Agricultural Career Network
Getting Started using the Instructor Portal

Purpose: Use this as a reference while accessing the AGCN system for the first time. You
should do these steps prior to introducing the students to the AQCN. There are other

areas for educators use, but these are essential before students get started.

Questions?
E-mail:_ teammembership@ffa.org

Call: 800-293-2387

Instructor Portal

My Home
My Profile
Program Profile
Roster Renewal

Calendar

___________________________________

r

My Home — This page displays national, state and |
local FFA news and serves as the landing page to !
AgCN |
|
!

___________________________________

My Profile — This is where you add your personal |
contact information, demographics, professional |
history, interests and opt-in for FFA publications !
and newsletters. :

|

Program Profile — This is the place to add |
information about your agricultural education |
program and FFA chapter. |
:
|

___________________________________

Roster Renewal — Through this page, you can |
manage your FFA roster. You can add students, |
manage membership and submit your roster to the |
state. :

|
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Calendar —Sharing your program calendar to
students, parents and community can be one of the
best ways to keep everyone informed of the projects
and events of your chapter. Check out this easy to
use electronic calendar.
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Agricultural Career Network
Getting Started using the Instructor Portal

Step 1 —-Sign in.

Go to www.ffa.org Click "MyAgCN" you will be asked if you are registering for national FFA convention or
joining the Ag Career Network. Click AgCN.
1. Enter your username and password from your “MyFFA” account. If you do not have an account, click
“If you do not have an account, register here” — near the bottom of the box.

2. If you are registering for an account for the first time your information will be sent through an approval
process. You will receive an e-mail when your account request has been approved. Thank you for your

patience during this security measure.

a. MyAgCN

NATIONAL FFA ORGANIZATION

Agricultural Career Network

My AgCN About Us Programs Events Resou Get Involved Donate Shop Press Room

Donate

Help us make
agricultural
education available
to all students.
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b. Log in page

Q SignIn

— User name:
Password:

[ Sign In |
Sign me in automatically

Reset My Password

—> If you do not have an account, regster here
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c. Advisor homepage

My AgCN About Us

Instructor Portal

My Home
My Profile

Program Profile
Roster Renewal

Calendar

Programs Events Resources

My Home

Get Involved

Donate Shop Press Room

State News

Pellentesque habitant morbi tristique senectus. 1/1/2011
SharePoint Administrator

Vivamus congue, ligula vitae laoreet ultrices, justo nunc convallis
orci, vitae rhoncus ipsum magna ut augue. Ut non arcu velit. Sed
scelerisque risus in massa.
Phasellus dictum libero non ligula. 1/1/2011
SharePoint Administrator

Vestibulum ante ipsum primis in faucibus orci luctus et ultrices
posuere cubilia Curae; Proin et est sed mauris tempor egestas.

National News

Pellentesque habitant morbi tristique senectus. 1/1/2011
SharePoint Administrator

Vivamus congue, ligula vitae laoreet ultrices, justo nunc convallis
orci, vitae rhoncus ipsum magna ut augue. Ut non arcu velit. Sed
scelerisque risus in massa.
Phasellus dictum libero non ligula. 1/1/2011
SharePoint Administrator

Vestibulum ante ipsum primis in faucibus orci luctus et ultrices
posuere cubilia Curae; Proin et est sed mauris tempor egestas.

Donec tortor libero, posuere in. Donec tortor libero, posuere in.
In pharetra nunc sed sem. 1/1/2011 In pharetra nunc sed sem.
SharePoint Administrator SharePoint Administrator
Quisque purus dolor, luctus vel placerat vel, aliquam eget tellus. Quisque purus dolor, luctus vel placerat vel, aliquam eget tellus.
Nulla at eros id tellus malesuada scelerisque et ut quam. Proin at  Nulla at eros id tellus malesuada scelerisque et ut quam. Proin at
nisl ultrices metus. nis! ultrices metus.

1/1/2011

Chaper News

Pellentesque habitant morbi tristique senectus. 1/1/2011
SharePoint Administrator

Vivamus congue, ligula vitae laoreet ultrices, justo nunc convallis orci, vitae rhoncus ipsum magna ut augue. Ut non arcu velit. Sed
scelerisque risus in massa.
Phasellus dictum libero non ligula.
SharePoint Administrator
Vestibulum ante ipsum primis in faucibus orci luctus et ultrices posuere cubilia Curae; Proin et est sed mauris tempor egestas. Donec
tortor libero, posuere in.

In pharetra nunc sed sem.
SharePoint Administrator
Quisque purus dolor, luctus vel placerat vel, aliquam eget tellus. Nulla at eros id tellus malesuada scelerisque et ut quam. Proin at nis!
ultrices metus.

1/1/2011

1/1/2011

Step 2 — Renewing Students

1. Select Roster Renewal from the left menu.

My AGCN  About Us

Instructor Portal

My Home
My Profile
Program Profile
Roster Renewal

Calendar

Programs Events Resources Get Involved Donate Shop Press Room

ROSTER RENEWAL
Active Members
[No Active Students at this time.

Non-Members or Expired Members

Renewal Typ’eg
Student-1 Year [+ ]
Student-1 Year |~ |
| doe jane Student-1 Year[w |

New Students

[No Members match the criteria set.

Add New

| smith rob

[ Armstrong Dwight

[ switch to Clipboard |

[ Preview submission |

2. Previous members that have not been renewed will appear under the Non-Members or Expired

Members section.

3. To renew, simply select membership or student type under Renewal Type. Note: Ag students not
selecting to become FFA Members can now be added to your roster without charge. Simple selecting

Non-Member
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Non-Hembers or Expired Hembers

Membership ID Last Name First Name ~ Renewal Type
omtn  rob  Student-1 Year

Armstrong Dwight  Student-1 Year

= JI=10=1

doe  Jame  Student-1Year

Step 3 — Add Students.

The teacher must create student accounts for students to be able to access the AgCN.

You can add individual or multiple students at once using the “Clipboard”

1. For states currently using AET further instruction will be provided once this synchronization is active -
you will click Sync with AET.

2. To add students “individually? click Add New” --fill in the required student information.
a. Select if you would like them to receive an invitation to join AgCN via e-mail or hardcopy.
__/ \_—
ROSTER |
Roster Renewal:

Agriculture Career Network

Active Members

].‘Alo Active Students at this time.

Non-Members or Expired Members

iMembership ID Last Name First Name  Renewal Type

] smith rob Student-1 YearE
] Armstrong Dwight | Student-1 Year[+]
‘ doe jane Student-1 YearE]

New Students

D

[No Members match the criteria set.
> | [ Add New | Switch to Clipboard |

| Preview Submission |




New Students

|No Members match the criteria set.|

Last Name First Name Email Renewal Type  Invitation

Smith Donald smith@ffa.org None lll Select... U /
NonMember Hard Copy [ New

Student-1 Year Email

[ Preview Submission Student-3 Year
Student-4 Year

3. To add multiple students at once, click “Switch to Clipboard”
a. Obtain an electronic list of all the new students in your classes from Excel, your
school’s attendance system, or Roster (template roster will be available on Roster
Renewal page in the near future). The list needs to be organized with the students

“last name, first name, e-mail” (e.g., Smith, Lindsay, Ismith@ffa.org).

b. Select a default Renewal Type and Invitation delivery mode — this can be manual
changed after Clipboard entry.

c. Paste the list of students into the box.
d. Click “Preview Clipboard “to check added students. Then select OK to return.

Switch to Clipboard

Renewal Type Invitation
Optional Default Values: None v Select...
X Non-Member Hard Copy
Clipboard: Student-1 Year Email
Student-3 Y
—— Worley Meagan meagan@nonffa.org St:dZnt-4 Y:::

Worley Tom  tom@nonffa.org

[ Preview Clipboard ]
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Preview Submission

Preview Submission will move your added and renewed students to Adds and Updates page where
final members can be removed by simply changing a renewal type. All potential students will be stored
here as new students are added or renewed. Once the roster is ready to be processed an invitation can be
sent to students. Simply select Submit Locally.

ROSTER RENEWAL
Roster Renewal:

Master Data

Submission Chapter TX0006
Submission State X
Submission Date 9/2/2011

Member Adds and Updates

Total Fee National State Area Chapter

51.00 21.00 15.00 0.00 15.00
Last Name NF:;:‘e Renewal Type National State Area Chapter
doe jane Student-1 Year + | 7.00 $5.00 0.00 5.00
Armstrong|Dwight| Student-1 Year « | 7.00 $5.00 0.00 5.00
smith rob Student-1 Year « | 7.00 $5.00 0.00 5.00

By selecting "Submit Locally,” you will have the opportunity to "Submit to State™ at a later date.
By selecting "Submit to State,” you will be adding members to your Chapter as well as incurring financial responsibility to collect the above outlined fees

l Submit Locally | [ Submit to State I l Return to Entry ]

el

Step 4 — Invite Students.

a. Submit Locally — click submit locally to complete invoicing and send student invitations.
Two types of invitations will generate, depending on the selection of e-mail or hardcopy.

b. In addition, simply print the invoice for these students by selecting Print Invoice. (COMING
SOON)

Invoice

ROSTER RENEWAL

Roster Renewal:

Master Data

Submission Chapter TX0006
Submission State X
Submission Date 9/2/2011

Member Adds and Updates

Total Fee National State Area Chapter
51.00 21.00 15.00 0.00 15.00
Last Name NF;::; Renewal Type National State Area Chapter
doe jane Student-1 Year « | 7.00 $5.00 0.00 5.00
Armstrong|Dwight| Student-1 Year « | 7.00 $5.00 0.00 5.00
smith rob Student-1 Year « | 7.00 $5.00 0.00 5.00

By selecting "Submit Locally,” you will have the opportunity to "Submit to State™ at a later date

By selecting "Submit to State,” you will be adding members to your Chapter as well as incurring financial responsibility to collect the above outlined fees.

Submit Locally |

| Submit to State ]

[ Return to Entry l
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Invitation — Hardcopy Invites

ROSTER RENEWAL

Roster Renewal:

[ Return ] l Print Invites ]
Welcome jane doe

We would like to invite you to join the FFA on-line community. You can access your account at the following link:
https://test ffa.org/pages/invitation.aspx

Once there, you will need the following information:

Chapter: TX0006
Invitation Code: BHWIUD

this invitation will expire on: 9/16/2011
We look forward to working with you in your on-line journey with FFA.
Welcome Dwight Armstrong

We would like to invite you to join the FFA on-line community. You can access your account at the following link
https://test.ffa.org/pages/invitation.aspx

5 Once there, you will need the following information:
Step J — Submit to State.

Chapter: TX0006

Invitation Code: VPGPAU

You can repsat-this.precess as negded. When roster is complete click “Submit to State” — once you
have submitted to state, the option of creating student invitations will be eliminated.

TJotal Fee MNational ]
51.00 21.00
First 2
Last Name FEEE Renewal Type National
doe jane Student-1 Year « | 7.00

Armstrong|Dwight] Student-1 Year -« | 7.00

=smith rob Student-1 Year - | 7.00

By selecting "Submit Locally,” you will have the opportunity to ™S
By selecting "Submit to State,” yvou will be adding members to y

/[ Submit to State ] [ View Hard Copy ]

e Students will be given a link to access and create their own username and password.
e You can always access student accounts and monitor their entries.
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