4HONIline Help Sheet
How to Set Up a County Event with Registration

UtahStateUniversity
COOPERATIVE EXTENSION

1. Loginto your 4HOnline account.
2. Click on ‘Events Tab.’

3. Click on ‘Events’.

Arizona 4-H Youth Development _Powered by 4hOnline Demod (County)

Home | Return to the Admin account | Logc

Enroliment |l Events l Animals | Connect |

Finances I Data ‘

2B

Event Registrations
Keyword(s)
Select a county ... [=ll Reglstration Datre )
2013: County: Demo: EVENT TEST E] an =T B
Role Registration Status Gender
‘:‘ Adult Ei Youth : Custom ‘v] Approved : Confirmed ‘:‘ Incomplete ‘vj Pending ‘vj ReSubmit ‘vj Male : Female
4. CI|Ck lAdd Event'. Enroliment | Events | Animals | Connect l Finances | Data |
s [
7‘1 @ i =
Event Couaty/Oub alendar
Events
4.H Year Event Dates
All 4-H Years [+ From To Clear Dates | Search H Clear Filters ]
5- Enter VOUI' Event Informatlon Type in a name for the event, then select a calendar(s) and group(s)
Definition of fields:
. . Ewent Title: | Demo4 County Camp Event
Event Title: must include your County.
Account:
Account: Leave blank
Fublish: ¥/
Type: Standard
Type: | Standard
Calendar: default vpe
Calendar: | default calendar El

Date Closed: This is the date the event will
be over.

General Settings

Leave ‘Enable Administrative/Cost
Recovery Fee’ and ‘Enable Deposits’ blank.
Entry Based Registrations: Only check if
you will be using entry-based (more than
one entry per person) registration.
Manager Only Registration: Only allows
Counties/Managers to register, not
member/families.

Restrict Event by County: Check Normal
Hierarchy Restriction. Other choices are
for multi-county or state users.

Date Closed:

Enable Administrative / Cost Recovery Fee:
Enable Deposits

Entry Based Registrations:

Manager Only Registration:

03/10/2013

General Settings
B
[
: [

I:l Only managers can register members

Open ! Restrict Event by County:

Mormal Hierarchy Restriction:

Restrict by County Selection: D A

Unrestricted: D

bers from selected counties can register

Members from sll counties can register
]
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Age Validation: Only allows members of
certain ages to register.

Levels Certifying Registrations

County: Check - county confirms
registration.

Youth Age Validation

Only allows members of certain ages to
register when checked.

Beginning Birthdate: Birthdate for oldest
possible participant

Ending Birthdate: Birthdate for youngest
possible participant.

Animal/Livestock Integration

Leave all fields blank.

Event Date

Select Date & Time for Event: Setup &
Cleanup are optional.

Repeat Option: Only for events that will
be repeated (monthly, weekly, etc).
Comments Optional

Contact information:

Who members should contact with
questions.

Click ‘Save’. This adds the event to
the Calendar.

Lewels Certifying Registrations
Counity':
Youth Age Validation

alidate Age:

(&

Beginning Birthdate: I:I |
[ ]
o
[l

Ending Birthdate: |
Animal/Livestock Integration
Animal Based Entries:
List Animals by Famiby:

Animal T1,f|:e:| Horse |I||

Select the date and time when this event will begin and end

Start Date: 13/07/2013|[E[ 3am ][ :00 [

End Date: 13/10/2013|[E[ 3 pm  [&][:00  [&]
stz [0 [=]][:00 [
Cleanup: | O ; :00 ;

Select a repeat option

Do not repeat: (@)

Repeat Eveny: waak{a} on I:‘ =0 I:‘ o I:‘ b I:‘ we I:‘ th I:‘ fir
(P

Repest on the: () | First |I|J| Sunday |I|Ja" every| 1 |:_|| meonith{s)
Repest every month: ()
Repest every y=ar ()
Comments.

Comment: | Camp for everyone

Type in event contact information

Mame: | Chris Clover

Emsil: |chrisclnver@az4hun|ine.cnm

|
Phone: |555-555-5555 |
|
|

Ewent Web Address: |

Save
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7. Scroll down to the bottom again Type in event contact information
and click ‘Add Registration’ to see
the options for adding a Mame: |Chris Clover |
Registration form. Phone: |555-555-5555 |
Err.iil:|chri5c|nver@az4h-:-n|ine.c-:-m |
Ewent Web Address: |
[ Save ] [ Delete ] [ Add Registration ]
8. NOTE: In order to edit an event, Type in a name for the ewvent, then select a calendar(s} and group(s}
the status must be set to ‘Testing’.
Change the status to ‘Active’ for Event Title: | Demo4 County Camp Event |
the event to be available for Account: | =l
members to register. Publish:
Ty’p-e-:l Standard |I|J
Calendar: | default calendar |I|
Status) | Testing
. Active
Cate Closad: | —|gzed
Cancelled
Sold Out
9. Locations are Optional. |n Ol'der to Arizona 4-H Youth Development Powersd by 4hOnfine Dsmod (County) Home | Return to the Admin :
t Iocatlon Cllck the Enroliment I Events I Animals I Connect I Finances I Data [
setupa ,
. . . Q& - a1 T F
‘Locations’ icon. The locations that oy v | = a = |l | B &
Search Confien Events County/Clut Calendar Locations Views Reports
you add will appear on the list of e | e L2 Guce = *w;
|Ocati0nS. WE\'EM = *V7 A:)ply Tempists == Ee;xs(vamn T:/p;s = CT.-smm F»’el:;iiilv.;:!xmnsl Items Upload Docs Transmit
Funds Praview
10. If there is a State or County event
that has a reglstratlon form Slmllar . Event - Locations 7 Registration Types Custom Fiesids Additions! ltems Uplead Docs Transm
unds TevieEw
to the event that you are going to
create, you can select and apply a Apply Template
template Q’Iying a Template will DELETE any User Defined SeﬁiE)
11. Click ‘Apply Template.” NOTE: If
. . Template: | 2013: County: Demo: AYV [ Previ
you have started a registration i Proview ]
form, this will clear anything that
you have already created Lapety Tempiate | [ conce
12. Examples of registration types Enrollment | Events | Amimals | Connect | Finances | Data |
include: Youth, Adults, Volunteers, s _ c
. & - F— e |
Participants, etc. LE E HE @ THE EEEJ.. :_5— &
SEarT X ! Events Counly/Clut Calery Locanons e EOOITs
13. This is where the dates to open i Checks g LS i
. . Do Sverils Cafmrydar B=poriting
and close registration as well as = e ey —_— e -
the registration fees are set Ewent Locstions Apply Templats I R=gistration Types | Custam Flds Addition= [tams
. Funde: Prewviza

REGISTRANT TYPES

Thers sre no reconds
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14. Enter the registration information.

NOTE: The Maximum Number of
Registrations applies to how many
total registrations you will accept for
the event.
Use Age Divisions: Allows you to set
up a different form for each age
division.
15. Enter your registration windows.
Registration will close at midnight
on your end date.

16. Click ‘Save.’

Registrant Type

Title: |Camper |

Drescription: | |
=)
[«]

Role Type: | ¥outh

Maximum Mumber of Registrations: | Unlimited

Use Age Divisions:

Early Registration

Ensble:

Registration

Start Date: [02/01/2012( =]

End Date:

II O O

02/25/2013| =]

Registration Fee: | 20.00

Late Registration

Enable:
Start Date: |02/26/2013( =]

End Date: [02/05/2012( L]

Registration Fee: |3I:I.IIIEI |

[ Save ] [ Cancel ]

H H H Ewvent Locations. Apphy Template Registration Types Custom Fields Additional [tems Upload Docs Transmit

17. Custom Fields is where you will set | _ == == [ coemres |

up and edit your forms.
18. Click ‘Add Custom Field’ to add a

. . . FIELD LIST
new field. Click ‘Edit’ to change an — . _
) ) ) . . Priority Title Fee Type Manager Field

existing field. Fields that are in Bold

are classified as Groups.
19. The first item you enter will have to e —

be Of the type ”Group” that Wi” Item Title: |',\'crkshcp Choices |

provide the heading and will be Repart Tits: |

. . . Internal report title (optional)

used to group similar info. You need Fee [Nom Fes ]

to click the radio button for the [Lrvee [sroue = |

group to be visible for which R 5“ . =]

registration types. Hide Groug Tite: (7]

Once the ﬁrSt group is added, Select Types to assooiate with this ltem and check if required

additional types will be available. P ———

Registration Types Off Visible Required
Adult Staff @ F
Camper q
Save & Add & New Itemn | |[ Save & Close | [ Save | [ cancel |
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information in order to submit their
registration.

20. The group will look like the item to | == Feve
the right. You can then enter other Camper Bl [ svow tansger iess. [l show volunteer Fiis= [ Update Fomn
items under this group.
When adding a new field do the
following:
. Itemn Information
21. Enter Item Title.
22. Select whether or not a fee will be Item Title: |Marning Workshop First Choice
charged for this field (most fields are Report Title:
non-fee fields). If you set the field to Internal report title (optional]
be a fee field, the fee will be Fee: | Non-Fee L]
charged in addition to your Type: | Checkbox [
registration fee. This would be Group: | oo kbox
. . . =
useful if you are offering an optional | v s
item, service or event. Erlnail |
e ey . g/ File Upload heck if ired
23. Definitions of Field Types: Group Fhesk T requs
Multi-Line Text
Checkbox: Allows member to choose as m",lmle:nE =
many options as he/she would like. Phane
Radio Button
Date: Date format Registration Tyg Random Off Visible
. . . . . Single-Line Text
Decimal: requires a decimal point (good to Social Security Number @ ®
use with money, etc) Title Bar -
. Zip @
Drop Down List: Allows the member to -
choose one option from a list.
Email: email address
File Upload: Allows the member to upload a
file (picture, scanned document, etc)
Group: Sets up the field as one of the bolded
headings on the form.
Multi-Line Text: Text box with unlimited
space.
Number: Only allows numbers
Phone: phone number
Radio Button: Allows member to choose
one of many choices.
Single-Line Text: Text box with only one line.
Social Security Number: DO NOT USE
Title Bar: Use to enter instructions
Zip: Zip Code TWE: =
24. For the Checkbox, Drop Down List, Parent List: | <Na Parent> =
and Radio Button, click ‘Save’ to add Group: | Warkshop Choices [=]
o ptiOI’]S. Manager Figld: D
25. Choose to make the field Visible or Snterlfem Lzt Gption=
ReqUired for eaCh approprlate Ontion Titl Max Available - Number of items available for
Registration Type and Age Division. i registration
Members must enter the required Workshop One 0 0 for unlimited

Select Types to associate with this Item and check if required
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26. Click save and close and you will see FIELD LisT
the field list. Friority Title Fee Type Manager Field
s Workshop Choices Group False Edt__ 7|
1 Morning Workshep First Chaics Drop Diown List Fals=
2 Morning Workshop Second Choice Drop Diown List Falsz
27. Additional Items: this area is
optional. This is for any fields that 2, A= a = o
X e e = [
you would like to add to Entry- o | MR | SN | S . R‘“
1 . . Ssarch Regitratons | VS s alendar ocations aports
Based registrations that will be St s Caas R
u n|q ue. Fm:E:em - :':c:uor:s Apply Template Registration Typas Custom Fields I Additional Items I Upload Docs Transmit
Add Custom Field
FIELD LIST
Priority Title Fee Type Manager Field
28. Upload DOCS: if there are documents Event Locations. Apphy Template Registration Types Custom Fields. Additional [tems Transmit
that a member needs to download | “———"
after registering, you can upload
them here. UPLOADED DOCUMENTS
|Thers ar= no records
29 Preview a“ows you to preview your Ewvent Locations Apphy Template Registration Types Custom Fiekds Additions] [tems
form as you create it.
| Camper |:_|| DSI‘W\' Manager Fizlds DSI‘W\' Valuntesr Fisiis | Update Fom
Werkshep Cheises
Marning Warkshop First Choice: | Select an item ... |:_||
Morming Workshop Second Cheice: | Select an item .., =
Select an item ..,
warkshop One
Additional Workshop Two
workshop Three
Survey

30.

Once your form is set up how you
need it, and you are ready to make
it active, return to the first ‘Event’
page and set the status to ‘Active’
and ‘Save’ your changes.

S T

itk | Events ] Animals | Connect | Finances | Data |

" g | - : c-l
?—g E i a HH hii_ﬂ;. | .“
Saarch o Events County/Clun Calendar Lot Viewa Reports
Regi - Chechks
Dr=ibioard Gl Calerlarr Fe=poriing
I Event | Locations Apply Template i Registration Types Custom Flskds Additionz| [tems
Funds Previss

Type in a name for the event, then select a calendar({s) and group{s|

Ewent Title: |Demc4 County Camp Event |

[=]

Account: |
Putlish: [¥]

Type: |_5I:a ndard

=
[=]]

Calendar: |_;:ier'a_u|t calendar

TTCToEE

Cancelled
|Sold Out
| Testing

ol

Ermide Admeinimbrmbim | mmt D ime s Do
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