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ENROLLING IN 4HONLINE FOR THE FIRST YEAR — QUICK START GUIDE

Your County Extension office staff can help you find a club, get the forms you need, and

begin the enrollment process, whether you do that with a paper form, or online in 4hOnline

Things you should know:

e When enrolling it is important to select the County in which you participate in 4-H. If you are not sure, visit
our webpage at: http://extension.unh.edu/County-Office-Locations

e Enrollment will take about ten minutes.

shot) when completing this section.

e In4HOnline you will create a family account. Once you register the family’s last name, you will then add
members to your family’s account. No more duplicated emails or mailings!
e An adult member of the family completes the enrollment process. There are online forms within the system that
will need an electronic signature of the parent/guardian, such as a permission release and medical forms.
= |t is helpful to have medical information on hand (like insurance information and date of last tetanus

together to complete this enrollment as there
are things you will both need to read and

complete.

2. LOGGING IN - start by going

to https://www.4honline.com/

Select New Hampshire

from the list of States —_— ]
—_I

A parent/guardian and their child should sit

TIP: po noOT press the ENTER key or

click on the BACK ARROW - you will lose
any information that you have entered

(however, you can use the “previous”
button).

To move between boxes, you need to use
your mouse or the TAB key.

4. Select“lIneed to set
up a profile”

5. ¢ Fillinrequested information.
e For “Role” select “Family”
o Click Create Login
The Uniu
Universi This will bring you to the Family
Information Screen

4AH®nline

the county and district levels.™

“By utilizing online registration, we have been able to provide a requested service to our
members and volunteers, while minimizing the need for data entry and paper registration at

-Toby L. Lepley. PhD Texas AgriLife Extension

Home | Features | GetStatteds |  Training |

Contact Us

4-H Online Enrollment

1,438,935 members and counting

egrated svels of the
ord, 3 club leader

Login 1o your account

pri climent, 4HCnline
b

Email

The 4HOnline community includes:

Password

B Hew Hampshire
New Jersey Role [ ram

MNew Mexico

* Registrant

State [ -4 pemo

Continue.

Admin

Setup 3 new account

MNorth Dakota
State | seleet a

Ohio

Oregon

Continua

Forgot your passward?

South Carclina State | selec s

South Dakota

Continue:

—

Welcome to the Log-in page

Under the "Manage Password" section, it is not necessary to change your password
unless you wish to select a new password.

| have a profile
®' I need to setup a profile
| forgot my password

Are you in a Military 4-H Club:

County: |Se|ect your county ...

Email: ||

Confirm Email: |

Last Name: |

have access to your

Confirm Password: l:l

Role: | Family

Create Login

TIP: Email addresses must

be valid in order for you to

enrollment information—it’s
your account login as well as
how you receive information.
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6.

Fill in requested information and
click Continue

Note: If you live in an apartment or
condo complex, be sure to enter the
Apt. # because the system will not
allow two different families to
occupy the same address.

TIP: DO NOT enter a new

password — just click continue to
move to the next screen.

Family Information

Profile Information +Required Fields

+Email: |happy4hfami|y@yahon.com joe@gmail.com

sLast Name: |3een

*Mailing Address: |100 Main St

+City: | gg

|
|
|
|
+State: | New Hampshire |Z|

+Zip Code: | 03824 12345
+Primary Phone: | §03-555-5555 555.555-1234

+Correspendence Preference: | Mail

KN EY

+4-H County: | Training

Update member records with the same address |

> Password Management

MEMBER LIST SCREEN

Current Password:
New Password:

Confirm New Password:

Update Password

You will then be on the “Member List” page where you can enroll new 4-H members and adult volunteers.

7.

In the drop down box
under “Add a New
Family Member”, ™~
select “youth” or
“adult” and click on
“Add Member”

If you have questions or conc

Member List

Welcome to NH 4-H!

On this page you can add members and volunteers. You can also edit information for any family member.

lease contact your UNHCE County Office

You can add ] —

Green Family Edit Family Add A New Family Member
yourself and any 100 Main St select a member type... El
other family Lee. NH 03824 Add Member

members who
wish to join.

603-555-5555

Unh Cooperative Extension County [contact info]

happy4hfamily@yahoo.com

TIP: i you are a parent of a 4-H

Member and you are not enrollingasa |

in the top right hand corner

TIP: You can return to the member list
anytime by clicking on “My Member List” _|

volunteer, you do not need to create an
individual profile.

# Home I My Member List I

The University of New Hampshire Cooperative Extension is an equal opportunity educator and employer. Michele King
University of New Hampshire, U.S. Department of Agriculture and N.H. counties cooperating. 10/06/2014
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PERSONAL INFORMATION SCREEN

Every youth and adultin a
family will have a “Personal
Information” page.

8.

Please carefully enter,
review, and update this
information.

Click Continue

Personal

Information

Youth Personal Information

Welcome to the Personal Information Page

Please fill in all the information requested below.

TIP: Texts will be used

for last minute meeting
notices and other priority
information, only from
county staff, not auto-
generated through the
program.

If you share your cell phone number with us, it will be used respectfully.

TIP: Pay careful attention to the

Birthdate — when you click on the
calendar,
first and then the month & day

you must select the year

el

TIP: 10 speed up the process,

information can be copied from
one member’s record to the next

Authorizations and Releases

Copy parent information from another youth record ‘ Select a member name ...

If you select "Yes" to: "l wish to receive text messages" and fill in the name of your cell phone
provider, it will allow us to text message you with important information like meeting
cancellations, etc. Your information will never be shared.

Profile Information +Required Fields

‘ joe@gmail.com

Email. :happyflhfamily@yahﬂﬂ-mm

First Name: Lavender

Middle Name: i ‘

Last Name: Green

These screens contain authorization statements and information, along with important health and emergency
contact questions. First fill out the authorizations and then fill out the health form on the next page.

Additional Information
Below are the Permission Release and Code of Conduct forms.

Please read carefully and sign by typing in your name.

First: Ffill out the

Authorizations Page

Media Release

The
Univ

1 agree to the terms above (@)

1 do not agree to the terms above (Contact your |~

county office)
Parent/Guardian Signature [, mer Grasn REQUIRED
Medical Release
Medications Procedure
1. Al prescription drugs must be carmied in the original container (with medical orders and physicians name intact.

2. With the exception of Epi-Ps uld be the exact amount required

: Any medications brought to 4-H events.
and should be kept in the pose: f sible adult

My chid is phrysically able 1o parti
case of the 4-H horse project, participating in mots

te in this program inciuding handling their project animals. if animals are invalved:
tand that the 4-H members will be supervis

ivities. | ung

serious illness or injury will be given: however, the sponsor is not respon:

accident or lln
hereby give perm
surgery for my ch
by insurance. | understand this

ncy we will be notified. In th

e proper trestment for =
1 will zss: obligations incurred if not covered

= club/event voluntesr or event coordinator

Iy eligible to sign for myself) and
| agree that | will update thisform as my

| certify that | am the parent/guardian of the at
that the information set forth on this form is true and oorreot o the best of my knowied

med child (or | am 18 years

chikf's condition/medications change.

| agree to the terms above (@)

1 do not agree to the terms above (Contact your
county office)

Parent/Guardian Signature |5, mmer Gresn REQUIRED

NH Youth Code of Conduct

As 3 participant in a NH 4-H event, you have the responsibility of representing the NH 4-H program to the pubiic. You are expected to
conduct yourself in a manner that will bring honor to you as wel as to 4-H. To do that you will need o

9.

Digital Signatures

e Enter both the name of the parent/guardian
and the youth. If a field requires a youth
signature as well as a parent/guardian
signature, both fields must be filled in before
you can click the “Continue” button.

e By logging on with your user ID and password,
you are indicating that you are the correct
person to agree to the terms.

Health Form

y Contct

Emergency Contct Hame: |Symmer Green ‘

FEET

Emergency Contet Phone # ‘Sﬁ}ﬁiﬁ5 |

Medical Providers

Second: Fillout

the Medical Form

Name of Family Doctor: \Dr \ma Healar

Family Doctor Phone #: | §03-222-2222

Health Insurance Company: |American Insurance Co ‘

Insurance Policy #: }A\-123456739 ‘

Medical Conditions

Date of Last Tetanus Booster: | 10/06/2014 | =1 mmiddiyyyy

ing

Please note any existing conditions (enter "none" if not applicable): 4

Allergies/Asthma: None|
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The Clubs/Projects/Groups page is where you will select a 4-H club and
projects for the current 4-H year.

The Clubs tab

10. Select the correct club from the
drop down menu and click on it.
e Be sure to click “Add Club”. ™
e If your child is a member of
more than one club, add the
secondary club the same
way.

TIP: Make sure the member’s

On this page you will select your 4-H Club(s).
Everyone must select at least one club.

If you are enrolling as an independent member, each county has an "Independent Members Club." You would select
County Independent Members"

If you are uncertain , please contact your UNHCE County Office.

Add a Club

Wbﬂ aclub .. E|

Add Club

Club List

main club has a dot next to it.

11. Click “Continue”

Primary Club Edit
i
P @ Happy4-Hers
[ << Previous l [ Continue >> ]
Submit Enroliment

The Projects tab

12. Click on the drop down
menu and select the first
project for this youth.

e 1% year members
select “1” for number
of years.

Click on “Add Project”
13- J \

e For each additional project
that you want to add, repeat
the steps above.

TIP: Skip the Groups

- = n screen and select
On this page you will select your 4-H Projects.

Things to know: “submit enrollment”

= Cloverbuds will be only be able to select "Cloverbud Project”
= Everyone must select at least one Project
= Please select the number of years you have participated in that project

Note to Volunteers: it is not necessary to select a volunteer type for projects.

Select a minimum of 1 project{s) and a maximum of 50 project{s)

Add a Project

Select a Club: | Happy 4-H'ers

[E]

Select a Project: | Selecta project ...

ears in Project: 1 : I

Add Project

Project List

Club Project Years in Project Edit
14 Once you have entered all your Happy 4-Hers Dog B Edit
¢ pI’OjeCt(S) you need to C|iCk on Happy 4-H'ers Robotics/Other Engineering 1
’

“Submit Enrollment” and you are Happy 4-Hers Veget Grdn/Fruit/Food Pro 3 Edit

done! Congratulations! e R reeroae—)

Submit Enrollment
The University of New Hampshire Cooperative Extension is an equal opportunity educator and employer. Michele King

University of New Hampshire, U.S. Department of Agriculture and N.H. counties cooperating.

10/06/2014
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Adding other Family Members Member List
When you have completed a registration it Welcome to NH 4-H!
will bring you back to the Member List Page. On this page you can add members and volunteers. You can also edit information for any family member.

Please note: for the 2014-2015 Program Year, everyone is enrolling as a NEW enroliment, however, you can fill in your
number of years participation and number of years in a project.

In the drop down box under — |
u have questions or concerns, please contact your UNHCE County Office

0!
“Add a New Family Member”, \
select “youth” or “adult” and Green Family | Edit Family Add A New Family Member

. “w ” 100 Main St select a member type... EI
click on “Add Member Lo 1 02824 P
603-555-5555

happy4hfamily@yahoo.com

Unh Cooperative Extension County [contach

TIP: pon't forget to select: “copy parent

What Happens Next? information from another youth record” on
the personal information page.

Once submitted, your enrollment is sent to your County Extension Office to

be approved. If there are any problems —incorrect or missing information, etc.

— you will get an email with instructions for logging back in (with the same email/password you set up) and correcting those. If
there are no problems, you will receive an email stating that you have been accepted and will have access online to your
enrollment to make any updates throughout the 4-H year.

. . . . Next year, when it’s re-enrollment time, you will log in to the records you
TIP: Keep your login (family email address) ¥ Y & y

created this year, and simply “reactivate” any members or adult volunteers

and password handy so that you canloginto | i, our family—the family information only needs to be entered once—

the program and update your records when your family begins your 4-H adventure!

FAQ - Frequently asked Questions

Passwords and Email Addresses

Q: | forgot my password, how can | get it? Q: If | forgot my email and/or password, can | just
A: On the login page, click on "I forgot my password" and set up another profile?
then click "Send My Password" A: NO! If you do that it duplicates the enrollment numbers

in the system and creates multiple profiles for families and
4-H members and does not allow you to create a
"transcript" of all your 4-H events.

Q: | forgot the email address that | used, how can | get it?
A: You will need to contact your county Extension office
and ask them to look at your profile for the correct email
address. Q: | was given/emailed a password but when | typed
it in, it did not work?

A: Because of the sensitivity of the passwords it is
recommended that you "cut and paste" the password into
the password field. Once you are logged in, you can reset it.

Q: | requested my password to be sent, but it never
came, what can | do?

A: Contact your county Extension office and ask for your
password to be reset.

Family and Individual Profile

Q: Now that the new 4-H year has started, do | create a new family profile, or a new member profile?

A: No, to re-enroll all you have to do is access your CURRENT family profile, click on each name of the person re-enrolling (youth
and adult) and review the information for correctness. Once complete, make sure you submit your enrollment.

Q: | completed my profile over a week ago and it is still pending, what do | do?

A: Contact your county Extension office and ask them to approve your enrollment, or ask if there are any problems with it.

The University of New Hampshire Cooperative Extension is an equal opportunity educator and employer. Michele King
University of New Hampshire, U.S. Department of Agriculture and N.H. counties cooperating. 10/06/2014



