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•	Click on the Members link in the navigation menu on the left side of the screen.
•	Click the Create Family button in the upper right corner.

•	Enter the family’s email address, last name and mobile phone number. The family’s county will default to the same 
county the manager is accessing when creating the account. The family email address is not required but the family will 
not be able to login without it.

•	Click the blue Save button.

ADD FAMILY
https://youtu.be/TaKvN1ljOUE

If the email address is not already in the system the family 
account will be created and a green Success-Family Created 
message will appear at the bottom of the screen. 4HOnline 
will automatically continue on with creating the family.

If the email address is already in the system there will be 
an error that will be displayed in red at the bottom of the 
screen. An email address can only be used once for a family 
or manager account.

CONTINUE TO ADD FAMILY INSTRUCTIONS

FAMILY ADDED SUCCESSFULLYFAMILY ADD ERROR

THE SYSTEM WILL NOT LET YOU CONTINUE 
USE THE GLOBAL SEARCH TO FIND THE FAMILY

CREATING A FAMILY ACCOUNT LOGGED IN AS A MANAGER

https://youtu.be/TaKvN1ljOUE
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•	An error will be displayed on the screen that says the family has an unverified address and the address dialog box will 
also pop up.

•	Enter all of the family address information completely.
•	Click the blue Save button to finish creating the family account. 

•	The family account will be updated and created. 

•	The family can establish a password by visiting the main login screen to click the Reset Password link or you can reset 
the password for them by clicking the red Reset Family Password button. 

COMPLETING THE ADD FAMILY PROCESS


