
1 

 

 

Colorado State University Extension 

4HOnline Enrollment Manual 

Dashboard Selection 

 

This manual will cover each “Selection” on the Dashboard above. 

 
Search Feature 

Learning to use the search feature and understanding the options:  When you first log 
on, the “Members/Volunteers” screen will show empty criteria fields.  Note:  The green 
rectangle in the lower left hand corner indicates “25 Records Returned”  This refers to all  
members and/or volunteers currently enrolled in “Demo County”. 

 
 
Enrollment data will be listed in order alpabetically, you can view the entries by scrolling 
down. 

 
 
However, if you have larger numbers of entries it will groups your entries as such. 
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If you were searching for “active, adult, male volunteers” your search criteria would look 
something like this:   

 
 
In the lower left corner, it now reads “2 Records Returned”  To see all records again, 
clear your criteria fields.  The system doesn’t clear the values automatically for you, you 
will need to clear all the values before exiting or the criteria set will be what you see 
when you log in again. 
 
From your “Search Criteria” screen, you can login to the Adult record by clicking the 
“Login” button. 

 
 
Under the “Families Tab” search criteria fields are not as robust as you would be looking 
for a ‘family’ rather than an individual.  See example: 

 
 
You can login to the family record by clicking the “Login” button, to the far right of the 
screen. 
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Setting My Account 

To update your your account information by clicking the  button.  You can 
update all the information within this record.  Note:  Under the organization title, please 
leave the county name displayed in your title. Password hint – Must be at least 8 
characters in length and contain either a number or character. 
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OPTIONS 

Click on the button.  Click on the  button in the upper right corner 
of the screen ‘remove’ a project from the drop down list as you begin to enter 
members/volunteers in projects.  Note:  This is a handy feature for those counties that 
don’t offer all projects on the list.  Be sure to click the update button when all projects 
have been checked. 
 

 
 
Click the “Options” button to return to the main options window.  Under the “For 
Families” area, there are two options that you will need to check.  Note:  The exception 
is if you want the feature turned on for families to enter their own profile information. 
 

 
 
Under the “For Members” area enter one date in which to stop enrolling members into 
projects.  You may leave the field blank.  Note:  For counties with more than one date, 
the recommendation is to enter the earlier date and then change to the later date. 
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Entering Family Information 
When you initially login to the system, you are automatically on the “Search” screen.  To 
add a new family, simply click the “Add Family” button.  Note:  Under the “Families” tab 
there is an “Add Family” button as well, however, it does not currently work.  We hope to 
have this functional soon. 
 
When the “Add Family” button is clicked, the following screen will appear: 
 

 
 
Enter the family’s email (if they have one), last name and phone number.  Click “Add 
Family” again and a “Confirmation” screen will appear.  Note:  If it is a different family, 
click “Confirm Add New Family” box at the bottom and then click “Add Family” again.  If 
there is a family with the same name, the following screen will appear.   
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Next, is the Personal Information screen.  Fill in all necessary data and click the 
“Continue” button.  Note:  E-mail is not required; all other fields are required.   
 

 
 
Once data has been saved, enter Youth (Members) and Adults (if a Volunteer) 

 

Under the “Add a New Family Member” drop down list, click on the drop down arrow, select 
“Youth” and then click the “Add Member” button. 

Notice you are now 
logged in as the 
family you just listed 

Only check 
IF True 

This is used only to 
“Change/Update” 
family member 
information 

Click to “Save” 
Family 

This will delete all 
data related to the 
above family 

Click here to go 
back to main 
enrollment screen 

 

Select “mail” or 
“email” – 
depending on 
family preference. 
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Information in the family record populates the “Youth Personal Information” screen.  Note:  
Fields that are in “BOLD” are required.  Enter additional family information. 

 

USE AS NEEDED!  No need to 
duplicate address if same as youth 
data. Check whether or not they 
receive correspondence. Select their 
“mail” or “email” preference. (If 
Address is different) 
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The bottom half of the screen allows you to fill in additional profile information about the 
member.  Enter all information click the “Continue” button.  Note:  Please enter in the “Military 
Service of Family” information if available.   

 

 

 

 

 

 

Click Continue to “Save” 
profile information. 

This will take you back to the 
Family Member screen and WILL 
NOT SAVE current information. 
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Next, add “Additional Information” for our youth.  Note:  Click the “Continue” button to save 
changes made. 

 

Notice you are still 
logged in under the 
Youth account 

Enter School Name here.  Yes  a report can 
be generated off this data. Remember to 
be consistent in School Names. 
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Enter Club and Project Information 

Use the drop down arrow under the “Add a Club” section to select a club then click the “Add 
Club” button.  Note:  Once you add a club, the club name is removed from the drop down list.  
You can add another club or click the “Continue” button to save the information. 

 

 

 

                                                

 

The “Projects” tab will automatically display the “Primary Club” for the member.  To select 
another club use the drop down arrow. 

                                      

Use the drop down arrow to locate and select a project for each member.  Enter the number of 
years the member has been enrolled.  Choose “Select Project Materials” if desired by checking 
the box. Click the “Ok” button when finished and then click the “Add Project” button. 

 

                                                                             

 

Currently each member is allowed to be in 
up to “10 Clubs”.  This number can only be 
changed by the State Administrator. 

Notice the 1st Club selected is 
automatically assigned as the 
Primary Club.  This can be changed by 
simply clicking the radio button. 
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Click the “Continue” button to save the project information or if you are finished   

 

 

Note:  You can click the “Submit Enrollment” button.  This will provide an “overview” of all data 
entered on the current member. 

 

                                 

 

                    

 

 

 

 

 

Click to “Save” and move to the next 
section, Activities  
                               OR 
Click Submit Enrollment to “Save” and 
proceed to “Accept Member” 

Notice there isn’t an ID or Status 
listed yet.  See bottom of screen 
for options. 

 

This will confirm member status to 
active and generate an ID number.  If 
an email address was entered.  The 
member will receive an email 
confirmation.  You may also create a 
personal message to the member using 
the box above. 
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Clicking the “Accept Member” button will return you to the “Member List” screen where the 
youth entered will now have an ID number and be active. 

 

 

Contact Entry 

Some counties prefer to keep a mail list of County Commissioners, FFA Members/Leader, etc. 
but we don’t want them to count toward the ES237 report.  To create a contact is similar to 
creating a Youth or Adult but a lot less data entry.  You would need to create a “Family” 
account prior to entering the contact data. 

Under “Add a New Family Member” select the drop down arrow and select “Contact” and click 
“Add Member”. 
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Everything in Bold is required.   Click “Continue” to save. 

 
You can they select the “Group” listing they would be connected with and click “Add Group” 
and “Continue”.  This will return you to the Member List screen. 
Note: Adding groups will be covered in another section.  

 
 

Contacts are NOT 
given an ID. 
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