4HOnline Help Sheet for New Mentors
Enrolling in 4hOnline as a NEW Mentor
To enroll in Colorado 4-H online, you need a computer, internet access, a valid e-mail address and a web
browser (Works best with Google Chrome or Mozilla Fox Fire)
1. Go to https://co.4honline.com (notice there’s no
“www” in that address).
2. Click “I need to set up a profile”. A drop down
menu will appear. Select Jefferson County, then
type in your valid family e-mail address.
*E-mail addresses must be valid in order for you to
have access to your enrollment information—it’s
your account login as well as how you receive
information. *
3. Confirm your e-mail address
4. Type in your parent/guardian/household’s last
name. (This will be the name that appears on
mailing labels—“The Garnett Family” for example.)
5. Create your password – must include1 capital
letter and 1 number and/or symbols with a
minimum of 8 characters.
6. Click on “Create Login”
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.
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This is the Family Information page. Fill in all your personal
information correctly and completely. Make sure that you
choose your correspondence preference to either “Mail” or
“Email”.
Do not check the “update member records” box at this time.
Click on the “Continue” button at the bottom of the page.
You are now at the “Member List” page. In the drop down box
under “Add a New Family Member”, select “Adult” and click on
“Add Member”.

This is the “Adult Personal Information” screen. Fill in all information for the mentor correctly and
completely.
 If Mentor has a DIFFERENT e-mail address than the family
one entered at login, enter it in the top box.
 If mentors last name is different than the household name,
make that change on this page.
 Date of Birth is a required field for us to process your
application.
 For the “Years in 4-H”, enter “1” if this is the first year.
 Please enter your place of employment and your contact
information there.
 Are you a volunteer? Mark “yes”
 Ethnicity – if you consider yourself to be a part of the
Hispanic culture, mark “yes”.
 You may choose any of the other options listed below or mark “prefer not to state”. The choice is yours.
 Choose your residence.
 Complete the Military Service of Family if it applies, or click No one in my family is serving in the military.
 Text messaging: This is optional. Enter a cell number, check the box if you are willing to receive text
messages via 4-H Online and choose your provider from the list. Texts will be used for last minute
meeting notices and other priority information, only from county staff, not auto-generated through the
program.
 When you have completed this page, click "Continue." This brings you to the Additional Information
Page.
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All fields are required. Select an option if there is a choice,
or check the “I agree…” box.
Adult Code of Conduct – Please read through this as it will
be your expected behavior as a 4-H leader and list the
concequeses for violating this conduct agreement.
Digital Signatures -Enter your full name. All fields must be
filled in before you can click the Continue button.
By logging on with your user ID and password, you are
indicating that you are the correct person to agree to the
terms.
Photo Denial. If DONOT want us to use your picture please
check the appropriate box and sign the signature box.
When you have completed this page, click "Continue."
This will take you to the Volunteer Screening Page
Volunteer Screening –
This allows us to have
additional information
about you to complete
our process, it includes
why you would like to be a volunteer as well as what you would like
to teach our youth.
 Type of Volunteer would be Afterschool Leader
 Please be specific about which age group of youth you would
like as this will help us place you in the appropriate program.
 References – We must have at least two positive references
returned to our office before you are able to begin your
mentor program.
 Please answer the additional questions honestly; we will take
everything you tell us into consideration when reviewing your
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application.
Please sign the
application with your full
name. This lets us know
the information is
correct.
When you have
completed this page,
click "Continue."
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The Clubs/Projects/Groups page is where you will select a 4-H club and
projects for the current 4-H year.
 Select the 4-H After School club from the drop down menu and
click on it.
 Be sure to click “Add Club”.
 Click the “Continue” button.

The “Projects” tab.
 Under “Select a Project” click on the drop down menu and select
the first project you will be leading if you know already. If you
don’t know just press continue
 “Years in Project” – must have 1 for 1st year members.
 Click on “Add Project”.
 For each additional project that you want to add, repeat the
steps above.
Once you have entered all your project(s), you need to click on
Continue button to go on to groups tab .
The “Groups” tab.
 You will not enter anything under this tab so please click continue
at the bottom of the screen.

Once you have entered all your information, you need to click on “Submit Enrollment” and you are done!

Once your enrollment has been submitted, it is sent to your County Extension Office to begin the background
check process. Once your background check is submitted you will receive an email from Hire Right requesting
your information. Please be on the lookout for this email. We will also begin your reference checks, once you
have two positive references and have completed your background check you will be notified with an official
letter that you are accepted as a volunteer mentor. You will still need to attend the mandatory orientation to
begin working with the youth at the schools. Thank you so much for your interest in sharing your skills with our
youth!
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.
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FAQ – Frequently asked Questions
Passwords and E-mail Addresses
Q: I forgot my password, how can I get it?
A: On the login page, click on "I forgot my password" and then click "Send My Password"
Q: I forgot the e-mail address that I used, how can I get it?
A: You will need to contact your county Extension office and ask them to look at your profile for the correct email address.
Q: I requested my password to be sent, but it never came, what can I do?
A: Contact your county Extension office and ask for your password to be reset.
Q: If I forgot my e-mail and/or password, can I just set up another profile?
A: NO! If you do that it duplicate the enrollment numbers in the system and creates multiple profiles for families
and 4-H mentors and does not allow you to create a "transcript" of all your 4-H events.
Q: I was given/e-mailed a password but when I typed it in, it did not work?
A: Because of the sensitivity of the passwords it is recommended that you "cut and paste" the password into the
password field. Then once you are logged into the system, you can reset it to something more memorable, as
long as it has a minimum of 8 characters & includes 1 capital letter, plus numbers and/or symbols.
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