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A Guide For
 4-H Leaders
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4H4ME Leader’s Guide
NOTE: Using Internet Explorer 6.0 or above will provide the best experience.  To maximize your viewing screen space, press F11 after opening 4H4ME.

Before you start
There are two options for logging into 4H4ME:   
· The standard method is to point your browser to www.4h4me.com and login, by selecting “Leader” or under “I already am a 4-H…”.  Select “WI Wisconsin”, then “I have selected my State and know my county”. Then select your county and “Submit”. Then log in using your user ID and password.
· The express method is to point your browser to www.4h4me.com and login, by entering your express login code in the appropriate box and selecting “Submit”.

1.  Viewing and changing personal enrollment data
Note:  Changing personal enrollment data will be available only if your county has approved this feature.
· Login as a leader
· Select “View/Edit Personal Info”
· Make change to any of the editable info (as indicated by the white field backgrounds)
· Select “Save Changes”
· Select “Print Leader Enrollment Information”

2. Viewing and changing project enrollment
Note:  Changing project enrollment data will be available only if your county has approved this feature.
· Login as a member 
· Select “View/Edit Club / Projects / Achievements”
· Select “I Want to Add/Remove my Projects”
· Select a project in the left/right box to add/remove a project, Select the “Add/Remove” button to see your newly revised list of projects.

3.  Club reports
· Login as a leader
· Select “View/Print Club Information”
· Select the club
· Select “Club Listing” or “Club Report” or “Club Mailing Labels”

4.  Uploading club messages
· Login as a leader
· Select “Submit Club Message”
· Select the club
· Select “Create New Message” and enter a new message for the club
· Select “Submit New/Modified Message”
· Select “Prior Screen” 
· Select “Explore My Clubs”
· Select the club to view uploaded message(s)

5.  Uploading club link
· Login as a leader
· Select “Upload Club Links”
· Select the club
· Select “Get Next Available Link Record Key”
· Enter a link URL in the box.  Example http://4h.uwex.edu/
· Enter a link description.  For the above example, “WI State 4-H”
· Select “Add Link Described Above”
· Select “Prior Screen”
· Select “Explore My Clubs”
· Select the club and select “My Club Links (Places to visit)”
· Selecting the link will open the site in a new window

6.  Uploading club document
· Login as a leader
· Select “Upload Club Documents”
· Select a club
· Select “Get Next Available Document Record Key”
· Enter a document description
· Select “Locate Document File to Upload”
· Select “Browse” to find a document to attach
· Select “Upload Document File Located Above”
· The file may take some time to upload, but will be displayed in the box when finished.
· Select “Prior Screen”
· Select “Explore My Clubs”
· Select the club and select “My Club Files (Things to download)”
· Selecting a file and select either “View Document File” or “Download File”

7.  Uploading club photo
· Login as a leader
· Select “Upload Club Pictures”
· Select a club
· Select “Get Next Available Photo Record Key”
· Enter a photo description
· Select “Locate Photo File to Upload”
· Select “Browse” to find a photo to attach
· Select “Upload Photo File Located Above”
· The photo may take some time to upload, but will be displayed in the box when finished.
· Select “Prior Screen”
· Select “Explore My Clubs”
· Select the club and select “My Club Pictures (Things to see)”
· Select up to 7 pictures from the list to view. 
· Select “<<< Shift Left” or “Shift Right >>>” to rotate through the selected pictures.
· Select any image to remove from the view.

 (
This document was adapted from materials originally developed by the University of Minnesota Extension.
)
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