4H0nline Club Leaders HelpSheet

Logging in as a club leader

Club Leaders must first contact the County Extension Office to obtain club log-in permissions
and obtain your log-in information and club password. After you have that, then you can

login either to your family record, or as a club leader.

e (o to the website: https://iowa.4honline.com

e To Login, select “I have a profile” and enter the email address & FAMILY password

@ | have a profile
) I need to setup a profile

I forgot my password

Email: |benson@nomail. com
Password: |geeesees
Rote: |ELIL T - |
Login

provided to you. The Role field should be set to “Family”.

On the next screen, select your name, club name and enter

your CLUB password. Remember passwords are CASE
SENSITIVE. Click Login to Club when you have the right in
entered.

Viewing member records

® Do not panic on the first screen when it says “There are no records”.
Notice that the highlighted icon on the dashboard is “Confirm

Members”. In lowa, we don’t require members to be

confirmed/approved by a club leader, so nobody shows up on the list

IM

“needing club approva

fo

Announcements & Newsletters ‘

1. pull down name I 2. pull down club name

Club Leader Login ' 3. enter club password ‘

L
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the “Edit” button beside each record—it’s a et
County Name 4HAge 4-HStatus Type Gender Primary Club Title Enroliment Date Edit

little misleading.

zDemo

zDemo

Benson, Julie

Benson, Robbie

Active Adult  Female Zdemo Zippy Clovers Oct3 2012 11:524M

Zdemo Zippy Clovers Nov 1 2012 11:09AM

Ediit

17 Active  Youth Male

® If all you need is a quick list of the active members of your club (all the info that is on the screen), you can click the

Excel icon in the upper right corner of the list, and an Excel spreadsheet will be generated, containing exactly the

information that is on the screen.


https://iowa.4honline.com/
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The Edit button beside a member’s record doesn’t allow you to edit their
record, only to view profile information on screen, along with club(s) and
project(s). The only option on that screen is the “Close” button at the bottom.

Search Icon:

In order to see all the members and leaders of your club, including the ones
who are not fully enrolled yet, you must use the Search icon. If you “Clear
Filters” you will see a list of all youth/leaders that have been associated with
your club, regardless of whether they have enrolled for the current year yet.

Members/Volunteers

Keyword(s) (4-H Age, Address, Birthdate, Email, First Name, Preferred Name, Last Name, Primary Phone)

m Clear Filters

Use *if you're not sure of spelling (like Johns*n)

Enroliment Date Flagged Gender
From | To % Clear Dates [ Yes [0 No [0 mate [C] Femate
Role ' ' Status Volunteer
‘ B Aduit [ D D Youth| [£] Active (£ Archived [ inactive [£] Incomplete [T Mot Pariicipating & Pending ] S@‘n [ yes [ no
[ 8 Records Retumed \
Reset Flag
CEL IR R Quick Report (Excel) -(@:
Name -V Years Member # Status 4HAge Role Gender Primary Club Enroliment Approved hl
[C] Benson, Julie v 6 368236 Active Adult Female Zdemo Zippy Clovers Oct 03, 2012 Oct 03, 2012
[C] Benson, Robbie 8 408267 Active 7 Youth  Male Zdemo Zippy Clovers Nov 01, 2012 HNov 01, 2012
[C] Benson, William v 3 440064 Inactive Adult Female Zdemo Zippy Clovers Sep 29, 2011 May 22, 2012
[7] Clover, Christine 2 333415 Incomplete 15 “outh Female Zdemo Zippy Clovers Nov 15, 2012
[T Holden, Joe 1 440070 Inactive 12 “outh Male Zdemo Zippy Clovers Sep 22, 2011 May 22, 2012
|:| Johnson, Shelley 6 167125 Inactive 18 “Youth Female Zdemo Zippy Clovers Sep 20. 2011 Oct 11, 2011

Profile Information

Robbie Benson - Youth

Email
First Mame
Last Name
Mailing Address
City
State
Zip Code:
Birth Date
Gender.
Primary Phone:
Cell Phone
Text Message Domain
| wish to receive notices via text message:
‘Wears in 4-H
Parent 1 First Name
Parent 1 Last Name
Parent 1 Cell Phone
Parent 1 Work Phone
Parent 2 First Name
Parent 2 Last Name
Parent 2 Cell Phone
Parent 2 Work Phone
Parent 2 Email

Second Send Corresponden
Second Household Comrespondence Preference
Second Household Family Name:
Second Household First Names:
Second Household Primary Phone.
Second Household Address
Second Household Gity
Second Household State:
Second Household Zip Code:
Second Household Email
Emergency Contact Name:
Emergency Contact Phone:
Emergency Contact Email
Emergency Contact Relationship:

record created: 09/29/2011

benson@nomail.com
Robbie

Benson

789 Maple

Ames

lowa

S0000

02/10/1985

Male

452-458-4580

Ho

)

William
Benson

Julie
Benson

Mail

lowa

There are several options to search for only a specific group of people:
Keyword(s)

Enter in a portion of the person’s first/last name, email, address, phone... be
aware of the possibility of “unexpected results” if you enter in their age of 13.
It will also bring up someone who lives at 1356 EIm Street, and someone
whose birthday is 2/13/1998. Numbers aren’t as reliable as names in searches!
Enrollment Date Fields:

Use these if you only want to see people who have enrolled since the last time you logged in,

since before September 1, etc.

4-H County: zDemo
Second 4-H County
Club List
Club
Zdemo Zappers
Zdemo Zippy Clovers
Project List
Club Project Years in Project
Zdemo Zappers Horse and Pony [
Zdemo Zippy Clovers  Beef:Breeding Beef 6
Zdemo Zippy Clovers  Mechanics 4

Roles:

e Adult = adult volunteer, another club leader

e Youth = youth members

e Contact & Custom = in lowa, we don’t use Custom, and Contacts are not associated with clubs.
Status:

e Active = enrollment is complete and approved by county staff

e Archived = aren’t going to be enrolling this year, their records are still archived in the program

e Inactive = haven’t begun the enrollment process for this year yet

e Incomplete = have begun the enrollment process, but have not clicked the Submit button

o Not participating = they enrolled this year, and then later dropped out or moved

e Pending = have begun the enroliment process, it's complete except for county approval

e Short-term = not available as an option in lowa

or who haven’t enrolled
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Flagged:

You can use the checkboxes to the left of the name to hand-designate a specific group. The “Reset Flag” button clears all
currently entered flags.

Gender, Volunteer:

Pretty self-explanatory

Clear Dates, Clear Filters

Automatically removes those search criteria so that you don’t have to go into the fields and manually remove each one.

® Notice the Excel icon is also on this screen, so you can quickly get an Excel file of the information on the screen.

Reports

Although you will default to the Custom folder when you first click on Reports, that option is not available to you. You
cannot create your own custom reports, but there are a variety of shared report formats and standard reports available
for you to use. Many of these reports contain information that was not viewable on the profile screen—like information
about animals identified, or health forms and authorizations.

@ The ONLY youth/families/leaders that will show up on your reports are the ones that belong to your club.
® To print information from a previous year, use the pull-down at the top of the screen where it says “Current 4-
H Year” and select a previous year—then highlight the report, and click Run Report.

Sha red Reports: Enroliment Reports | Manager Reports |

These are report formats that were created Either by your R Current 4-t vear  [=]| pull down to print lists of last year's information
county office or at the state office, and were shared out Enraliment Shared

. Memorized ¢ L) Gounty < there may not be a "county” folder | Report Options

for club leaders to use. The format on these is always < s

Shared | Health And Authorization Summaries [z Run Report

“one-line”, meaning that all the information about each - | Authorizations - Club Lesders

Authorizations - Youth (Al Signature Fislds)

Standard

person will be on one single line of the report. That's - ) Emergoncy Contatnf (o youthand aduts)

Health Info - Adults (Al fizkds from health form - export to Excel)

Trash Health Info - Youth (Combines all fields from health form - export to E...)

usefu' fo r expo rtl ng to Exce I * Photo Permission (Publicity release for youth)

- Transgonation Options

| Leader Lists

There may or may not be a “Cou nty" folder in your Shared b Leader List (CLUB) - Contact Informstion (Addrass, Email, Phone club lesders)
) | Livestock |0 reports

reports folder. It depends on whether there has been a includes all [ Beef (@resding) ID (Famiy ervered)

animal types > Seef (Markst) ID {Lists all info for market be=f)

need fOI’ your County manager to Create a report for the - Livestock Identified (List of kids who have ivestock ID, by club)

Livestock Kids Mo Animal 1D (Kids enrolled in any livestock project, MO animal ..}

leaders in your county. Most counties probably just rely - ) Rusitio

Sheep (Weigh In) ID
on the state-shared reports because they are pretty | B R
H includes all Lmesa‘::::'(':;c’::lflj {Kids in beef projects, no beef IDs)

com pre h e nSIve * animal ypes »=| Sheep Project Mo 1D (Kids in sheep projects, no sheep IDs)
‘Swine Project Mo |D (Kids in swine projects, no swine [Ds)

. | Member List Formats

Although the names of the reports are designed to be ") Email Adressas (ClubAlpha) (embss, Famiy, Parent 2 amail)

FS0QA (AN cerified) (All FSQA records alpha)

pretty self-explanatory, see the next page for some - FSQA (westosckids sphs) (s i uestock, FSQA i)

Inactive Members (List by club of inactives)

additional information about the reports you will find in - Phone Numbers (Alphs) (Name. =i phanes incl. work phones)
TShirtSizeList (T-shirt sizes by Club)
eac h Of th esu b_fo | d ers. & Yearsin 4-H (byClub) (Refiects Years in 4-H by pgm year selacted)
| Program Fee Reports
Pragram Fees - With names - Active (List of kids by club - Active only, grades 4-12)
ProgramFees - No Names - AllStatus {Includes sctive, incomplets, pending, not particip...)
- ProgramFees - With names - AllStatus {Includes active, incomplete, pending, not particip...}
| Projects and Activities
Livestock Projects wiGrade (List of who needs FSQA training)
Member Projects by Club (List of 23ch member's projects & activities, sorte.. )

Praject List (List of projects, with kids listed for each)

Livestock Projects (List for livestock ID forms)
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e Health And Authorization Summaries

These are one-line-per-person summaries of all the checkboxes, etc. on the authorization forms, health forms,

permissions, transportation, etc.
e Livestock ID reports

Print lists of your club members and their animals that have been identified in 4hOnline.

All Livestock Identified: One line per animal, includes kid’s name, animal type, and animal identifier (tag, etc)
All Livestock Kids No Animal ID: Any kid who signed up for any livestock project, but has NO animal IDs.

All Livestock Projects: List of all kids who signed up for any livestock project.

AllSwinePremisesIDList: All kids who have a swine project (or pig ID), with their premises ID (if entered).

e Livestock Kids No ID

Print lists of your club members who signed up for individual livestock projects (like beef), but who have not

identified any animals of that particular type.
e Member List Formats

Various information about your club members (should be self-explanatory by title)

e Program Fee Reports

If your club is responsible for paying program fees to the county office, you can use these reports to get lists or
just numbers of youth in your club who should be included in those fees.

e Projects and Activities

Livestock Projects w/Grade: will print a list of the youth who should be looking at FSQA training/test

Member Projects by Club: prints a list of each member, with the projects they have enrolled in this year
Project List: lists the name of the project, then a list of the youth who are enrolled in that project (same info as
previous report, just arranged differently, grouped by project rather than by member).

Standard Reports:

These are report formats that have a more complicated layout,
and are standard to the program. They are NOT going to work
well in Excel, only as print (paper) reports.

The best way to get a feel for what these reports look like is to
just select one, and “Run Report”. If it’s useful to you, then you
can print it. Here are a few that may be:

e Club folder: Club — Directory (Primary Club)
Complete listing of all your active members and their
enrollment info—family, projects, etc. But it only
includes youth if your club is their primary club. If they
belong to 2 clubs, they’re not going to show up for the
secondary one.

e Family folder: Family — Labels (Avery 5160)
This is another way to get those mailing labels, sorted
either by name or zip code. Be sure to set your printer
options for “no scaling” from Adobe Acrobat.

e Member folder: Member — Authorization Form
These reports contain the entire text of what the
family/youth “signed” online—for their code of ethics,
etc. You can print for all your youth members, or only a
set that you have flagged on the Search screen.

Custom

Memorized

Shared

Standard

Trash

Enrollment Reports I Manager Reports ‘

Current 4-H Year |z|

Enrollment: Standard

4

| Club Report Options
Club - Directory (Primary Club)
Club - Leader Directory VS Run Report

Club - Totals
Club - Totals (Primary County Only)

| Family

Family - Labels (Avery 5160): By Name
Family - Labels (Avery 5160): By Zip
| Member
Member - Active
Member - Authorization Form (Adult Member Flagged)
Member - Authorization Form (Adult Member)
Member - Authorization Form (Youth Member Flagged)
Member - Authorization Form (Youth Member)
Member - Enroliment Form (Adult Member): Enrolling in the Current 4-H Year
Member - Enroliment Form (Adult Member): Enrolling in the Next 4-H Year
Member - Enroliment Form (Youth Member): Enrolling in the Current 4-H Year
Member - Enroliment Form (Youth Member): Enrolling in the Next 4-H Year
Me, W air Registration Form (Youth Member Flagged)
Me’ é air 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 Short-Term Member Flagged)
Member - Health Form (Youth Short-Term Member)
Member - Labels (Avery 5160): By Name
Member - Labels (Avery 5160): By Zip
Member - Pending
| Project
Project - Enrolled
Project - Leaders (Adult)
Project - Leaders (Youth)
| Statistics
Statistics - Club Ethnicity and Gender: By Club
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e Member folder: Member — Health Form
These reports are formatted to contain all of the information from the health form, again can be printed for all
your youth members or just the ones that are flagged on the Search screen.

e Member folder: Member - Labels (Avery 5160)
Same as family labels, but will be addressed to the member (Sally Smith) instead of the family (The Smith
Family).

Viewing, Saving, Printing reports
To view any of these reports in PDF format, highlight the report you want, then click the Run Report icon on the right.

To print the report from the PDF preview, first click on e Page |1 o 2]10 & @

the pull-down at the right to indicate which format you Zdemo Zippy Clovers Tod™ Excel
2012-2013 MS Excel 2003 and earlier

wish to Save this preview.

Report: Photo Permission Rif

e PDF will save the report exactly as it looks now.

e MS Excel (either format) will preserve the look of the report, but put it into Excel—information will be in
columns and rows, but will probably need some “clean-up”.

e Rtf —this is the format that will open in Microsoft Word (or other word processors). However, much of the text
is in “text boxes” instead of in true text format.

Once you have selected the format, then click the Save icon (disk) directly left of the list. Depending on your browser,
you may be given the option to Save or Open the file. Once you have the file saved, then you can open and print it as
you normally would with a file of that type.

Label options with reports
Photo Permission (Publicity release for youtn)| - Besides the “Run Report” option, if your computer has a right-button mouse, you have
. ::;imm other options with the reports. Highlight the report you want, then RIGHT-click on the name of

Member Labels the report to see the pop-up menu.
E)  Export to Excal
"] Exportto PDF

e Run, Export to PDF, Export to Excel — basically the same as using the Run Report button
on the right, then choosing format to save/print.
e Family (or member) Labels — creates a PDF of 5160 mailing labels either for families or individual members. Be
sure to set the printer options for “no scaling” in order for the labels to print correctly.
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Tips and Technical Support

My password won't work.

There are 2 ways to reset your password: click on the "l forgot my password" link on the login page of 4HOnline, or
send your county office a message and they can reset it for you. Either way, a message will be sent to your “family”
account with the new password. You will be required to change that password as soon as you login the next time,
for privacy. Passwords must be a minimum of 8 characters, and include at least one number or symbol.

I'm having pop-up blocker issues, even though I set it to allow pop-ups.

Some browser issues can be resolved by switching to Firefox or Google Chrome instead of Internet Explorer. Go to
http://www.mozilla.com to download Firefox. When it's finished downloading, double-click on it to install it on
your computer. Otherwise, set your browser’s preferences or options to allow pop-up windows from 4honline.com.
My emails from the program are not coming through, even though the ones sent directly from my county office
ARE arriving.

One of two things is true: either the email address that is on your family account has a typo in it, OR your email
provider (or your personal account) is blocking those messages or tagging them as “spam”.

o First, verify that your email address is typed correctly in 4hOnline.

o Then, check your junk mail, deleted items, or spam folders to see if the messages have landed there.

o Next, change the settings on your email account to always accept messages from 4honline.com.

o If none of that solves the issue, and your email account is provided through your local internet service
provider, you may have to contact them to un-block messages from 4hOnline.

o Alast resort (that will work) is to set up a separate email account with a service like Gmail, not linked to
your internet service provider. Of those “free” email accounts, the only one that has been problematic
has been AOL. Remember that if you set up a new email account, you will need to login to 4hOnline
and change the email associated with your family record.

Can’t | (club leader) just login with one of my member’s family accounts, and enter their re-enrollment
information for them?

It is NEVER acceptable for a club leader to know the password for other families’ accounts. Even though it doesn’t
SEEM like there is any sensitive information in the records, at some point we will probably be accepting registration
payments online. You can’t know someone else’s password, in the same way that you can’t know someone’s
Amazon account password. Liability, privacy, security. Don’t do it.

For additional help with 4hOnline, please contact your county extension office.



http://www.mozilla.com/

