Adding a New Adult
SDSU Volunteer Enrollment

®

i F It vol ho h
ExtenSIOn or adult volunteers who have not

enrolled in South Dakota 4-H before.
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Open a web browser and type in: http://sd.4honline.
com (Please note, adding the www. prefix will return
an error message). You will now see the South Dakota
4-H Youth Development login page.

TIP: Any browser should work well with 4HOnline, but
Firefox works best.

If another family member in your household is already
enrolled in South Dakota 4-H, log in to your family
account and skip to Step 10.

If none of the family members in your household are
enrolled in South Dakota 4-H, choose ‘| need to setup
a profile.’

Enter your desired login information.
Click ‘Create Login.’

If you receive a message that your account already
exists, contact your County 4-H Office for your login
information.

Enter your Family Information.

Click ‘Continue’. In 4HOnline ‘Continue’ means the
same as ‘Save.’
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9. Members in 4HOnline are categorized by Family. Add
youth and adult family members who would like to
enroll in 4-H.

NOTE: Only add Adults who would like to enroll as
Volunteers. Parents who are not volunteers should not
enroll as adults.

To view your County's contact information click on
‘Contact Info."

10. Under ‘Add a New Family Member," select ‘Adult’ and
click ‘Add Member.’

11. Enter the Adult’s Personal Information.

12. Information in Bold is required. All other information is
optional.

NOTE: In order to receive text messages, you must
enter your cell phone number and your provider.

13. Answer 'Yes' to ‘Are you a Volunteer." A ‘No" answer
will not generate the necessary forms for you to enroll
as a Volunteer.

14. Click ‘Continue.’
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15. Read the Additional Information carefully.

16. Mark the check box and/or sign each section. Please
remember, by typing your name in these sections, you
agree to allow the South Dakota 4-H Program to use
your typed name as your legal electronic signature.

17. Click ‘Continue.’

18. Fill out the Volunteer Screening and click ‘Continue.’

19. If the Volunteer Screening page does not appear, return
to the Personal Information page and be sure you
answered 'Yes' to ‘Are you a Volunteer?’

20. Click ‘Continue.’

21. Clubs, Projects and Groups are optional for Adult
Volunteers.

22. If you are a Club leader, please select and add your Club
and Volunteer Type. If you volunteer in a certain Project
area or Group, please add those as well.

23. When you have finished, click ‘Submit Enrollment.’
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24. Once you submit your enrollment, your information
will appear on your family’s Member/Volunteer List as
Pending.

25. You will receive an email notification that your
enrollment is processing.

26. In the meantime, your County 4-H Office and the State
4-H Office will receive notification of your enroliment.

27. Human Resources requires a paper enrollment form the
first year that each person volunteers. You can access
this form from the 4HOnline login page or directly at:
https://extension.sdstate.edu/volunteer-policies-forms.

28. Submit your $10 Volunteer Screening fee and the paper
form to your County 4-H Office.

29. Once your County 4-H Office receives your $10
Volunteer Screening fee and the paper Volunteer
Enrollment form and send them to the State 4-H Office,
the State 4-H Office will submit your paper form to
Human Resources for a background check.

30. Human Resources will email you an “electronic
release” to give them permission to run the background
check.

31. When the background check has cleared, the State 4-H
Office will approve your volunteer enrollment. You will
receive a notification via email that your enroliment has
been approved and your enrollment status will change
to ‘Active.

32. You may log in to your Family account at any time to
edit your enrollment information.

SDSU Extension is an equal opportunity provider and employer in accordance with the nondiscrimination policies of South Dakota State University, the

South Dakota Board of Regents and the United States Department of Agriculture.
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