2016 4-H ONLINE MEMBER RE-ENROLLMENT 1/29/2016
New for 2016 Dodge County 4-H VOLUNTEER Enrollment will be online. If you submitted Volunteer paperwork last year the extension office created a 4HOnline profile for you. You will fallow all of the same steps below just as a volunteer. Please complete the online Volunteer paperwork by June 15, 2016.  






WELCOME SCREEN
1. Enter web address to access 4-H Online:  ne.4honline.com
2. Select I have a profile.  You will need to use the same email login and password as before. If you have forgot your password, select I forgot my password and a new one will be e- mailed to you. Select ‘Login’ once you have entered your information. If you are unsure what email address you used please contact the extension office. 

Family Page
1. Click on Continue to Family
2. To update your family information, click Edit Family.
a. Please select whether you would prefer to receive the newsletter by email or mail. 
i. After May 1 the newsletter will only be emailed out in less you contact the extension office and ask to be on the hardcopy list. 
ii. Please help cut cost and select email communications.  
3. All members of your family, adult volunteers and youth alike, will be listed as inactive since we are in a new program year. To reenroll, you will need to click on the ‘EDIT’ button next to each youth. 
4. You will be taken to a screen which displays the youth’s information. You cannot click on anything on this screen.
5. Scroll to the bottom of the page, where you will see a button that says ‘Enroll for 2015-2016’. Click on this button.
6. You will then update any personal information and Click Continue at the bottom of the page.

YOUTH PERSONAL INFORMATION
1. Enter all the required (*) information.
2. You may change the email to the youth’s email if preferred.
3. Enter number of years you have been a 4-H member. 
4. IF YOU ACCEPT TEXT MESSAGES, please enter your cell number and cell phone carrier.  
5. Although NOT asterisked (*), the following fields are required:  Race, Ethnicity, Residence, Military Service, and Grade.      
· VOLUNTEER
Select Yes if you serve in a leadership capacity in 4-H.
Examples for youth:  Junior Leader, Club Officer…  
Examples for adults:  Chaperone, Community Club Leader, Project Leader…
· ETHNICITY
Select ethnicity.
· RACE
Select all races that apply to the youth.  If you selected ethnicity “Not Hispanic” you must select at least one option.  
· RESIDENCE
Select residence
· MILILTARY SERVICE OF FAMILY
Complete military information 
· SCHOOL INFORMATION
1. Select your school by selecting your SCHOOL’S county, then district, and then your school.
2. If unable to locate your school in the list, please enter the school name and type.
3. Select the youth’s current grade. 
4. To proceed, select Continue.
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ADDITIONAL INFORMATION:  CODE OF CONDUCT AND WAIVERS SCREEN
5. Please review the code and the waivers.  
a. 4-H Youth/Parent/Guardian Code of Conduct requires “Yes” to participate in 4-H.
b. Permission to Treat, Participate and Release of Claims requires “Yes” to participate in 4-H.
c. Photo Release is optional “Yes” or “No”.
d. Survey Release is optional:  “Yes” or “No”
e. Youth Protection Policy requires a “Yes” acknowledging awareness that this policy exists. 
6. For Code of Contact, youth are required to electronically sign – first & last name.
7. For all, a parent/guardian is required to electronically sign – first & last name. 
8. Enter the YOUTH’s year of graduation from high school.
9. To proceed, select Continue.

HEALTH FORM SCREEN
Skip by selecting Continue -- UNLESS attending PASE/Life Challenge or state 4-H camps—then complete.
ADD A CLUB SCREEN   
1. Review and edit your clubs. Only clubs in which the member will participate during the current program year should be listed. 

ADD A PROJECT SCREEN
1. Review and edit projects
a. Note: only project 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. 
2. Select a project from the drop down menu— you MUST add between 1-50 projects; you may add or drop projects until June 15, 2016.  CLOVER KIDS should select CloverKid on the Project drop down.  Cloverkids do NOT enroll in specific projects—just enroll in the CloverKid project.    
3. Select years in project.
4. To add another project, select Add Project.
5. To proceed to next screen, select Continue OR to add another youth, select Return to Member List.  There may be a slight delay while your address is being verified with the post office.  
· Follow the same steps to re-enroll another youth from your household.
· You may copy parent information from another youth record by selecting their name from the drop down record on the Youth Personal Information screen.
AWARDS, GROUP and SCHOLARSHIP SCREENSYour submission will have a pending status until payment is received AND the Nebraska Extension– Dodge County Office has approved the enrollment.  For those with email, you MAY receive an email requesting additional action if needed and you WILL receive a confirmation email once your enrollment is approved.  For those without email, you MAY receive a phone call requesting additional action if needed and you WILL receive a confirmation phone call once your enrollment is approved.  

Skip by selecting Continue
REVIEW INVOICE
1. Skip Scholarship Selection—office will add.
2. Review invoice information/items.
3. Select Continue.


 ADD PAYMENT
1. You may pay by credit card or personal check.  
2. Pay by credit card, by adding new credit card information or selecting an existing credit card account.
3. OR pay by personal check by selecting County/Club 4-H Check.  Mail or bring check into office to complete enrollment process.  
 
CONFIRM
1. Check box stating that you have reviewed, understand, meet and agree to pay by computer.  Ignore blank pop-up box.
2. Select Submit Enrollment .  



For additional assistance contact Amber at amaassen2@unl.edu or 402.727.2775(M-F 8:30-noon, 12:30-4:30 pm)
