
TEXAS 4HONLINE COUNTY MANAGER GUIDE

The members of Texas A&M AgriLife will provide equal opportunities in programs and activities, education, and employment to all persons regardless of race, color, 
sex, religion, national origin, age, disability, genetic information, veteran status, sexual orientation or gender identity and will strive to achieve full and equal  
employment opportunity throughout Texas A&M AgriLife.

•	Click the Group Enrollment link in the navigation pane on the left side of the screen.
•	Click the blue Add Group Enrollment button.

GROUP ENROLLMENT 
https://youtu.be/VXMfdGk5Ifg

•	From the Select A Project drop down menu, select the project specific to this group enrollment.
•	Click the blue Add Project button. Repeat for each project in the program.

CREATING GROUP ENROLLMENT ENTRY

THE 4-H YEAR CANNOT BE EDITED ONCE THE RECORD HAS BEEN SAVED  
THE ONLY OPTION IS DELETE THE ENTIRE RECORD AND START OVER

PROJECTS

PROGRAM DETAILS
•	Complete each of the Program fields with the information specific to the group enrollment.

https://youtu.be/VXMfdGk5Ifg
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The gender distribution is the count of total males and females, and the number of duplicated members (enrolled members) 
for both males and females.

Complete the Racial Distribution fields for the non-duplicates. This includes the count of each racial group according to their 
ethnicity (Hispanic or Non-Hispanic). This total must match the total of non-duplicated participants from the first section.

MEMBER DISTRIBUTION

GENDER DISTRIBUTION

RACIAL DISTRIBUTION

RESIDENCE
Complete the Residence Distribution for the non-duplicate participants.

https://youtu.be/VXMfdGk5Ifg
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Complete the Grade Distribution fields for the non-duplicate participants.
GRADE

VOLUNTEER DISTRIBUTION

RACIAL
Complete the Racial Distribution of Volunteers.

https://youtu.be/VXMfdGk5Ifg
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Complete the Adult Classification Distribution fields. This is the distribution of adult volunteers for this program.

Complete the Youth Classification Distribution fields. This is the distribution of youth volunteers for this program.

ADULT CLASSIFICATION

YOUTH CLASSIFICATION

TRAINING
Complete the Training Distribution fields. These are the new Volunteers Trained Through 4-H.

SUBMITTING

MEMBER DISTRIBUTION TOTALS MUST MATCH FOR EACH CATEGORY.  
DUPLICATES (CURRENT 4-H MEMBERS) ARE REMOVED FROM THE MALE AND FEMALE TOTALS.

•	Click the Submit Form checkbox. Submitted forms can be edited at anytime before the September deadline.
•	Click the blue Save button. 

https://youtu.be/VXMfdGk5Ifg
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DOWNLOADING

RETRIEVING GROUP ENROLLMENT INFORMATION

•	Click the Group Enrollment link in the navigation pane on the left side of the screen.
•	From the Program Year drop-down menu, click the Program Year. The default Program Year is the current one. 
•	Click the Program Name from the group enrollment entries that were displayed on the screen. 

•	Make the adjustments to the fields.
•	Click the red Delete button to remove the entry or click the blue Save button.

GROUP ENROLLMENT 
https://youtu.be/VXMfdGk5Ifg

THE SUBMIT FORM CHECKBOX WILL NOT NEED TO BE SELECTED TO SAVE AN ENTRY

•	 Click the Group Enrollment link in the navigation pane on the left side of the screen. 
•	 Select the Program Year from the drop down menu. The default program year will be the current year.
•	 Group enrollment entries will be displayed on the screen at the bottom.

•	 Click the blue Download County Group Enrollments button to download the Excel file. All the group enrollment entries 
displayed on the screen and all of the details entered will be included in the Excel file. 

SUBMITTING

EDITING AND DELETING

THE 4-H YEAR CANNOT BE EDITED ONCE THE RECORD HAS BEEN SAVED  
THE ONLY OPTION IS DELETE THE ENTIRE RECORD AND START OVER

https://youtu.be/VXMfdGk5Ifg

