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ZSuite Club Leader 
Management Guide

edited from Illinois 4-H Guide

Requesting Club Access
Once you have enrolled in the ZSuite system and your enrollment has been approved by county 4-H staff, you can 
ask for access to manage your club in the system. This access will allow you to get club member contact and project 
infor-mation, and use a variety of system features. 

1. To request access, log-in to your ZSuite and select your personal adult profile (not your primary profile)

2. On your family dashboard, scroll down to your name in the household member list. Click on your name.



Page 2

3. This will open a list of clubs where you are an approved volunteer. Hit the pink “REQUEST TO BE A CLUB LEADER”
button to request access to any club you would like to have access to. If you don’t see this box, it might be because
your enrollment wasn’t approved yet.

4. After you hit this button, a request for access will be sent to your local county staff. You’ll see a note on your profile
that your request is “Pending Approval”.

5. You will need to wait until county staff approve your access (approval is
not guaranteed). Once access is approved, the “Pending Approval” note
will be removed from your Leader status and you will see an additional
menu item (featuring the club name) on your navigation panel under the
“Payments” item. This new menu item is where you can manage your
club.

Accessing Your Club Home Screen
Log-in to your ZSuite account and select your personal adult profile (not the 
primary household profile). On your profile’s home screen, look for your club 
name in the left menu. Any club you’ve been approved for should appear 
there with a little triangle to the right of the club name. Click on this triangle 
to open up that club’s menu (see image above right).

Click on the “Home” menu item that appears below the club name. This 
opens up the home screen for your club. This page will give you a snapshot of 
the following items (match numbers to locations on screenshot on next page):

1. Club Overview – This provides a quick overview of the Number of Lead-
ers, Project Leaders, Volunteers, and Members in the club, and what status
they are in (approved or not approved). Reminder: members should not
be attending 4-H club meetings until they are approved.

2. Events – This section displays events that may be relevant to your club
that were posted by you, or by the county or state.

3. Volunteers In Club – This section provides basic contact info and current
enrollment status of volunteers affiliated with the club. If you need to view
details about the volunteer’s enrollment, you can do that using the “View
Enrollment” button.

4. Members in Example Club – This section displays basic contact informa-
tion for members affiliated with the club. If you need to view details about
the member’s enrollment, you can do that using the “View Enrollment”
button.
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Note: Youth and volunteers should have ACTIVE/Green status in the “enrollment status” column in order for youth and 
adults to engage in any 4-H meetings or activity. If an individual is not active status they should not be allowed to partici-
pate and are not covered by 4-H program insurance. Check with your local county Extension office if you have questions.
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Sending Announcements
As an approved club leader with access to your club, you can post announcements that will show up on the dash-
boards of families with members or volunteers enrolled in your club. This is a great way to send meeting notices and 
other announcements to your families’ ZSuite dashboards. Note: This feature does not send an email to families.

1. To add an announcement to the system, click the “Announcements” item in the menu under the club.

2. On the screen that opens click on the green “+ANNOUNCEMENT” button.

3. On the next screen, add an announcement title.

4. Then put in a date that the announcement should show until. It will automatically stop displaying to families after
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this date.

5. Enter in the announcement details (who/what/when/where/why) in the text box. We encourage you to include
contact info in the announcement (name, phone and email address). Hyperlinks can be added by clicking the
chain link.

6. Click the “SAVE” button, then the announcement will become live in ZSuite.

7. Your announcement will show up on your club member’s dashboards upon their next login to ZSuite.

8. If you need to edit your announcement in the future, you can go back to the announcements menu item and use
the blue pencil icon to edit an announcement or the red trash can icon to delete it. The “Show Expired” toggle in
the upper right corner allows you to see announcements you sent in the past that hit their expiration date.



Page 6

Accessing Club Member Reports
Club Volunteers can access the following reports from the club Reports menu item:

• Club Member Directory – This report features names and contact information for members enrolled in your club.

• Member Waivers – This report allows you to download copies of the waivers club members signed as part of their 
registration (Risk Release, Code of Conduct, Photo Release). You’d most likely use this report to view the “Youth/
Talent Photo Release” to see who consents to having their photo taken in your club and who doesn’t. Note: this 
report pulls for the whole club and may take some time to download depending on the size of your club. If you do not 
have good internet connection but are in need of this information contact your local Extension Office, they can pull 
the report for you.

• Members Per Project – This is a detailed project report. It lists all projects available within the club and the 
name(s) of the member(s) affiliated with the project type.

• Membership Report – This report lists member name, number of projects the youth are enrolled in, and their 
enrollment status (whether they are active or not).

• Project Directory – This report lists project types, names of kids enrolled in those projects, and those youths’ 
contact information. It can be filtered by project type.

• Project Types – This is a good report to use for your club directory. It includes member name, 4-H age, email, 
phone, and projects the member is taking.

• Project Types Summary – This report provides a head count of the number of member(s) per project type.

Additional reports may be added by the company throughout the year. Reports related to record books deal with a fea-
ture Illinois 4-H is not currently using. To access reports, see steps below along with the numbered screenshot.

1. To access reports, click on the “Reports” menu item under your club menu.

2. Then select the report you’d like to run in the “Choose a Report” box. 

3. Once you’ve selected the report, add any additional filters from the filter box (most reports only offer the “Year” 
filter, but some offer additional filters).

4. Your report runs immediately and should display on the screen. Sometimes reports can take a little bit of time to 
generate. 

5. Once the report is visible on screen, you can hit the green “EXPORT CSV” button to download an editable spread-
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