
 

SAWYER COUNTY 4-H ONLINE ENROLLMENT BEGINS NOW!!!!! 
 

Enrollment in 4-H is done annually.  Enrollment will be done ONLINE this year.  If you need assistance, 

contact our office, 715-634-4839, press 0.   

 

To enroll:   

1) First join a club.  Select the 4-H Club you wish to participate:  Winter Evergreens, Stone Lake, 4-Leaf 

Clover, Clover Power.   

2) Next, select a project.  Projects may be added/dropped by May 1. You must be in 3
rd

 grade to enroll in 

large animal projects including Horse.  Under third grade you may enter Cloverbuds.   

 

Being a member of a 4-H Club is the first important decision you make when joining Sawyer County 4-H.   

The 4-H club is where you learn leadership, citizenship and life skills.  You will learn to conduct meetings, make 

motions, vote on issues that affect your club membership, elect officers, discuss topics of interest, make 

decisions that affect the group and conduct service learning projects.  You learn to give back to your community.  

4-H members get involved in volunteer projects to protect the environment, mentor younger children, help others 

and “learn by doing” the 4-H motto.  4-H experiences are designed to address the four essential elements of 

positive youth development:  Belonging, Mastery, Generosity and Independence. 

 

Project meetings are designed for you to learn about areas of interest to you. 

Such as arts and crafts, rabbits, archery, leather crafts or foods.  In order to enter in the fair in the junior 

(youth) division, you must be enrolled in that project area.  If the county 4-H Program does not have a 

project leader in the area you wish to learn, you are able to work with your family to determine how you will 

learn about that project.  In other words, you “take the lead” and decide how you will learn about that project.   

 

Other 4-H clubs may be formed.   
To be a recognized 4-H club, you must have a certified adult 4-H volunteer leader, five or more youth from at 

least three families, an educational plan, youth involved in leadership and decision making, meet regularly (8 to 

12 times a year), have written guidelines that govern the club and be open to any youth for membership. 

Assistance with all of the details is available from UWEX 4-H Youth Development Agent, Lori Laberee. 

 

There are many ways for your family to be involved in 4-H.   
Parents, guardians and caregivers play an important role in ensuring kids have opportunities for learning.  First, 

be active in the 4-H community club.  Find a 4-H club that meets the needs of you and your family.  Then, 

support the 4-H Club volunteer leaders and youth by regularly attending and participating in meetings.   

Members in good standing attend 50% of their club meeting/activities/events. 

 

 

You may enroll in 4-H year round, but you must be enrolled in Sawyer County by January 31 to be eligible to 

“achieve” during the current 4-H year.  Enroll NOW so we may recruit project leaders in areas that interest 

you.  Again, call the office at 715-634-4839, press O for assistance.   
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Enrolling in 4HOnline as a NEW family 
Family profile and member information should be entered by a parent/guardian unless the member 
enrolling is 18 years or older. 
 
Your county Extension office staff can help you find a club, get the forms you need, and begin the 
enrollment process in 4HOnline. 
 
To enroll in Wisconsin 4HOnline, you need a computer, internet access, a valid e-mail address and a web 
browser.   
 
Go to http://wi.4honline.com (notice there’s no “www” in that address).  After carefully reading the 
instructions at the top of the page, you are ready to begin entering your family information. 
 
 
Note: To move between boxes, you need to use your mouse or the TAB key.  Don’t press the ENTER key  
or click on the BACK ARROW – you will lose any information that you have entered. Information on each 
page is saved when you click on the “Continue” button. 
 
 
 
1. Click “I need to set up a profile”.  A drop 

down menu will appear.  Select the county 
you want to join, then type in your valid 
family e-mail address.   
 
The E-mail address entered will be the 
account login for the entire family. It must 
be valid in order for you to have access to 
your enrollment information.   

 
2. Confirm your e-mail address 

 
3. Type in your parent/guardian/household’s 

last name. (This will be the name that 
appears on mailing labels—“The Johnson 
Family” for example.) 

 
4. Create your password – must include  

letters and numbers/symbols with a  
minimum of 8 characters. 

 
5. Click on “Create Login” 
  

http://www.uwex.edu/ces/cty/
http://wi.4honline.com/
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Family Information Page 
 
1. Fill in all your personal information 

correctly and completely to create your 
family profile. Make sure that you 
choose your correspondence preference 
for either “Mail” or “Email”.  
 

2. Do not check the “Update member 
records with the same address” box at 
this time. 

 
3. Click on the “Continue” button at the 

bottom of the page. 
 

Note: The Password Management section is 
only used when you want to set a new 
password. You do not need to enter 
anything there at this time. 
 
 
Member List Page 
 
1. You are now at the “Member List” page. In the drop down box under “Add a New Family Member”, 

select “youth” and click on “Add Member”.  
 
 
 
 
 
 
 

 
 

                 Note: The event registration section on this page is not available for use at this time. 
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Youth Personal Information Page 
 
Fill in all information for this member correctly and completely.   
 
1. If he/she has a different e-mail address 

than the family one entered at login, 
enter it in the top box. 
 

2. Enter his/her legal name.  
 

3. For the “Years in 4-H”, enter “1” if this is 
the first year. Otherwise, enter the 
number that reflects your experience. 
For example, if this is the beginning of 
your fifth year in 4-H, enter 5. 

 
4. If there are parents/guardians that live in 

a different residence, enter their mailing 
information under Secondary Household. 

 
5. Is the member a youth leader, junior 

leader volunteer? Select “yes” or “no”. 
 

6. Ethnicity – If you consider your child to 
be a part of the Hispanic culture, mark 
“yes”.  Then check one or more of the boxes pertaining to race. 

 
7. Choose your residence.   
 
8. Complete the Military Service of Family section only if it applies.   

 
9. School Information – choose your county from the drop down menu first, then select your 

child’s school.  If your school is not listed, click on “If you are unable to locate your school…” and 
enter the school name and type. 

 
10. Select your child’s current grade in school. 

 
11. Click on the “continue” button at the bottom. 

 

 

Note: Bolded items are required to continue to the next screen. Missed items will be highlighted 
in pink to help you identify any missing information. 
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Additional Information Page  

Please read each statement on this page carefully.  Completion of each of the agreements is required for 
participation in the program. It is important to understand that checking the boxes to agree is 
considered your e-signature and it has the same legal force and effect as your hand-written signature. 
Questions pertaining to the agreements below can be addressed by contacting your county 4-H Youth 
Development Educator. A link to their contact 
information can be found at www.uwex.edu/ces/cty.  

Complete the five following authorizations: 
• Assumption of Risks 
• Hold Harmless, Indemnity and Release 
• Consent for Emergency Treatment 
• Code of Conduct 
• Photo Release 
After completing each of the five authorizations, 
click on the “continue” button. 
 
 

 

 
 
 
 
 
 
 
 

 

This is the Clubs/Projects/Groups page, where you 
will select a 4-H club and projects for the current  
4-H year.   

On the Clubs tab: 
 
1. Select the correct club from the drop down 

menu and click on it.  
 

2. Be sure to click “Add Club”. 
 
3. Click the “Continue” button. 

 

Note: The “continue” button will take you to an 
optional health form. It is not required at the time 
you are enrolling, but will be required to 
participate in certain events and activities. After 
you have completed the form once, the 
information will be retained. You can return to 
4HOnline to update information that may have 
changed since the last time it was completed. 
Scroll down and click on the “continue” button if 
you do not want to fill it out at this time. 
 

http://www.uwex.edu/ces/cty
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On the Projects tab: 
 
1. Under “Select a Project” click on the 

drop down menu and select the first 
project for this youth. 

2. “Years in Project” – must have 1 for 1st 
year members. For returning members, 
enter the number that reflects your 
experience. For example, if this is the 
beginning of your second year in the 
project enter 2.   

3. Click on “Add Project”. 
4. For each additional project that you 

want to add, repeat the steps above. 
  

After you have entered all your project(s), click on “Submit Enrollment” and you are done!   
 
Entering Additional Youth or Adult Leaders in Your Family 
If there is another youth (or an adult leader) in your family enrolling in 4-H, repeat this process for them.  
There is an option to “copy parent information from another youth record”. Using that option will 
shorten the process for entering additional youth. 

Enrollment Approval 
After your enrollment has been submitted, it is sent to your club leader and county UW-Extension office 
to be approved.  If there are any problems with your enrollment, such as incorrect or missing 
information, you will get an e-mail asking you to complete the missing information and resubmit the 
enrollment.  If there are no problems, you will receive an e-mail stating that your enrollment has been 
accepted. E-mails related to your enrollment will be sent to your family e-mail address. If you do not 
receive an e-mail from 4HOnline in your inbox, please check your junk mail folder. 

Use 4HOnline Throughout the Year 
Keep your login (family email address) and password handy so that you can log in to the program and 
update your records whenever you need to. You will have access to your online record throughout the 
year to update personal information, look up your family members’ enrollment in clubs, projects and 
leadership roles, read newsletters, receive announcements about 4-H activities and more.  
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Enrolling in 4HOnline as a NEW ADULT LEADER family in Sawyer County 4-H 

Family profile and member information should be entered by a parent/guardian unless the member 
enrolling is 18 years or older. 
 
Your county Extension office staff can help you find a club, get the forms you need, and begin the 
enrollment process in 4HOnline. 
 
To enroll in Wisconsin 4HOnline, you need a computer, internet access, a valid e-mail address and a web 
browser.  You will also need your Driver’s License number and your pre-printed re-enrollment form. 
 
Go to http://wi.4honline.com (notice there’s no “www” in that address).  After carefully reading the 
instructions at the top of the page, you are ready to begin entering your family information. 
 
 
Note: To move between boxes, you need to use your mouse or the TAB key.  Don’t press the ENTER key  
or click on the BACK ARROW – you will lose any information that you have entered. Information on each 
page is saved when you click on the “Continue” button. 
 
 
 
1. Click “I need to set up a profile”.  A drop 

down menu will appear.  Select Sawyer 
County, then type in your valid family e-mail 
address.   
 
The E-mail address entered will be the 
account login for the entire family. It must 
be valid in order for you to have access to 
your enrollment information.   

 
2. Confirm your e-mail address 

 
3. Type in your parent/guardian/household’s 

last name. (This will be the name that 
appears on mailing labels—“The Johnson 
Family” for example.) 

 
4. Create your password – must include  

letters and numbers/symbols with a  
minimum of 8 characters. 

 
5. Click on “Create Login” 
  

http://www.uwex.edu/ces/cty/
http://wi.4honline.com/
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Family Information Page 

 

1. Fill in all your personal information 

correctly and completely to create your 

family profile. Make sure that you 

choose your correspondence preference 

for either “Mail” or “Email”.  

 

2. DO NOT check the “Update member 

records with the same address” box at 

this time. 

 

3. Click on the “Continue” button at the 
bottom of the page. 

 

Note: The Password Management section is 
only used when you want to set a new 
password. You do not need to enter 
anything there at this time. 
 
 
Member List Page 

 

1. You are now at the “Member List” page. In the drop down box under “Add a New Family Member”, 
select “youth” and click on “Add Member”.  

 

 
 
 
 
 
 

 
 

                 Note: The event registration section on this page is not available for use at this time. 
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Adult Personal Information Page 
 
Fill in all information for this member correctly and completely.   
 
1. If he/she has a different e-mail address 

than the family one entered at login, 
enter it in the top box. 
 

2. Enter his/her legal name.  
 

3. For the “Years in 4-H”, enter “1” if this is 
the first year. Otherwise, enter the 
number that reflects your experience. 
For example, if this is the beginning of 
your fifth year in 4-H, enter 5. 

 
4. Click “yes” you are volunteer. 

 
5. Ethnicity – If you consider your child to 

be a part of the Hispanic culture, mark 
“yes”.  Then check one or more of the 
boxes pertaining to race. 

 
6. Choose your residence.   
 
7. Complete the Military Service of Family section only if it applies.   

 
8. Click on the “continue” button at the bottom. 

 

 

Note: Bolded items are required to continue to the next screen. Missed items will be highlighted 
in pink to help you identify any missing information. 
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Additional Information Page  

Please read each statement on this page carefully.  Completion of each of the agreements is required for 
participation in the program. It is important to understand that checking the boxes to agree is 
considered your e-signature and it has the same legal force and effect as your hand-written signature. 
Questions pertaining to the agreements below can be addressed by contacting your county 4-H Youth 
Development Educator at 715-638-3237. 

Complete the following authorizations: 

1. Consent for Emergency Treatment 
2. Photo Release – Note that checking “No” to 

Photo Release prohibits UW-Extension from 
releasing the name and photograph of the 
member including in newsletter, news articles or 
event programs. 

3. Volunteer Behavior Expectations Agreement 
 
After completing each of the authorizations, 
click on the “continue” button. 
 

 

 
 
Volunteer Screening Page 

With the change in software, you will be completing 

this information as a NEW leader this year only. 

Complete the following authorizations: 

1. Identification – It is required to enter your Driver’s License and Date of Birth for purposes of 
completing a record check every four years. 

2. Click “yes” to agree to the application. 
3. Select your full time residence status. 
4. Complete reference section only if applicable. 
5. Respond to the following three questions about your record and legal name. 
6. Read the statement and click “yes” to agree to the Volunteer agreement. 
 
After completing each of the authorizations, click on the “continue” button. 
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This is the Clubs/Projects/Groups page, where 

you will select a 4-H club and projects for the 

current 4-H year.   

On the Clubs tab: 
 
1. Select the correct club from the drop down 

menu and click on it. (If you are an 
Organizational, Activity, or Project Leader for 
a specific club then select that club. A few 
Sawyer County volunteers are not associated 
with a specific club. Those leaders should 
select the club “LEADERS.”) 

2. Be sure to click “Add Club”. 
3. If you are an Organizational or Activity 

Leader for you club, select the appropriate volunteer type from the drop-down menu. If you are a 
club Project Leader or Key (Countywide Project) Leader, do NOT select a volunteer type on this 
screen. 

4. Click the “Continue” button. 
 

 

On the Projects tab: 
 
1. Under “Select a Project” click on the drop 

down menu and select the first project you 

would like to be a leader for. If you are not a 

club Project or county Key Leader do not 

make any selections on this screen. 

2. “Years in Project” – must have 1 for 1st year 

leaders. For returning leaders, enter the 

number that reflects your experience. For 

example, if this is the beginning of your 

second year in the project enter 2.  

3. Select a Volunteer Type for that project. If 

you are a project leader on the club level select “Project Leader”. If you are countywide Project 

Leader select “Key Leader”. 

4. Do not select Project Materials at this time. 

5. Click on “Add Project”. 

6. For each additional project that you want to add, repeat the steps above. 

7. Click the “Continue” button. 

 



 
 

6 
 

On the Groups tab: 
There are no groups available at this time. Do not enter any information on this screen.  
Click the “Continue” button. 

After you have entered all your information, click on “Submit Enrollment” button and you are done!   

 

Entering Additional Youth or Adult Leaders in Your Family 

If there is another youth (or an adult leader) in your family enrolling in 4-H, repeat this process for them.  

There is an option to “copy parent information from another youth record”. Using that option will 

shorten the process for entering additional youth or adults. 

Enrollment Approval 

After your enrollment has been submitted, it is sent to your club leader and the Sawyer County UW-

Extension office to be approved.  If there are any problems with your enrollment, such as incorrect or 

missing information, you will get an e-mail asking you to complete the missing information and resubmit 

the enrollment.  If there are no problems, you will receive an e-mail stating that your enrollment has 

been accepted. E-mails related to your enrollment will be sent to your family e-mail address. If you do 

not receive an e-mail from 4HOnline in your inbox, please check your junk mail folder. 

Use 4HOnline Throughout the Year 

Keep your login (family email address) and password handy so that you can log in to the program and 

update your records whenever you need to. You will have access to your online record throughout the 

year to update personal information, look up your family members’ enrollment in clubs, projects and 

leadership roles, read newsletters, receive announcements about 4-H activities and more.  
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4HOnline – Club manager 
 
Updated: August 6, 2013 
 
 
OVERVIEW AND INITIAL ACCESS 
4HOnline offers two levels of access to adults. First, all adult family members have 

access to their family’s enrollment data. Secondly, for those adults with designated 

leader roles, it is possible to grant “Club Manager” or “Project Leader” access, 

which provides greater access to member enrollment data. 

 

To access 4HOnline as a Club Manager, you must: 

• Be enrolled as a screened adult volunteer in 4HOnline. 

• Know the family email address used to enroll in 4HOnline. 

• Know (or request from 4HOnline) your family login password. 

• Be granted Club Manger access by Extension staff. 

• Be provided with the club password by Extension staff. 

 

LOGGING IN 
 

Start by going to https://wi.4honline.com 
 
 

Once granted Club Manager access, you will see the [Club Manager] toolbar after you login 

to 4HOnline: 

  

 

• Clicking on [Continue to Family] will bring you to your regular data access screens. 

• Under [Club Leader Login], choose your name under [Select a profile], then your 

club. 

• The club [Password] will be provided by your Extension staff. 

https://wi.4honline.com/
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After clicking on [Login to Club], you will see 
the Club Manager dashboard, and by 
default, you will be looking at the [Confirm 
Members] screen.  

Note that “Members” refers to 
family members, who may be Youth 
or Adult “Members”.  
 

Confirm Members 

 [Confirm Members] lists all pending youth and adult members for your club. In 

other words, these are people who have applied online, but have not yet been 

approved by Extension staff. As a Club Manager, you may be interested in 

following up with these families in some way. 

In addition to allowing you to review their submitted enrollment data, this screen allows 

you to “Confirm” their enrollment, but their enrollment must still be ultimately accepted 

(confirmed) by Extension staff.  

 

 

 

Members 

 [Members] gives you access to a listing of your club members, where you can 

access each individual member (both youth and adult members). Clicking on the 

[Edit] button next to each listed member will then display the details of their 

enrollment (you won’t actually be able to edit their enrollment data). 

• To return from viewing a member’s details, either click the [Close] button at the 

bottom of the screen, or click on one of the dashboard icons (Members, Search, etc.).  

• Clicking on [Return to the Family Account] will log you out of your Club Manager 

access. 

 

Search 

 [Search] allows you to search for or apply various filters to a listings of your club 

members. This can be helpful when looking for a specific member (or group of 

members) and it also the quickest way to use the [Quick Exports] option (info 

below) to print a list of the listed members. 
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• In the [Keyword…] field, you can search by any field (phone number, e-mail, name, 

etc.) but it is a “literal” search. If you enter “john”, you’ll get John Smith and Sally 

Johnson and Dwight Marks who lives at 2345 Johns Road SE, but NOT Jon Allen.  

• You can also use any of the checkbox “groups” to filter the displayed results. 

• If you do not select any of the checkboxes in a group (as indicated by the red boxes 

in the screenshot) 4HOnline will not apply any filter, and the listing of members 

(youth and 

adult) will 

include 

members with 

any of that 

particular 

criteria. 

• Searches are remembered from your previous session, so if you are not seeing the 

expected listing, check the search/filter settings. To list all members, leave the 

[Keyword] field blank and do not check ANY checkboxes, then click [Search]  

• Click on [Quick Exports] menu to 

print a simple contact list for the 

club members currently being 

displayed. 

 

 
Reports 

 [Reports] is where you can create and print reports for your club  members. 

 

There are five report “directories” (tabs on the left side of the 

screen): (Standard, Memorized, Custom, Shared, and Trash) but 

you will only find reports under [Standard] and [Shared].  

• [Standard] reports are system generated reports. Several of 

these reports will be helpful, including the[Club - Directory 

(Primary Club)] report. 

• Under [Shared] reports are several reports designed just for 

club leaders. If additional reports are needed (or 

modifications are needed on the reports), please tell your 

county 4-H office. 
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To run/access a report: 

• Right click on the desired report 

o [Run] will simply display the report 
and provide an option to print it 

o [Family Labels] will generate one 
label per family for the individuals 
listed in the report. 

o [Member Labels] will generate one 
label per member (youth or adult) 
for the individuals listed in the 
report. 

o [Export to Excel] generates an Excel 
sheet that can be manipulated as 
needed 

o [Export to PDF] generates a PDF that can be saved and/or emailed 

 

 

Depending on your browser choice and computer configuration, you may need to 
allow popups or change your browsers security settings to view the reports. 
 
Emailing club members from within 4HOnline is not yet possible, but is being 
developed. In the meantime, the quickest option is to click on Email List on the Search 
screen of your dashboard.  This will give you 
a list of emails for all members and leaders 
listed below.  Copy and paste these 
addresses into your email client.   

 
 
 
 
 
 
 

 
 
 
 
 
 
 
 

University of Wisconsin, U.S. Department of Agriculture and Wisconsin counties cooperating.  UW-Extension provides equal opportunities in employment and programming 
including Title IX and ADA. 
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4HOnline 

4HOnline Project Leader user guide 
Created: August 12, 2013 

 

OVERVIEW AND INITIAL ACCESS 
4HOnline offers two levels of access to adults. First, all adult family members have access 

to their family’s enrollment data. Secondly, for those adults with designated leader roles, it 

is possible to grant “Club Manager” or “Project Leader” access, which provides greater 

access to member enrollment data. 

 

To access 4HOnline as a Project Leader, you must: 

• Be enrolled as a screened adult volunteer in 4HOnline. 

• Know the family email address used to enroll in 4HOnline. 

• Know (or request from 4HOnline) your family login password. 

• Be granted Project Leader access by Extension staff. 

• Be provided with the project password by Extension staff. 

 

To log on to 4HOnline: 

1. Go to http://wi.4honline.com  

(notice that there is no “www” in that address).   

2. Enter your email address and password. 

 
 
 

 
 

Once granted Project Leader 

access, you will see the [Project 

Leader Login] toolbar whenever 

you log in to 4HOnline: 
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• Clicking on [Continue to Family] will bring you to your regular data access screens. 

• To log in as a Project Leader, choose your name under [Select a profile], then select 

a project from the second dropdown. 

• Enter the project [Password], which will be provided by your Extension staff. 

 
After clicking on [Login to Project], you will see a list of members enrolled in this project. 

• To print reports or mailing labels, click on the [Quick Reports]  

• For a list of email addresses you can copy into your email client, click on Email List. 

 

Additional reporting capabilities are being developed and will appear on this screen over 

time.  

 

 

 

 

 

 

  

 
 
 
 

University of Wisconsin, U.S. Department of Agriculture and Wisconsin counties cooperating.  UW-Extension provides equal opportunities in employment and programming 
including Title IX and ADA. 
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