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How to Enter Group Enroliments

Counties use the Group Enrollment feature in 4HOnline to report any programs or activities in which they
impacted non-4-H the youth. This information is automatically added to the current year's ES237 report.

Login to a County account.
Click on the “Group Enrollment” icon
under the Enrollment tab.

Click “Add Group Enrollment”.

Required Fields are in bold.
Be sure that the start/end dates are both

within the program year.
6) Enter the program/event information.

7) If the Club/Group for the program is not
available in the drop-down list, click
“Create Group”.

8) Enter the Group Information.

9) Click “Add Group”.

10) The Group information will automatically
fill in after the user selects “Add Group”.

11) Select the project area that corresponds
with the program.

12) Click on “Add Project”.

13) Click “Continue”.

14) Enter participant information.

15) Enter the appropriate Race, Residence,
and Grade information.

16) Click “Continue”.
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17) Enter the information for NEW Adult and
Youth Volunteers.
18) Direct Volunteers are those who have
direct contact with the youth.
19) Indirect Volunteers are those who may - : ;
have helped with paperwork, set-up or 0 g
teardown, but had no direct contact with "
youth.
20) If needed, enter the number of
Volunteers who received training for the N . L
program/event. o »

Training Distribution

21) When form is complete, check “Submit

. “ » lunteers Trained Through 4-H (Hew Only) vo'Vol‘llllls vo':.(:;r"s Other Adults
Form” and click “Save Form”. IR : :

22) “Group Enroliments” may be edited at any R , .
time before September 30 of the current o o 0

mit Form (Submit the form when completed. Submitted forms may be edited at anytime)

<< Previous Save Form Cancel Delete

program year.

23) All of the County’s Group Enrollments 208olE2D 2Vl KBB4
reports will appear in the list of “Group S
Enrollment Forms” under the “Group e B

Enrollment” icon.

Group Additional Options
00 showSubmited Forms [ Show Unsubmited Forms

-
24) To export a list of “Group Enroliment” 2880 20 gVLEEN
information to an Excel file click on the R
drop-down menu under “Quick Exports”. e
25) Select the “Current Year’. S o el el
26) The report will pop up as an Excel file. Be - O bt )it
sure pop-up blockers are turned off. [
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= All Group Enroliments count on the ES237, even if they are not marked as Submitted.

= All Group Enroliments count on the ES237 regardless of the number of hours entered.
Check with the State 4-H Office regarding the requirements for the number of hours.

= Duplicates are current 4-H members

©RegistrationMax LLC . . . 9.30.14=2





