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1. How do I [4-H staff] access the county reports on the new website?

Make sure that you are logged in to the http://my.ucanr.org portal site and then go to http://www.ca4h.org/. From the yellow navigation bar, select Administration and select Financial Reporting from the drop-down menu. In the left hand menu, you can “Enter Report” or view “County Office Tools”.
2. What will chartered 4-H units need to do?

4-H Treasurers need to refer to the Treasurer’s Manual. The following forms must be completed: Form 6.3, Annual Financial Report, Form 6.2, Annual Inventory Report and Form 8.5/8.6, Year-End 4-H Club Peer Review Report. All forms can be found on the website for download and must be completed and submitted to the county 4-H office for records-keeping. If you allow 4-H unit treasurer’s to enter their reports online, refer to the directions under bullet 4. 
3. What is the deadline for financial reporting to be completed?

The deadline for all 4-H unit forms to be completed, submitted to county offices and entered into the 4-H website is September 15, 2011. 

4. How do I enter a financial report for a 4-H unit?

· On the 4-H Unit Annual Financial Reporting webpage (refer to #1 above for navigation), click on Enter Report next to Form 6.3 listing. 

· Select the county name from the drop-down menu.

· The default password to access clubs within a county: LetMeIn4H (contact Whitney Bell, webell@ucdavis.edu if you would like to change the password for your county. Note that all 4-H units within your county will share the same password.).

· Select the unit name from the drop-down list for your county.

· Enter the information from Form 6.3 in the top fields and use Form 6.2 to list items in the bottom box of the report page. 

· Click the button: Submit Information – Proceed to Review Page. 

· Verify all information is complete and accurate and hit Save. 

5. How do 4-H staff verify and confirm information?

Staff can access the list of their county’s units by clicking on the left-hand menu bar option, County Office Tools. This will pull up a listing of clubs. 
To mark a unit inactive for that one year only, select “Inactive”.

To verify and confirm a report that has been entered, check the boxes under Forms 6.3, 6.2, and 8.5/8.6 to confirm all reports have been entered. 
Modifications may be made to reports by clicking on the 4-H unit name. Note that only 4-H staff may edit reports; once a unit treasurer has entered the report, they are unable to go back to modify data.

6. What if a club has disbanded?

You will still need to enter their last set of financial data for the program year in which they were still active. If this club has not been active and has completed their financial reporting as of last program year, on the financial reporting screen, you may select Inactive to indicate this club is no longer active. You may enter in the Comments box any additional information you need to share with the State 4-H Office.  

***Please also refer to the 4-H Policy Handbook, Chapter 10, XVII. FINANCIAL REPORTING AND COMPLETION for more information. http://www.ca4h.org/Administration/Policies/Chapter10/ 
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