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To enter a new leader: 

Select Goto then Leaders 

Select Registration 

Select Enter New Leader and then the Process button. 

 

Use the Tab key to move between fields. 

Enter the leader Name, Address, and Phone. (Selecting the city from the lower right will auto fill 

the state and zip.) 

Enter the Gender. 

You will be taken to the OMB Ethnicity and Race fields. Select the correct boxes and then 

select  the Save OMB Data button. 

Enter the Residence, 4H Years, Adult Volunteer Type, and Alumni fields. (Current Year will 

auto fill.) 

Enter an email address, if available. 

Tab through the Leadership, Parenting, Other, and Active fields.  These will auto fill with N, N, 

N, and Y. 

 

 
 

You will be prompted to save the new leader.  Select OK. 
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Web USerID and Web Password will auto fill when you add the record.  These are the login 

credentials for 4H4ME.com. 

 

If the leader has an email address, check the Allow Newsletter Via Email box.  This will allow 

you to send emails through the Newsletter utility. 

Select the Leader Class. 

There are 3 state fields to record the answers to the 3 questions on the enrollment form. Enter 

uppercase Y or N. 

There are 10 local fields for your county to use as needed. 

 

After completing the main screen, go to Screening on the right side of the screen.  You must 

complete this section to have 4HPlus recognize the leader record as “active”. 

 

 
 

Enter the dates of the steps the leader has completed and select the appropriate screening status.  

If the Youth Protection process has not been fully completed, select Pending in the Screening 

Status Box.  The records of pending leaders will be inactive.  These records will not be 

acknowledged for newsletter labels or reports for active leaders.  A list of pending leaders can be 

printed by going to Reports/Utilities on this screen. 

 

When all four Youth Protection steps have been successfully competed, select Accepted or 

Accepted with Restrictions in the Screening Status box as appropriate.  The record will 

automatically be changed to active.  Restrictions should be noted in the Restriction Explanation 

box.  Other notes can be added to the Notes box.  Use caution in the information that is included 

as this is a public record.    
 

Select the Registration button to return to the leader record. 
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To add a Club, Project, and Achievement, select the appropriate button.  These 3 screens are 

available, but not required for leaders. 

 

 
 

 

When the club selection is done, select the Projects button to add projects. 

To add a club, click on the club button from the 
main record screen.  Select the correct club 
name, and then click Add in the center.  Note 
that a club is not required for a leader record. 

Note: It is possible to identify more than one club for a leader. 
Only one of these clubs can be set as the primary club. 
 
 
 
 
 
 
 
 
 
 

 

If there are more than one club added, then set 

the Primary club by selecting the club from the 

list and selecting the Set Primary Club button. 
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When you are done with projects, you can continue to Achievements, if appropriate, and select 

them the same as projects. 

 

 

 
 
 
 
 
 
 

Select all projects for the leader.  Left 
click to select the first project, scroll 
down to the next project, and use 
Control left click to select the second 
project.  Do the same for any additional 
projects.  Click Add in the center after 
projects have been selected.  Projects 
can also be added one at a time. 
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When done with Achievements, continue to Communications. 
 

 
 

Add additional phone and email contacts if needed. 
To be able to send Text messages to the leader’s cell phone, check the Allow Text (SMS) Messages box 
and select the Cell Carrier from the list.  If the company is not listed, you can add it at the bottom. 
 
When done, select Registration to go back to the leader record. 
 
Additional features can be accessed from the leader record: 

 Horse – optional field to record any project specific training experiences. 

 History – displays clubs and projects.  Tab out of the history year for the current year information 
to be visible.  4HPlus will maintain 20 years of history. 

 Shooting Education – optional screen to track Shooting Sports training information. 

 Training – optional field to record general leadership training experiences. 
 

Once a record has been added, the leader name will appear on the main Leader Selection 
page.  A leader record marked N in the active field on the main record screen will only be 
visible on this screen if the Active Status box is marked Inactive or Both.  Inactive records 
have a question mark preceding the name.  Inactive records will not be visible when Active 
is checked in the Active Status box. 
 
If the leader screening status is set to anything other than Accepted, a warning box will 
appear each time the record is accessed. 
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Leader Field Descriptions 
 

 
Print Label Can be checked on individual records (leader, member and parent 

information) to print labels for an individual or group of individuals. 
 

OMB Ethnicity and Race Fields located in lower left of screen to identify appropriate ethnicity and race.  
4HPlus will take you to this section of the screen when tabbing between 
Gender and Residence.  Identify both ethnicity and race.  Click on Save OMB 
Data and 4HPlus will take you back to the Residence field. 
 

Residence Indicates residence category.  Selections will appear in the Field Help Box on 
the lower right of the screen when clicking in the Residence field.  Residence 
categories:  

 
1 Farm or ranch 
2 Town under 10,000 and rural non-farm 
3 Town & city 10,000 – 50,000 
4 Suburbs of city over 50,000 
5 Central cities of over 50,000 
 

Adult Volunteer Type Identify the primary role of the volunteer.  Click in the Adult Leader Type box 
to open the list of Leader Type options in the lower right of the screen: 

 
80 None 
81 Youth Leader 
82 Organizational/General 
83 Project 
84 Activity 
85 Resource 
86 Key 
87 County Committee 
88 Club Enrollment 
89 Adult Advisor 

 
Note: the Adult Volunteer Types can be used as search fields for labels and 
reports. 
 

Web UserID/Web 
Password 

Will be automatically assigned after saving the record.  This will be used 
when the web companion 4H4ME is launched. 
 

Alumni An optional field to identify 4-H alumni. 
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Leader Field Descriptions – Continued 
 

 
Leadership, Parenting, 
Other 

Fields not being used in Wisconsin, tab through fields and they will autofill N. 
 

Active Field to identify currently active leaders.  The Youth Protection screening 
record will need to be completed for each leader in order for 4HPlus to 
recognize them as an active volunteer. 
 

Leader Class New feature to identify leader records by type of record.  All 4-H volunteers 
should be listed as L01 Traditional.  For individuals who are not serving 
as 4-H volunteers (Adult Leader Type 80 - None), select from the following 
options: 

 
L02 Community Partner 
L03 County Board 
L04 County Extension Committee 
L05 Extension Staff 
L06 FFA Advisor 
L07 Legislator 
L08 Media 
L09 School Contact 
L10 Youth Organization 
L11 Miscellaneous 
 

Note: the Leader Classes can be used as search fields for labels and 
reports. 
 

Local Fields Fields that can be named at the county level to record any type of data that 
needs to be tracked during the course of the year. Year-long uses might 
include individuals serving on an executive board or special committee.  
Shorter-term uses might include workshop registration, forms or payments.  
Local fields can be named or renamed at any time.  Fields will accept text 
and numerical data.  These fields can be searched for labels and reports. 
 

State Fields Two fields are used to record keeping name private and photo release 
approval – use N or Y in each.  These fields can be searched for labels and 
reports. 
 

 

 

 

 

 

 

 

 

 

 

 

 


