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 State has been looking for a program

 The program bases out of program used for 4-
H reporting (reason for seeing it as a 4-H site)

 Beta-Testing wrapping up..NOW
 In counties…Soon.
 Which means changes are possible and glitches can 

happen. Be patient and understand it does go down 
occasionally.
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The website:

 Each county coordinator must first set-up the site 
before it’s usable in the county. Therefore, make 

’ l bl b fsure it’s available before trying to enter.

 To Enter Site:
 First Name, then Last Name (not case sensitive)
 Email address –Yours, but make sure it’s the right one 

with your coordinatory
 A generic one can be used for some without email addresses 

(four-h@purdue.edu)

 Password—Random ones are assigned, County 
Coordinator must give it to you.

 County—where you normally have submitted your hours
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 Name
 Default is usually your full name (not nickname)
 Check with the County Coordinator if unsure which used

 Email
 MUST BE EXACT! (it is not case sensitive)
 If you change your email address, please change it in the 

system!
 Don’t have one…possibly a generic one can be assigned.

 Password
 Determine your own after getting in
 There is a “Forgot Password” button if you forget the one 

you create that will be sent to the email you use to log 
into the system.

How it looks filled out. You can 
see the County is a drop-down 
menu to choose from.

Next=Click after 
entering your 
information to 

d hproceed to the site.
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If you are going to bookmark a page, you must bookmark the log-in page.

 Volunteer Activities 
F  t i  d i i  l t  h For entering and viewing volunteer hours

 Education Trainings you have attended
 For entering and viewing education hours

 Name/General Information
 For editing Personal Information (such as address, email, 

phone number, etc.) and your password.p ) y p

 Print Activities/Training
 An option so that you can view both types of hours and print 

them easily.

 Submit—covered later
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When going to the Volunteer Hours Site, this is the first thing you see. It may not have 
an activity listed if it’s your first time or if all your hours have been approved already.

Shows total 
hours to be 
approved.

Info=Allows 

Accepted= takes 
you to accepted 
hours page

Info Allows 
you to view 
what’s entered

Add=input more hours

Shows if Accepted/ Not 
Accepted or if revision is 
needed

Next=Back to Main Menu 
(same for one by Add Button)
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All Buttons have the same function, there are 
just a couple different features on this page.

Shows total 
approved hours

Pending= takes 
you to pending approved hours.you to pe d g 
hours page

Shows hours are Accepted and now 
locked from Revision and Viewing.

You will hit the Add Button and this screen comes up for 
entering in your hours. You can only do 1 date per entry. 

Must fill in 
these type of 
fields
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 Event Date
 Month=Dropdown
 Date=Type in
 Year=Dropdown
A ti it   Activity 
 Choose from Dropdown
 Options set by county
 Choose best fit or Other

 (Activity Type—Used by some 
counties, see your Coordinator 
on use)

 Activity Hours Best in  Activity Hours-Best in 
decimals

 Enrollment-# of those that 
attended (or zero if unsure)

 Description-If further 
explanation needed or you 
chose Other

Minutes Decimal Min. Dec.

15 .25 45 .75

30 .5 60 1.0

Next=Back to Volunteer page (same as one 
above) and enters the hours onto the site.
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One thing you could see appear in the volunteer section and in the education section is 
that if you enter some hours and the coordinator is unsure about something, you may 
be asked to revise your hours. Typically, the coordinator will type something in the 
description that will allow you to understand why a revision is neededdescription that will allow you to understand why a revision is needed.

One possible reason for revision is duplications. Master Gardeners cannot delete 
records, only the coordinators can to prevent mistakes. If you need a record deleted, 
write it in the description box as illustrated below or simply write: DELETE.
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Now you can either:

Add another
 Click Add button.

Go to the Main Page
 Click Next button

View what you entered
 Click Info button

All buttons are the same as the volunteer pages.
The only different part is entering education hours.



9/30/2009

10

All buttons are the same as the volunteer pages.
The only different part is entering education hours.

You will click the Add Button and this screen comes up for 
entering in your hours. You can only do 1 date per entry. 

Must fill in 
these type of 
fields
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 Event Date
 Same as Volunteer

 Trainingg
 Choose from drop down
 Set by each county
 Find best fit or Other

 Location
 City, Place, or  State y

offered

 Training Hours
 Same as Volunteer

 Leaving is just like 
for Volunteer

 Course Title
 Actual Title or what presentation covered

Next=Back to Education page (same as one 
above) and enters the hours onto the site.
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Now you can either:

Add another
 Click Add button.

Go to the Main Page
 Click Next button

View what you entered
 Click Info button

 The easy parts 
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This is the first half of the page. You can 
change information as changes come. 
Make sure to use the Next button so 
that changes are accepted!

This is the second half of the page. Importantly here is the password. You cannot 
leave this screen without changing your password from the randomly generated 
one. Whenever you do change the password, make sure to enter it twice and 
remember it’s case sensitive (it can tell the difference between capital and lower 
case letters. Make sure the password is something you can easily remember. case letters. Make sure the password is something you can easily remember. 
However, you can get your password from the log-in screen if you forget it.

 Next goes to Main Menu
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Close=Closes the Close Closes the 
window once you 
have printed the 
document

 If nothing was changed/added
 Close the Browser

 If you changed/added something
 Hit Submit
 If you don’t, the coordinator does not know you 

submitted hours!
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 Click Done to Move On

 Thank you for learning about Master Gardener 
Online Hours!


