[image: ][image: ]Families: How to Self Re-Enroll
Youth in 4hOnline
7/2017
	
[image: ]Purpose: This document outlines the steps for a family to follow when they have an existing 4hOnline account and will be re-enrolling through 4hOnline directly.  
	1. Go to the California 4hOnline login page located at http://ca.4honline.com.
2. If you have logged in to your 4hOnline account before and remember your password, log in to your account and skip to step #13.
3. If you have never logged in to your 4hOnline account before (in many cases where a Club or County 4-H Office added the initial enrollment record), contact your County 4-H Office to obtain the email address that is on file for your account. If you do not have an email address on file, contact the County 4-H Office to add the email address to your account.
4. Enter your email address and select “I forgot my password.”
5. Select Family as your role.
6. Click Send My Password. 
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	7. Check your email account for your temporary password.
8. Once you receive your password, select I have a profile.
9. Enter the temporary password from the email message to the login page.
10. Click Login.
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	11. Once you log in, you will be prompted to create a new password. Enter a new password.
12. Click Continue to go to your Family Member List.
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	13. The Member List will show all of the youth members and adult volunteers in your family who were enrolled in a previous year.
14. Click “Edit” next to the Inactive member you would like to re-enroll.
15. To update your family information, click Edit Family.
	

	16. Scroll to the bottom of the record review page and click “Enroll for 20xx-20xx”. *This button will show the years of the current program year.
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	17. Update any personal information and Click Continue at the bottom of the page.
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	18. Under the Additional Information Screen, read each Authorization carefully.
19. Mark the check box and/or sign each section. The Authorization Screen sections will be locked for editing after the enrollment has been submitted. 
20. Click Continue.
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	21. It is very important that each member’s Health Form is complete and accurate. Under the Health Form screen, complete the information.
22. Click Continue.
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	23. Review and edit your Clubs. Only Clubs in which the member will participate during the current program year should be show under the Club List.
24. Click Continue.
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	25. Review and edit projects. 
NOTE: Only projects in which the member will participate during the current year should be listed in the Projects tab. Previous year projects will remain on the Member’s enrollment history. Remove any projects listed in which the member will no longer participate.
NOTE: When re-enrolling the projects will auto-increment by 1 year for Years in Project. 
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	26. Groups are optional. Add any Groups in which the member will participate during the current program year.
27. Click Submit Enrollment.
28. You’ll be returned to the Member List screen. The member that you just re-enrolled will appear in your Member List with a Pending status. You will receive an email (Sent to the Family Profile email address) that your enrollment has been submitted. 
29. Submit your 4-H program fees payment to the primary Club Leader or VEC1. The primary CL or VEC1 will login to 4hOnline and mark Confirm, indicating payment and all necessary documents received. 
30. Once your County 4-H Office reviews the member enrollment, you will receive another email either confirming your enrollment, or asking you to make changes and resubmit your enrollment. When the 4hOnline enrollment status shows as Active, you may begin participating in 4-H events and activities.
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	31. You will need to provide a copy of your Member-Health Form report to each of your Project Leaders or Event Chaperones as needed. 
32. On the Member List screen, under Member Reports, select the youth name and the Report: Member-Health Form.
*When the Report type is selected, the report will run and produce a pdf form. 
33. You can save a digital copy of this for yourself if you prefer. 
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	34. To Re-enroll another youth family member, repeat this process. 
	


Tips:
· After your initial login, you will see the Families Home Page when you first log in.

· The Announcements and Newsletters section is where your County can post Newsletters, Announcements and other important documents for you to view.

· To access your member list, click “Continue to Family.”

· If you would like to change your password at any time after your initial login, click “Change Password.”

· If you forget your password, please select “I forgot my password” from the login page. County and State offices do not have access to Family passwords.

· If, at any point, you would like to return to your start page, click on “Home.”

· To return to your member list from any page, click on “My Member List.”

· For quick navigation between the four member enrollment pages, simply click on the page title under the navigation bar.
Frequently Asked Questions:
1. What are the steps to take if we need to update the information on the member Health Form?

When the health form needs to be updated, families can login to 4hOnline anytime and make the necessary updates to the Health Form screen and save. 









It is the policy of the University of California (UC) and the UC Division of Agriculture & Natural Resources not to engage in discrimination against or harassment of any person in any of its programs or activities (Complete nondiscrimination policy statement can be found at http://ucanr.edu/sites/anrstaff/files/176836.doc). Inquiries regarding ANR’s nondiscrimination policies may be directed to John I. Sims, Affirmative Action Compliance and Title IX Officer, University of California, Davis, Agriculture and Natural Resources, 2801 Second Street, Davis, CA 95618, (530) 750-1397.
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account and will be re-enrolling through 4hONline directly.
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Waiver of Liability, Assumption of Risk, and Indemnity Agreement

Waiver: In consideration of bing permited to participate in any way in California 4-H Youth Development Activties and Projects, | for myself, my.
heirs, personal representatives or sssigns, do hereby release, waive, discharge, and covenant not to sue The Regents of the Universy of
Cafornia, s offcers, empioyees, and agents from liabity from any and all claims including the negligence of The Regents of the University of
California, s officers, employees and agents, resuting n personal njry, accidents of linesses (ncluding death), and property loss arising from,
but not lmted to, partcpation n California 4-H Youth Development Activities and Projects.

‘Assumption of Risks: Participation in California 4-H Youth Development Activities and Projects carries wit i certai inherent risks that cannot
be climinsted regardiess of the care taken to avoid juries. The specificrisks vary from one activy to another, but the rsks range from 1) minor ijures.
such as scrafches, bruises, and sprains; 2) major injuries Such s eye injury or loss of sight, ont or back njuris, heart aftacks, and concussions; and 3)

catastrophic njuries including paralysis and dea

1 have read the previous paragraphs and | know, understand, and appreciate these and other risks that are inherent in California 4-H
Youth Development Activities and Projects. | hereby assert that my participation is voluntary and that | knowingly assume all such

risks.

Indemnification and Hold Harmiess: | slso agree to NDENNIFY AND HOLD The Regents of the Universty of Calfornia HARMLESS from any and al
clims, actons, suts, procedures, costs, expenses, damages and fabites, incuding attomey's fees brought as a resul of my ivolvement i California

4H Youth Development Activities and Projects, and to reimburse them for any such expenses incurred
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notuwihstanding, continue in fullegal force and effect.

Acknowledgment of Understanding: |have read this Walver of Lisbiy, Assumption of Risk, and Indemnity Agreement, fully understand s terms,
and understand that | am giving up substantial rights, including my right to sue. |acknowledge that am signing the agreement freely and
voluntarly, and intend by my signature to be a complete and unconditional release of al liabiliy to the greatest extent alowed by

law.Download a copy of the waiver at Download Here.

The parent/Guardian certfies that they have REQUIRED
read, understand and agree to these provisions.

Enroliment Confirmation

By completng this onine enrolment form, parent/guardian and youth cerify that they have read, understand, and agree to the terms of the 4-H Code.
of Conduet, Parent/Behavir Guidelines, and Photograph and Information Release; and, further, that they understand and give thefr informed consent.
to exceptons to the 4-H policy on youth member supervision, when, rom time totime, £ may be impracticalor impossible for & minimum of two aduts
to be present with youth Enroliment in 4-H and an updated Treatment Authorization and Health History Form and Waiver of Liabity must be renewed

annualy.

‘Download the 4-H Ifember Cods of Conduct, Parent, Guardian, or Aduf Partcipant Code of Conduet, and Phatograph Release Form forreference.
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Authorization screen sections will be locked for
editing after the enrollment has been submitted.

B 14. Click Continue. e e e
15. If your state uses an electronic Health Form, ™
complete the information. M.ﬂ.“.d....,.,,i)
] 16. Click Continue. Meslth 3nd Accdentinsurance Intormatan
i b o st e e ST g

Potey thmber:

.
. ] . ]

Setec a minr o i)

17. Select your desired Club.
18. Click Add Club.

2ddaciub

‘et e [Domo i )

N 19. The Club will appear on the Club List. ~  ETERETTER

20. If you would like to join another Club, select it from S
the drop-down list and click Add Club. Adaa ciub

] 21. Be sure to select which Club will be your Primary sesaslEesEs N
Club. cubtis

Py ow e

R 22. When you have finished adding Clubs, click Continue. ey

Page2ors  sa7words [

@ 4HOnline x |+

® @  https://ca.dhonline.com/Member/Enrollment/HealthForm.aspx M €@ Q Search

% | Unvesiey o Calfornia California 4-H Youth Development & Logout

Agricultore and Naturs] Resocrees

411 Youth Development Program

Logged in as & Belt: Taylor 4 Home | B My Member List
Enroliment  Member Setings  Trainings

—

Personal  Additional  Health Form

Information  Information

Health Form

Vaccinated for Tetanus?
Yes, vaccinated for tetanus @
No, notvaccinated O

Not Sure if vaccinated O

Date of Last Tetanus Vaccination = mmiddyyyy

Please check over-the-counter medications that may be administered (Check all that apply) Write in names of any others below.

Tenal
ouprofen
Cough Syup:
Decongestant
Dramamine.
Antacid:
Polysporin

Hydrocortisone:

Benadny

Other Hedication:

Please identify if this participant has any health conditions that are important for program staff to know in order to maximize.
participation and ensure safety and welL.being. If e, please provide details below.

No, this participant does not have any healt
conditions.

Yes, this participant has health conditions. O

nt have any current medications they are taking? If so, please list all
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i and accurate. Review the form and HeathForm B
‘make any changes. T
19, Click ‘Continue’. e
- r—— Loggedin as Smith: celeste Home | My Member List
——————————————%
[ORNEI -
o Porsomal  Addtional  Health Form  Participation
Information  Information
70, The Participation page Is where you Select a minimum of 1 club(s)
will review and edit your Clubs and
projects. Add a Club.
21. Review your Clubs and click Skt [SoTaeD 3
‘Continue’.
| 22.| Add Club
23. Special Note: Per State 4-H Policies
and Procedure, all Cloverbuds
N MUST be enrolled in their County’s —
Cloverbuds Club ONLY. Please T
contact your County office if you 3 Fl
< would like your Cloverbud to :
participate in any other local Club. o << Frovious ] [Retum to Member st | [ Continie >>
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6/2017 Envolment emoerSetings Tramings

—————————&
- —h [ - B - ) Personal  Additional  HealthForm  Participation
23. Under the Projects tab, select the Club in which you Wioretios  AMorDENoN

would like to enroll in a Project.

| 24. Select the Project. i ~

25. Click Add Project.

i 26. Repeat steps to add all of your projects. California 4-H On-Line Enroliment Form Page 3 of 3.
27. When you have finished adding your projects, click T R PROJECTS - Select the 4-H Club you enrolied in and then select the projects you are taking for this program year.
Continue. e o L Click here for more information on 4-H Projects, and you can review the CA 4-H Projects list for projects that may be
N 28. Groups are optional. You may leave this area blank. ; . offered

29. Click Submit Enrollment.
30. The member that you just added will appear in your | I

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

- Member List as Pending. You will receive an email F S St 5
N Add a Project
that your enrollment has been submitted to your
County 4-H Office. Selecta Club: | Select a club .. v
31. Once you County 4-H Office reviews the member Selecta Project | Select a cub from the lst above frst ... -
enro.l\mfen(, you will receive anothe_r email either Vears inProject :1
4 confirming your enrollment, or asking you to make
changes and resubmit your enrollment. Add Project
32. To enroll another family member, select the member | o memen s seew o onta iccara.
T —
: type and repeat the enrollment process
33. If the second member’s Parent and Emergency cub Project Years n Project Edit
| Contact information is the same as the first Hogan's Heros Graphic s 1 Edit
member’s information, select “Copy parent
g . N . Horizon Bees 1 Edi
information from another youth record” to auto-fill
m these portions of the Youth Profile page.
<<Previous | | Continue >>

Submit Enrollment

] 34. You may login to your 4HOnline account at any time | |z e el
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25. Review and edit projects.
- NOTE: Only projects in which the member will

participate during the current year should be listed
in the Projects tab. Previous year projects will remain
onthe Member's enrollment history. Remove any -
projects listed in which the member will no longer R—

participate. .

NOTE: When re-enrolling the projects will auto-

E increment by 1 year for Years in Project.

26. Groups are optional. Add any Groups in which
the member will participate during the current
program year.

27. Click Submit Enrollment.

28. You'l be returned to the Member List screen.
The member that you just re-enrolled will
appear in your Member List with a Pending

- Status. You will receive an email (sent to the
Family Profile emal address) that your
enrollment has been submitted.

29. submit your 4-H program fees payment to the
primary Club Leader or VECL. The primary CL or
VEC1 will login to ahOnline and mark Confirm,
indicating payment and all necessary documents
received.

1 30. Once your County 4-H Office reviews the

member enrollment, you will eceive another

email aither confirming your enrollment, or

b asking you to make changes and resubmit your

enrollment. When the ahOnline enrollment

status shows as Actiye, you may begin
participating in 4-H events and activiies.

Tips:

«  After your initial login, you will see the Families Home Page when you first login.
«  The Announcements and Newsletters section is where your County can post Newsletters,
B Announcements and other important documents for you to view.

T access vour memher list. click “Cantinue to Familv.”

1007
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F )
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Agricultore and Naturs] Resocrees

% | University o alfornia California 4-H Youth Development & Logout

411 Youth Development Program
Logged in as & bell 4 Home | B My Member List

Member List
University of California 4-H Youth Development Program

Enroliment Directions
1) You may edit your family account information by clicking "Eit Family™

2) You may add a new enrollment by selecing Youth or Adultfrom the drop-down box and entering all three pages of information. (DO
NOT add a new record for a member that s already listed. DO NOT add an individual record for an adult (parent) that is NOT an adult
volunteer).

3)You may edit an existing enrollment by clicking on “Edit"

Please Note:

Ifyour enrollment status is Inactive or Incomplete, cick the Eit button to review and submityour record for approval

Ifyour enrollment status is Pending, your record has been submitted for Club Leader to confirm and then for county 4-H office approval
Your 4-H Enrollmentis not active until you have been assigned a Membership ID.

4H Online Record Book.
For youth o gain access to the record book system, a password must be set (see link below for your family contact information). Adults
use their 4nOniine password. Access the 4-H Online Record Book at htips:/i4horb.ucanredulogin.cim

bell Family | Edit Family Add A New Family Member
220 2nd St select a member type... bd
Davis, CA 95616 R e

530-754-5809

gr8.dodgers.fan@gmai.com

Test County [contactinfo]
Change Youth Password for Recordbooks Password Not Set

Member/Volunteer List

Name Role  MembersniplD  Enrolment Status | Last Actve Year cat
1) 0 Years bell Youth Must Resubmit Incomplete Edt 7

2 stestoel voun  sa6702 ncompets 20142015
3) Btestbell Youth 1818311 Active 2016-2017 Edt 7

4)  Adultbell Adult 449115 Active 2016-2017 Edt 7

 Volunteer Screening Approved (2016-2017): View

5) andrea bell Adult 1895771 Active 2016-2017 Edt 7

 Volunteer Screening Approved (2016-2017): View

20162017 Edt

2

Youth

6) 682489

annie bel
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11157 AM
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23.

24.
25.
26.
27.

28.
29.

Under the Projects tab, select the Club in which you
would like to enrollin a Project.

Select the Project.

Click Add Project.

Repeat steps to add all of your projects.

When you have finished adding your projects, click
Continue.

Groups are optional. You may leave this area blank.
Click Submit Enrollment.

30.

31.

You will be returned to the Member List screen. The
member that you just added will appear in your
Member List as Pending. You will receive an email
that your enrollment has been submitted to your
County 4-H Office.

Once you County 4-H Office reviews the member
enrollment, you will receive another email either
confirming your enrollment, or asking you to make
changes and resubmit your enrollment.

32

33.

To enroll another family member, select the member
type and repeat the enrollment process

If the second member’s Parent and Emergency
Contact information is the same as the first
member’s information, select “Copy parent
information from another youth record” to auto-fill
these portions of the Youth Profile page.

2 Replace

I Select~
5 Edting ~
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411 Youth Development Program

Logged in as &Bell 4 Home | B My Member List

Member List

University of California 4-H Youth Development Program

Enroliment Directions
1) Youmay edit your family account information by clicking "Eit Family™
2) You may add a new enrollment by selecing Youth or Adultfrom the drop-down box and entering all three pages of information. (DO
NOT add a new record for a member that s already listed. DO NOT add an indvidual record for an adult (parent) that is NOT an adult
volunteer).
3)You may edit an existing enrollment by clicking on "Edit"
Please Note:
Ifyour enrollment status is Inactive or Incomplete, cick the Eit button to review and submityour record for approval
Ifyour enrollment status is Pending, your record has been submitted for Club Leader to confirm and then for county 4-H office approval
Your 4-H Enrollmentis not active until you have been assigned a Membership ID.

4H Online Record Book.
For youth 1o gain access to the record book system, a password must be set (see link below for your family contact information). Adults
use their 4nOniine password. Access the 4-H Online Record Book at htips:/i4horb.ucanredulogin.cim

Bell Family | EditFarmily Add A New Family Member
12 ain Street select @ member type... v
Davis, CA 95618 T

112223233

Guidedog.Hilo@gmailcom

Test County [contactinfo]
Change Youth Password for Recordbooks Password Not Set

Member/Volunteer List

Name. Role  Membershipl | Enrollment Status Last Active Year Edit
1) Taylor Bel Youth Pending Eit_2
Member Reports
Member: | select a member.. 54
Report: B

Register A Member In An Event
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11. Once you log in, you will be prompted to create
anew password. Enter a new password.
12. Click Continue to go to your Family Member List.

Please update your password

~ 13. The Member List will show all of the youth

members and adult volunteers in your family

who were enralled in a previous year.

d 14. Click “Edit” next to the Inactive member you
would like to re-enroll.

15. To update your family information, click Edit
Family.

16. Scroll to the bottom of the record review page
] and click Enroll for

17. Update any personal information and Click
Continue at the bottom of the page.

18. Read the Additional Information carefully.

19. Mark the check box and/or sign each section.
“This section will be locked for editing after the
enrollment has been submitted.

20. Click Continue.

21, Itis very important that each member's Health
Form is complete and accurate. Review and/or
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Universityo/California _ California 4-H Youth Development & Logout
401 Youth Deslapment Program

Logged in as & bell 4 Home | B My Member List

Member List
University of California 4-H Youth Development Program

Enroliment Directions
1) You may edit your family account information by clicking "Eit Family™

2) You may add a new enrollment by selecing Youth or Adultfom the drop-down box and entering allthree pages of information. (DO
NOT add a new record for a member that s already listed. DO NOT add an indvidual record for an adult (parent) that is NOT an adult
volunteer).

3)You may edit an existing enrollment by clicking on “Edit"

Please Note:

Ifyour enrollment status is Inactive or Incomplete, cick the Eit button to review and submityour record for approval

Ifyour enrollment status is Pending, your record has been submitted for Club Leader to confirm and then for county 4-H office approval
Your 4-H Enrollmentis not active until you have been assigned a Membership ID.

4H Online Record Book.
For youth to gain access to the record book system, a password must be set (see link below for your family contact information). Adults
use their 4nOniine password. Access the 4-H Online Record Book at https:/i4horb.ucanredulogin.cim

bell Family | Edit Family Add A New Family Member
220 2nd St select a member type... b

Davis, CA 95616 Add Member
530-754-5809

gr8.dodgers.fan@gmai.com
Test County [contactinfo]
Change Youth Password for Recordbooks Password Not Set

Member/Volunteer List

Name Role  MembershipD  Enrolment Status | Last Actve Year cat
1) 0 Years bell Youth Must Resubmit Incomplete Edt 7
2 stestoel voun  sa6702 ncompets 20142015
3) Btestbell Youth 1818311 Active 2016-2017 Edt 7
4)  Adultbell Adult 449115 Active 2016-2017 Edt_ 7
 Volunteer Screening Approved (2016-2017): View
5) andrea bell Adult 1895771 Active 2016-2017 Edt 7
 Volunteer Screening Approved (2016-2017): View

6)

682489
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