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	1. Open a web browser and type in: http://ca.4honline.com (Please note, adding the “www” prefix will return an error message). You will now see the California 4-H login page.
TIP: Only use Firefox or Chrome browsers.
2. Choose “I need to setup a profile.”
3. Enter your desired login information. 
*Does not need to be county of residence for adults.
*Email given must be a valid address.
4. Click Create Login.
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	*If you receive a message that your account already exists, this means there is already an account using that email address in 4hOnline. Choose the radio button for “I forgot my password” to have a new temporary password sent to you. If you need to switch counties because you have moved, etc., please contact your County 4-H Office where last enrolled to switch the county.

	5. Enter your Family Information.
6. Click Continue. 
In 4hOnline, Continue means the same as Save.
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	7. Members in 4hOnline are grouped by Family. Add adult family members who would like to enroll in 4-H as an adult volunteer.
8. Select Adult Member Type and click Add Member.
NOTE: Only add adults who would like to enroll as Volunteers. Parents who are not applying to be 4-H volunteers should not create an Adult member account.
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	9. Enter the Adult Volunteer’s Personal Information.
10. Information in Bold is required. All other information is optional.
Tips: 
*Make sure you mark ‘Yes’ to the question “Are you a Volunteer?” 
*CA 4hOnline does not have text messages turned on. 
*For first year members, leave the Years in 4-H as 1.
11. Click Continue.
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	12. Under the Additional Information screen, read each Authorization section carefully.
13. Mark the check box and/or sign each section. This section will be locked for editing after the enrollment has been submitted. 
14. Click Continue.
	Sample
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	15. Under the electronic Health Form screen, complete the information.
16. Click Continue.
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	17. Under the Volunteer Screening screen, complete all questions. 
18. Click Continue.
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	19. Under the Participation screen, select your desired Club. 
Tip: 4hOnline labels all 4-H Units as ‘Clubs’ however some of these may be camps, etc.
20. Click Add Club.
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	21. The Club will appear on the Club List.
22. If you will be serving as an adult volunteer at the Club level, select the Club and the Volunteer Type from the list. 
23. If you would like to join another Club, select it from the drop-down list and click Add Club.
24. Be sure to select which Club will be your Primary Club.
25. When you have finished adding Clubs, click Continue.
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	26. Select the Club in which you would like to enroll in a Project.
27. Select the Project.
28. If you will be serving as an adult volunteer at the Project level, select the Club and the Volunteer Type from the list. 
29. Click Add Project.
30. Repeat to add all of your projects.
31. When you have finished adding your projects, click Continue. 
32. Groups are optional. You may leave this area blank.
33. Click Submit Enrollment.
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	34. You will be returned to the Member/Volunteer List screen. The adult record that you just added will appear in your Member List as Pending. The Volunteer Screening status is also Pending at this point. You will receive an email (sent to your family profile email address) that your enrollment has been submitted to your County 4-H Office. 
35. Submit your 4-H program fees payment to the primary Club Leader/Enrollment Coordinator (VEC1). The primary Club Leader/VEC1 will login to 4hOnline and mark Confirm, indicating payment received.
36. 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. When the 4hOnline status shows as Active, you may begin participating in 4-H events and activities. 
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	37. You may login to your 4HOnline account at any time to edit member information, view Announcements and Newsletters, and run member reports.
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	38. You will need to provide a copy of your Member-Health Form report to each of your Project Leader or Event Chaperones as needed. 
On the Member List screen, under Member Reports, select the adult name and the Report: Member-Health Form. 
*When the Report type is selected, the report will automatically run and produce a pdf form. 
39. You can save a digital copy of this for yourself if you prefer. 
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	40. To enroll another adult family member as an adult volunteer, select the member type and repeat the enrollment process. 
	


Tips:
· Families can login to 4hOnline at anytime to edit and update the Member Health Form as needed. 
· If you need to go back to any previous screen, you can click the Previous button at the bottom of each screen. If you need to go back to the first screen, your Authorizations page will be cleared and you will need to re-enter the information. The Health Form and Volunteer Screening information does not need to be re-entered.
· If you decide at any time you do not wish to enroll for the year, you can delete the enrollment record by clicking Previous and at the bottom of the Personal Information screen, you will see a Delete button. You can do this at any time for a new enrollment if it you have not yet clicked the Submit enrollment button.  

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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Volunteer Confidential Self-Disclosure Form
Paragraph

‘The purpose for requesting the information on this form is to provide a safe environment for young people involved with 4-H activtes.
Furnishing allinformation requested on this form is mandatory. Failure to provide this information will delay or prevent appointment
‘as a 4-H Volunteer. Local programs may also require additional information before appointing 4-H volunteers. University of California
policy authorizes maintenance of this information. Individuals have the rightto review their own records in accordance with the Division of
‘Agriculture and Natural Resources Adminisirative Handbook, Section 402. Information on these policies may be obtained from the
Controller and Business Senices Director, Agriculture and Natural Resources, University of California, 1111 Frankiin Street, 6t Floor,
Oakiand, CA 94607-5200, orvia the Internet at hitpziucanredu. The official responsible for maintaining the information contained on this
form is the Cooperative Extension County Director

Questions

1. Have you been convicted of a felony in the last ten

years?

No @

Yes O
2. Has anyone living with you been convicted of a
felony in the last ten years?

No @

Yes O
3. Have you ever been convicted of child abuse,
neglect, or any sex offense?

No O

Yes O
4. Has anyone living with you ever been convicted of
child abuse, neglect, or any sex offense?

No O

Yes O

5. Has your driver's license been suspended or
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21. The Club will appear on the Club List.

22. If you would like to join another Club, select it from

- the drop-down list and click Add Club.

23. Be sure to select which Club will be your Primary
Club.

N 24. When you have finished adding Clubs, click Continue.

25. Select the Club in which you would like to enrollina | EESER ~- S5

i Project. e

26. Select the Project.

27. Click Add Project.

” 28. Repeat to add all of your projects.

29. When you have finished adding your projects, click
Continue.

30. Groups are optional. You may leave this area blank.

31. I your state charges an enrollment feel, click
" Continue to view the invoice, select the payment
method and Submit Enrollment. If no enroliment fees
are due, click Submit Enrollment.

32. The member that you just added will appear in your | IR I

Member List as Pending. You will receive an email ) consnen o ey ==

that your enrollment has been submitted to your
County 4-H Office.
33. Once vou County 4-H Office reviews the member
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° s 'S * ®
Personal  Addiional  HealthForm  Volunteer  Participation
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GLUBS - Select the 4-H Club you are enrolling in. If you are taking a cross-over or countywide project, select the
appropriate club as well. If you are unsure which club you should enroll into, you can click here to find your county's
4-H information

Add a Club
Selecta Club: | Select a cub ... ~
Select a Volunteer Type: | Select a volunteer type ... hd
Add Club
Club List [New Look]
prmary cup Volunteer Type at
®  Horzon Edc |
<< previous | [ Continue 5>
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21. The Club will appear on the Club List.

22. If you will be serving as an adult volunteer at the Club

E level, select the Club and the Volunteer Type from
the list.

23. If you would like to join another Club, select it from

| the drop-down list and click Add Club.

24. Be sure to select which Club will be your Primary
Club.

25. When you have finished adding Clubs, click Continue.

26. Select the Club in which you would like to enroll in a

N Project.

27. Select the Project.

28. If you will be serving as an adult volunteer at the

7 Project level, select the Club and the Volunteer Type
from the list.

29.

30. Click Add Project.

31. Repeat to add all of your projects.

y 32. When you have finished adding your projects, click

Continue.
33. Groups are optional. You may leave this area blank.
N 34. If your state charges an enrollment feel, click

Continue to view the invoice, select the payment
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@  httpsy//ca.honline.com/Member/Enrollment/Projects.aspx
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411 Youth Development Program

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

Enroliment  Member Setings  Trainings
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PROJECTS - Select the 4-H Club you enrolled in and then select the projects you are taking for this program year.
Click here for more information on 4-H Projects, and you can review the CA 4-H Projects list for projects that may be
offered

Add a Project

Selecta Cub: | Horizon <

Selecta Project [Dog S

YearsinProject 1 |v

Selecta Volunteer Type: | Project Leader <
Add Project
Project List INew Look]
cub Project Years in Project Volunteer Type Edit
<< Previous | | Continue >>
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the drop-down list and click Add Club.  — e —_ University of California 4-H Youth Development Program
24. Be sure to select which Club will be your Primary — = — =
oy . @ Enrollment Directions.
E - . . . . 1) You may edit your family account information by clicking “Edit Family"
25. When you have finished adding Clubs, click Continue. 2)You may add a new enrollment by selecing Youth ar Adutfom the drop-down box and entering al free pages ofinformation. (DO
26. Select the Club in which you would like to enroll in a ARTER - SR NOT add a new record for a member that is already listed. DO NOT add an individual record for an adult (parent) that is NOT an adult
N Project. e e o 4P, o oo o 4 s e e o8 FoOLL
. 3)You may edit an existing enrollment by clicking on "Edit™
27. Select the Project. — P ke
28. If you will be serving as an adult volunteer at the —— Ifyour enrollment status is Inacive or Incomplete, click the Edit button to review and submit your record for approval.
g Project level, select the Club and the Volunteer Type " Ifyour enrollment satus is Pending, our record has been submitied for Club Leader o confirm and then for courty 4-H offce approval
o thivlist = Your 4-H Enrolimentis not active until you have been assigned a Membership ID.
29. Click Add Project. v 44 Online Record Book
30. Repeat to add all of your projects. = Foryouh fo gain access to he record baok system, a password must be sef (see link below for your family contact information). Adults
S1Wh have finished addi actssdlick a L= == S e 1 use their 4hOnline password. Access the 4-H Online Record Book at https:/i4horb ucanr.eduflogin.cfm
. When you have finished adding your projects, clicl
4 Continue.
32. Groups are optional. You may leave this area blank.
33. Click Submit Enrollment. Bell Family EditFamiy Add A New Family Member
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your Member List as Pending. The Volunteer Davis, CA 95618 Add Member
] Screening status is also Pending at this point. You will 111-222-3333
receive an email to your family profile email address Guidedog Hio@gmai.com
that your enrollment has been submitted to your e o Conac il
County 4-H Office Change Youth Password for Recordbooks Password Not Set
35. Once you County 4-H Office reviews the member
enrollment, you will receive another email either T
_— . ember/Volunteer
7 confirming your enrollment, or asking you to make
g and esUbRIE oL Garslliont. Name Role | Membershipld  Enroliment Status Last Active Year Edit
36. To enroll another family member, select the member | memmensnmes s (scosmonserrare 0 1) Maria Bell Adult Pending Eit__ 7
type and repeat the enrollment process b @ Volunteer Screening Pending (2016-2017) View
T 37. If the second member’s Parent and Emergency = 2) Taylor Bel T Pending =
Wember Reports
Member: [select a member. v

Report:
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38. You will need to provide a copy of your Member-
Health Form report to each of your Project Leader or
Event Chaperones as needed.

On the Member List screen, under Member Reports,
select the adult name and the Report: Member-

| Health Form.

*When the Report type is selected, the report will
automatically run and produce a pdf form.

39. You can save a digital copy of this for yourself if you
prefer.

*When the Report type is selected, the report will
automatically run and produce a pdf form.

Pagedofs  952words
343PM

= 5/5/2017

B

@  httpsy//ca.honline.com/Member/Enrollment/Group.aspx

Bl new | € QSearch

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

Agricultore and Natursl Resocrees
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University of California 4-H Youth Development Program
Enrollment Directions.

1) You may edit your family account information by clicking “Edit 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 me| thatis NOT an adutt
Opening Member - Health Form.pdf x
volunteer).
3)You may edit an eXStNG N4 you have chosen to open
Please Note:
Hyourenvalment status s inac] 2 Member.- Heaith Formpdf vl
Ifyour enroliment status is Pen whichis: Adobe Acrobat Document nty 4-H office approval
Your 4-H Enrollmentis not activ from: htps://ca4honline.com

AR TP What should Firefox do with this file?

Foryoulhto gain access tothe | @/Goen wit] | Adobe Acrobat (default v
use their 4hOnline password. i

lactinformation). Adults

O swveFie

3 Do this automaicallyfor ile ke tisfrom now on.

Bell Family EditFamil
12 Main Street oK Cancel =
Davis, CA95618 TV

11:222:3333

Guidedog.Hilo@gmai.com

Test County [contact info]
Change Youth Password for Recordbooks Password Not Set

Member/Volunteer List

Name Role  MembershiplD EnrollmentStatus LastActive Year Edit
1) Maria Bell Adult Pending Elt 7
m Volunteer Screening Pending (2016-2017): View |
2) Taylor Bell Youth Pending Edt 7
Member Reports
Wember: [Bel, Maria v

Report: | Member - Health Form
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1. Open aweb browser and type in; o
http://ca.4honline.com (Please note, adding the © estosmapote &
W www. prefix will return an error message). You will © Jlepd st O I forgot my password
now see the California embsims deie e AT .
N comsy: Do ] s oty e Are you in a ilitary 4H Club: [
4-H login page. et colste smib@scstole o
TIP: Only use Firefox or Chrome browsers. Gontun s colste s @sdtle e County: | Training County [ St County Contactinfo
y by EEtras S 2 Email: |Guidedog.Hilo@gmail.com
N 2. Choose | need to setup a profile. Contimassmoet o log Hilo@g
i in i i s [Py =
3. Enter your desired login information. Confirm Em: [Guidedog.Hilo@gmall.com
*County must be the county of residence for the youth.
1 *Email given must be a valid address. Last Name: |Bell
4. Click Create Login.
Password: Min. of 8 characters, at least 1 number and 1 capital or non-alpha
| *If you receive a message that your account already exists, Confirm Password:
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. : : - ole: | Family v
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. . eate Login
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switch the county. *
5. Enter your Family Information. Family Information
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