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Introduction

4HOnline is an online member enrollment and event management software owned and
developed by RegistrationMax LLC. 4HOnline is highly customizable and thus is always
improving. Please use the following manual as a guide to getting started with 4HOnline. Please
note that 4HOnline works best with the following internet browsers: Google Chrome, Firefox,
and Safari. The program is not compatible with Internet Explorer.

4HOnline Structure

In order to understand how the program works, it is necessary to understand the structure
upon which it is built. 4HOnline is built on a hierarchical structure. Each level has access to the
information in the levels below it. The structure from the top down is as follows:

State Administrator Account (program set-up)

* State Account (State 4-H Office)

* County/Unit Account

* Club Account (some units may not use this level)
* Family Account

*  Member Profile (must log in to a family account to access the member profile)

The 4HOnline Users Guide includes resources for using the program at the District, County/Unit,
Club, and Family levels.

Short-Term Youth vs. Youth

Even though 4-Hers participating in groups (Jr. Camp, Day Camps, 4-H Day at the Capitol, etc.)
are receiving a minimum of six hours of educational programming and in many cases, a lot
more, they are still considered short-term. It is realized that this isn’t the best terminology but
it is how “group only” 4-Hers are defined within 4HOnline. With that being said, for smaller
groups or those you work closely with, like Jr. 4-H Camp, those 4-H’ers should be entered
individually within 4HOnline. Youth members are defined as those who are enrolled in a 4-H
Club and taking a 4-H project. Youth members can also be enrolled into groups, but club
enrollment is what differentiates short-term youth from youth.

For smaller groups or those you work closely with, like Jr. 4-H Camp, those 4-H’ers should be
entered individually within 4HOnline. Please note that short-term members can ONLY be
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added at the unit level. Families cannot add short-term members to their account. Thus, a
family profile should be created and the child added to that family as a short-term member if
they are a “group only” participant. When added as a short-term member, you will need to
enter the profile information for each child but the majority of that information is collected on
the camp registration form. After profile information has been entered, the system bypasses
the club and project tabs since they aren’t involved in either and takes you directly to the
groups tab. For those youth who participate in a group but also are “regular” 4-H members,
meaning they are a member of a 4-H club and taking a project, you would enter them in as a
“Youth” member. Doing this will allow you to select their club, projects, and add them to a
group. Please note that for all groups you create, a group enrollment summary will need to be
completed in order for it to count on the ES237 report. The “total” on the group enrollment
summary would be all participants, regular and short-term members, and the “new” total
would be those who were entered as short-term members. For larger groups, like Character
Counts!, in-school programming, etc., these group members don’t need to be entered
individually because in many cases, the profile information is difficult to collect. Thus, for these
groups, you would create the group and complete the group enrollment summary to include
these numbers on your ES237 report.

Contacts vs. Adult Volunteers

Within Virginia Cooperative Extension, there are two primary enrollment types for 4-H
volunteers, Contacts (low-level screening/short-term volunteers) and Adults (high-level
screening/long-term volunteer).

For further clarification, frequency of the volunteer role is not the primary consideration when
selecting the appropriate volunteer type, but the nature of the position and whether the
position is a high-level or low-level screening position is most important. A volunteer would be
entered as a “contact” within 4HOnline for those volunteers working under the direct
supervision of a VCE faculty member or another high-level screened volunteer. The “contact”
volunteer type is also appropriate for our collaborative volunteers, any person, who, as a part
of their normal compensated employment, assists VCE in the accomplishment of a shared goal
(teachers, Parks and Recreation staff, etc). These are volunteers that may be serving as an in-
school leader, after-school leader, guest speaker, or any other role that is an active part of their
employment. — See Enter Contacts (Short-Term Volunteers).

If the volunteer works independently with 4-H as a club leader or camp volunteer or in any
additional high-screening level roles outside the scope of their employment, they would then
be enrolled into 4HOnline as an “adult” - See Add a New Family and Adult. In 4HOnline,
volunteers that complete the 4-H Occasional/One Time Volunteer Form are considered
“Contacts.”
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Volunteer Position Descriptions & Screening Requirements

Criminal
Position Background Reference
Volunteer Type Description Screening Interview Check
Adult Volunteers that REQUIRED* YES YES
provide direct
supervision to 4-H
youth programs, *Criminal Background Screening Required every 3 years, with the
handle 4-H club exception of 4-H camp volunteers age 18 and older which must
funds, or transport | complete annually
youth.
Contact Volunteer positions NO NO NO

identified with low-
level screening
requirements as
determined by the
completion of the
Volunteer Position
Analysis and

Description Form
VP-112.

These Occasional/One-Time Volunteers will be under constant/direct
supervision of a VCE faculty/staff member or designated volunteer and
will not be left alone with vulnerable program participants. Examples
may include: Reality Store Volunteers, Guest Speakers, teachers in the
classroom during school hours.



http://www.intra.ext.vt.edu/support/volunteer/490-804.pdf
http://www.intra.ext.vt.edu/support/volunteer/490-804.pdf
http://www.intra.ext.vt.edu/support/volunteer/490-804.pdf
http://www.intra.ext.vt.edu/support/volunteer/490-804.pdf
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4HOnline Infrastructure and Security Measures

Logical Network Map:

Network Monitoring Server
Intrusion monitoring
Event monitoring
Log monitoring
Automated vulnerability scanning

Network A
Redundant 100 Mbps uplinks
209.99.13.225/28

Internet

Primary Secohdary
File Server File Server

DNS failover
between external
networks

Stateful Firewall-DMZ  Application Delivery Controller

W

Stateful Firewall-LAN
Web Server Farm Redundant configuration
Deep packet inspection Web application firewall 1IS 8/ Nginx Intrusion prevention
Intrusion prevention Load balancer PCI-DSS 3.0 Compliant
DDOS prevention SQL injection protection

PCI-DSS 3.0 Compliant XSS protection Open ports:
Redun da:f;‘gg’/\';;’ < uplinks Data loss prevention MSSQL-1433
Open ports: PCI-DSS 3.0 Compliant
207.207.47.33/28 pindligt mpia

HTTPS-443

| |

Backup Servers
Redundant hardware
Distinct physical locations

Primary Failover
SQL Database SQL Database
Al ication with Al ication with
web servers encrypted web servers encrypted

**This is a logical representation of the traffic flow of the network. A physical wiring diagram would look quite different.

Firewall Security

All traffic flowing through the firewall is subjected to a full packet inspection; this allows
4HOnline to run IPS (Intrusion Prevention), IDS (Intrusion Detection) and anti-virus/anti---

malware scanners on all requests. All traffic to and from botnet servers a
addition, only traffic originating from US or Canada IP addresses are even
point of packet inspection, all other traffic is dropped immediately.

VPN Security

re blocked. In
allowed to get to

4HOnline uses a VPN tunnel to connect to our servers for maintenance and development. VPN
stands for “Virtual Private Network”, it creates a virtual encryption tunnel through which all
traffic flows. This completely blinds anyone not authenticated from seeing the information that
is inside the VPN tunnel. The system uses AES-256 encryption, which is currently the most
secure encryption method available. It is said that it would require several billion years with

modern computing hardware to crack an AES-256 cypher.

Website Security

All web traffic to and from our web servers run through TLS (replaced SSL
encrypts all data and prevents anyone other than the users’ browser and
knowing the information that is being requested and sent.

) encryption. This
our web servers from
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Webserver Security

4HOnline maintains web servers with the latest security patches and updates. They also run
anti-virus software on the webservers themselves in addition to the anti-virus on the firewall as
an extra measure. All webservers run their own local firewalls that only allow necessary traffic
in. Only the Chief Executive Officer (CEO) and Chief Technology Officer (CTO) are allowed to
login (via VPN) to the servers themselves, narrowing the possibility of a brute force password
attack.

Database Server Security

4HOnline maintains the database servers with the latest security patches and updates. All
internal network traffic between the web and database servers is encrypted with TLS
encryption to prevent any unauthorized computers from snooping database credentials. While
public Internet traffic should never touch the database servers, 4HOnline runs anti-virus
software on the database servers as an extra measure. All database servers run their own local
firewalls that only allow necessary traffic in. Only the CEO and CTO are allowed to login (via
VPN) to the servers themselves, narrowing the possibility of a brute force password attack.

Database Security

Access to the databases is only allowed from authenticated users who are coming to the server
through the VPN tunnel. Only the CEO and CTO are allowed to login directly to production
databases. Developers are not allowed to login to production databases and each developer
maintains their own username and password on the development databases. Each application
also has a separate login to the database. 4HOnline uses fine-grained permissions and do not
allow developers access to the data that they don’t need. 4HOnline maintains logs of all logins.

Data Security

All sensitive data is encrypted in the database using an AES-256 encryption algorithm. All
passwords are “one-way hashed”, meaning the hash itself cannot be decrypted to show a
password. This is why 4HOnline has to reset passwords and cannot tell you what the existing
password is.

Network Monitoring

All network physical and virtual assets are monitored in real-time with a SIEM system. This
system will alert system administrators immediately in the case of suspicious activity on a
server or network device. 4HOnline runs weekly security vulnerability scans on each system on
the network and immediately patch all units with manufacturer recommended/required
updates.
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Database Backups

All database backups are encrypted using AES encryption. The database logs are backed up
every 30 minutes throughout the day with full backups being performed every night. 4HOnline
currently maintains 30-minute steps of backups going back 2 weeks, full backups for 6 months.
The data is archived to mirrored backup servers at the datacenter in addition to the local
copies. Weekly full database backups are archived to a US based secure triple-replicated off-
site backup service that provides an additional AES-256 encryption of the already AES-256
encrypted backups. Only the CEO and CTO have access to the archived backups.

Physical Security

The 4HOnline servers are located at Data Foundry datacenters in Austin, Texas. Access to the
cabinet requires passing through 4 stages of biometric authentication in addition to a personal
ID check in order to get the key to the cabinet itself. More information is available at
http://www.datafoundry.com/data-centers/

4HOnline takes the security of your data very seriously. The company understands the
sensitivity of the data that they manage. 4HOnline does everything within its capacity to insure
that the information is kept safe for your peace of mind as well as ours.

Used with permission from RegistrationMax LLC.
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How to Enroll in 4-H

4-H began over 100 years ago, and has since grown into the largest youth development
program in the nation. 4-H prepares young people to be leaders in their community and around
the world through hands-on experiences alongside their peers and caring adults. 4-H is
delivered through the Cooperative Extension Service—reaching every corner of our nation.
Community clubs, afterschool programs, school enrichment, camps/workshops, and special
interest programs are all ways youth can be involved with the 4-H program.

Contact your local Extension Office to find out the 4-H programs offered in your area.

Select a club/activity in which you wish to participate and give it a try! Attend meetings, get
involved!

Once you've selected a club/activity, you’re ready to enroll in 4-H!
Enrollment is handled online through the 4-H Online system. https://virginia.4honline.com

However, if you don’t have access to a computer or are having trouble navigating the system,
please contact your local Extension Office to complete hard copies of the enrollment and
authorization forms.

To utilize 4-H Online, you will need:

* Acomputer

* Internet access. If you need assistance accessing the internet, please contact your
county Extension office.

* Avalid e-mail address

* A web browser (Ex: Firefox, Google Chrome) Please note: Internet Explorer is not
compatible with 4HOnline.

Your local Extension office or club leader will have detailed instructions on how to complete
your online enrollment or click on this link: http://www.pubs.ext.vt.edu/4-H/4H-385/4H-
385.html

Enrollment must be completed/updated annually.
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Processes and Help Sheets for Club Leaders & Families

How to Create a Family Account

A Family account must be created first. You will enroll each individual member under the
family account.

1. Gotothe 4H Online login screen R p—
at: https://va.4honline.com. 4H®nline

2. Select I need to set up a profile. A
drop down menu will appear.

3. Select the county in which you
wish to join/enroll.

4.  Enter avalid family email address. —
*E-mail addresses must be valid in Ao o 2 M 44 ot
order for you to have access to S
your enrollment information—it’s
your account login as well as how
you receive information. If you do
not have an email address, contact
your local extension office for - (T
assistance.*

5.  Confirm your e-mail address.

6. Type in your parent/guardian/household last name. (This will be the name that
appears on mailing labels—“The Smith Family” for example.)

7.  Create your password — must include letters and numbers/symbols with a minimum of
8 characters.

8.  Click on Create Login.
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10.

11.

How

This is the Family Information
page. Fillin all your personal
information correctly and
completely. Make sure that you:

Choose your correspondence

preference as either Mail or Email.

Check the Update Member
Records box at this time. This will
carry the information over
amongst family members and it
will not have to be re-entered for
each person.

Password Management is used
only when you need to change
your password.

Click on the Continue button at
the bottom of the page.

4H®@nline

aooet = o B S

Oubame 7 amidy

N =

to Add a New Youth Enrollment

Log into the Family Account.

From the member list page, In the
drop down box under Add a New

Family Member, select Youth and
click on Add Member.

Adams Family
123 S Main St

Edit Family

Harrisonburg, VA 22801
B Address is Verified

555-555-5555

adams7@noemail.com [send mail]

Virginia 4-H County [contact info]

VegeQ 44 Youm Ceveiopmees

Cowsty:  Madsor

Member List

Page 9

T Wt Lae

Add A New Family Member

[select a member type..

]

dd Member

ReActivate An Archived Family Member

Add Short-Term Memb:

Iselec( a member.

ReActivate Member

2]

YOU CAN NOT REGISTER FOR AN EVENT UNTIL YOUR ENROLLMENT HAS BEEN ACCEPTED AND YOUR STATUS IS SET TO

ACTIVE

If your enroliment status is 'Inactive’ or ‘Incomplete, click the ‘Edit’ button to review and submit your record for approval

Name

1) Charity Adams
2) JC Adams
3) Joe Adams

4) Joe Adams

Member/Volunteer List
Role Membership ID  Enroliment Status
Youth 875607 Active
Contact Active
Youth Pending
Youth Incomplete

2015-2016

Last Active Year Edit
Edt 7
Edit
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3. The next screen is the Youth
Personal Information screen. Fill oo
in all information for this member
correctly and completely. Fields
with the red star or that are bold Profil Infommation JP——
are required, other fields are to be

Youth Personal Information

filled in as appropriate. ; m:" —
o First Name:
Important Fields:
+Last Name: Carer
° If the youth has a DIFFERENT e-
mail address than the family one
entered at login, enter it in the top +Maing Addess: 5, 2. ¢
box.
o SO Madison
e [f his/her last name is different o :
than the +Zip Code: | 207270001 1245
parent/guardian/household name, e
make that change on this page.
sGender: | Select gender v

+Primary Phone: | 2401234567

° For the Years in 4-H, enter 1 if this
is the first year otherwise enter
number of years.

@ | Select your provider v

° If there are parents/guardians that ntt
do not live in the same residence +Paent 1 st ame:
as you, you may enter their
mailing information under
Secondary Household.

° Ethnicity — if you consider yourself/child to be a part of the Hispanic culture, mark yes.
You may choose any of the other options listed below or mark Prefer Not to State. The
choice is yours.

e  Choose your residence.

e  Complete the Military Service of Family only if it applies.

e  Select your child’s current grade in school.

e  Text messaging: This is optional. Enter a cell number, check the box if you are willing

to receive text messages via 4-H Online, and choose your provider from the list. Texts
will be used for last minute meeting notices and other priority information, only from
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county staff, not auto-generated through the program. Standard text message charges
may apply; see your carrier for details.

° Be sure to enter an emergency contact name and at least one phone number
(required fields). This should be someone OTHER than a parent, if possible. Parents
are always contacted first, but who should be called if the parents are not available?

e  When you have completed this page, click Continue. This brings you to the Additional
Information page.

You are now at the Authorizations and ' Virgina &-H Youth Development @ Logee

®nline ™ '

Releases page 4H®nline

1. Allfields are required. s I S—

2. Select an option if there is a
choice, or check the | agree... box. e

3. You MUST check a box on the Additional Information

Approval Emergency Authonzaton
o] Equine Waiver
PROVAL | EMERGENCY AUTHORZATION
o Media Release
o] Privacy Statement
o Code of Conduct.

You will not be able to move forward

without these fields being completed.

4. Digital Signatures

o) Enter both the name of the - -
parent/guardian and the Rk gt o
youth. Both fields must be et Geacen Sonanee seame

filled in before you can click
the “Continue” button.

Equine Release. Warver. and Incemnification Statement

By logging on with your user ID and password, you are indicating that you are the correct
person to agree to the terms.
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5.

6.

Additional Information
Type in Office Held if applicable.
T-shirt Size

When you have completed this page, click Continue.

You are now at the Health page

7.

Please provide detailed health information for determining appropriate supervision,
support, and accommodations.

Be sure to include all persons with permission to pick-up the youth from a 4-H event.
ONLY the people listed will be allowed to pick-up the youth from a 4-H event or

activity.

When you have completed this page, click "Continue."

You are now at the Clubs/Projects/Groups page. This is where you will select a 4-H club and
projects for the current 4-H year.

CI u bS 4H®Illirle Virginia 4-H Youth Development ® Logout
10. Click on the Club tab. einiaas e
11. Select the correct club from the ot pdoea oo Propon
drop down menu and click on it. P -
12. Select Add Club. Add a Club
What if | belong to more than one club? — —
13. If your child is a member of more — Deete
than one club, add the next one o] oo
the same way.
14. |If your child is a member of more than one club, you will need to select a primary club.

Click on the dot next to their primary club.
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15. Click the Continue button.

Projects

16. Click on the Projects tab.

17. Under Select a Project, click on the
drop down menu and select the

first project for this youth.

18. Yearsin Project — must have 1 for
1st year members.

For returning members, the years
are automatically updated.

19. Click on Add Project.
20. For each additional project that

you want to add, repeat the steps
above.

Groups

Personal Additional Health Form Participation
Information  Information
Select a minimum of 1 project(s) and a maximum of 50 project(s)
Add a Project
Select a Club: | 4-H Craft Club V]
Select a Project: | Select a project V]
Yearsin Project |1 [V
Add Project
Project List [New Look]

Club Project Years in Project Edit

4-H Craft Club 4-H Other 1 Edit

21. This tab is used when you belong to a group that is not an organized club. For
example: you are part of the County Youth Leadership Council that is not a club, but a
4-H group. Your local Extension office can help you determine if you need to use this

tab.

Once you have entered all your clubs, project(s), and groups, click on Submit Enroliment

and you are done!
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[ have another youth in my family I need to enroll

If there is another youth (or an adult leader) in your family enrolling in 4-H, you will need to
repeat this process for them. There is an option to Copy Parent Information from Another
Youth Record drop box that will shorten the process some for the second (and beyond) youth.

My enrollment(s) are done. Now What?

Once your enrollment has been submitted, it is sent to the Unit Extension Office to be
approved. You should get a message back indicating your enroliment has been submitted. If
there are any problems with your enrollment — incorrect or missing information, etc. — you will
get an e-mail 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 e-mail stating that you have
been accepted and will have access online to your enrollment to make any updates throughout
the 4-H year.

Keep your login (family email address) and password handy so that you can log in to the
program and update your records as needed.
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How to Add a New Volunteer Enrollment

Determine what type of volunteer you are. Use the Volunteer Position Descriptions &

Screening Requirements chart found on page 8

If you are new to 4HOnline, and do not already have a family profile, follow the steps on

How to Create a Family Account

If you have a family account, login to 4HOnline at: http://va.4honline.com

Once you create your account, or login to your family account:

1. Inthe drop down box under Add a
New Family Member, select adult and
click on Add Member.

2.  The next screen is the Adult Personal
Information screen. Fillin all
information correctly and completely.
Fields with the red star or that are
bold are required, other fields fill in as
appropriate.

Important Areas:

° If the adult has a DIFFERENT e-mail
address than the family one entered
at login, enter it in the top box.

° If their last name is different than the
household name, make that change
on this page.

Member List

Adams Family Edt Family

123 S Main St
Harrisonbueg, VA 22801

% Address is Verified
555.555-5555
adams7 @noemail.com [send mai]
Virginia 4.H County [contact info)

Add A New Family Member
select a member type

Add Member dd Short-Terr ember

select a member. v

ReActivate Member

YOU CAN NOT REGISTER FOR AN EVENT UNTIL YOUR ENROLLMENT HAS BEEN ACCEPTED AND YOUR STATUS IS SET TO
ACTIVE
1t your enroliment status is Tnactive’ of Incomplete’, click the EGIT button to review and submit your record for approval

Name Role  MembershiplD  Enroliment Status  Last Active Year Edit
1) Charity Adams Youth 875607 Actve 20152016 Cex_2
2) JC Adams Contact Actve Ce=_2
3) Joe Adams Youth Pending Ce=_2Z
4) Joe Adams Youth Incomplete Cex_ 2
Perscaal
Information

Adult Personal Information

Profile Information «Required Fieids
Evst lamme@me com jos@4honine.com
First Name:
iodie N:
LastName: (0
Job T
""" afon Tee
«Maiing AdZress: Do oy g
aling Xdress 2
*CRF Madison
o Sute: [ Virginia v
Zip Codez | 22727001 24
SehDse menidSyyy
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e  Choose your correspondence preference

e  Text messaging: This is optional. Enter a cell number, check the box if you are willing
to receive text messages via 4-H Online and choose your provider from the list. Texts
will be used for last minute meeting notices and other priority information, only from
county staff, not auto-generated through the program. Standard text message charges
may apply; see your carrier for details.

° For the Years in 4-H, enter 1 if this is the first year otherwise enter number of years

®  Be sure to enter an emergency contact name and at least one phone number
(required fields). This should be someone OTHER than a parent, if possible. Parents
are always contacted first, but who should be called if the parents are not available?

e Date last trained — Please provide the date of your most recent volunteer training

° Ethnicity — if you consider yourself/child to be a part of the Hispanic culture, mark yes.
You may choose any of the other options listed below or mark prefer not to state.
The choice is yours.

®  Choose your residence

e  Complete the Military Service of Family only if it applies.

e  When you have completed this page, click Continue.

e  This brings you to the Additional Information Page.

You are now at the Additional Information page
3.  Allfields listed below are required.

Approval/Emergency authorization
Enrollment Agreement

Equine Waiver Release

Privacy statement

Standards of Behavior

Volunteer Self-Disclosure

Media release

O O O OO0 O o

4. Select an option if there is a choice, or check the | agree... box.
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5.  You will not be able to move forward without these fields being completed.
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6.  Only the volunteer enrolling can provide consent and digital signatures. By logging on
with your user ID and password, you are indicating that you are the correct person to

agree to the terms.

7. Complete all Additional Information fields

8.  When you have completed this page, click Continue.

You are now at the Clubs/Projects/Groups page. This is where you will select a 4-H
club/project you are volunteering with for the current 4-H year.

Clubs

9. Click on the Club tab

10. Select the correct club from the drop

down menu and click on it.

11. Select your volunteer type/role

12. Select Add Club.

What if I volunteer for more than one club?

m  Paticipation

Add a Club

Seicta Cu:| Select achib v

Selecta Vobeteer Type: | Select a volunteer type

Chub List [NewLook]

Primary Cub Volunteer Type Edit

<< Previous | | Continue >>

Submit Enrollment

If you volunteer for more than one club, add the next one following the steps listed above.

13. Click on the dot next to your primary club.

14. Click the Continue button.

Projects

15. Click on the Projects tab

16. Under Select a Project click on the drop down menu and select the first project for this

volunteer.
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17. Years in Project — must have 1 for 1st year members.
For returning members, the years are automatically updated.
18. Click on Add Project.

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

Groups

20. This tab is used when you belong to a group that is not an organized club. For
example: you are part of the County youth leadership council that is not a club, but a
4-H group. Your local extension office can help you determine if you need to use this
tab.

21. Once you have entered all your clubs, project(s), and groups you can to click on
Submit Enrollment and you are done!

My enrollment (s) are done. Now What?

Once your enrollment has been submitted, it is sent to the Unit Extension Office to be
approved. You should get a message back indicating your enroliment has been submitted. If
there are any problems with your enrollment — incorrect or missing information, etc. — you will
get an e-mail 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 e-mail stating that you have
been accepted and will have access online to your enrollment to make any updates throughout
the 4-H year.

Keep your login (family email address) and password handy so that you can log in to the
program and update your records whenever you need to.
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How to Login to an Existing Family Account

1. Gotova.4honline.com

2.  The system will default to the option | have a profile. Enter your email address and
password.

3. Leave your role as Family and click Login.

4Hnline Virginia 4-H Youth Development

nent and Event Registr

Welcome to 4-H Online

Virginia Cooperative Extension programs and employment are open to all, regardless of age, color, disability, gender, gender identity, gender
expression, national orgin, politic al affiliation, race, religion, sexual orientation, genetic information, veteran status, or any other basis protected
by law. An equal opportunity/affirmative action employer. Issued in furtherance of Cooperative Extension work, \/irginia Polytechnic Institute
and State University, \/irginia State University, and the U.S. Department of Agric ulture c ooperating. Edwin J. Jones, Director, Virginia
Cooperative Extension, \irginia Tech, Blacksburg; Jewel E. Hairston, Administrator, 1890 Extension Program, \irginia State, Petersburg.

® | have a profile
| need to setup a profile
| forgot my password
Email: ‘ |
Role: l Family v ]

‘4H®)n]inv

powered by

Registration
4HOnline
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How to Log into a Club Account

1.
2.

w

10.

11.

12.

13.

Only those who are enrolled as long term volunteers are given club access

If you are an enrolled long term volunteer contact your local Extension office and ask
them to give you permission to access the club

Extension staff and/or the 4-H club leader must approve your request for Club access
You will receive confirmation of access and a password (different from your family
login password). This is the password you will use to log into your club account.
Once you have permission to access the club, login via: https://va.4honline.com

This screen on the right will
appear

Find your name under Select
Profile

Once you select your name the
club will automatically fill in

Enter the case sensitive club
password.

Click Login to Club

This will take you to your club
screen/ dashboard

The first screen is to confirm any

members needed club approval

4H@I]lirle Virginia 4-H Youth Development i

Looged i se dHotmes Re—m—)

R T | S L A
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Running Member Reports
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Running Member Reports — From Club Account

For all member reports, you need to login to 4HOnline, and then login to the club. Once at the

club dashboard, select search

Dashboard

&8

Members

Confirm
Members

Enrollment

>
Reports

Reporting

This will bring you to a list of club members. Use this as the Home page for running member

reports.

Members/Volunteers

Keyword(s) (4-H Age, Address, Birthdate, Emal, First Name, Preferred Name, Last Name, Primary Phone)
| D £z
Enroliment Date Flagged Gender
Fon|  |dTo B Clear Dates O Yes (] No [ Male [] Female
Role Status Volunteer
[J Aduit (] Contact [] Custom [] Youth ] Active (] Archived [] Inactive [] Incomplete ] Not Participating [] Pending [] Short-Tern [ Yes [ No
[ recors retumea |
Flag Options ~ Email List  Add Family
Q MEMBERSIVOLUNTEERS
Name V Years Member#  Status  4HAge Role  Gender  Primary Club Enrollment Approved Login
‘Adams, Charity 2 875607 Actve 14 Youth  Female  4Honey Clubll oct s, 2015 Nov 04, 2015 Login ¥
Adams, Pete 2 1485784 Actve s Youn  Male 4Honey Club 1l Nov13,2015  Nov13,2015 Login ¥
Appleton, Maggie 1 1499958 Actve " Youth  Female  4Honey Club Il Nov17.2015  Nov17,2015 Login ¥
Flowers, Brandon 1 1610724 Acive 0 Adut Male 4Honey Ciub Il Fev29,2016  Feb29,2016 Login §
Flowers, Brandon 1 0 Pendng 0 Adut Male 4Honey Cub 1l Mar 01, 2016 Login §

Follow the steps listed at the reports below for specific forms.
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How to Run Member Reports - From Family Account

1. Login to a family account Member List
Flowers Family Edit Family Add A New Family Member
. 12 Grimmauid Pl select a member type... V]
2. Find Member Re ports box on the e VN Add Member | | Add Short-Term Member
. 25 Address is Not Verified ReActivate An Archived Family Member
M em b er Ll st p a ge 703-555-5309 select a member. V]
bflow@noemail.com [send mail] ReActivate Member
Virginia 4-H County [contact info]
J
3 . Select the Mem ber Shame a nd the YOU CAN NOT REGISTER FOR AN EVENT UNTIL YOUR ENROLLMENT HAS BEEN ACCEPTED AND YOUR STATUS IS SET TO
ACTIVE
re po rt . Th ere p 0 rt Wi I I S h ow i n P D F If your enrollment status is ‘Inactive’ or ‘Incomplete’, click the "Edit’ button to review and submit your record for approval
Member/Volunteer List
format s
Name Role  MembershiplD  Enrollment Status  Last Active Year Edit
1) Brandon Flowers Adult 1610724 Active 2015-2016

‘mber Reports
Member: [select a member.. v
Report: [

Register A Member In An Event - Only Members with an "Active’ Enroliment Status May Register
Member: [select a member. v

Event: |

Keep in mind - Both the Health Form and Authorization form are needed if a member needs
medical attention. This is due to the fact that the permission to treat is found on the
authorization form, and the health information is found on the health form.

How to Access and Print Authorization Forms (Individual)
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Follow the steps above under Running Member Reports. Under the Report drop down menu,
select “Authorization Form”

How to Access and Print Authorization Forms (Multiple)

1. On the Enro”ment Home page [ Enroliment | Events | Connect | Finances | Data |

. 2 L g = = ™
search for members you wish to 20 B < - v

8 B WO
GIoup 2) ts Reports
Reporti

run the authorization forms for, .. . .. - T E——
and f|ag their names EnvolmentReports | Manager Reports |
oo Current 4-+ ear Select A Club (overrides cub standard filter).. ~
2. Click on Reports [ o oo o
Shared | L [ connoromms 5| Run Report
4: I quslg:h'“m“mmwwnwmw a Memorize Report
3.  Select Standard Reports [Py
4. Click on Member-Authorization E"JIM im"”‘m""s
4| | | Member
form — Youth/Adult Flagged ) Member - Active

i || Member - Authorization Form (Adult Member Flagged)

.| Member - Authorization Form (Adult Member)

.| Member - Authorization Form (Youth Member Flagged)

Member - Authorization Form (Youth Member)

Member - Authorization Form (Youth Short-Term Member Flagged)

(you can select Adult member
or Youth member)

5. The report will appear in a _I
preview format. You can save it | ' R : |

| e — = eyt

as a PDF or Excel format, or ' it e v

Flowers, Brandon T B

-

print the document. E—

e

o ot Tt
s namn
Crmr S
]
pe—r—r—"

e Tl

e
[ —re—
P

-

s ot e 5

[rep—r—re—
e Comnt Tt
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How to Access and Print Health Form (Individual)

Follow the steps above under Running Member Reports. Under the Report drop down menu,
select Health Form

How to Access and Print Health Form (Multiple)

1. On the Enrollment Home page 4[ Enrollment | Events | Connect | Finances | Data

. o = ® VU & | 0a/
search for members you wish to = 8 B o =P VRE =1 el (B
run the health forms for, and e S e
f|ag their names Envoliment Reports | Manager Reports |
oo Current 4-H Year Select A Club (overrides club standard filter)... ~
2.  Click on Reports | F Qo e ey :;0”"
Shared i I closTotals 5| Run Report
14 quslg:h'“mswmwmwmn *Q Memorize Report
3.  Select Standard Reports [Py
4. Click on Member-Health form — 4[] Member|
Member - Active
Youth/Adult Flagged (you can et
select Adult member or Youth = L] Member - Auhorizalion Form (Adut Member)
- || Member - Authorization Form (Youth Member Flagged)
member) - || Member - Authorization Form (Youth Member)

.| Member - Authorization Form (Youth Short-Term Member Flagged)
.| Member - Fair Registration Form (Youth Member Flagged)
| Member - Fair Registration Form (Youth Member)

- || Member - Health Form (Adult Member Flagged)

- | Member - Health Form (Adult Member)

- || Member - Health Form (Youth Member Flagged) |

- || Member - Health Form (Youth Member)

- || Member - Health Form (Youth Shori-Term Member Flagged)

- || Member - Health Form (Youth Shori-Term Member)

5. The report will appearina = . —

5 « = > & @

preview format. You can save it
as a PDF or Excel format, or
print the document.

.
o o
g
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How to Re-Enroll in 4-H

1.
2.

Members/volunteers must enroll in 4-H annually.
After Oct. 1 of the current 4-H year, go to the 4H Online login screen at
https://va.4honline.com

Login to your family account using the steps found at How to Login to an Existing
Family Account

a.

C.

If you do not have a family account, you need to follow the steps on How to
Create a Family Account.

DO NOT ENTER ANOTHER EMAIL OR SET UP ANOTHER ACCOUNT. Contact your
local Extension office for assistance.

If you forgot your password you will need to click on | forgot my password

Review and update the information for each youth.

a.
b.
c.

e.

Click on the Edit tab to access the youth/volunteers personal information.

Make necessary changes.

DO NOT update the school grade - it will automatically update. You may need to
update school name.

Health Information will roll over from previous year. Please review and make
changes as necessary.

If you need to add/delete a club or project do so at this time.

Click Enroll for [dates of current 4-H year].

My enrollment(s) are done. Now What?

Once your enrollment has been submitted, it is sent to the Unit Extension Office to be
approved. You should get a message back indicating your enroliment has been submitted. If
there are any problems with your enrollment — incorrect or missing information, etc. — you will
get an e-mail 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 e-mail stating that you have
been accepted and will have access online to your enrollment to make any updates throughout

the 4-H year.

Keep your login (family email address) and password handy so that you can login to the
program and update your records as needed.


https://va.4honline.com
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How to Edit Family Contact Information

1.

Go to http://va.4honline.com and
login to your existing profile. For
assistance, see How to Login to an
Existing Family Account

Next to your family name on the left
hand side of the screen click Edit
Family.

The system will then take you to the
Family Information page where you
can update your Family Contact
Information. Update your
information and click Continue. Your
Family Contact Information has now
been successfully updated.

Virginia 4-H Youth Development

4H@®nline

Welcome to 4-H Online

Page 26

Member List

Equate Famil
123 Forest Dr

Madison, VA 22727

000-000-0000

ihavenoemail@noemail.com

Virginia 4-H County [contact info)

Family Information

« Prmaey Prose:  000-000-0000
« Comvaponcence Puterence. |lol
o Courty. Tranng

Update memer ConDs Witk the same J00TWSS

Password Management

Add A New Family Member
select a member type.
Add Member

ReActivate An Archived Family
select a member.

ReActivate Member

o Ragured Pty
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4HOnline Quick Resources

4-H Delivery Modes

Community clubs:
Typically meet in the evenings or on weekends and offer self-chosen multiple learning
experiences and activities.

In-school clubs:
Meet during school hours, but have officers and planned activities beyond school
enrichment.

4-H after-school clubs:
Organized within after-school programs administered by Cooperative Extension staff or
other organizations (i.e. other youth development organizations, housing authorities,
faith-based groups). Participants identify themselves as 4-H members and/or
volunteers. They may have officers as well as elements of a club structure.

Military 4-H clubs:
Organized by the Armed Forces, often on military installations, and principally for
military dependents.

Special-Interest and Short-Term Programs:
Groups of youth meeting for a specific learning experience that involves direct teaching
by Extension staff or trained volunteers, including teachers. The program is not part of
school curriculum and not restricted to members of 4-H Clubs. Multiple-day meetings,
for example on college campuses, should be reported as short-term programs. The
direct audience contact duration should be at least six hours for enrollment to be
reported.

Overnight Camping Programs:
The youth taking part in an Extension-planned educational experience of group living in
the out-of-doors. Overnight camping includes being away from home at least one night
(resident, primitive, or travel camping) and is not restricted to members of organized 4-
H Clubs.

Day Camping Programs:
The youth taking part in an Extension-planned educational experience of group living in
the out-of-doors. Day camping consists of multiple-day programs, with the youth
returning home each evening.
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School Enrichment Programs:
Groups of youth receiving a sequence of learning experiences in cooperation with
school officials during school hours to support the school curriculum. Involves direct
teaching by Extension staff or trained volunteers, including teachers.

Individual Learning/Mentoring/Family Learning Programs:
Planned learning that occurs independently of a formal group setting, such as a club, an
individual, paired, or family learning effort. This is self-directed, usually with limited
adult involvement except for parents (or mentor). Examples include self-study, home
study courses, advanced placement courses, mentoring or shadowing with an "expert,"
and/or whole families learning together.

School-Aged Child Care Education:
After-School educational programs offered to youth outside of school hours, usually in a
school or other community center. The after-school program must be supported by
Extension by training the after-school staff, infusing 4-H curricula into the program,
and/or other significant support such as conducting needs assessments, evaluations,
and/or resource development. The primary purpose of the program is to provide care,
developmental, and educational experiences for youth while parents are working or
unavailable. As general guidance, facilities or settings should operate approximately
three days per week and two hours per day (e.g. six hours per week) for about five
months of the academic year or three days per week for six hours per day (e.g. 18 hours
per week) and/or for at least eight weeks in the summer. The youth in these programs
should be enrolled as 4-H members in the county program, have the benefits of all 4-H
programs and activities, and identify themselves as 4-H members (4-H Clubs in after-
school settings should be reported under Organized 4-H After-School Clubs).

TV/Video/Web Programs:
Youth offered learning experiences through Extension via broadcast or closed circuit
television, including satellite transmission or videotape replays of such series; may also
include instruction delivered by internet.
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Glossary of 4HOnline Terms

4-H Age: A member’s age calculated as of 12:01 a.m. on October 1 of the current program
year instead of by his or her actual birthdate. The 4-H Age cut-off is 11:59 p.m. on
September 30.

Active: The status of a member who has completed all of the steps required for enrollment
Activity: Activities in which members participate that should be part of the enroliment record.
Adult: A registered adult volunteer

Archived: A member who was active at one time, but is not participating this year

Authorizations: Legal agreements (usually on an enrollment or registration form) that require
a parent or member signature

Cloverbud: A 4-H participant who is 5, 6, 7, or 8 years old

Club: 4-H clubs follow a planned program and offer multiple learning opportunities for youth
that are self-directed. Clubs can meet in a variety of locations and typically meet in the
evenings and on the weekends. Types of clubs include: community, in-school, after-
school, and military. Click here of a definition of each.

Club Leader: An adult volunteer responsible for a local 4-H club

Contact: A non-4-H member associated with 4-H in some way. Contacts can include board
members, committee members, donors, etc.

Delivery Mode: a classification for the various types of 4-H Clubs or areas of involvement

Ethnicity: Different than race, ethnicity has two classifications: Hispanic or Latino or Non-
Hispanic or Latino. Hispanic or Latino is a person of Mexican, Puerto Rican, Cuban,
Central or South American, or other Spanish culture or origin, regardless of race. Non-
Hispanic or Latino is all others.

Family Account: Is your family profile inclusive of family email address, last name, mailing
address, phone number, and unit. All members within the family will be enrolled in 4-H
using the family account.

Group: Any group of people that the user would like to keep track of together. These could be
camps, classes, committees, etc.
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Help Sheet: A quick reference that describes how to perform a specific task in 4HOnline

InActive: A member who was active at one time, but has not re-enrolled for the current
program year

Incomplete: Member has started the enrollment/registration process, but has not submitted
it to the unit office for approval

Intermediate: A 4-H member who is 12 or 13 years old

Junior: A 4-H member whois 8, 9, 10, or 11 years old

Manager: A State or County employee using 4HOnline as a state or county administrator
Member ID: An ID number unique to each member enrolled through 4HOnline in Virginia

Pending: Members have submitted their enrollment information, but need to be confirmed at
the Unit and/or State level

Primary Club: A club in which a member participates most often

Profile: Each individual member (youth or adult) will create a profile within the family account
to enroll in 4-H.

Project Leader: An adult volunteer responsible for certain project area vs. a specific club
Project: A specific area of study or concentration for the 4-H program year
Re-enrollment: When an existing member enrolls for the next program year

Second 4-H County: A county, outside the member’s home county, in which the member
participates; often in a single project area

Secondary Club: A club in which a member participates, often in a single project area
Senior: A 4-H member who is 14, 15, 16, 17, 18 or 19 years old

Youth (Short-Term): A youth member who only participates in a 4-H group, not a 4-H Club,
for a portion of the year. Often Jr. Camp members may be short-term.

Youth: A youth 4-H member (ages 5 — 19)
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4-H is a community of young people across America who are
learning leadership, citizenship, and life skills.

Publication 4H-716P 2017

www.ext.vt.edu

Virginia Cooperative Extension programs and employment are open to all, regardless of age, color,
disability, gender, gender identity, gender expression, national origin, political affiliation, race, religion,
sexual orientation, genetic information, veteran status, or any other basis protected by law. An equal
opportunity/affirmative action employer. Issued in furtherance of Cooperative Extension work, Virginia
Polytechnic Institute and State University, Virginia State University, and the U.S. Department of Agriculture
cooperating. Edwin J. Jones, Director, Virginia Cooperative Extension, Virginia Tech, Blacksburg; M. Ray
McKinnie, Interim Administrator, 1890 Extension Program, Virginia State University, Petersburg.



