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Household/Family 

Frequently Asked Questions 

1. How do I add a new member to the household?  

The way to add household members depends on if your state has enrollments turned on or not.  

If the state has enrollments turned on: 

1) Go to the dashboard of your primary account 
2) /ƭƛŎƪ ƻƴ ǘƘŜ ƎǊŜŜƴ άҌ IƻǳǎŜƘƻƭŘ aŜƳōŜǊέ 

 

If the state does NOT have enrollments turned on:  

1) Log into your primary account 
2) /ƭƛŎƪ ƻƴ ǘƘŜ άIƻǳǎŜƘƻƭŘ aŜƳōŜǊǎέ ǘab on the left navigation menu 
3) /ƭƛŎƪ ƻƴ ǘƘŜ ƎǊŜŜƴ άҌ IƻǳǎŜƘƻƭŘ aŜƳōŜǊέ ōǳǘǘƻƴ ƻƴ ǘƘŀǘ ǇŀƎŜ 
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2.  Iƻǿ Řƻ L ŀŘŘ ŀ ƴŜǿ Ŏƭǳō ƻǊ ǇǊƻƧŜŎǘ ǘƻ Ƴȅ άŀŎǘƛǾŜέ ŜƴǊƻƭƭƳŜƴǘΚ 
1) Go to the dashboard of your primary account 
2) /ƭƛŎƪ ƻƴ ǘƘŜ ά¦ǇŘŀǘŜ 9ƴǊƻƭƭƳŜƴǘέ ōǳǘǘƻƴ under the name of the kid you want to add the 

project to. If the button is not under their name, click on their name on the dashboard:  
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3) /ƭƛŎƪ ƻƴ ǘƘŜ ά/ƭǳōǎέ ǎŜŎǘƛƻƴ ŀƴŘ ȅƻǳ ǎƘƻǳƭŘ ǎŜŜ ŀ ǎǇŀŎŜ ǘƻ ά!ŘŘ tǊƻƧŜŎǘέΥ

 
 

4) /ƭƛŎƪ ǘƘŜ ά{ǳōƳƛǘέ ōǳǘǘƻƴ ŀƴŘ ƛǘ ǿƛƭƭ ǳǇŘŀǘŜ ǘƘŜ ŜƴǊƻƭƭƳŜƴǘ ǿƛǘƘ ǘƘŜ ƴŜǿƭȅ ŀŘŘŜŘ ǇǊƻƧŜŎǘǎ 
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3.  How do I pay for my enrollment(s)?  
If your state has not activated online payments, please contact your local county Extension 
Office. 

If your state has online payments turned on: 
1) Log into your primary account 
2) If there is a member with the status of άtŜƴŘƛƴƎ tŀȅƳŜƴǘέΣ ŀ ōǳǘǘƻƴ ǘƘŀǘ ǎŀȅǎ άtŀȅ ŦƻǊ 
9ƴǊƻƭƭƳŜƴǘǎέ ǿƛƭƭ ŀǇǇŜŀǊ ǘƻ ǘƘŜ ǊƛƎƘǘ ƻŦ ǘƘŜ άҌ IƻǳǎŜƘƻƭŘ aŜƳōŜǊέ ōǳǘǘƻƴΦ tǊŜǎǎ ǘƘŀǘ ǘƻ Ǝƻ ǘƻ 
the payment page 

 

3) The page will break down the cost of each individual enrollment and will have a button to pay 
whƛŎƘ ŘŜǇŜƴŘƛƴƎ ƻƴ ȅƻǳǊ [D¦Ωǎ ǇŀȅƳŜƴǘ ƳŜǘƘƻŘ ǿƛƭƭ ŜƛǘƘŜǊ ƘŀǾŜ ȅƻǳ Ǉŀȅ ƻƴ ƻǳǊ ǎƛǘŜ ƻǊ ǘŀƪŜ 
you to an external site to pay: 

 

4) !ŦǘŜǊ ǘƘŜ ŜƴǊƻƭƭƳŜƴǘ Ƙŀǎ ōŜŜƴ ǇŀƛŘ ŦƻǊΣ ǘƘŜ ŜƴǊƻƭƭƳŜƴǘ ǎǘŀǘǳǎ ǿƛƭƭ ōŜ ǎŜǘ ǘƻ άtŜƴŘƛƴƎ 
!ǇǇǊƻǾŀƭέ  
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4.  How do I create a record book? 
 
1) Log into any club member account type in your household 
2) /ƭƛŎƪ ƻƴ ǘƘŜ άwŜŎƻǊŘ .ƻƻƪǎέ ǘŀō ƻƴ ǘƘŜ ƭŜŦǘ ƴŀǾƛƎŀǘƛƻƴ ƳŜƴǳ 

 

3) /ƭƛŎƪ ƻƴ ǘƘŜ ƎǊŜŜƴ άҌ wŜŎƻǊŘ .ƻƻƪέ ōǳǘǘƻƴ ǘƻ ŎǊŜŀǘŜ ŀ ƴŜǿ ōƻƻƪ 
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4) Fill out the information asked for: 

 

NOTE: The primary category, sub category and record book type may be different from state to state 

5) /ƭƛŎƪ ǘƘŜ ά{ŀǾŜέ ōǳǘǘƻƴ ŀƴŘ ȅƻǳ ǿƛƭƭ ƴƻǘƛŎŜ ǘƘŜ ōƻƻƪ ƭƛǎǘŜŘ ǿƛǘƘ ǘƘŜ ǇǊƻƧŜŎǘ ƴŀƳŜ ȅƻǳ ƎŀǾŜ 
it:  
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5. How do I enter data into my record book? 

1) Log into the club member account that has the book created 
2) Dƻ ǘƻ ǘƘŜ άwŜŎƻǊŘ .ƻƪǎέ ǘŀō 
3) Click on the project name in orange:  

 

4) ! ƭƛǎǘ ƻŦ ƴŜǿ ǘŀōǎ ǿƛƭƭ ŀǇǇŜŀǊ ǳƴŘŜǊ ǘƘŜ άwŜŎƻǊŘ .ƻƻƪǎέ ǘŀōΥ 
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5) Click on the tab to load up that section of the book. These tabs will act ŀǎ ǘƘŜ άtŀƎŜǎέ ƻŦ ǘƘŜ 
book where you can enter data into them 

 
The tabs that appear are differnet depenidng on your states record book.  

6) Some tabs will have a save button after you enter data, some have autosaving and some you 
enter into a table and save after every entry. These all depend on the data that is being asked 
and how it needs to be recorded.    
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6. How do I print my record book?   

1) hƴŎŜ ȅƻǳ ŀǊŜ ŦƛƴƛǎƘŜŘ ǿƛǘƘ ȅƻǳǊ ōƻƻƪΣ ǎŎǊƻƭƭ Řƻǿƴ ǘƻ ǘƘŜ ά±ƛŜǿ wŜŎƻǊŘ .ƻƻƪέ ǘŀōΦ Lǘ ƳƛƎƘǘ 
ŀƭǎƻ ǎŀȅ ǎƻƳŜǘƘƛƴƎ ŜƭǎŜ ƭƛƪŜ tǊƛƴǘκ{ǳōƳƛǘ .ƻƻƪΣ ±ƛŜǿ wŜǇƻǊǘΣ ŜǘŎΧΦΦ LǘΩǎ ƎŜƴŜǊŀƭƭȅ ǘƘŜ ƭŀǎǘ ƻǊ 
second to last tab.  

 

2) /ƭƛŎƪ ƻƴ ǘƘŜ ά5ƻǿƴƭƻŀŘέ ōǳǘǘƻƴ ǘƻ ŘƻǿƴƭƻŀŘ ŀ ΦǇŘf of the book an then use any program that 
you have to open the .pdf to print it off: 
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7.  How do I upload a file to the waiver section of the enrollment? 

1) Log into the primary account 
2) Enter into the enrollment of the member you need to upload a document for 
3) hƴŎŜ ƛƴ ǘƘŜ ŜƴǊƻƭƭƳŜƴǘΣ Ǝƻ ǘƻ ǘƘŜ ά²ŀƛǾŜǊέ ǎŜŎǘƛƻƴ 

 

4) Once on that page, find the wavier you need to upload ŀƴŘ ȅƻǳ ƳƛƎƘǘ ǎŜŜ ŀ ά¦ǇƭƻŀŘ 
/ƻƳǇƭŜǘŜŘ CƻǊƳέ ōǳǘǘƻƴΦ ¢Ƙƛǎ ōǳǘǘƻƴ ŘƻŜǎ ƴƻǘ ŀƭǿŀȅǎ ŀǇǇŜŀǊ ƻƴ ǿŀƛǾŜǊǎΦ LǘΩǎ ŘŜǇŜƴŘŜƴǘ ƻƴ 
the state to set up if the waivers can have uploads or not 

5) /ƭƛŎƪ ƻƴ ǘƘŜ ά¦ǇƭƻŀŘ /ƻƳǇƭŜǘŜŘ ŦƻǊƳέ ōǳǘǘƻƴ 

 
 
 


