


Ignite Portal Purpose

The Ignite Portal was developed as a centralized system that allows Ignite Ticket Purchasers, Lead Chaperones, Registration
Ligisons, adult and teen participants, parents, and National 4-H Council staff to view and update relevant event information,
with access tailored through custom permission levels to ensure each user sees and edits only what they need.

We highly recommend all attendees, Lead Chaperones and a parent/guardian for each teen attendee utilize the Ignite portal
to submit all registration information, complete the required forms and register for teen workshops.

Navigating the Ignite Portal Guide
Throughout the Ignite registration process, certain portal features and functions become available or close based on
designated dates and deadlines.

Features that are no longer available are indicated with red text in this guide. While the instructions remain included for
reference, participants will no longer be able to make those changes once the applicable deadline has passed. Examples
include updating registration information, requesting roommates, or modifying other time-sensitive selections.

The instructions are provided in advance so
participants can prepare for upcoming registration tasks; however, these functions will not be accessible until the specified
date. Participants may use the instructions once the feature becomes available.

If you have any questions related to the Ignite Portal, please contact events@4-h.org.
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Portal Access

An email address is NOT required for teens or parents/guardians, but we highly recommend including them to help ensure
timely communication. We ask you to please ensure each contact has a unigque email address. Do not use a parent’s email for
a teen or vice versa, each email can only be linked to one contact in the system. The system will not allow you to save a
contact if the email address is already associated with another person.

e Inordertologin for the first time, you will need your invitation code which will be emailed from
DoNotReply@igniteevents.4-h.org and is unique to each individual contact. Your Invitation code will consist of a
combination of letters, numbers and dashes.

1. Copy your invitation code.

Click Redeem invitation

Paste your invitation code. (DO NOT CHECK | have an existing account.)

Click Register.

Select a Username and Password.

Click Register again.

You're in! Document your username and password somewhere safe.

¢ Have an existing account? If you have attended an event hosted by National 4-H Council since June 2024, you will
use your previous login information.

1. Click here to login
2. Enter your Username and Password
e Forgot your password?
1. Click here
2. Click Forgot your password?
3. Type in your email address.
= Note: If you have never logged in before and set up your account, this functionality will not work.

No UGN

Portal Roles

National 4-H Council (Council) staff will facilitate Ignite by 4-H. Your Lead Chaperone is responsible for reserving your tickets
and payments, planning all travel, assigning roommates and ensuring your group is completely registered for workshops and
Offsite Educational Activities prior to traveling to Washington D.C.

During Ignite, groups will interact with numerous members of National 4-H Council staff. The Youth Experiences team
coordinates and executes Ignite by 4-H in partnership with the Ignite Design Team to ensure that each attendee has the best
experience possible.

What is the difference between a Ticket Purchaser, Lead Chaperone and Registration Liaison?
All roles listed below will have access to the Ignite Portal to add contacts, assign them to tickets, and view or export attendee
information such as hotel rooming assignments, workshop selections and assignments, and more.
e Ticket Purchaser (TP)
o The person who purchased the ticket(s) for Ignite
o NOT required to have a ticket or attend Ignite
o Must designate at least one Lead Chaperone for the tickets they purchase (and may optionally assign a
Registration Liaison)
o Can also serve as Lead Chaperone if they are attending
¢ Lead Chaperone (LC)
o Must have an Adult Ticket for Ignite
Responsible for ensuring all required information is submitted for the tickets assigned to them
All attendees assigned to the same LC must travel and arrive onsite together
Will be copied on communications to assigned attendees
Acts as the main liaison between National 4-H Council and their assigned attendees onsite, including check-in
and in the event of any issues involving attendees in their group.
e Registration Liaison (RL)
o Optional administrative support role
o NOT required to have a ticket to Ignite
o Should only be added if someone other than the TP or LC needs access to manage or view information in the
portal

O O O O
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All Users

Note: All instructions and links that follow are available to logged-in users only.

Update your Profile

1. Open Your Profile by:
o Click here or you can click your name in the site header.
2. Update your information:

All Tickets

First Name

Last Name

First Name for Name Badge

Email

Mobile Phone

Sex

City

Zip Code

Dietary Restriction & Food Allergies
Accommodation Requests (not roommate, accessibility needs)
Shirt Size

The year involved with 4H

o

O O O O OO0 0O O O O O

Extra Fields for Teens Tickets Only
o Date of Birth
Expected HS Graduation Year
Roommate request
Track (can be updated through January 22, 2027, but early selections help us plan our workshop schedules)
CWEF @ Ignite & Soccer tracks are only available if those ticket types are purchased.

O O O O

Parent/Guardian of Teens
o  First Name
Nickname (if applicable)
Last Name
Email
Mobile Phone
The year involved with 4-H (if applicable)

O O O O O

3. Save your changes
o Click Update

Request a Roommate (Adult Ticket)

As a reminder, all adult chaperones will have single-occupancy rooms. If you would like to request to room with another
adult, please follow instructions below.

1. Click My Ticket (Adult) in the site header.

2. Click Request Roommate.

3. Type in the full name of the person you would like to room with.

Adult attendees will not be assigned a roommate unless both individuals specifically request to room together. If both adults
indicate a desire to share a room, they will be paired. No discount will be provided for sharing a room.
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Request a Roommate (Teen Ticket)

As a reminder, all teen rooms are double-occupancy. Youth delegates will have the opportunity to request a specific
roommate by Monday, November 2, 2026.

1.

2.
3.

Click My Ticket (Teen) in the site header.
Click Request Roommate.
Type in the full name of the person you would like to room with.

Rules and reminders:

All teens will have 1roommate. Unfortunately, we cannot accommodate requests for three teen attendees in one
room or single rooms.

Attendees under the age of 18 will not be paired with anyone age 18 or older by March 16, 2027.

Due to different check-in dates, teens with CWF @ Ignite tickets cannot room with teens holding general Ignite
tickets.

If no roommate preference is submitted or if your state has an odd number of delegates, we will coordinate with your
Lead Chaperone to assign a suitable roommate from another delegation.

Complete Your Code of Conduct Forms

1

NoOUTRWN
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In the site header, click My Ticket (Adult) OR My Ticket (Teen)
Click Code of Conduct.

Review the form, then check Agree to all fields.

Enter your full name in the Signature and the date.

Click Next

Review, enter your full name and the date.

Click Submit.
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Teen Attendees

Notes: All instructions and links that follow are available to logged-in users only.
e Teens cannot add their parents to their ticket or share an email address. Each individual person should only have one
contact in the Ignite portal.

All teens are required to complete the following steps in order to attend Ignite:
1. Update their profile including dietary restrictions (due November 2, 2026)
2. Complete their Code of Conduct forms which must also be signed by their parent/guardian (due December &, 2026)
3. Register for workshops and choose their track (due January 22, 2027)

All teens have the option to:
1. Request a roommate (due November 2, 2026)

An email address is NOT required for teens, but we highly recommend including an email address to help ensure timely
communication.

Choose Your Track
1. Click My Ticket (Teen) in the site header.
2. Scroll down then click Choose a Track
3. Make a selection from the drop-down.
e If you're unsure about your track, don't worry! You can change your mind, but this helps us estimate the number of
seats needed for each track.

Register for Workshops
Teens will be ineligible to register for workshops until they and their parent/guardian have both completed the required
forms.
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Parent/Guardian of Teen Attendees

Notes: All instructions and links that follow are available to logged-in users only. If you as a Parent/Guardian are not
attending Ignite, you must be added to your teen’'s account by the Ticket Purchaser, Lead Chaperone, Registration Liaison or
by emailing events@4-h.org with your email, first name, last name and the name of your teen(s).
e Parents cannot add their teens as contacts and teens cannot add their parents (UNLESS the Parent/Guardian is also
the Ticket Purchaser or Lead Chaperone). Each individual person should only have one contact in the Ignite Portal.

All teens are required to complete the following steps in order to attend Ignite:
1. Update their profile including dietary restrictions (due November 2, 2026)
2. Complete their Code of Conduct forms which must also be signed by their parent/guardian (due December &, 2026)
3. Register for workshops and choose their track (due January 22, 2027)

All teens have the option to:
1. Request a roommate (due November 2, 2026)

It is essential that parent/guardian contacts are set up using their own email address. If a parent’s email is entered for a
teen’'s contact, the system will recognize that email as belonging to the teen. As a result, the parent will be unable to sign the
required forms. Parents/guardians must therefore log in separately with their own email address to complete the necessary
forms. An email address is NOT required for teens, but we highly recommend including an email address to help ensure timely
communication.

Parent/Guardian Complete Your Teen’s Code of Conduct Forms

1. Inthe site header, click Parent Information
e If you don't see Parent Information then you are not set up in our system as the Parent/Guardian of any teen
ticketholders.
2. Scroll down to Step 2 and click the down arrow on the right next to your teen'’s ticket information
3. Next you can either click Complete Code of Conduct Online OR Upload Code of Conduct File
e If you click Complete Code of Conduct Online, then you will proceed with following the prompts to sign the forms
digitally. Here you will also have the option to sign for your teen and yourself.
e If you click Upload Code of Conduct File, then a page will open to upload your form.
o Forms can be found here for download and signature:
=  General Ignite Forms - Arriving 3/17/27
Youth Ignite Code of Conduct Form
Adult Ignite Code of Conduct Form
= CWEF @ Ignite and Soccer Forms - Arriving 3/16/27
Youth Ignite Code of Conduct Form - CWF
Adult Ignite Code of Conduct Form - CWF
= National 4-H Soccer Forms - Arriving 3/16/27
Youth Ignite Code of Conduct Form - Soccer
Adult Ignite Code of Conduct Form - Soccer
o Note: Forms must be manually reviewed and may take 3-5 business days from the time of upload until they
are manually approved or declined. During this time your form status will still show as Form Pending.

Parent/Guardian Request a Roommate for Your Teen

1. Inthe site header, click Parent Information
e If you don't see Parent Information then you are not set up in our system as the Parent/Guardian of any teen
ticketholders.
2. Scroll down to Step 3 and click the down arrow on the right next to your teen'’s ticket information and click Choose
Roommate Preference
3. Enterin the full name of the teen your child wishes to room with.

Rules and reminders:

e All teens will have 1roommate. Unfortunately, we cannot accommodate requests for three teen attendees in one
room or single rooms.

e Attendees under the age of 18 will not be paired with anyone age 18 or older by March 24, 2026.

e Due to different check-in dates, teens with CWF @ Ignite tickets cannot room with teens holding general Ignite
tickets.

e If no roommate preference is submitted or if your state has an odd number of delegates, we will coordinate with
your Lead Chaperone to assign a suitable roommate from another delegation.
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Parent/Guardian Update Your Teen’s Profile

1. In the site header, click Parent Information
e If you don't see Parent Information then you are not set up in our system as the Parent/Guardian of any teen
ticketholders.
2. Under Step 1, click the down arrow on the right next to your teen'’s ticket information and click Update Profile
3. Update any missing or incorrect information, then click Submit

Parent/Guardian Choose Track for Your Teen

1. Inthe site header, click Parent Information
e If you don't see Parent Information then you are not set up in our system as the Parent/Guardian of any teen
ticketholders.
2. Scroll down to Step 4 and click the down arrow on the right next to your teen's ticket information and click Select
Track
3. Make a selection from the drop-down.
e If your teen is unsure about their track, don't worry! They can change their mind, but this helps us estimate the
number of seats needed for each track.

Parent/Guardian Register Teens for Workshops
e  Proxy registration allows a parent/guardian or chaperone to register a teen for workshops on the teen’s behalf.
This functionality will not be available to proxies until January 13, 2027 at 3 p.m. EST, regardless of whether the
teen qualifies for an earlier registration period.
e Teens will be ineligible to register for workshops until they have complete the required forms.
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Ticket Purchasers, Lead Chaperones and Registration Liaisons

Note: All instructions and links that follow are available to logged-in users only. If you are not a Ticket Purchaser or assigned
as a Lead Chaperone or Registration Liaison, you will not have access to any of the features below.

Create Contacts

Each individual person should only have one contact in the Ignite portal. It is essential that parent/guardian contacts are set
up using their own email address. If a parent’s email is entered under a teen's contact, the system will recognize that email as
belonging to the teen. As a result, the parent will be unable to sign the required forms. Parents/guardians must therefore log
in separately with their own email address to complete the necessary forms. An email address is NOT required for teens, but
we highly recommend including an email address to help ensure timely communication. There are multiple ways to add new
contacts, but here is a direct way to create a new contact

1. Click here.

2. Click Add New Contact

3. Enter all available information for the contact.

4. Click Submit

o If you see an error message, the contact likely already exists in the system.

Add Guests to Tickets

You can only add guests to tickets that already have a contact in our system. Guests cannot be added to multiple tickets.
1. In the site header, click Ticket Information or click here
2. Click Register Ignite Attendees
3. Click the down arrow next to the ticket you would like to assign a guest to then click Add Attendee
4. Click the magnifying glass to the right of the Participant and search your contacts for the person you would like
to add.
e If the person’'s name does not appear, they are either already assigned to a ticket OR they do not yet have
a contact set up in our system.
e If you are adding a teen to a ticket, we highly recommend you add their Parent/Guardian as well so they
receive all communication about their teen’s participation at Ignite.
5. Click Submit

Add Parent/Guardian to Teen Ticket

You can only add a parent/guardian to a ticket that already has a contact in our system. Parent/guardians CAN be added to
multiple tickets.
1. In the site header, click Ticket Information or click here
2. Click Register Ignite Attendees
3. Click the down arrow next to the ticket you would like to add the parent/guardian to and click either Add
Attendee or Modify Attendee
4. Click the magnifying glass to the right of the Parent/Guardian and the system will search your contacts for any
adults affiliated with your Land Grant University.
e If the person’s name does not appear, they do not yet have a contact set up in our system. Follow the
instructions above to add a contact and then add their name.
5. Click Submit

Add Lead Chaperone to Ticket

In order to add a Lead Chaperone to a ticket, the Lead Chaperone must already have their own Adult ticket. All participants,
including the Lead Chaperone should have a Lead Chaperone. If YOU are the Lead Chaperone, you should assign yourself as
your own Lead Chaperone. Lead Chaperones are used for placing hotel rooms near each other at the hotel. Refer to page 3
for additional information on the Lead Chaperone role.
1. Inthe site header, click Ticket Information or click here
2. Click Register Ignite Attendees
3. Click the down arrow next to the ticket you would like to add the Lead Chaperone to and click either Add
Attendee or Modify Attendee
4. Click the magnifying glass to the right of the Lead Chaperone and the system will search your contacts for any
adults affiliated with your Land Grant University that have an Adult Ticket for the upcoming Ignite.
e If the person’s name does not appear, they most likely have not yet been assigned to an Adult Ticket.
5. Click Submit
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Add Registration Liaison to Ticket
Registration Liaison’s can be left blank, this is an optional administrative support role. Refer to page 3 for additional
information on the Registration Liaison role.
1. Inthe site header, click Ticket Information or click here
2. Click Register Ignite Attendees
3. Click Add Attendees
4. Click the magnifying glass to the right of the Registration Liaison and the system will search your contacts for any
adults aoffiliated with your Land Grant University.
e [f the person’s name does not appear, they do not yet have a contact set up in our system.
5. Click Submit

View Form Status
1. Inthe site header, click Ticket Information then Attendees Code of Conducts
2. Here you can review the status of all tickets you are assigned as Ticket Purchaser, Lead Chaperone or Registration
Licison and the status of their forms.

Upload Code of Conduct Forms

1. Inthe site header, click Ticket Information then Code of Conduct Forms
2. Click the down arrow on the right next to the ticket you wish to upload a form for, then click Upload Form
3. Click Add Files and a page will open to upload the forms for this ticket.
o Forms can be found here for download and signature:
=  General Ignite Forms - Arriving 3/17/27
Youth Ignite Code of Conduct Form
Adult Ignite Code of Conduct Form
* CWEF @ Ignite and Soccer Forms - Arriving 3/16/27
Youth Ignite Code of Conduct Form - CWF
Adult Ignite Code of Conduct Form - CWF
= National 4-H Soccer Forms - Arriving 3/16/27
Youth Ignite Code of Conduct Form - Soccer
Adult Ignite Code of Conduct Form - Soccer
o Note: Forms must be manually reviewed and may take 3-5 business days from the time of upload until they
are manually approved or declined. During this time the form status will still show as Form Pending.
COC Form Statuses
e Form Pending: Nobody has signed this form
e Teen Signed: Only the teen has signed. Their parent/guardian has not signed yet.
e Form Completed: No further action required.

Remove Guest from Ticket

1. In the site header, click Ticket Information or click here

2. Click Register Ignite Attendees

3. Under Registered Tickets, locate the ticket that you would like to remove the guest from and click the down arrow and
choose Modify Attendees.

4. Navigate to where it says the Participant’s name and click the X to the right of their name. This will remove the
participant from the ticket.
e If you would like to replace someone, you can search for their name or follow the instructions above to add a

contact and then add their name.
5. Click Submit.
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Roommate Requests

1.

2.
3.

Click here
Click the down arrow on the right next to your teen’s ticket information and click Choose Roommate Preference
Enter in the full name of the teen roommate.

Rules and reminders:

All teens will have 1roommate. Unfortunately, we cannot accommodate requests for three teen attendees in one
room or single rooms.

Attendees under the age of 18 will not be paired with anyone age 18 or older by March 24, 2026.

Due to different check-in dates, teens with CWF @ Ignite tickets cannot room with teens holding general Ignite
tickets.

If no roommate preference is submitted or if your state has an odd number of delegates, we will coordinate with
your Lead Chaperone to assign a suitable roommate from another delegation.

Choose Track for Your Teen

Once your teen ticket(s) have been assigned to a Contact and have a Lead Chaperone, you will be able to choose a track for
them. If your teens are participating in CWF @ Ignite or

1

2.
3.

Click here

Click the down arrow on the right next to your teen’s ticket information and click Select Track

Make a selection from the drop-down.

e If your teen(s) are unsure about their track, don't worry! They can change their mind, but this helps us estimate the
number of seats needed for each track.

Update Guest Information

If you need to change the person assigned to a ticket, please refer to the instructions above to Remove Guest from Ticket.
These instructions are to update the personal information for an existing Contact that has been added to a ticket such as
shirt size, dietary restrictions, first name for nametag, etc.

QNN AN

In the site header, click Ticket Information or click here

Click Ticket Information

Click the down arrow on the right next to your teen's ticket information and click Modify Attendees
Click Edit Participant Contact (below Participant)

Click Submit when your changes have been complete.

Reg|ster Teens for Workshops
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Proxy registration allows a parent/guardian or chaperone to register a teen for workshops on the teen’s behalf.
This functionality will not be available to proxies until January 13, 2027 at 3 p.m. EST, regardless of whether the
teen qualifies for an earlier registration period.

Teens will be ineligible to register for workshops until they have complete the required forms.
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Lead Chaperone Form

This form will include your group’s arrival and departure times, Program Showcase sign-up, opt-in for optional meals, etc. It
will open to Lead Chaperones on Friday, December &, 2026 and must be completed by Friday, January 22, 2027.

Offsite Educational Experiences
L]
On Wednesday, January 27 at 2 p.m. EST registration will open to all Lead Chaperones that have completed the Lead

Chaperone Form and all of their guests have completed their COC Forms. Registration will close Friday, February 5 at 12 p.m.
ET.

We encourage you to be prepared to apply on Wednesday, January 27 as these experiences will fill quickly. We will fill them
on a first-come, first-served basis. Delegations that do not register will be responsible for their own plans and lunch for their
delegation at Ignite on Friday, March 19.

Export Teen Schedules

Export Hotel Room Assignments
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