How to Start or Reactivate an Alumni

Step One. Fill out and submit your Alumni Application (if active and have a chapter leader) skip to
step 3.

Download the application online at https://ffa.app.box.com/v/start-an-alumni-chapter/file/1014970585190 and fill it out with all
info. Then email the application to ffaalumnimembership@yahoo.com. We will forward it to nationals and when approved you
will receive an email with your Chapter number. Once you receive the email go to step two.
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Step Two. Create a Chapter Leader (it is recommended to have more than one chapter leader)

1. Go to FFA.org

= EXPLORE FFA NEWS ~ FOUNDATION & DASHBOARD + Q-

2. At the top, click Dashboard

& DASHBOARD v

3. Select Teachers/Advisors or Alumni Members.
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Alumn Members
State Staff

Alumnri State Staf
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4. Select Request Access to a Chapter. % e
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If you are not logged in to FFA.org, you will be prompted to log in. Log in to FFA.org. (If you do not have a log in click sign up
and follow those steps. Once you have signed up go back to these steps)

Welcome!

Or log in/sign up with:

GCGOmO

National FFA Staff Access

5. Here you will fill in ALL your information and  Self-Registration
hit submit at the bottom. Be sure to select
Alumni leader under leader type.

det. please complete the information below and submit your request, Upon submission, your stale staff (or) local leader must approve your

o official local leader.

As soon as you hit Submit, please email ffaalumnimembership@yahoo.com to let them know you
have submitted a request to become a chapter leader. The system does not alert us about
requests so if you do not send us an email, we will not know that you are waiting on Approval.
Once you have been approved you should receive an email telling you that you have been
approved. Once approved go to step three.

Step Three. Pay your dues of $100.

go to Ffa.org
Click on Dashboard

Alumni State Staf

Alumni Leader

CIICk a|Umn| members Post-Secondary Educator
Click manage profile (here it may ask you to log in)

AG EXPLORER



. ‘ROFILES » SEARCH »
Click on Roster to get a dropdown tab.

~ Manage Memberships
Click on manage batches (it may ask you to AT scavemerstins

I -oister Added Memberships

Iog in agaln to Verlfy you) Approve Pending Memberships
2rofile Overvie
! i Manage Membership Transfers

Jemographic. ¢f1anage Batches

Membershipt Manage Chapter Leadership

Subscription b Register as Student/Alumni

Register as Chapter Leader

Here you should see your chapter name on the right of the screen.
Manage Batches

Member Type Membership Year State

x FL-Florida FEA Al | %

State Assaciation Division Submission Level Status @ Afhliation

If you do not see your chapter name type in your chapter name and hit search, then scroll down
under Annual Fee details.

Annual Fee Details
Select State  Chapter Chapter Name Status Last Approval On Invoice & Fees Actions

O 1 FLAOIY Deltona FFA Alumni Approved 11772023 $100000@

To the right of your chapter name under the word Actions you will see a little credit card icon and a
printer icon. If you need the invoice, you can click on the printer icon so that you have a copy.

O FL FLADDGE Ponce De Leon FFA Alumniand Supporters State 5/1/2023 5100.00
O FL FLAODET  Chiefland FFA Alumni Approved 11/12/2023 4£100.00 G J
E| FL FLAODEE Dbae FFA Alumm Approved | 10/31/2023 ALUI9983 5100.00 = ‘/

Click on the Credit card icon to make a payment. (If you see a green P that means you paid already
directly to nationals. If there is a printer that means you paid via check to the State and you can print your invoice.)

It will ask you to sign up for PayPal but if you keep scrolling down you will see a white button to
click on that says Pay with Debit or Credit Card.

Pay with PayPal

With a PayPal account, you're eligible for . PuyPaf
Purchase Protection and Rewards.
‘ This will take you to the payment
i u ‘ screen. It may still ask for your email pay now

address so that it can send you a
. receipt. Please fill out and submit our

- We don't share your financial details with the
Forgot password? payment merchant.

United States v
or

( Pay with Debit or Credit Card )

PayPal Guest Checkout

Password




Paying directly to nationals is the preferred and fastest way to complete the next step. If you cannot
pay by credit card, please mail check payments to:

Mr. Archie Matthews

Florida FFA Alumni

11012 NW 202ND ST

ALACHUA, FL 32615-5921

You cannot continue to Step 4 until your payment has been received so if you choose to mail your check just
know it could be a week or more before payment is approved to be able to move on to Step 4.

Step Four. Upload your Roster (you must have 10 members on your roster to be an active chapter)

Go to ffa.org. a

Student Members

Click on Dashboard Click Manage my Profile.  quiaccess

RESERVE CONVENTION HOUSING

Alumni Members
State Staff

click on Alumni Member e s

Alumni Leader

MANAGE MY PROFILE

REGISTER MY MEMBERSHIP

Post-Secondary Educator

State Officers
REQUEST ACCESS TO A CHAPTER
State Foundation Staff

AG EXPLORER

Welcome!

log in with your username and ID. G ﬁﬂﬂ &

National FFA Staff Access

ROFILES SEARCH

Manage Memberships

Click on Roster -,ar] _
click add members {it may ask you to log in again.) -

To the right of import memberships, you can download the template to your desktop, open and enter in all
the names and information.

Add Memberships
Manage Memberships OStudent ® Alumni \b e
Add Memberships Import Memberships & Download Template @

Register Added Memberships [ChoeseFie |Nuf.lc<hos:_ Wit S




Once you have downloaded the template...... make sure to use drop downs where available (membership
type, Prefix, Suffix, State) if you type it in instead of using the drop-down choices it will reject the entire
file. Be aware that all boxes up to zip code including Chapter ID must be filled in or it will not add that
member.

W L e
=

0

Once you have filled that out and saved it......return to this page to upload your file.
Add Memberships
Manage Memberships OStudent @ Alumni e

Add Memberships Import Memberships & Download Template ®

Register Added Memberships [Croose Fig] No'ile cf¥en Kt S

Under import memberships - click on choose file and
Then select your file to upload. -Click import.

If you have names with missing info or are already in the system, it will tell you those names were not
added.

Step Five. Upload your bylaws.

Once you are in the ffa.org system

Welcome Carrie | Sign Out
click on Alumni Chapter Profile | R | Then Click Chapter
FROTILES = ROSTER® S Charter information. Deltona FFA

My Profile

PROFILES ROSTER SEARCH

Alumni Chapter Profile (

Contacts Addresses I Charter l Chapter Name

Charter Information
click on the Charter tab in the middle of the screen.

Official Chapter Charter Name: Deltona FFA Alumni

Chapter Charter Date: 4/14/2003

Chapter Greation Date: Scroll down and click on the arrow to the right of
Charter Document(s) upload Constitution/bylaws. Click on Choose file
and then click on your bylaws that are saved on
T A Tl your computer (remember it must be a pdf) and
ey then click on open and the name of your file should

appear next to the chosen file.

Constitution/Bylaws Document(s)

Click Save and your bylaws should appear in the

P — A P—— p— box with the previous year’s bylaws with the date
FLAOL7 - Constitution & Bylaws B/15/2018 zo18-2008 W@ that you u p|oad ed them .

18-20 FLADIIT - Constitution & Bylaws (1) 2092020 W3

22-23 FLADIIT - Constitution & Byls (1) 20222023 RE

22-23 FLAOIIT - Constitution & Bylaws (1) 20232024 W@

Upload Constitution/Bylaws &



Once you have completed all the steps

Between Sept. 15t and Dec. 1%t in this order you are
registered for the current school year from Sept. to
August.



How to renew Your Alumni Chapter Every Year!

Three Steps these steps are to be done between Sept 15t and Dec. 15t of each school year!!!
Step 1. PAY YOUR DUEs of $100 before Dec. 15t of the School year!
Step 2. Update Roster (download template and only add names of new members)

Step 3. Upload new bylaws (save your bylaws in your computer by the year. Ex. Deltona High Alumni Bylaws 2023-2024)

How to update/add or remove names from your roster

Go to FFA.org and Click on Dashboard a

CI'Ck A|Umnl Leader Teachers | Advisors

Student Members
and then you will have to log in. Atumoi Mernbers

State Staff

Alumni State Staff

Alumni Leader

Post-Secondary Educator

State Officers

State Foundation Staff

Once logged in Click Manage Roster

&

Quick Access

RESERVE CONVENTION HOUSING

MANAGE MY PROFILE

MANAGE ROSTER

It may ask you to log in again. Once you have done that you should be on this screen.

Manage Memberships
- — — — — — —— — - — _— __— — - — -
Manage Memberships Search e
Add Memberships Member Type Membership Year State Chapter @
Ostudent  ® Alumni 2023-2024 x FL - Florida FFA Aln | % v

Register Added Memberships

Advanced Search &
Approve Pending Memberships

Membership Type Submission Level Status @ Batch ID
Manage Membership Transfers - _ s - | - : sal -
Manage Batches State Association Divisions Grade @ Roster Method @
- - - -
Manage Chapter Leadership
Gender FFAID First Name Last Name

Only your Chapter leaders have access to this system and can log in to make changes.



Once you have logged in you will see to the left is a list of options to click on. Click on Manage Members.
Scroll down and you should see your list of members.

®Memberships (O Member Details

O Member Login Info

[[] select all 98 memberships

Select FFAID Prefix First Name Last Name Suffix Membership State Chapter Membership
All Type Year(s)

[m]

=) 604652238 Juan Aislant Associate FL AOLI7 | 2023 - 2028
O Alesangel | Albizu Associate FL 7 | 2020 - 2025
O 603346005 Tony Amado Associate FL ADLIT 2019 - 2024
O Bryan Anderson Associate FL ADNT 2020 - 2025
= Hayley Avant Associate FL 0117 | 2023 - 2028
O Gabe Bebout Associate FL ACLI7 | 2022 - 2027
O Kevin Carballosa Associate FL LADLIT 2019-2024
O 601875955 Seanna Cashell Associate FL LACIIT 2019 - 2024

Status-Batch  Actions

i

Approved -
605522
Approved -
569033
Approved -
605522
Appsoved -
TO9575
Approved -
672036
Approved -
569033
Approved -

[§] g

B30 30 0 g8 3B e
g g 9 g g %]

Here you can remove any old members who are no longer with your Chapter. By clicking on the Trash

can icon to the right of their name

them. Click on ok or cancel if you made a mistake.

IS substitute jobs @ ePortal @ Log In < Florida FFA.

QuickBook
roster.ffa.org says

- Membership will be canceled along with magazine subscription and

removed from the roster,
m] Click Ok to continue.

O Kayla
0O Simon
O Kelwin
O 601768096 Nicole
O 601737472 Kyle

O 601443999 Ms. Kathleen

Johnathen Lanza

Mejia

Mielech

Murray

Polcyn

Prikopa

Root

Associate
Associate
Associate
Associate
Associate
Associate

Sr. Associate

. A pop-up screen will appear to make sure you would like to remove

2019 - 2024

LAOLIT 2019-2024
AQLLT 2019 - 2024
LAOLIT 2019 -2024
AQLIT 2019 -2024
FLAOLT 2019 -2024
AOLIT 2019 - 2024

720102024

Approved
569033

Approved -

569033

Approved -

569033

Approved -

565033

Approved -

569033

Approved -

569033

Approved -

569033

To add a member, manually click on Add Memberships on the left of the screen.

Manage Memberships

Add Memberships

Register Added Memberships

Approve Pending Memberships

Manage Membership Transfers

Manage Batches

Manage Chapter Leadership

OStudent ® Alumni

Import Memberships &

Choose File | No file chosen

Add Membership &

Membership Year

2023-2024

Personal Information &

x

Download Template @

pfmbership Type

Under
membership
information You
will see three
boxes in the
third box select
the type of
membership
Annual or
Lifetime.

Then fill out the form below with their full name, Email address, mailing address and phone number.
Without these Nationals will not accept them as a member. Please do not use your school address for
any personal memberships. Once you have put in their info click on Add at the bottom of the Screen.

Additional Information A

High Scheol Graduation

Year

==



A green pop up should come up at the top of the screen saying that you added a member. Then do these
same steps until all new members are added.

Register Added Me

Once you have entered all your new members click on Register " T
added members on the left of the screen. Click the boxes to the
left of their names and then scroll down and click on Register

Analyze Added Membership(s)

added members then click ok on the popup window. A green pop Ryt Added Bessbarstinin
up should come up at the top of the screen saying that you were s
successful. Delete Added Membership(s)

Manage Memberships

Then lastly after all has been registered click on Approve Pending memberships — samemersips
on the left of the screen and select all of your new members by clicking on the
box to the left of their name and then scroll down and click Submit memberships
to State and then click ok in the pop-up window. A green pop up should come up
at the top of the screen saying that you were successful. Now everyone should
be on your roster. i el

Register Added Memberships

Approve Pending Memberships

Manage Membership Transfers

How to renew Members who are already on your roster

Go to FFa.org Click on a

Teachers | Advisors

Dashboard Click Alumni Leader Silcatieatics %f@

Alumni Members -
I
State Staf Click on manage Roster.

Alumni State Staff

Quick Access

RESERVE CONVENTION HOUSING

A s And log in.

Post-Secondary Educator
MANAGE ROSTER
State Officers

State Foundation Staff

Actions

Once logged in Scroll down to see your members. Click Submit Membership(s) to State
the box next to the FFA ID of your existing members and

then scroll down to the actions area and in the Renew . T
Membership area make sure you have selected the

current school year and then select the membership type. ﬁsmis} i Deprer®
Then click on Renew Membership. A green pop-up N x =

screen should appear at the top of the screen saying you , _
Renew Membership Year Membership Type
were successful. . S |

2024-2025 x v




How to transfer a member

Here are the steps:
After logging in to your profile Click on Roster and Manage
Memberships

ROFILES SEARCH

Manage Memberships

™
.Jar] Add Memberships

I Rcgister Added Memberships

Approve Pending Memberships
Tofile Overvie
Manage Membership Transfers
Membership Type Submission Level Stafus § Batch ID
then search for the member or
State Association Divisions Grade Roster Method
Gender FFAID

Reset

Scroll down to the person’s name and check mark the box to the left of the persons FFA ID.

M 604652269 Deacon
BOITRITTT Hailey
M 601443998 Johnathe

Scroll down to the Actions box and select the destination chapter next
to Transfer membership. Then Click on Transfer Memberships. Here
a popup screen will appear to press ok or cancel. Once you hit ok a
green pop up should come up at the top of the screen saying that you
were successful.

If you need more help the Resources page on FFa.org is full of info.

How to find Resources.

Go to FFA.org
Click dashboard.

Click Alumni Member

Click on Resources or click Alumni Toolbox to search for help.

Actions

Submit Membership(s) to State

Change Membership Type @

Transfer State Chapter @

Print Invitation(s)

Disapprove Membership(s)

Cancel Membership(s)

Export to National Template




Other Resources to help with your Alumni chapter.

https://ffa.app.box.com/v/start-an-alumni-chapter/file/295446710392

https://ffa.app.box.com/v/start-an-alumni-chapter

https://www.ffa.org/alumni-and-supporters/

https://www.ffa.org/alumni-and-supporters/start-an-alumni-chapter/

https://lwww.ffa.org/alumni-and-supporters/nontraditional-alumni-chapters/




