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Leader guide to online re-enrollment
Getting your login ID and Password
You can get your login ID and password by asking your county 4-H Office or you can get it emailed to you from 4H4ME.  Go to 4H4ME.com and in the Currently Enrolled in 4-H box, select Wisconsin.  Select Leader.  Click the Sign In button. 
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On the next screen, select your county and then click the Next Step>>> Button.
On the line the starts Forget User ID and password, enter your email address and click Submit.  [image: ]
You will receive an email with the User Id and password for all leader accounts associated with this email.
Alternately, if you know your User ID, but not your password, enter your User ID on the line above this and click Email My Password.

Logging in to 4H4ME.com
In the upper right corner of the front 4H4ME page, there is an Express Sign in box.  If your User ID was EXB1234 and your password was ‘ilove4-h’ you would enter like below and click on Sign in.
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On the next screen, click on the Re-enroll for Current Year button.
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As you complete each step, Complete! will appear after each line.
Leader Information
On this screen, confirm all the information.  Boxes highlighted in green are read only and can be changed only at the county office.  
When you are done, click the Continue Re-Enrollment Process button.
Local / State Additional Fields
On this screen there are boxes that your county set up.  See their instructions for details on how to answer these.
In the State Defined Fields column, there are 3 boxes to enter your responses to the following state required statements.  Please enter ‘Y’ or ‘N’ in each box.
Keep Name Private
“I want the University of Wisconsin-Extension to keep my name and contact information
private when creating a public record or list.”


Photo Release Approval
“I grant the University of Wisconsin Board of Regents and University of Wisconsin-Extension
(hereinafter University) the right to publish, and copyright my image (including audio, moving image or
photography) for educational programs, websites, and promotion of University programs.”
[bookmark: _GoBack]Requires Accommodation
“I require an accommodation for a disability to participate in this program.”

When you are done, click the Continue Re-Enrollment Process button.
Email & Cell Phone Information
On this screen enter any additional email addresses or cell phone numbers that you can be reached at.  
If you are willing to accept text messages from your county office, select your Cell Phone carrier from the list.
When you are done, click the Continue Re-Enrollment Process button.
My Club(s)
If you are changing clubs, select the new club from the list on the left and click the Add button.  
To remove a club, select it from the list on the right click the Remove button.
When you are done, click the Continue Re-Enrollment Process button.
My Project(s)
You can add or remove projects in the same manner as clubs in the previous step.
IMPORTANT: Leaders are enrolled only in projects ending in ‘0’.  Youth project codes end in ‘1’ through ‘9’.  
When you are done, click the Continue Re-Enrollment Process button.
My Achievement(s)
On this page you can verify the achievements or activities that you have received.
When you are done, click the Continue Re-Enrollment Process button.
Leader Behavior Agreement Signature Form
This form contains the standard Wisconsin 4-H Youth Development adult volunteer behavior agreement.
Print, sign, and return this page to your club or county leader.
When you are done printing the form, click the Continue Re-Enrollment Process button.
Submit Re-enrollment
After you have completed all the steps, the Submit My Re-enrollment button will enable. Click this button.
On the next page you can review and print the re-enrollment data that you just submitted.
Log Out
Click the Log Out button in the top right corner.  
Congratulations! You Are Done!  Remember to return the behavior agreement signature page to your leaders to complete the re-enrollment process.  
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