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Family Profile

Once a family profile is created, it will exist for as long as members of that profile are involved in the 4-H
program. PLEASE DO NOT CREATE ANOTHER ACCOUNT. If someone in your family was involved in Virginia
4-H after 2015 you likely already have a family profile in 4-H Online. A member file is then created within the
family profile for each family member involved in Virginia 4-H. Use your existing login email and password to
access your family profile in the 4-H Online  platform. If you need assistance accessing your existing family
profile, review the steps in this guide. If necessary, contact your Local Cooperative Extension Office for
assistance.

Before beginning enrollment, please read the following notes:

1) This 4-H Online Enrollment system is for Youth Members and Adult Volunteers within the 4-H
program. Parent contact information is now linked in youth member records.

2) Please allow up to 15 minutes for the re-enrollment process.

3) Prior to re-enrollment, review the 4-H Online 2.0 Volunteer Levels and Types Tip Sheet as you may
select more than one volunteer role within the system. Please make sure you have selected all of  your
volunteer role(s) before proceeding to the next enrollment step. If you are a Project Volunteer, review
the current list of available Projects and Descriptions to ensure the correct project is chosen.

4) Sterling Volunteers provides background screenings for VCE and VA Tech. Background
Screenings are required for all volunteers except Activity or One Time/Occasional Volunteers.

5) Throughout the enrollment process, you will see an “Invoice” box located on the right side of your
screen.  Please disregard this feature as it does not apply to the task of  enrolling 4-H members and
volunteers.

6) As you use the 4-H Online system, you may have a need to navigate “back” to a previous page. Do NOT
use your browser’s back button as this will cause you to lose the information you just entered. USE THE
BACK BUTTON at the BOTTOM of the system page.

7) Within each enrollment section are “required” questions. If these questions are not answered you will
not be able to continue to the next section. Other questions do not say required and prevent from
enrollment being submitted, however they are required for the Volunteer

Virginia Cooperative Extension is a partnership of Virginia Tech, Virginia State University, the U.S. Department of Agriculture, and local governments. Its
programs and employment are open to all, regardless of age, color, disability, gender, gender identity, gender expression, national origin, political affiliation, race,

religion, sexual orientation, genetic information, military status, or any other basis protected by law.
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Re- Enrolling an Adult Volunteer

Instruction Images

A. Login
1. Log in to 4-H Online 2.0 at

https://v2.4honline.com
a. Using your original 4-H Online

email address and password,
“Sign in” to your account.

b. *If you do not remember your
family email address, please
contact your
Local Cooperative Extension
Office for assistance. If you do
not remember your family
password, click
“Reset  password.”

2. You may be required to reset your
password. Passwords should be at
least ten characters and include  a
capital letter, a numeral, and a special
character.

3. Upon login you may be asked to
verify your address in the Family
Profile. Ensure the address is correct.
Select “Verify” to continue.

4. A drop-down box with appropriate
USPS format may appear. Select the
USPS address and continue.
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5. Once logged in you will see a blank
screen.

6. Click “Member List” from the left
side menu on your screen.

7. Select “Enroll Now” beside the name
of the volunteer you wish to re-enroll.

8. Confirm your re-enrollment by
clicking “Enroll.”

B. Pause Enrollment
1. If you have to pause your enrollment

for any reason, close the website.
2. When you return later, login and go

back to the Member List screen. It
will show the status “Adult-
Incomplete.” Click “Continue
Volunteer Application” to continue
at the last saved screen

C. Volunteer Type

1. The member name and the
enrollment year will be at the
top of the screen.

2. Please make sure you have
reviewed the updated 4-H Online
2.0 Volunteer Levels and Types
Tip Sheet before selecting the
Volunteer Type/Role in which
you will be participating. Brief
descriptions are listed below.

3. Click “Select Volunteer Types.”
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4. A drop-down box with the Volunteer
Types will appear. Once the Type is
selected the associated Volunteer
Roles will pre-populate in the order
listed below. Select the role and click
“Add” to continue.

a. Project (Level 2): Role-
4-H Board Members

b. Club (Level 2): Role-
4-H Club Leaders, Club
Volunteers, Master Volunteers.

c. Camp (Level 3): Role-
Overnight Camp Volunteers,
Overnight Travel Volunteer, or
Returning Volunteer from 2019
– 2021 that need rescreening.
**Please choose this Returning
Volunteer type/role in addition
to the re-enrolling type & role if
you are a Re-Enrolling Level 2,
Club volunteer/leader that was
originally screened between
2019 – 2021 and will need a
re-screening this year.

d. Coach (Level 2): Role- Coach
with Overnight Travel or Coach
with Overnight Travel.
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e. Activity (Level 1): Role-
Episodic Event & Episodic
Activity or One Time/
Occasional Volunteer.

**The One Time/Occasional
Volunteer Consent will be the
next screen. Please complete all
fields.

f. **Program (Level 4): Role-New
Volunteers - This is used for NEW
enrolling volunteers only. DO NOT
SELECT THIS IF YOU ARE
RE-ENROLLING.

g. Add all applicable
Volunteer Types. When
complete click “Done.”

h. If you select the wrong
volunteer type and role,
click the “delete” icon
that is next to that type &
role.

i. Click “Next” to go to the next
section.
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D. Clubs
(Skip this section if you are not a Club
Volunteer)

1. Select the club the Volunteer will
participate in by clicking, “Select
Units.” (When 4-H Online lists the
word “Unit” it refers to clubs.)

2. On this next screen, a list of clubs
for the State and the primary
County will be listed. Select the
club you wish to enroll in and
click “Add.”

3. If the Volunteer wishes to enroll
in a club with a secondary county,
contact the Local Cooperative
Extension Office in both counties.

4. The next screen shows the club
you have selected. If multiple
clubs are selected, indicate which
club will be the Volunteer’s
primary club by clicking “Change
to Primary” beside the
appropriate club, then click
“Next.”

5. **Although this does not show
that this is a REQUIRED question
it must be answered to complete
enrollment.
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E. Projects
(Skip this section if you are not a Project
Volunteer)

1. Please review the current list of
available Projects and
Descriptions.

2. If you are a Project Volunteer,
click “Select Projects.”

3. A drop-down box will show which
project can be associated with the
County or Club. Choose the
project you are helping with and
click “Next” to continue.

4. **Although this does not show
that this is a REQUIRED question
it must be answered to complete
enrollment if you are a Project
Volunteer.
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F. Questions
Please complete ALL of the following
sections. They are part of the Volunteer
Screening process.

Please make sure you have selected the
appropriate  Volunteer Type and Role to be
directed to the correct  questions. If multiple
Volunteer Roles are selected, you  will be
screened at the highest level.

1. About You

2. Demographics

3. Emergency Contacts

4. Military Info
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5. External Screening:
Background Screenings are required
for all volunteers except Level 1-
Activity Volunteers. Level 2 - every
three years and Level 3 - annually.

This box specifically refers to outside
organization screenings; however in
the case of re-enrollment the box is
used in the manner below:
a. Check this box: if you were

Background Screened in
2019-2021 with the screening
company Pre-Search or Sterling
and it is not time for a renewal
screening. You will not be
prompted to complete the
Sterling screening process.
Please verify with your Local
Cooperative Extension Office if
you are not sure if you should
check this box or not..

b. Do not check this box if you did
not receive a Background
Screening in 2020, 2021 or have
to be screened annually, such as
Level 3 Camp volunteers. You
will be prompted to complete the
Sterling screening process. See
step J. Volunteer Screening.

6. Other- 4-H Info

7. Job Info/Previous Volunteer Roles
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8. References

9. Drivers License

10. Criminal Convictions:

11. After answering questions About
You the forms section is below.

12. It is mandatory for Level 3 Camp
Volunteers to upload their COVID
Vaccination card.

13. Click “Next” to continue..
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G. Health Information
Please complete ALL of the following
sections. Some questions in red are “required.”

1. Exposure, Restrictions and
Vaccinations

2. Care, Remarks, History
3. Health Insurance
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4. Conditions

5. Devices, Allergies
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6. Authorized Medications

7. Adults will be asked to sign a required
“Medical Release” in the event of an
emergency. Click “Next” to continue.

H. Electronic Consents
1. Media Release
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2. Privacy Statement

3. Standards of Behavior
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4. Enrollment Agreements
**All Consents must be digitally signed
by the adult enrolling within the 4-H
program. Click “Next” when signed.

I. Enrollment Review & Submission
1. Review page for accuracy and click

“Submit to continue.
2. **If a Club or Project was not selected

during the enrollment process and that
is your volunteer type, an error
message will appear and not let the
submission continue. Use the “Back”
button at the bottom of the screen to
go back to the Club or Project screen
and continue with the enrollment
process

3. This Confirm Submission screen
asks to verify that you would like to
continue with your volunteer
enrollment. Click “Confirm” to
continue.
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4. The next screens depend on the
selection of  External Screening
Check Box (See above Questions #5):
a. If you CHECKED the External

Screening box: After confirming
submission, you will click
“Submit” to finalize your
enrollment.

b. If you DID NOT CHECK the
External Screening Box: After
confirming submission, you will
provide the email previously used
with Sterling Volunteer to run
your Background Screening or
provide an email to create a new
account.

J. Volunteer Screening
1. After enrollment has been submitted a

review of the record will be conducted
by your Local Cooperative Extension
Office and volunteers will be
contacted via email from the 4-H
Agent/staff with further information.

2. Volunteers will receive an email from:
TheAdvocates@sterlingvolunteers.com.. It
will have the subject line: Invitation
from VCE 4-H 4-H Volunteers. View
the email and click on the link “Order
my Background Check.” Complete
all required information and submit.
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3. Volunteers will receive a confirmation
email after the screening is ordered
and completed from:
TheAdvocates@sterlingvolunteers.com.
The volunteer will get a link to review
the detailed results.

K. Enrollment Status
1. Status of the enrollment can be

confirmed on the Member List
screen beside the volunteer’s
name . The 4-H Agent/staff will
contact the volunteer regarding
mandatory training in order to
approve re-enrollment.

2. If enrollment is incorrect or
incomplete, your enrollment will
be sent back with a note for
changes or corrections via an
email from 4-H Online and the
4-H Agent/staff .

3. Once enrollment is correct and
any necessary training is
complete it will be approved and
the member status will change to
“Volunteer Approved” &
Enrolled for the 21-2022”
program year. An e-mail will be
sent by 4-H Online.
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