Adding a New Member/Parent Youth Enrollment Help Sheet

When you have a new member or leader enroll in 4-H, you must create a record for that person,
aswell as a parent record and link.

GO to the Member Leader x|
Member/Leader screen. Member [Gan [120  [ooo7e | Catedow [Members | Status New | T outh Leader

|| k A . g . . . Leader Type———

C C dd LaStName-lMatthews First Mame: IAndrew kl: ID_ I Indirect Voiarteer
Address: [1207 Elmwond Dr Publiz List: [~ I Direct Volurteer

Enter the data about the Zipr: |5n595. City: |W'ebster City State: IIA vl I~ HWiddle Manager

membel’, Slml|art0 What School:lm SocSecl— Year|n4H|— [ | o | [ | - |

IS §]own at rlght When Birthdate: Im 4H Age: 3 Gender: IE Di Dl'jsﬂhbd
. izabili y
you have completed this | gyic Cote formme =] Grede: [ cude =] [ |
information, click on the Fesidence: " :
’ . -IHuraI ﬂ E-mail Iamatthews@hotmall.com ﬂl
Save button at the right l

Parentz,F amily | Clubs I Proiectsl Activitiesl Awardsl Eertificationl tember Eertificationl £ Save |

side of the screen.

First M ame | Last Mame | Home Phone | j

ld [3;» Fird

Click on the Parent File
button at the bottom of the screen.

If themember’sparentsare NOT in the system—don’t have an older child, etc.
Click the Get button (it does not “get” an existing record, it “gets’ data from the member’s

record).
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Exit. Notice on the Member/Leader screen that there are now parents listed on this screen.

If the new member’s parents are already in the system.
After Save on the Member/Leader screen click Parent File. Click Find. Find the record for
the parents by using the name tab. Click Link. Notice that the new member should now be
listed on the Children/Family portion, and when you Exit the Parent screen, the member
screen has the parents listed.
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If the new member has two parent unitsto be linked:

" Hirg, in order for there to be a need for two parent units, we need to be clear what that
means. it means that there are two adult units living in different addresses who would be
considered “parents’ for purposes of receiving newsletters, parental notification, etc. It does
not mean that the member has two parents who live at the same address.

Add one parent as described above, using the correct method for whether the parents arein
the system or not.

Do NOT Exit from the parent screen when you’ ve linked the first one. Instead, choose one of
the following:

0 Get—if the second parent lives at the same address as the child, and is not in the system.
0 Find-if the second parent isin the system.

0 Add-if the second parent is not in the system, and does not live at the same address as
the child.

Enter the information for the second parent, then click Save, then click Link. When you Exit
back to the Member/Leader screen, both parents should be listed.

Helpful Hints about Parent Files:
Most errors are caused by not entering the Parent screen through the correct Member/L eader
screen. Choose the member first, then enter the Parent file through that “ door”.

Eachmember AND leader needs a Parent file. For the leader, their Parent record would be the
same as their Member/Leader record. If they don't have a“parent”, they won't get a label printed
when you ask for “one per family”.

If two children have different addresses, even though they are linked to the same parent, that
parent will receive two “one per family” mailings. The computer uses the Member’s * Street
Address’ field to match up families. Sometimes they’ re only different by an extra space, or by
“Ave.” instead of Avenue, but the member’ s addresses have to match each other exactly.

If the parents insist on having their mail addressed to “Mary Smith and John Jones’, you have to
get alittle creative on the Parent screen. Enter “Jones’ into the last name field, “Mary Smith &
John” into Parentl first name. “One per family” labels print Parent 1 First Name and Last Name
on the name line. This method won't work for Elizabeth Steffensmeier and Jeremiah
Christopherson, because it’s too many letters. They’d either have to compromise, or get two
letters (two parent records).

Y ou can use the “comment”, “disability”, and “relationship” fields on the screens any way you
wish. They don’t print on enrollment forms, and are not bound by any legal definitions.
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