Step-by-step guide for a new family member enrollment
Personal information
Make sure the following boxes are filled in: email, last name, address, city, state, zip, phone, county. Continue.
Member list

1. From the “Add a New Family Member” dropdown, select youth or adult

2. Fill in as much profile information as possible

3. Is this person a Volunteer? Yes (Adult Volunteer, youth officers) /No (General youth members)
4. Click on the appropriate buttons for: gender, ethnicity, residence, Military service, school grade

5. Click “continue”

6. Fill in name and type of school

7. Choose the Newsletter preference (our county does not offer “Paper” mailings and also has no newsletter at this point)
8. Click the box for enrollment confirmation

9. Click the box for Waiver of Liability

10. Click on the red sentence to download the Medical Release Form. Complete this fillable pdf form, then print as many copies as you or your child has projects plus one (for club to retain), sign each copy, give a copy to each Project Leader as well as the Community Club Leader 
11. Click on “Continue”

12. For Adult Volunteers only, be sure to read the instructions carefully for the auto liability page. Not entering the correct amount (0.00) in the deductible will leave your application in “Incomplete” and it won’t go though.)
13. Select Club: Select “Oak Town 4-H ” from the dropdown menu

14. Select Volunteer Type if applicable (adults will mostly leave this blank, youth select club officer as appropriate)
15. Click on “Add a Club”

16. If you are participating in a project from another club or the County, repeat these steps to add the crossover club

17. Click on the Projects tab 
18. Select the club, select the project, select years you have been involved with this project (if you are new, this is year “1”) and volunteer type if applicable (for teen leaders)
19. Click on “Add Project”

20. Initially members should select ONE project to complete the registration. Actual project choice for youth will happen later during our “Project Enrollment” period at the October Club Meeting.
21. When finished Click on “Submit Enrollment” (We do not use the “Groups Tab”) This will take you back to the Member List page where you may add another family member.  When you have finished adding members, log off
