Wisconsin Leadership Academy 2016 On-line Registration Instructions
The Wisconsin Leadership Academy (formerly known as TEAM Training Leadership Labs) offers opportunities for students & advisers to learn from a featured keynote speaker and attend various breakout sessions coordinated via guest presenters and Wisconsin FCCLA state officers. FCCLA Regional Representatives also meet to prepare for competitive events hosted during Wisconsin FCCLA Regional & State Leadership Conferences.
There are three great opportunities to participate: 
· American Family Insurance Training Center in Madison – October 14, 2016
· UW-Stevens Point – October 17, 2016
· UW-Stout in Menomonie – October 18, 2016.
Please visit the Wisconsin Leadership Academy (WLA) website [http://dpi.wi.gov/fccla/wla] for more information including: sample program, code of conduct forms, driving directions, and registration information.
Again this year, WLA registration is available on-line. If you’re interested in participating in a WLA, please select the registration link for a chosen location at http://dpi.wi.gov/fccla/wla.  Review the welcome page and then click on “Registration.”  Enter your User Name & Password to log-in:
User Name –
Password – 
[Anticipate that your logins would be the same as from last year’s FCCLA membership affiliation system.]
Next, you’ll be prompted to verify/update your FCCLA chapter’s contact information. Also, please respond to the question about if your participants have any dietary restrictions or special accommodation needs. When complete, click on “Save” to proceed to WLA registration.
To begin WLA registration, click on “Add New Name” and please provide the following for each participant:
1. Name
1. Participant Type [student, adviser, or chaperone]
1. [bookmark: _GoBack]Respond with any specific dietary restrictions or special needs
1. Click on “Save”
1. Review submitted information, and then click on “Finish Participant” to submit participant.
1. Repeat above by clicking on “Add New Name” until all participants are registered.
You may preview your Registration Invoice at any time by clicking on “View Registration.” Note, the top will say that ‘registration is not complete’ because you need to confirm that you’re finished registering. Please click on the “Back to Registration” link.
To finalize your registration submission, you MUST click on “Finished Registering.”  This step will generate a final invoice including the date submitted, and automatically e-mail you a copy for processing payment. You may also print the invoice from this screen.  This e-mail will be received from “wi-fccla@registermychapter.com” with the subject line including registration, and FCCLA chapter name (i.e., Registration-Anytown FCCLA 12345).
To log-out, click on “Back to Registration” and select the “Log Out” button.
WLA registration closes at midnight one week prior to each conference. Substitutions are allowed; you may relay any such changes to the FCCLA State Office after registration closes. While registration remains open, you can make revisions including: changing names, adding students, etc.
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