y

Confirm Project Group

Search My Account Options e Schools Clubs sy Activities Reports
Members Aliases nroliment
Dashboard Enroliment Reporting
Add Group
GROUPS &)
Level 4  Group Type Title Delivery Mode Description Edit
County Camp Demo 4-H Day Camping Program Edt 7
S——
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Using the Group Enrolilments Function

The ES237 report is the Youth Extension Report. All Extension youth programming needs to be

A= reported to CALSPlan and in 4HOnline (through group enrollments). The Group Enrollment function
 E— captures participant numbers we do not capture through member enroliment in 4HOnline such as
Group school enrichment, special interest, camps, afterschool programs conducted in your county. Additional

Enrallment  information on Reporting Guidlelines and ES237 definitions can be found at
https://www.uidaho.edu/extension/4h/4honline/help-for-staff

How to Add a Group Enroliment
1. After logging in to “4HOnline,” click the “Group
Enrollment” icon on the “Dashboard.”

2. Click “Add Group Enrollment” on the left side of the bar

below the “Dashboard.” This will display the firstof three & § < 2= = W™ & ¥ § 3&,;

10aho 4-H Youth Uevelopment Fowered by 4hUnline Uemonstration (County)

J' Enroliment | EventRegistration | Animals | Connect |

steps to create and distribute the group enroliment form. =« win oo | Ein <« W PO ke Aver ;
Dashboard Envoliment Repor
3. The first step, “Program,” outlines the group name and v Eon|
the. Complete all fields in bold (required). Make sure
that each é;ropp enrollment has at least one FI‘OJe(_:t 4H Year Program Date
associated with it - this is required or you will receive an N e T [ i i [ (Searen ) ok
error message.
These are delivery methods options: Group AL @ i
) ) [0 stow submited rorms. [ sow Unsubmted Forms
«  4-H Special Interest/Short Term Programs : S s S e
*  Weekends, Summer, Out-of-School days e R
*  4-H Overnight Camping Program GrouP ERoLLVENTFORMS
° Educational experience Of group Iiving in the .A-MVfa!- - Frograr:- Date Program Name Description Club/Group Delivery Mode Submit Date
2011-2012 Jul 11,2012 New Program test Demo 4-H Day Camping Program

outdoors that includes an overnight stay
4-H Day Camping Program
« Day camps are usually theme based and may
consist of multi-day programs with the youth
returning home each evening.
«  4-H School Enrichment Program © Pogam @) Member Distribution  €) Volunteer Distribution

*  Programs/activities that take place IN school
during the school day. They may take place Eogen
at public or private school or for a home- Program Name: | Camp Cloverbud \
school association. B | C'overbud Day Camp |
+  4-H Individual Study/Mentoring/Family Learning sartOate: 22027
»  Single child doing project or activity working R
independently, not in a club. One-to-one 4H Year: | 10/01/2011-09/30/2012 =]
training may take place. May include working Club / Group: | Club: Country Critters =]
with a single family doing a specific activity. Delivery Mode: | 2) 4-H Special Interest / Short-Tern[ Wi
«  School Aged-Child Care Education Program S| Friko Thiel l
+  This category is referred to as 4-H Afterschool Losation:| Snow Creck Pond |
and include programs that take place after e el |
school, early release days, fifth-day or when Mumber ofous: LS |
school is not in session during academic year. N oo o ailen: ‘
* Instructional TV/Video Program B RS sEeslant Ry R [ ernep or ey
* Programs, events, that are not face-to-face .
. . . . Projects
instruction. May be done via a variety of
media such as pod-casts, web-based, etc. Select a Project:| Aerospace [>]] | Add Project
4. Click “Continue.” rogect remove
Tip: Counties can now add school groups as they are Cloverbuds
entering group enrollment numbers by clicking the

“Add Group” button beside the group field. All groups
added here will also appear under the “Groups” icon
once saved. This feature allows county offices to set up
individual records for each educational outreach effort.
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Group Enrollments (cont.)

5. The second step, “Member Distribution,” allows you to specify demographic information for group enrollment
distribution. You will enter Gender, Race, Ethnicity, Residence, and Grade information in this section. “Duplicates”
are youth who have already been counted - either they have an individual record (club members) or they have been
entered on a prior group enroliment record.

Group Enroliment - Step 2 (Member Distribution)

0 Program o Member Distribution ° Volunteer Distribution

Gender Distribution

Gender (Duplicates are current 4-H participants) Total Duplicates
Male: 2 0

Female: 2 0
Sub-Total 4 0
Total (Duplicates removed) 4

Racial Distribution Please remove current 4-H participants (duplicates)

Please indicate the race and ethnicity of participants Ethnicity

Racial Groups Hispanic Non-Hispanic
(1) White Only: - 0

(2) Black or African American Only: 0 0

(3) American Indian or Alaska Native Only: 0 0

(4) Asian Only: 0 0

(5) Native Hawaiian/Cther Pacific Islander Only: 0 0

(10) Balance (other combinations): 0 0

Sub-Total 4 0

Total 4

Residence Distribution Please remove current 4-H participants (duplicates)

Where do the participants live?

Farm: 4
Rural {under 10,000): 0
Town (10,000 - 50,000): 0
Suburb of Cities (less than 50,000): 0
Central Cities (Greater than 50,000): 0
Total 4

Grade Distribution Please remove current 4-H participants (duplicates)

Grade Level
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Group Enrollments (cont.)

6. Click “Continue.”

7. The third step, “Volunteer Distribution,” allows you to specify information for the volunteer enroliment distribution
according to race, ethnicity, volunteer classification, and training types.
8. Check the box on the bottom left of the screen “Submit Form for Approval.” Submitted forms may be edited at any

time.
9. Click “Save Form.”

istrib

0 Program o Member Distribution o Volunteer Distribution

Racial Distribution

New Volunteers Cnly

Adult Volunteers

Youth Volunteers

Ethnicity Ethnicity

Racial Groups Hispanic |Non-Hispanic| Hispanic | Non-Hispanic
(1) White Only: 0 5 0 S

(2) Black or African American Only: 0 0 0 0

(2) American Indian or Alaska Native Only: 0 0 0 0

(4) Asian Only: 0 ) 0 0 0

(5) Native Hawaiian/Other Pacific Islander Only: 0 0 0 0
(10) Balance (other combinations): o] 0 0 0
Sub-Total 0 5 0 5
Total 5 5
Adult Classification Distribution

Classification of Volunteers Adult Volunteers

Male Female

Direct: 1 4
Indirect: 0 0
Sub-Total 1 4
Total 5
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Using the Group Enroliment Function (cont.)

How to Edit a Group Enroliment
After logging into 4HOnline, click “Group Enroliment” from the “Dashboard.”

1. Click “Edit” at the far right of the group enroliment you wish to change. This will display the three steps described in

the previous instruction set, “How to Add a Group Enroliment.”
2. Follow instructions on pages 18-20 (steps 3 to 9) of “How to Add a Group Enroliment.”

GROUP ENROLLMENT FORMS @_]
4-H Year « Program Date Program Name Description Club/Group Delivery Mode Submit Date Edit
2011-2012 Jul 11, 2012 New Program test Demo 4-H Day Camping Program Edt 7
2011-2012 Aug 2, 2012 Camp Cloverbud Cloverbud Day Camp Country Critters 4-H Day Camping Program Aug 02, 2012 Edit Z

How to Search for Group Enroliment

The group enrollment search function allows you to search previously created enrollment forms. The forms can be

filtered by year, program date, specific groups, and by forms submitted or unsubmitted.
1. After logging into 4HOnline, click “Group Enrollment” from the “Dashboard.”

2. Select the year the form was created from the “Year” drop down menu.

3. Complete the “Program Date” “From” and “To” fields to narrow by specific date.
4. Select a group from the “Group” drop down menu.

5. Click “Search.”

Tip: If your search does not return what you are searching for, widen your search by clicking “Clear Filters” and

entering less data.

Enroliment I Event Registration l Animals I Connect '
) ~ - o — -
4 & ¢ > ® ¢ v § 8 8 &
. My Ao O < Confirm c s < Project Activities wards e Group enorts
Search My Account Option: N School Club Allases tivite: Award Group |_Enroliment Report
Dashboard Envoliment Reporting
Add Group Enroliment Quick Exports El
4-H Year Program Date
[ All 4-H Years [«] Eon 1_| T°I ]_ [ Clear Dates ] [ Search J [ Clear Filters ]
Group Additional Options
[ All Groups E” ("] show Submitted Forms (] Show Unsubmitted Forms
|2 Records Returned |
GROUP ENROLLMENT FORMS @_]
4-H Year « Program Date Program Name Description Club/Group Delivery Mode Submit Date Edit
2011-2012 Jul 11, 2012 New Program test Demo 4-H Day Camping Program Edit 7
2011-2012 Aug 2, 2012 Camp Cloverbud Cloverbud Day Camp Country Critters 4-H Day Camping Program Aug 02, 2012 Edit 2
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Using the Manager Control Panel

The “Manager Control Panel” is a shortcut to member and family records.

How to Use the Manager Control Panel

1. After logging into 4HOnline, login a member’s name via the “Search” icon on the “Dashboard.”

2. The “Manager Control Panel” will appear to the left of the Member list for the selected family. It allows you to quickly
view records (includes active records, incomplete records, records waiting approval, records from last year not
renewed or all records), find members, find family, add youth or add adults in families . Clicking any of the buttons on
the “Manager Control Panel” will direct you to the usual screen to complete the command.

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

[ select a county ... =]

Role Status

Youth Short-Term

[ Search ] [ Clear Filters

Enroll t Date Flagged Gender
‘ E]] Froml I_ Tol ’—J [ Clear Dates ] [ ves [ o [ mate [ Femate

D Adult ‘:l Contact D Custom D D Active D Archived D Inactive D Incomplete D Not Participating D Pending D D Yes D
No

Volunteer

2 Records Returned

[ ResetFlag | | AddFamily | [ AddFlagged To Activity | | Add Flagged To Group

Extension Office) for an enrollment to be considered complete.
Create New Family (enter family name)

Create Famiy
Boop Family Edit Family Add A New Family Member
Boop Family 853 Black Mountain Rd [ select a member type... M
Member Flag
Bonners Ferry, ID 83805-5705
21 Boop (11) =] - ) Add Member
* Belsy Boop (23) O A% Address is Verified ReActivate An Archived Family Member
* Betty Boop (42) 208-267-1345 [ select a member... v
Kat Baop o skichic12001@yahoo.com [send mail] ReActivate Member
* LizBoop (19) 0 There is a problem with your email address. [more infol
* Spurs Boop (52) o Demonstration County [contact info]

Add Adult Add Youth YOU CAN NOT REGISTER FOR AN EVENT UNTIL YOUR ENROLLMENT HAS BEEN ACCEPTED AND YOUR STATUS IS SET TO ACTIVE
If your enrollment status is ‘Inactive’ or ‘Incomplete’, click the "Edit’ button to review and submit your record for approval

Member/Volunteer List

Name Role Membership ID Enrollment Status Last Active Year Edit

1) Avi Boop Youth 467991 Active 2017-2018 Edt

) EventRegistrations 10/01/2014-09/30/2015

2) BetsyBoop Adult Inactive
3) BettyBoop Adult 457888 Inactive 2016-2017 Edt

» EventRegistrations 10/01/2014-09/30/2015
) Event Registrations 10/01/2015-09/3012016

4) KatBoop Contact Active Edt

MEMBERS/VOLUNTEERS &
Name ~ V Years Member # Status 4-H Age Role Gender Primary Club Enroliment Approved -
[] pemo, Adutt 2 294905 Incomplete Adult Femsle  DemoClub Jul 11,2012 Logn_&
1 - _ v oa ssmnon Aves e TS AT tad mman 444 Anan
Manager Control Panel i O behaliOF
Idaho 4-H Youth Development = Logout Boop Family
£ i 853 Black Mountain Rd
D % Hﬂ:}‘:‘jf‘p“’ Idaho Bonners Ferry, ID 83805
\Acwe Records v\ o 208-267-1345
Find Member Recent Profiles
[Enter member name ... ] Logged in as & Boop [¥ County] # Home | = My Member List A University Of idaho
GoTo Record Clear Member List § State Office
Find F Demonstration
mdFeoy Ifyour enrolment status is Inactive or Incomplete, dlick the Edit bution to review, update (or correct) and submit your record for appraval. If .
Enter famiy name .. ‘ your status is Pending, your record is complete and waiting for county Extension approval Sachee
GoTo Record Clear Volunteers must have a suceessful background sereen, completed the Protecting Minors Training, and remit enrollment fees (to county
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Using the Member Options Panel

The “Member Options Panel” is a shortcut to member and family information including notes, files, projects etc.

How to Use the Member Options Panel

1. After logging into 4HOnline, click on any member’s name via the “Search” or “Confirm Members” buttons on the
“Dashboard.”

2. The “Member Options Panel” will pop up. It allows you to quickly access profile information (click that to access the
Volunteer Screening information), contact information, notes, projects etc. Clicking any of the buttons on the “Member
Options Panel” will direct you to the usual screen to complete the command.

3. Notes can be viewed or searched for in the connect section. These are often created in enrollment section and are

tied to individual profiles. The notes function can be used to send email messages to individuals or create a note for

manager use only.

Member Options [close]

Betty Boop 208-267-1345

#457888 208-290-9899 (Cell)

853 Black Mountain Rd skichic12001@yahoo.com

Bonners Ferry, ID 83805-5705  208-267-1345 (Family)

Demo County skichic12001@yahoo.com
(Family)

Profile

‘ Notes

@ Projects

{( Activities

ﬂ Awards

88 Groups
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Using the Events Function

The “Events” function allows you to post county-specific events and activities, create registration forms,
.jj'_'lI and manage registration approvals as well as create event specific reports.
Events

Using the Search Icon in the Events Dashboard

This allows you to search for members and their registration status for various events. You can also access

member’s personal information or their event registration information.

Confirm Registrations icon in the Events Dashboard

Depending on how the event is created, you may need to approve members before they can participate in an event.
If this is an event you are not hosting (i.e. state event), your approval, in a timely manner is required for the member’s

registration to advance and be accepted.

To confirm an event registration
Click on the Events Tab
Click on the ‘Confirm Registrations’ Tab

Click on the member’s name
Read the registration form in its entirety, very carefully

o gk wh =

Locate the event in the list entitled ‘Events With Pending Registrations’ click ‘Edit’

If all information is correct, click ‘Accept Registration’. If information is incomplete or wrong enter in a message

in the comments box instructing the member on what needs to be changed and click ‘Send Back to Member’.

Delete and Block Registration will block a member’s registration for that event.

Idaho 4-H Youth Development Demonstration (County)

Enroliment Animals ] Connect r Finances ] Data ] Friends

# Home | ¥ State | ® Logout

= W B |

Calendar Locations Viev Reports

Dashboard Events Calendars Reporting
Q EVENTS WITH PENDING REGISTRATIONS
4-H Year Begins Title Status Pending Registrations
2015-2016 Sep 23, 2016 4-H Reimbursement Scholarship Application Testing )
2014-2015 Sep 8, 2015 Vi Rexford Scholarship Application **For State Volunteers Forum Only** Active 1
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Using the Events Function (cont.)

®

10.

11.

12.
13.
14.

15.
16.
17.

How to Add an Event
—- 1. Click on the ‘Events’ tab.
:I'_'IE 2.  Click on the ‘Events’ icon.
3.  Click ‘Add Event’in gray ribbon below the dashboard.

Events 4. Add in event information, starting with event title. You do not need to change type or calendar
settings.
5. General settings: recommend “entry based registrations” if you will have a registration form
included.

Open/restrict: limits who can participate. Normal = your county, county selection = specific counties, unrestricted=
open to whole state.

Restrict by project: blank = all members, or can limit to members enrolled in specific projects.

School grade: blank = open to all or can restrict as desired.

Levels certifying: County level will need to confirm registration or no confirmation, completed registration will
automatically be approved.

Youth Validation: only use if you need to double check age or there are limited gender based spots (i.e. sleeping
capacity) at an event.

Animal/Livestock: only use if there are animals being registered into the event as well and you are linking to Animal 1D
information.

Date & Time: Date and time information for the event. Will be included with event invoice, etc.

Repeat: only use if you have a regular repeating event

Invoice instructions: complete if you have additional, event specific information that needs to be included on the
invoice.

Comments: use if you have additional comments or notes on the event.

Event Contact: complete with contact information that you want on invoices, etc.

Save — at this point you can leave it as event information or create an event registration form.

Type in a name for the event, then select a calendar(s) and group(s)

Event Title:

<

Account:

Fublish

Type: | Standard

| &1

<

Calendar: | default calendar

Date Closed

General Settings

Enable Deposits: []
Entry Based Registrations: ]

Final Approval By Members Unit: [] "

Mansger Only Registration: [
Not Visible to Members: [] Membe

Open / Restrict Event by County

Normal Hierarchy Restriction:

Restrict Event by Project

Youth from selected projects can register

Restrct by Project Selection: [ ]

Selected Projects

Restrict Event by School Grade

Youth from selected grades can register

Restrict by School Grade Selection: []

Selected Grades

Levels Certifying Registrations

County: []
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Using the Events Function (cont.)

Creating an Event Registration Form

1. An event must be created first (see page 23).

2. To edit an event or create a registration form the event must be in “Testing” status

3. The options that appear below the Events icon (see image below) walk you through the event building process.

4. Location - where the event will be held

5. Apply template you can use information and formatting from prior events. NOTE: Be sure to update dates to current
year.

6. Registration types - set classifications like youth or adult. This is where you specify the registration time frame (be

sure to allocate for testing time and if the registration is fee based.
7. Custom Fields - create/edit “form” fields here:
* Title - Text in the form
» Type - Format the form will use. Group is the root of your form and creates headers. Other formats include radio
buttons, check boxes, dropdown menus etc.
» Registration types - who can see what information. You can specify certain elements to be visible for only cer
tain registrants
» Using the arrow up and arrow down you can change the priority/order of the fields.
8. Additional items - can be a page 2 or additional items for registration form
9. Upload docs - upload information specific to your event like maps, flyers, rules, schedule, pre-event items. These
items are .pdf files and can be downloaded by registrants at the time of registration.
10. Transmit funds: not functional at this time
11. Preview - preview what your form will look like. Select the view per registration type from the dropdown menu

Idaho 4-H Youth Development State Office (State) A Home | ¥ Admin | @ Logout

Enroliment I Events [ Animals | Connect [ Finances I Data ] Friends [ Quiz Bowl
@ M E|E i B

\
Views Reports

Confirm -

Search B e - Events Calendar Locations
Registrations
Dashboard Events Calendars Reporting
Event Locations Apply Template Registration Types Custom Fields Additional ltems Upload Docs Transmit
Funds Preview

Type in a name for the event, then select a calendar(s) and group(s)

Event Title: |2017 National Congress Application

Account v

Publish:

Type: | Standard

Calendar: | Idaho 4-H Youth Development

Ll [ <]

Status: | Testing

Date Closed: _ |
General Settings

Enable Administrative / Cost Recovery Fee:
Enable Deposits:

Entry Based Registrations:

Final Approval By Member's Unit: Gives other counties and districts final approval

. . ym n b
Manager Only Registration: Only managers can register members

Oo0oo0ooono

Not Visible to Members: Members can be registerd but see nothing about the event

Open / Restrict Event by County
Normal Hierarchy Restriction:

Restrict by County Selection: [] Members from selected counties can register
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Using the Reports Function

Reports can be developed from all information in the 4HOnline system. Some of these reports are
. ﬁ standard reports that have been integrated to work with every level of management and events. Some
"H reports are custom and have been developed by the user of the system. Custom reports can be
shared with other lower-level administration levels (i.e. county can share a report with club manager)
within the system. The report sharing process allows different levels to take advantage of unique
reporting options.

Reports

How to Access the Reporting Function
1. After logging into 4HOnline, click “Reports” from the “Dashboard.”

2. Click on the Enroliment Reports Tab. The reports listed contain different types and formats of reports, with different
user options for each. Standard and Shared directories contain reports that were created by an admin, options on
these reports are not editable. You can edit options that “you” own in the Memorized and Custom Directories.

Report Directories . -

Searcn My ACCOUNT —— Managers JPUOS SN0 TS A ACTIVIOES AWaros
Members Alases

*  Custom - Customized reports, includes copies Pt e
of shared reports, new reports, all filters, auto Quick Exports | = o
labels _
. . Enroll t R rt: M. R rt:
«  Memorized - Your memorized standard reports, | | asaeper Fepocs_|
limited standard filter options, no auto labels o [Current 4-H Year []] [ Select A Club (overrides club standard filter)...
* Shared - Reports shared by state to district/ S SR
) . emorize: 4 v Club
county/club, must memorize (to custom) to edit || Club - Directory (Primary Club)
. Shared Club - Leader Directory
Optlons Club - Totals
+ Standard - Reports created by 4HOnline, multi-§ =" ‘Eszz';“"T°‘“'5"’""“"y°°”"‘y°"‘y’
line, non-edit, no auto labels Trash ES237 (All Reports)
. ES237 - Activity Count
* Trash - Less drastic (and permanent) than . £5237 - Ethnicity Count
« " . .. ES227 - Participation Count (Dupli Included)
delete report”. Clean this out periodically ES237 - Volunteer Count

How to Work with Standard Reports

In standard reports, the county can run a standard report or copy the report and customize it to certain items needed at
that particular time. A copied report can be saved and viewed at other times. Both standard enrollment and standard
event reports work in the same way.

How to View a Standard Report
1. Select the report you wish to view and click the “Run” button located to the right of the report name OR highlight the
report name, and right click and select either ‘Export to Excel’ or ‘Export to PDF’

I Current 4-H Year E Select A County (overrides county standard filter)... E [ Exclude Demo COLE
Custom — — -
Enrollment: Standard
Memorized 4 JJcwb Report Options
. Club - Directory (Primary Club)
Shared g = :
Club - Leader Directory t»;—-, Run REpOYT
. Club - Totals
Standard . Club - Totals (Primary County Only)

| ES237 5 Memorize Report

ES227 (All Reports)
ES237 - Activity Count
ES2237 - Ethnicity Count
ES2237 - Participation Count (Duplicates Included)
ES237 - Volunteer Count
. ES237 - Youth Count

| Family
' d Family - Labels (Avery 5160): By Name
Family - Labels (Avery 5160): By Zip

Trash
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Reports (cont.)

&

.pdf or .xls files.

Once a report has been created, you can view your report in many different formats, such as

Reports
= - \
1. Click run report a separate Page |1 = of |2 > o [a
window will open showing the P
. . . h Xcel
report in Quick view as a .pdf. el MS Excel 2003 and earier
Rtf
Report: Club - Totals

2. To print the report in .pdf Fiters: Status=Active;
format simply select print
from the browser tool bar. To Owyhee
export and save the .pdf, click Total Clubs: 22

. i Total Adults (Primary Club Only): 68
the blue disk icon located Total Youth (Primary Club Only): 289
. . Total Adults (All Members) 70
to the Immedlate Ieﬂ Of the Total Youth (All Members) 315
pull down menu indicating
« » . Primary Club Only All Members
.pdf.” The report will then be Delivery Mode Adults Youth Adults Youth
Organized 4-H Community Club és 274 69 200
download to your computer as Organized 4-H In-School Club 0 0 0 0
Organized 4-H After-School Club 0 15 1 15
a .pdf. Organized Military 4-H Club g 2 ° 0

3. If you have a large report
with many headings, or wish to have the data to conduct a mail merge, it is recommended that you export the data to
Excel. To create an Excel spreadsheet, select the “.xIs” option (Excel version) from the drop down menu on the right
side.

4. Once “.xIs” has been selected, click on the blue disk icon located to the immediate left of the drop down menu
indicating “.xIs.” By clicking this, the computer will open another window asking you to save the report, or
automatically open the report in Excel (depends on your computer’s operating system).

(] O - [ —— T custom Report [Read-On! icrosoft Excel  — S X

5' Once the report Is open Or saved you Home | Insert  Pagelayout  Formulas  Data  Review t\ wewR p,:m[bkat — — o 0:- [
can edit the information in any way T s &« ». [Eweed e B om0y A
you need. The formatting will appear| ™" » ™=« = == @& BN Ra| 5 - o | A e e - | B Format - 2 o o

Clipboard = Font . Alignment 0 Number Styles Cells Editing
the same as the .pdf. If you need to A1 - % Owyhee q
. X [ [ B [ B D 3 [ F ] s H ] ) K L M=
sort or do extended functions with 1 gonh;:u \ 4thn e B
the file in this format you will want to 3 Renort: Méinbar- Active roia "
delete the unnecessary formatting SO |, peme — Coumy — Name - Name. Dt Address __ Eman - Membershipid
. Southern Owyhee Aberasturi Kell N/A 2504 Northside Rd 0
you can filter and sort the data. On | ® cnn s prowsi O St et ey 2
Southem Owyhee Aevermann Kelsey Oct 16, 1995 17771 Locust Lane kaev:r::\r:nn@hutma 301027
group reportS you may need to add = Southem Owyhee Albor Elizabeth Jan 16, 1995 P O Box 1165 !\ﬁs:zﬂ&@gmaﬂ,cn 272760
Columns to preserve the "grouping"_ 72 R Owyhee albor Graviela Sep 17, 1934 P.0. Box 1091 g\‘m,a\nur@yahnn,c 296638
Southern Owyhee Albor Leslie May 12, 1996 P O Box 1165 Z\TgsZDB@gms\Lcn 296634
Southern Owyhee Allen Amber Mar 24, 2002 23576 Homerdale ;Ta\\egand@gmal\c 389659
Southem Owyhee Allen Tracy N/A 23576 Homerdale %:Hsgend@gmal\c 389667
15 Rd om
Southern Owyhee Allen Wilma NA 20659 Hillcrest mosews83626@ms 294474
- Southem Ouwyhee Aman Bridget NIA P.o. Box 715 grﬁ;‘g’;‘ta@mdshn ed 389309
- Southem Owyhee Aman Lydia Apr 21, 1936 P.o. Box 715 ;ndge(s@mdshn ed 303326
Southem Owyhee Aman Megan Apr 05, 1938 P.o. Box 715 ;mdge‘a@mdahn ed 303327
W 4> M| Sheet /5 7 - m:\ W ] |
Ready | |[EEE m 100% &) [} (+)
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Reports (cont.)

How to Copy and Customize a Standard Report
. h 1. Select the report that you need to customize and duplicate for your particular purpose (i.e. you
"H want to create family labels for each of your 4-H clubs/groups in your county).

Reports 2. Click the “Copy” button located beside the standard report entitled “Enrolled Family Labels —
(Avery 5160).”

3. Once clicked, you will see the various options available to customize the report (i.e. the club, project, family flag,
member flag, primary club, etc.)

4. Select the desired report customizing options by moving the item from the box on the left to the right, or by clicking the
particular item on the bottom portion of the screen.

5. Click “Save” at the bottom of the screen. Note the “Delete” button at the bottom of the screen. Any time you wish to
delete a report, you can do so by opening the report and clicking “Delete.”

6. Click on the “Report” link located above the Clubs and Project boxes.
7. Name and describe customized report for easy identification.
8. Click “Page View” to see the results of your customizing.

9. You can modify, update, and edit your report at any time by clicking “Run” beside the report and then changing your
“Standard Filters” settings.

How to Work with Custom Reports

Custom reports work in the same format as the standard reports, except that the user has the option of selecting

countless information for an event, person, family, etc. Reports can be created to include demographic information,

contact information, screening, event, project, club, event payment, etc.

How to Create a Custom Report
1. Select “Enrollment” by clicking that option depending on the type of custom report you wish to create.

2. For “Custom Enrollment,” click “Add Report” at the top of the report list, then click “Add Report.”
3. Provide a name and description to your report. This will help you manage your reports for future uses.

4. Choose information from the “Profile,” “Additional,” “Participation,” “Registration,” and/or “Payment” sections of the

system to develop your report. Each of these areas are related to the following information:

« Profile: race, gender, family name/e-mail, school, grade, address, city, date enrolled, additional contact
information.

» Additional: volunteer screening, offices held, emergency contact, permission consents, school name and type,
alumni information.

» Participation: club and project involvement

* Registration: information pertaining to events such as status, confirmation dates, title of events, and specifics
about events (custom events).

+ Payment: amounts, check numbers, date payment received, payment status.
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Reports - ES237

1 ES237 reports can be ran at any time on 4HOnline. ES237 reports are listed under “Standard” reports.
The “All Reports” compiles all of the counts and you have the option of printing standalone reports for
the different counts that are used to compile ES237 data (Activity, Ethnicity, Participation, Volunteer, and

Renorts Youth).

Idaho 4-H Youth Development Powered by 4hOnline Owyhee (County)

Home | Return to the State account | Log¢

How to run ES237 Report (All - |_evontregsusten | anmas | comest |
Reports) 2 f 8 g =B =2 ®

Confirm

@ v R 8 2

Group

N ; Project : e
1 Login to 4HONIi Search  MyAccount  Managers  Options joopiim, Schools Clubs R Acivibes  Awards  Groups 099 |\ || Repors
. Loginto niine Dashbonrd Envoliment
Quick Exports @] ouicRepors L

2. Click the “Reports” icon on the e G,

Dashboard

Custom
Enroliment: Standard
“ ” Memorized A clu
3. Select “Standard” under the : B - Ovmctony iy Gt
Shared . Club - Leader Directs
Enrollment Reports tab Dcub Toas
< Standard - Club - Totals (Primary County Only)
4] Custom
Trash i jfornia Enrollment Form

4. Select the standard report entitled C s ‘
.| ES237 (All Reports)
“ES237 (All Reports).” e i

7 - it
ES237 - Ethnicity Count
ES237 - icipation Count (Dupli:

ES237 - Volunteer Count

5. Click “Run Report” under Report - £5257 - Youth Count

.| Family

: L. | Family - Labels (Avery 5160): By Name
Optlons L Family - Lsbels (Avery 5160): By Zip
] Group
L. || Group - Enrolled
i Group - Totals

6. Anew screen will pop up showing Qs

L. | Member - Active

Report Options

© Memorize Report

the report ina pdf view. I Member- ization Form (Adult Member Flagaed)

I Report Quick View

Tip: Data entry(group information,

! Page 1 of 3] 1o a@ ey [ |

enrollments etc.) needs to be

Owyhee
completed by September 30 as 20112012
4HOnline automatically rolls into BoBoL: ES23T (AN RepOTD)

the new year October 1.

(a) (b)
Youth Members of Youth Members of Youth Members of
Organized 4-H Community Organized 4-H In-School Organized 4-H After School
Clubs Clubs Clubs

Note: Counties do not need to

. _———

Thursday, August 23, 201
Page

(d) (e)

Youth Me’""g:ﬁ;’; Military 4- 1042 4 1 Club Membershi

submit separate county ES237

Youth Participating in 4-H = Youth Participating in 4-H

Programs Programs

through the State 4-H Office.

Youth Participating in 4-H  Total Youth Participating in 4

Reports_ The ESZ37 is submitted Special Interest / Short-Term Overnight Camping etk L il

Youth Participating in School
Enrichment Programs

638 2

Youth Participating in Youth Participating in After - Youth Participating in
Individual Study / Mentoring / School Programs Using 4-H Instructional TV/Video/\WWeb
Family Learning Programs Curricula / Staff Training Programs

Total (with duplications
included)
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Using the Newsletters Function

P 4HOnline can help reduce postage expenses and facilitate communication with 4-H Volunteers and
Y ‘ members. Managers can upload newsletters, brochures/flyers, efc.

Newsletters

How to Add a Newsletter
Idaho 4-H Youth Development Powered by 4hOnline Demonstration (County)

1. Click on the “Connect” tab then the “Newsletters” | Enroliment | EventRegistration | Animals @
icon. - - 1
£A ] -
2. Click on “Add Newsletter” e | ‘U Eg "‘_] KR
3. Enter a title for the document D = . e Emals Schedules
4. Click “Create” Communication
5.

You have the option to enter a date. Items that are @
date specific post in upcoming to past order. If a

date is not indicated it will be listed at the bottom of
the document/newsletter list

6. Select your share with option (share with members
shows on family home page, share with managers Test Ne

shows on manager home page)
7. Click “Browse” to select the file you wish to upload.

Idaho 4-H Youth Development Powered by 4hOnline Demonstration (County)

NEWSLI

Date ¥ Title Sha

FileS must be in a pdf format [ Enroliment l Event Registration ] Animals I Connect
8. Navigate to select the file you wish to upload, then - ,
. “ ” . [ \\ MJ @ ’ 1 =< _ﬂ
click “Open” on the popup window et =5 D KT)
9. After a moment, another panel will appear giving "=t ZI0 Newseres  SEERE edues
you the option to add a file description, then click S
“Upload File”

Newsletter Information

Title: l Clovertalk

ome JH

Share With Members: D Shows on family home page

D Shows on manager home page

Share With Managers:

Select a document: Browse...

Uploaded Newsletter:

[ Save ] [ Cancel ] [ Delete ]
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Using the Broadcast E-mails Function

4HOnline provides several tools to help facilitate communication with 4-H Volunteers and members.

You are able to send group e-mail and text messages.

Idaho 4-H Youth Development Powered by 4hOnline Demonstration (County)

| l Event

]’ Animals [ Connect 1

——‘] How to Create a Broadcast E-mail

Broadcast 1. Login to 4HOnline
Emalls o Create a custom report that contains

the e-mail addresses of the desired recipients.
It is recommended to include Member: E-mail AND Family:
E-mail in the report
Click on the “Connect” tab then the “Broadcast E-mails”

Emails: Info

Exit | | Delete

» Enter an Email Title

Email Title: | Nevsletter Alert

isplay in your emails. It's to help you identify each unique email

icon.

Enter a title for the e-mail (this is for your purposes only). If
you have sent a similar e-mail in the past, you can select a
former email to use as an “Email template”

Select who you want the e-mail to go to s wioss
Click “Continue” Idaho &H Youth Development _Powered by éhOnline Demonstraion (County) " -0 o T e neludind fhose
Enter Subject for your e-mail and
check the box that you want your
e-mail address used at the reply-to
Click “Continue”

Build your email in the body section.
Note: There is NO spell check

and you need to use the CTRL key
functions. Press the CTRL key and
the v key(to paste) or ¢ key(to copy).

If you leave this page and don’t click
forward or save, your e-mail will not be
saved.

To “attach” documents they must be first saved
as a newsletter. To embed the newsletter, click
on the Merge/Field Docs button and click on
Newsletter. Be sure your mouse is in the correctﬁbf
spot in the e-mail where you want the URL to )
embed. Double click on the newsletter in the
merge field and it will appear in the body of the
e-mail.

If you elected to send a text message, you can
add your text message (box is located below the
email/body section). You may need to scroll down; text messages are limited to 160 characters.

Click “Continue”

Select the appropriate report you created for this mailing and you can also select recipients. If you initially built your
email to send to members, you can select send to family e-mails as well as second house hold or flagged profiles at
this point

Click “Continue”

Check the “Send Now” box under email status and click “Finish”. If you leave an e-mail at this point before you hit
finish it will be saved as a draft in your email list.

16. When you click “Finish”, you will receive a confirmation letter once your e-mail has been sent.

Send to Members @) send to Families ()

Sends an email to each unique member email
¥ sena 1o Family
[¥] send To Second ParentGuardian
Send To Second Household
Send To Emergency Contact
[ send o Unsubsaribed

st have opted-out of broadcast emails (unsubscribe option
Home | Logou

o

[ Enrolment | EventRegistration | Animals ] Connect ]

U %
Note: e

Forum
Commu

(.|
(e |

Messages Newsletters

! Email info updated! 8/27/2012 4:10:22 PM

Emails: Message Settings

Exit | | Delete

» Email Message Settings

Subject: | August Focus

Appes

yo bject line

Use My Email As Reply-To
Email will be sent out using your email address as the reply-to email address

by 4hOnline

pment Home | Logout -

Field Selection [close]
Family | _Member

| EventRegistration

10.

out

B UMXESS
AD2B@m AN

Styles - Parsgraph  *  Fontfamly | Fontsze
== &= «|9 L& FomA -2

— & )| *. x| 2 -

ate is now available for you to download. click here to access the newsletter

1.

Path: p 4

12.
13.

14.
15.
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Resources

4HOnline Support Websites -

Staff Helpsheets page houses of tip sheets, videos for county managers.

*  https://www.uidaho.edu/extension/4h/4honline/help-for-staff

There is also a website that provides tip sheets for families and volunteers (designed for end-user view vs. county man-
ager view)

* https://www.uidaho.edu/extension/4h/4honline/help

Questions/Support

Erika Jeffries, ethiel@uidaho.edu or 208.263.8511

Northern District - Sharla Wilson, swilson@uidaho.edu or 208.446.1687
Southern District - Michelle Tate, mtate@uidaho.edu or 208.414.0415
Central District - Teresa Tverdy, ttverdy@uidaho.edu or 208.734.9590
Eastern District - Lisa Barfuss, Ibarfuss@uidaho.edu or 208.547.3205

How to submit an issue ticket to ZenDesk
If you are experiencing issues with 4hOnline please email (submit a ticket) to support@idaho4honline.zendesk.com
Be sure to be very detailed - include county, member full name, email address and/or detailed description about the issue.
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