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Part 1: Roster Processing — Renew Returning Members

Created: 09/2015
Renewing returning members is the most important part of roster processing, as it

keeps the student’s membership history and other information on one record. Plus, it
saves you time and reduces the number of duplicates in the system. After renewing your
returning members, move on to Part 2 (Option A or Option B) to add your brand new
members. Questions? Check out the FAQs on page 2.

STEP ONE — NARROW YOUR SEARCH RESULTS

On the Expired Roster, use the search controls to find members to renew by [Al chapter (if you manage multiple chapters), [Bl most recent
Expired Year and then [C] click Search. NOTE: The Expired Roster should default to the most recent Expired Year. Narrow your results
even further by searching by Membership Type, Past Submission Level, other Expired Years, Grade, etc.

rpired Si

Expired Roster Il Pending Review Add New Students Submitted Batches Instructors
ndent Membership

i Men

Use the search controls below to find memberships. You can search for chapters to filter typing a partial chapter
name/affiliate or ID into the chapter/affiliate box and typing the down arrow or clicking its chevron to the right. Last name
and first name are automatically a partial text search (e.g. "mal” will find "Maldonade,” "O'Malley”, and "Comal").

Chapter Membership Type
[(zzooo @A | | @

Last Name First Name Email Address H.S. Grad. Year
| | | L |
FFA ID Gender Grade Expired Year
| [ e e B (zos -
Past Submission Level
I C [Gearen)

STEP TWO — SELECT MEMBERS TO RENEW

After narrowing your search results, select students to renew by either [A]l choosing specific members, [B] clicking Select All Students or
[C] checking the box for Select all # student membership(s). IMPORTANT: Options [Al and [B] must be renewed one page at a time. To
view more students per page, click the blue/white chevron (&), located after # Student Membership(s) found, to expand the view to 100
members per page. DO NOT use options [B] or [C] unless you are certain all the members in your search results should be renewed.

Expired Student Membership View: (O Membership @ Profile § Demographics
<<PrevNext>> Page| 1|of2| Go \ 35 Student Membership(s) found & @
Select FFAID LastName ; FirstName Enrolled Expired M ip Sub.Level Invite Code Actions
- I
[/ | 600745240 | Adamson Ralph 711/2015 | 7/13/2015 1-Year Local Jﬂ‘
A ||| 601459012 | Barbee Lacey 3/20/2015 | 8/31/2015 1-Year Approved A
[T [/ | 601481981 | Melon Melanie | 5/18/2015 | 8/31/2015 | AgEdOnly | Local A
| | 600717034 | Pearson Lori 8/9/2015 | 8/31/2015 1-Year Local | FFXHO9 &
|| | 600770668 | Potter Harry 8/9/2015 | 8/31/2015 1-Year Local 1EY4GN &

B Deselect All Students

[w_ Select all 35 student membership(s)] C
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STEP THREE — SELECT MEMBERSHIP TYPE AND RENEW

In the Bulk Actions area, [A] choose the Membership Type from the dropdown, [B] click Renew Membership and then [C] choose OK
when prompted to approve the transaction. See FAQ 2 if you do not know which membership type to choose. IMPORTANT: Renewed
members will not disappear from the Expired Roster. To find out why, see FAQ 5.

Select all 35 student membership(s)

Select All Students Deselect All Students

) Change Grade
|

V) Transfer Chapter

9 Advance to Alumni

Student 1-Year A J 9 (Renew Membership) ]|3

The page at https://www.ffa.org says:

Are you sure you want to renew the memberships of all the
checked students to the new membership type?
Memberships will be approved at the local level

automatically.
C - Caneel

Clear

Student 1-Year
Student 3-Year
Student 4-Year
Student AgEd Only

b

STEP FOUR — SCROLL UP TO VIEW RESULTS

Scroll to the top of the page to review the results of the transaction. IMPORTANT: Renewed members go directly to the

Pending Review. Only brand new members go to Pending Review. To find out why, see FAQ 7.

Message 0x306 in Manage My FFA

All checked students’ memberships have been updated in the database successfully.

The memberships were updated to 1-Year on 10 records.

Active Roster, not

Frequently Asked Questions

Q-1: Why is it important to renew a student’s expired membership rather than add him/her as a brand new member?
A: Renewing a student’s expired membership reduces your data entry time and also decreases the number of duplicates in FFA.org. Plus,
many elements of a student’s record remain intact when renewed, such as:

Contact information

NooprwN s

Degrees received (i.e. Discovery, Greenhand, Chapter, etc.)

Applications started/submitted (i.e. American Degree, Proficiency, Scholarship, etc.)
Saved résumé (via Résumé Generator under My Journey)

Access to their personal ShopFFA account and purchase history

Membership history, which is especially important for verifying years of membership for State and American Degrees
FFA.org login (username and password)

Q-2: What is the difference in membership types? (i.e. Student 1-Year, Student 3-Year, Student 4-Year and AgEd Only)
A: The basic membership type is Student 1-Year. Multi-year memberships (i.e. Student 3-Year and Student 4-Year) are for high school
seniors and recent grads who want to maintain their membership for American Degree and/or scholarship eligibility. The AgEd Only

option is for ag education students who do not want to be FFA members. Yet, they want access to features on FFA.org. See below chart.

Details/Benefits » Years of National

inon-
Membership Type ~ Membership SR

Student 1-Year $7.00

Available
Under
Affiliation

Eligible
Grades

Includes CanWear  Eigible  Eligible for

Magazine

Eligible for
Official forFFA  FFAMember Non-Member
FFA Jacket Degrees Scholarships  Scholarships

Access
to
FFA.org

Access to
Career
Cruising

Student 3-Year $20.50

Student 4-Year $27.50

AgEd Only 50

Yes 07-16t Yes Yes Yes Yest No #& Yes Yes
No 12 =14t Yes Yes Yes Yes Mo ¥ Yes Yes
No 12 =13t Yes Yes Yes Yes No ¥ Yes Yes
No 07-16 No No No No Yes Yes Yes

Not all states allow 3-Year and/or &-Year memberships

active membership beyond his or her twenty-third birthday."

5 Unless otherwise stated in the Eligibility criteria

# Mustbea high school senior or college student and less than 23 years of age at time of application (February 7)

 Per the Official FFA Manual, "A member may retain active membership until November 30, following the fourth National FFA Convention after graduation from high school.. Ne individval may retain
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Q-3: Why are multi-year and AgEd Only membership types not allowed under Program Affiliation?

A: Currently, multi-year membership packages (Student 3-Year and Student 4-Year) are not allowed as affiliation is an ongoing annual
program based on actual student numbers in ag education that cannot be paid for in advance. Also, no student can be marked as AgEd
Only in an affiliation chapter. All secondary students in ag education are considered FFA members entered as Student 1-Year.

Q-4: Do members have to be renewed one page at a time?

A: No. As mentioned in step two, options [Al and [B] still have to be submitted to state one page at a time. Yet, choosing option [C] in step
two will allow you to renew all pages of expired members at one time. HOWEVER, options [B] and [C] are not the best options for
renewing members, as not all of your students will be returning. Remember, you can expand your view to 100 members per page by
clicking the blue/white chevron (&), located after # Student Membership(s) found.

Q-5: Why do renewed members remain on the Expired Roster after being renewed?

A: The Expired Roster is also used as a means for viewing past years of membership, which is why renewed members remain visible on the
Expired Roster. Go to the Active Roster to view your current members. The system will not allow you to renew a member more than once
for the current membership year.

hapte: FA ID [T g TH Enrollad Expired ; - - [m
[ | ZZ0DOT7 | 600727099 | Black Abraham | 9/3/2013 | 8/31/2014 1-Year Approved | IILIVS &5
J ZZ0007 | 600727099 ) Black Abraham | 8/9/2015 | 8/31/2015) 1-Year Approved | I'LIVS 5

Q-6: Which account should be renewed for a student with multiple membership accounts?

A: When a member is found with multiple accounts, the account with the lowest FFA ID should be renewed, as it marks his/her original
start date as an FFA member. For example, National FFA prefers to have FFA ID 600727067 renewed instead of FFA ID 601221108 for Josh
Bledsoe, even though FFA ID 601221108 was active last.

o o Past Past - q
Last N
Select Chapter FFAID ame 4 First Name Enrolled Expired [T —— 1 Invite Code Actions
(] ZZ0007 | 601221108 | Bledsoe Josh 11/5/2014 | 8/31/2015 1-Year Approved | Q4CSYN &
L ZZ0007 | B00T2Z7067 | Bledsoe Josh 9/3/2013 | 8/31/2014 1-Year Approved | 1F2VJP ﬁ

Q-7: Why do renewed members go to Active Roster and not Pending Review?

A: Pending Review provides a staging area for you to review all your brand new members, remove duplicates and determine if any
students were missed prior to adding them as official members in the system. It is more complicated to remove duplicates once members
are on the Active Roster and/or Expired Roster and submitted for approval, as there may be a financial consequence.

Q-8: How are years of membership consolidated onto one account for members with multiple accounts?

A: Have a student whose years of membership need to be consolidated onto one account? Contact your state membership representative
and ask them to submit request to national, as the state does not have the ability to merge accounts. The request must be sent to national
from the state. If you contact national directly, you will be asked to contact the state.

Q-9: How are last year’s middle school FFA members transferred to the high school?

A: If you manage the rosters for both the middle school and high school, you should have the ability to transfer middle school members to
the high school chapter. Click HERE for instructions on transferring members. You may need to login to FFA.org to view the instructions. If
you manage multiple chapters and do not have appropriate access, contact your state membership representative and ask them to add
any required Instructor roles. If you contact national directly, you will be asked to contact the state.

Q-10: How are members transferred from other chapters (in-state and/or out-of-state)?

A: Have a new student who was an FFA member in an in-state chapter or out-of-state chapter? Contact your state membership
representative as they have the ability to process in-state transfers. If your new student came from a different state, ask your state
membership representative to submit a transfer request to national, as the state does not have the ability to process out-of-state transfers.
The request must be sent to national from the state. If you contact national directly, you will be asked to contact the state.

Questions/Concerns

If you have any questions or concerns,
please contact the Membership Team at

National FFA at membership@ffa.org or
888-332-2668.

Part 1: Roster Processing - Renew Returning Members Page 30f 3

FFA makes a positive difference in the lives of students by developing their potential for premier leadership, personal growth and career success through agricultural education.


https://www.ffa.org/MyResourceDocuments/membership_instructor_transfer_middle_school_students_to_high_school.pdf
mailto:membership@ffa.org

Manage Roster
NATIONAL I t t'
FFA ORGANIZATION nsirucuons

Part 2, Option A: Roster Processing — Add New Members One At
A Time

Created: 09/2015

After renewing returning members (Part 1), you are now ready to add your brand new
members. If you just have a few students to add, the quickest option is to enter them one
at a time. However, if you have several new members, you may want to use the Excel
import (Option B). Questions? Check out the FAQs on page 2.

STEP ONE — ADD THE FIRST NEW MEMBER AND SAVE

On the Add New Students tab, under the Add New Student Membership section, enter the information for the first student (see required
fields circled in blue) and then [A] click Save & Add Another. See FAQ 8 to find out why the zip code is required before address, city and
state. NOTE: The required fields are denoted by a red asterisk [*].

Active Roster Expired Roster Pending Review l Add New Students I
Please enter in the information below and click the save button. * indicates a required field.
Chapter
| zzooo7 Q| studentl-vear 9
Prefix C E’rst Name © MI Last Name © Suffix
| | 9 | Wyshin | | I | | Wuzfyshin | | | 9
Email Address Date of Birth
| wuzfyshin@school o1g | | 7/15/2001 | E
[ 46278-1370 | | Indianapolis | Im |@
CEddIess Line 1> Address Line 2
| 6060 Ffa Dr | | |
Ethnicity BRace Gender
| Non-Hispanic | @ | Black or African American | @ | Male | @
Residence Location Type CGrade » H.5. Grad. Year
| urban > 50,000 2 | (@ 201 |
| Save | [Save& Add Anotherl A

STEP TWO — SCROLL UP TO VIEW RESULTS
Scroll to the top of the page to review the results of the transaction. You should see the student’s name and membership type.

Message 0x302 in Manage My FFA
The pending student membership|(Wyshin Wuzfyshin - Student 1-Year in ZZ0007)|has been updated in the database successfully.
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STEP THREE — CONTINUE ADDING NEW MEMBERS

Continue following steps one and two until all your new members are added. Remember to click Save & Add Another after each one. To
find out why, see FAQ 9. WARNING: If you decide to import an Excel roster (Option B) and have records in Pending Review, the Excel

import will overwrite any unattended/unapproved records in Pending Review. Approve any records you want to process in Pending
Review before importing the Excel roster.

STEP FOUR — REVIEW PENDING MEMBERS AND ADD TO ACTIVE ROSTER

On the Pending Review tab, examine the list of new members for duplicates and/or missing students. Next, select students to move to the
Active Roster by either [A] choosing specific members, [B] clicking Select All Students or [C] checking the box for Select all # pending
student membershipl(s). Then, [D] click Create Memberships and Approve Locally. IMPORTANT: Options [A] and [B] must be processed
one page at a time. NOTE: Records shown on Pending Review are only visible to the individual (username) who entered the data.
Teaching partners, state staff and national staff cannot see the records on your Pending Review (see FAQ 7).

Active Roster Expired Roster l Pending Review l Add New Students Submitted Batches Instructors
arch for Pending Studeni embership

erai]

Use the search controls below to find pending memberships. You can search for chapters to filter typing a partial
chapter/affiliate name or ID into the chapter/affiliate box and typing the down arrow or clicking its chevron to the right.
Last name and first name are automatically a partial text search (e.g. "mal” will find "Maldonade,” "0'Malley”, and "Comal”).

Chapter Last Name First Name
|© | | |

Show Errors/Warnings Only

Pemding Studel smibership

<< Prev Next»» Page| 1|of2 26 Pending Student Membership(s) found @ 3]

Select D h‘;::'h Chapter Last Name , First Name Membership
L 337186 ZZ0007 | Absent Marcus Student 1-Year Fa éf X
A 337193 ZZ0007 | Bago Winnie Student 1-Year Z gl x
—= 337183 ZZ0007 | Lane Penny Student 1-Year Z @ x
337178 ZZ0007 | Matrix Dott Student 1-Year g @ x
337180 ZZ0007 | Quinn Harley Student 1-Year g §@ x

Duplication and Error Anslysis
Select All Students|B Deselect All Students Analyze All Pending Student Memberships

() select all 26 pending student membership(s))C

[Crente Memberships and Approve Loc:a]]y] D
Update Contact Information Only
Delete Pending Student Memberships

STEP FIVE — SCROLL UP TO VIEW RESULTS
Scroll to the top of the page to review the results of the transaction.

Message 0x31b in Manage My FFA
You have successfully approved locally all of the checked Pending Student Memberships memberships.

Frequently Asked Questions

Q-1: Is it required to enter the member’s e-mail address, birthdate, race, gender, high school grad year, etc.

A: Not all fields are required. However, demographic information is extremely helpful to state and/or national staff when trying to
determine if a member is a duplicate. Additionally, some applications and/or features require an e-mail address (i.e. American Degree,
Scholarship, National Officer Candidacy, Nominating Committee, Résumé Generator, etc.) Plus, entering the member’s high school grad
year will make it easier down the road, when it is time to advance the student to Alumni for their FREE Associate memberships (senior
year). Click HERE for more information on advancing students to Alumni.
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Q-2: Why do new members go to Pending Review and not the Active Roster?

A: Pending Review provides a staging area to review all your brand new members, remove duplicates and determine if any students were
missed prior to adding them as official members in the system. It is more complicated to remove duplicates once members are on the
Active Roster and/or Expired Roster and submitted for approval, as there may be a financial consequence.

Q-3: Why are there no invitation codes on Pending Review?
A: Invitation codes are not generated until the students are added to the Active Roster (see step 4 letter [D]) and they receive their nine-
digit FFA ID.

Q-4: What does the “hand” icon (£?) on Pending Review do?
A: If you want to quickly approve a single student on Pending Review, you can use the “hand” icon (&) under the Actions column.

FFAID
to Update

Chapter Last Name First Name

Breeze Student 1-Year

Q-5: How are edits made to students on Pending Review?
A: To make changes to a student on Pending Review, [Al click the pencil (&) under the Actions column for the member to edit. On the
next screen, make necessary changes and [B] click Save & Add Another to save the changes. Then, return to the Pending Review tab.

FFA ID
Select to U te Chapter Last Name First Name
e e e e e
Please enter in the information below and click the save button. * indicates a required field.
Chapter * Membership Type *
[ zzooo7 |©  [student1-vear 4
Prefix First Name * MI Last Name * Suffix
‘ ‘ 9 ‘ Autumn ‘ ‘ ‘ ‘ Breeze ‘ ‘ ‘ 9
Email Address Date of Birth
‘ breeze@school.org ‘ ‘ 9/21/2001 ‘ =
Zip Code * City * State *
| 46278-1370 \ | Indianapolis \ [n @
Address Line1 * Address Line 2
| 6060 Ffa Dr \ \ \
Ethnicity Race Gender
‘ Non-Hispanic ‘ -] ‘ Asian ‘ ] ‘ Female ‘ ]
Residence Location Type Grade * H.S.Grad. Year
[ suburban50000-10000 |€ [0 1@ |20
e B

Q-6: How are duplicates removed from Pending Review?

A: There are two ways to remove duplicates from Pending Review. The first way is to [Al select the duplicates to remove and then [B] click
Delete Pending Student Memberships. The second way is to [C] click the blue X () under the Actions column for the duplicate you want
to remove.

FFAID - -
Select D to Update Chapter Last Name First Name Membership
—
U 336925 ZZ0007 Breeze Autumn Student 1-Year
O 336926 ZZ0007 | Haven Winter Student 1-Year 7 é x
A -
—s 336924 ZZ0007 Lites Amber Student 1-Year Va é? ble
(] 336923 ZZ0007 Sung Sam Student 1-Year Z @ bTe
o 336922 ZZ0007 Wuzfyshin Wyshin Student 1-Year 7 é? bT4
Select All Students  Deselect All Students Analyze All Pending Student Memberships
Create Memberships and Approve Locally
Update Contact Information Onl
| Delete Pending Student Memberships | B
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Q-7: Why are records on Pending Review only visible to the individual (username) who entered the data?

A: Many schools have multiple instructors. By limiting visibility on Pending Review to a specific username, each instructor has the ability to
enter their own students without disturbing records added by their teaching partner(s). Once all students are on the Active Roster, the final
roster can be submitted for state approval.

Q-8: Why does the system ask for the zip code before the address, city and state?

A: To ensure delivery of the New Horizons magazine, an address verification tool was put in place to validate mailing addresses. After
entering the zip code and clicking the Tab key, [Al the verification tool populates the corresponding city and state. Then, as you begin to
type the mailing address, [B] the verification tool finds possible matches. Once a valid address is selected, [C] the verification tool adds the
last four numbers of the zip code (ZIP+4 code).

Zip Cod. Cit State Zip Code *
ip Code * ity * *
A ﬂ 46268 ‘ Indianapolis IN JQ? C | 46268-5141 J

Address Line 1 * Address Line 2

5155 Technology Way

Race Gender

5155 Pike View Dr ‘ Qo ’7

5155 Overland Ct

Grade * H.S. Grad.

Q-9: On the Add New Students tab, what is the difference between Save and Save & Add Another?

A: When adding new members one after another, it is best to click Save & Add Another instead of Save. By selecting Save & Add
Another, you will have an opportunity to review the members on the Pending Review tab before moving them to the Active Roster. The
Save option is ideal when you need to quickly add one or two members, as it automatically moves the member to the Active Roster
without an opportunity to review. However, if there is an issue with the membership (e.g. duplicate, missing required field, invalid e-mail,
etc.), they will land on the Pending Review tab.

Questions/Concerns

If you have any questions or concerns,
please contact the Membership Team at
National FFA at membership@ffa.org or
888-332-2668.
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Part 2, Option B: Roster Processing — Add Multiple New
Members At Once With Excel Import

Created: 09/2015

After renewing returning members (Part 1), you are now ready to add your brand new
members. If you have several new students to add, the quickest option is using the Excel
import. However, if you just have a few students to add, you may want to enter them
one at a time (Option A). Questions? Check out the FAQs on page 3.

STEP ONE —- DOWNLOAD THE NATIONAL ROSTER TEMPLATE

On the Add New Students tab, under the Upload Student Memberships section, [A]l click Download National Roster Template and [B]
open the document when prompted. NOTE: How the notification to open the document appears will depend on your internet browser.

Active Roster Expired Roster Pending Review [ Add New Students ] Submitted Batches

Upload Student Memberships

Show instructions

lDownload National Roster Template] A

Minimum
Select Template [/ Show Import Errors Difference Threshold

+ | ‘ 9 [%] x @ Show Import Warnings
Select file on your computer

‘ | Choose File |No file chosen ‘

Add New Student Membership

National Student Ro..xdsx ™ | B

STEP TWO — ENABLE EDITING AND SAVE TEMPLATE

When the Excel template opens, [A] click Enable Editing and then save the template to your computer. NOTE: For best results, save the
document to a location that is easily accessible with a relevant file name.

| E 5] (%4 B~ E‘E @ T = Mational Student Roster Ternplate (3) [Protected View] - Excel

HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW

o PROTECTED VIEW Be careful—files from the Internet can contain viruses. Unless you need to edit, it's safer to stay in Protected View. Enable Editing A
A7 - Jr
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STEP THREE — ENTER BRAND NEW MEMBERS ON THE EXCEL TEMPLATE

With your template saved, begin adding your brand new students to the Excel roster. Dropdown menus are provided for some fields (i.e.
Membership Type, St, Gender, Grade, Graduation Year, etc.) IMPORTANT: Several fields are required for the import to work correctly.
The required fields are Chapter ID (e.g. INOOOT), Membership Type (i.e. Student 1-Year, Student 3-Year, Student 4-Year, Agkd Only), Last
Name, First Name, Address, City, St, Zip and Grade. These are the same required fields when adding students one at a time on the Add
New Students tab. WARNING: Do not delete any columns in the National Roster Template. Each column must be remain intact for
the roster to import, even if the cells under the column header are empty.

Example of dropdown menus

Non-Disclosed Non-Disclosed Rural/Farm < 10,000

Student 1-Year White
Suburban 50,000 - 10,000

Student 3-Year

Student 4-Year il American Indian or Alaskan || Urban = 50,000
Black or African American Rural, Non-F3
Asian S-Suburban 1
Native Hawaiian or other Pa U-Urban 50,0

Two or mare races

Example of complete roster - See FAQ 1

FiuraliMon-Farm < 10,000 | S/23/2001  555-123-94567)
FuraliMon-Farm < 10,000 | 741333 555-123-3676

Student1Year Absent | Marcus 159 Ot Sick Rd MeCordsuill N d6055  sbsert@schoclerg Male |3 Mon-Hispanie | Elack or Alrican Ametican
Student 1rear  Bago Winnie 9515ite Seein'Way  Shepardsui N 47880 bago@schoolorg | Female |l 2017 Non-Hispanic | Two or more races

Student Frear  Bellum Sarah 183 Smarty Caurt Carmel N 46032 bellum@schoolorg Female 10 2018 Mon-Hispanic Two or more races Suburban 50,000 - 10,000 | 100312000 555-123-8765)
Student +r'ear  Board Bill 343 Sun SignBlud ~ Carmel I 46032 board@schoolorg  Male |9 2013 Mon-Hispanic | Black or Afican American | Suburban 50,000 - 10,000 7312001 555-123-7654)
Student Frear  Brave Homer 0. B426Freedom St Fishers N 46038 homer@schoolorg Male 12 2008 Mon-Hispanic American Indian or Alaskan I Suburbian 50,000 - 10,000 #231338  555-123-6541
Student +r'ear  Bread Dale Lee 5586 Church Creek Re Indisnapolis N 46202  bread@ school.org |Male |11 2017 Mon-Hispanic | Asian Urban > 50,000 2121333 555-123-5432
Student -r'ear  Branco Buck M. 6832 Horsin Round Ln Indiznapolis N 46204 bronco@schoolorg Male |12 2016 Mon-Hispanic | Black or Afican American | Urban > 50,000 Ti41335 555-123-4321

STEP FOUR — IMPORT EXCEL ROSTER
With all your new members on the Excel roster, it is time to go back to the Add New Students tab. There, [A] select the National Roster

Template from the Template dropdown, [B] click Browse/Choose File to locate and add your Excel roster and then [C] click Import. NOTE:
The language for accessing your document will vary between browsers. For example, in Google Chrome it is Choose File and in Internet

Explorer and Firefox it is Browse.

Active Roster Expired Roster Pending Review [ Add New Students Submitted Batches
Upload Student Memberships

Show instructions

Download National Roster Template}

Minimum
Select Template A ¢! Show Import Errors Difference Threshold
<L l’ National Roster Template ]9 7/ %] x ¥ show Import Warnings 1

l | Choose File ZZ0007 New Members 2015-16.xlsx ] B C

STEP FIVE — SCROLL UP TO VIEW RESULTS
Scroll to the top of the page to review the results of the transaction and then proceed to the Pending Review tab.

Message 0x318 in Manage My FFA

You have successfully imported the students from the file. Review potential membership
issues below. Once finished, save corrections and proceed to the Pending Review tab.
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STEP SIX — REVIEW PENDING MEMBERS AND ADD TO ACTIVE ROSTER

On the Pending Review tab, examine the list of new members for duplicates and/or missing students. Next, select students to move to the
Active Roster by either [A]l choosing specific members, [B] clicking Select All Students or [C] checking the box for Select all # pending
student membership(s). Then, [D] click Create Memberships and Approve Locally. IMPORTANT: Options [A] and [B] must be processed
one page at a time. NOTE: Records shown on Pending Review are only visible to the individual (username) who entered the data.
Teaching partners, state staff and national staff cannot see the records on your Pending Review (see FAQ 7). WARNING: If you decide to
import a new Excel roster and have records in Pending Review, the new Excel import will overwrite any unattended/unapproved
records in Pending Review. Approve any records you want to process in Pending Review before importing the new Excel roster.

] v v stuiens [ st etces [ tmevacers

Use the search controls below to find pending memberships. You can search for chapters to filter typing a partial
chapter/affiliate name or ID into the chapter/affiliate box and typing the down arrow or clicking its chevron to the right.
Last name and first name are automatically a partial text search (e.g. "mal” will find "Maldonade,” "0'Malley”, and "Comal").

Chapter Last Name First Name

| @ | |
Show Errors/Warnings Only

<< Prev Next>» Page - [ 1lof2| Go | 26Pending Student Membership(s) found @ [

Select m ;;:fh Chapter  LastName ,  First Name Membership Actions
L 337186 ZZ0007 | Absent Marcus Student 1-Year 2 @ x
A 337193 ZZ0007 | Bago Winnie Student 1-Vear 2 @ x
= 337188 ZZ0007 |Lane Penny Student 1-Year 2 @ x
337178 ZZ0007 | Matrix Dott Student 1-Vear 72 @ x

337180 ZZ0007 | Quinn Harley Student 1-Year 2 @ x

Duplication and Error Analysis
Select All Students|B Deselect All Students Analyze All Pending Student Memberships

(L select all 26 pending student membership(s)) C

[Create Memberships and Approve Loc:a.l]y] D
Update Contact Information Only
Delete Pending Student Memberships

STEP SEVEN — SCROLL UP TO VIEW RESULTS
Scroll to the top of the page to review the results of the transaction.

egsage 0x31b in Manage

¥ou have successfully approved locally all of the checked Pending Student Memberships memberships.

Frequently Asked Questions

Q-1: Is it required to enter the member’s birthdate, race, gender, high school grad year, etc.

A: Not all fields are required. However, demographic information is extremely helpful to state and/or national staff when trying to
determine if a member is a duplicate. Additionally, some applications and/or features require an e-mail address (i.e. American Degree,
Scholarship, National Officer Candidacy, Nominating Committee, Résumé Generator, etc.) Plus, entering the member’s high school grad
year will make it easier down the road, when it is time to advance the student to Alumni for their FREE Associate memberships (senior
year). Click HERE for more information on advancing students to Alumni.

Q-2: Why do new members go to Pending Review and not the Active Roster?

A: Pending Review provides a staging area to review all your brand new members, remove duplicates and determine if any students were
missed prior to adding them as official members in the system. It is more complicated to remove duplicates once members are on the
Active Roster and/or Expired Roster and submitted for approval, as there may be a financial consequence.
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Q-3: Why are there no invitation codes on Pending Review?
A: Invitation codes are not generated until the students are added to the Active Roster (see step 6 letter [D]) and they receive their nine-
digit FFA ID.

Q-4: What does the “hand” icon (&) on Pending Review do?
A: If you want to quickly approve a single student on Pending Review, you can use the “hand” icon (&7) under the Actions column.

FFAID
to Update

(| 336925 770007 | Breeze Autumn Student 1-Year 7 @)

Chapter Last Name First Name

Q-5: How are edits made to students on Pending Review?
A: To make changes to a student on Pending Review, [A] click the pencil (&) under the Actions column for the member to edit. On the
next screen, make necessary changes and [B] click Save & Add Another to save the changes. Then, return to Pending Review.

FFAID

to U te Chapter Last Name First Name Membership

[ s === v

Please enter in the information below and click the save button. * indicates a required field.
Chapter * Membership Type *
[ zzooo7 |9 [student1-Year K4
Prefix First Name * MI Last Name * Suffix
‘ ‘ 9 ‘ Autumn ‘ ‘ ‘ ‘ Breeze ‘ ‘ ‘ 9
Email Address Date of Birth
‘ breeze@school.org ‘ ‘ 9/21/2001 ‘ =
Zip Code * City * State *
| 46278-1370 \ | Indianapolis \ v ]@
Address Line1 * Address Line 2
| 6060 Ffa Dr
Ethnicity Race Gender
‘ Non-Hispanic ‘ ] ‘ Asian ‘ -] ‘ Female ‘ ]
Residence Location Type Grade * H.S. Grad. Year
[ suburban 5000010000 | @ [o 1@ |20
S vy

Q-6: How are duplicates removed from Pending Review?

A: There are two ways to remove duplicates from Pending Review. The first way is to [Al select the duplicates to remove and then [B] click
Delete Pending Student Memberships. The second way is to [C] click the blue X (3¢) under the Actions column for the duplicate you want
to remove.

Select D l:‘f]:d[:te Chapter Last Name First Name Me ship
,E,' 336925 ZZ0007 Breeze Autumn Student 1-Year
@] 336926 ZZ0007 Haven Winter Student 1-Year &7 é? ble
ﬁ§<: O 336924 ZZ0007 | Lites Amber Student 1-Year 7 & x
@] 336923 ZZ0007 Sung Sam Student 1-Year s é? b4
\l: 336922 ZZ0007 Wuzfyshin Wyshin Student 1-Year 7 é? W

Duplication and Error Analysis
Select All Students  Deselect All Students Analyze All Pending Student Memberships

Create Memberships and Approve Locally

Update Contact Information Onl
| Delete Pending Student Memberships l B
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Q-7: Why are records on Pending Review only visible to the individual (username) who entered the data?

A: Many schools have multiple instructors. By limiting visibility on Pending Review to a specific username, each instructor has the ability to
enter their own students without disturbing records added by their teaching partner(s). Once all students are on the Active Roster, the final
roster can be submitted for state approval.

Q-8: What if a student on the Excel roster is already in the system?

A: If your Excel roster includes a student who is already in the system (i.e. on your Active and/or Expired Roster), you will be shown any
variances between what is in the system and what is on your Excel roster for up to 20 fields (e.g. address, e-mail address, grade, birthdate,
etc.) For example, circled in yellow (below), you will notice the system found an FFA ID for a member already in the system and 8 out of 20
fields are different (the different fields are circled in blue). NOTE: The existing data in the system will show below the editable field. The
editable field will contain the data from the Excel roster. You will have the option to either [A] Update Existing Member, [B] Treat as New
Member or [C] Discard. Choose [A] if you want to keep the information from the Excel roster and/or make on-screen changes to the
member’s existing account. Choose [B] if the member the system found is not the member you are trying to add (i.e. different student with
the same name). Choose [C] to discard the imported student altogether. Then, [D] click Save, which should take you to the Pending Review
tab. IMPORTANT: The system will only find existing members within the chapter(s) you can access. It will not perform a nation-wide
search. Also, selecting Discard only removes them from Pending Review, not the Active and/or Expired Roster.

Active Roster Bl Expired Roster [l Pending Review || Add New Students ] Submitted Batches [l Istructors

Handle the potential problems with the import below. The editable fields will allow you to make on-the-fly changes to your import. If a
contact was found to be already in the system, the actual fields will be printed immediately below the editable fields for easy comparison.
Click Save at the bottom to effect your changes or Cancel to return to the import page to re-import your edited excel file.

A B C

—
Found FFA ID: 601502493 - 8 of 20 Fields Different ® Update Existing Member @ Treat as New Member @ Discard
—

Prefix First Name Middle Name  Last Name

Suffix
I:I @ | Winnie | | | | Bago | I:I ]

Winnie Bago

i
]

Proposed Address
Address City State Zip Code
159 Sight Seeing St | Shepardsville | EI <
Shepardsville N 47880
951 Site Seein Way >

Email Address Fhone Number
| wbago@email org | [(s85)123-8976 |

C Ego@scﬁoof.mi) C 2555)125'-98?5 >

i
|

Date of Birth Ethnicity Race Gender

7/4/1999 E | Non-disclosed | 9 | Non-disclosed | © | Female | 9
7/4/1999 (E&m—m’ spanic > CTwo or more races> Female
Residence Location Type Grade H.S. Grad. Year

[ Rural/Farm < 10,000 @ [ 9
Rural/Nen-Farm < 10,000

i
i

Chapter Membership Type
[ zzooo7 |9 [Student4-vear @

ZZ0007 - Adkins County HSFFA  ( St‘udentl—l’e@

D e ) [Canen
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Q-9: How are Errors and Warnings displayed identified?
A: On the Pending Review tab, Errors and Warnings are identified by red rows with white text. They system will not allow you to approve

the student if there is an Error. With your cursor, [Al hover over the red rows to view the details of the Errors and/or Warnings. You can
also narrow your search results to see only those with Errors/Warnings by [Bl checking the box to Show Errors/Warnings Only and then
[Cl clicking Search. Under the Actions column, [D] click the pencil (#*) icon to make corrections. You can also make corrections by [E]
selecting Analyze All Pending Student Memberships. Review FAQ 7 for an example. IMPORTANT: If you have several Errors and
Warnings, it may be easier to correct errors on the Excel document and then re-import the roster.

[ ] Db e

Use the search controls below to find pending memberships. You can search for chapters to filter typing a partial
chapter/affiliate name or ID into the chapter/affiliate box and typing the down arrow or clicking its chevron to the right.
Last name and first name are automatically a partial text search (e.g. “mal” will find "Maldonado,” "0'Malley", and "Comal").

Chapter Last Name First Name
I [ l | | |

B[ Show Errors/Warnings Only| C [ Reset |
Pending Student Memberships View: (O Membership @ Profile @ Demographics

<< Prev Next >> Page| 1/ofl| Go 3 Pending Student Membership(s) found ]

FFAID -
Last N
D to Undate Chapter ame 4 First Name Membership Actions

ZZ0007 Apenyo Student 1-Year

B 342507 E] ZZ0007 Atune Kerry Student 1-Year
Errors:

Address Line 1 (your column Address) is required D
] Zip (your column Zip) is required a0
Select All Students  Deselect All Students l |Analyze All Pending Student Memberships | E

Create Memberships and Approve Locally
Update Contact Information Only
Delete Pending Student Memberships

Questions/Concerns

If you have any questions or concerns,
please contact the Membership Team at
National FFA at membership@ffa.org or
888-332-2668.
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Manage Roster

NATIONAL °
Instructions

FFA ORGANIZATION

Part 3: Roster Processing — Review, Submit & Print

Created: 09/2015
After renewing returning members (Part 1) and entering brand new members (Part 2,

Option A or Option B), you are now ready to review your roster, submit it for approval
and print the batch invoice. Questions? Check out the FAQs on page 2.

STEP ONE — NARROW YOUR SEARCH RESULTS

On the Active Roster, use the search controls to find members by [Al chapter (if managing multiple chapters), [B] Local Submission Level
and [C] click Search. NOTE: AgEd Only students will not advance any further than Local Submission Level in the approval process. If you
have several AgEd Only students, it may be helpful to search by Membership Type as well.

(o]

Use the search controls below to find memberships. You can search for chapters to filter typing a partial chapter name/affiliate or ID
into the chapter/affiliate box and typing the down arrow or clicking its chevron to the right. Last name and first name are
automatically a partial text search (e.g. "mal” will find "Maldonado,” "0'Malley”, and "Comal").

Chapter Membership Type

([ zzo007 JeA | |@
Last Name | |I—'ust Name | |I-:ma1'.1 Address | |H.S. Grad. Year
FFAID Gender Grade

| [ 1% [ 1@
Submission Level
| Local leB C I Search I Reset

STEP TWO — REVIEW ROSTER AND SELECT MEMBERS TO SUBMIT FOR APPROVAL

Review the page(s) of members for duplicates and/or missing students and make necessary changes. (See FAQs 4-7 on how to remove
individuals from the Active Roster.) Then, select students to submit for approval by either [A] choosing specific members, [B] clicking
Select All Students or [C] checking the box for Select all # student membership(s). IMPORTANT: Options [A] and [B] must be submitted
to state one page at a time. To view more members per page, click the blue/white chevron (8), located after # Student Membership(s)
found, to expand the view to 100 members per page.

Active Student Memberships View () Membership @ Profile § Demographics
<< Prev Next »» Pngeorz 42 Student Membership(s) found @ [
Chaptes D me Enrolled Expires Membership Sub nvite Cod ction
ZZ000T | 601502486 | Absent Marcus 9/14/2015 | 8/31/2016 1-Year Local 5BWGOS ﬁ *»
A ZZ0007 | 601502493 | Bago Winnie 9/14/2015 | 8/31/2016 1-Year Local XY@SBF & e
= ZZ0007 | 601097588 | Flintstone Ted 9/9/2015 | &/3L/2016 1-Year Local YOLXSW 5 e
ZZ0007 | 601502492 |Fone Telly 9/14/2015 | 8/31/2016 1-Year Local BWTTUN 5 e
ZZ0007 | 6OOTTOB4l | Garcia Jose 9/9/2015 | &/3L/2016 1-Year Local QFDSVI é x
Select All Students| |3 Deselect All Students
1-¥1 41
! Se]ectn]llzmudmtmﬂnbership(sllc v .
1
|Sul:|m.1t for State ApprmvallD v N
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STEP THREE — SUBMIT MEMBERS FOR STATE APPROVAL
After selecting members, [A] click Submit for State Approval and then [B] choose OK when prompted to approve the transaction.

[Bukactions ] »
The page at https://www.ffa.org says:

Select All Students Deselect All Students

Are you sure you want to submit all of the checked

Select all 41 student membership(s) memberships to the state for approval? Only memberships
that are not yet submitted to the state are processed.

Submit for State A al| A
(Submit for State Approvall B “’ —

STEP FOUR — SCROLL UP TO VIEW RESULTS AND BATCH INVOICE
Scroll to the top of the page to review the results of the transaction and click the View/Print Invoice #000000 link to view the batch
invoice.

Message 0x31c in Manage My FFA

You have successfully submitted all of the checked students memberships to the state for approval.

View/Print Invoice #345225

STEP FIVE — REVIEW AND PRINT THE BATCH INVOICE
Finally, review the batch invoice and print and/or save a copy. Send a copy of the invoice with the payment and save a copy for your
records. See FAQ 2 if you plan to add more members.

Order# 345225
N P Date 9/14/2015
National FFA Organization
Chapter ID ZZ0007
Adkins County HS FFA
Remit Payment To:
ZZ State At Large
6060 FFA DRIVE
FFA, ZZ 46268 Total Amount Due $656.00
State Dues $369.00
National Dues $287.00
This invoice contains a total of 41 one-year, 0 three-year, and 0 four-year memberships.
l ___ Name W ran | | state | National _|
Absent, Marcus 601502486 Student 1-Year $9.00 57.00 $16.00
Bago, Winnie 601502493 Student 1-Year $9.00 $7.00 $16.00
Barbee, Lacey 601459012 Student 1-Year $9.00 $7.00 $16.00

Frequently Asked Questions

Q-1: In step one, why does it say to narrow the search results by Local Submission Level?

A: By narrowing your search results to those with a Local Submission Level, you will see which students will be submitted to state for
approval. Members with a submission level of State, National or Approved have already been submitted for approval. If you do not narrow
your search results, the system will not allow the members to be submitted and charged again. However, the success message will have a
yellow banner instead of a green banner. See example below. NOTE: AgEd Only students will not advance any further than Local
Submission Level in the approval process.

Message 0x3lc in Manage My FFA

You have successfully submitted all of the checked students memberships to the state for approval.

3 students were already submitted to state and subsequently were ignored.

Q-2: Can additional members be submitted after the first group?
A: Absolutely! Additional members can still be submitted after the first group and they will continue to merge into the original batch until
that batch has been state approved. For complete details, view the Batch Consolidation instructions.
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Q-3: Can a list of active members be extracted from the Active Roster?

A: Yes! On the Active Roster, simply [Al click the Excel icon ([]) located after # Student Membership(s) found. You will be prompted to

open the document after it downloads. [B] Click Yes when asked if the file is from a trusted source. You will need to [C] save the document
as an Excel Workbook file type.

Active Student Memberships

File name: | ZZ0007 Members 2013-16
<< Prev Next >> Page of 2 42 Student Membership(s) found & @ A [Save as type: | Excel Workbook] C

Microsoft Excel

X

| The file format and extension of ‘Student MembershipResults_20150914222344.ds' dan't match, The file could be corrupted or unsafe, Unless you trust its source, don't open it. Do you want to open it anyway?

B[ v ) [t ][ wen

Was this information helpful?

Q-4: A former member was renewed in error. How can this individual be removed from the Active Roster?

A: If you renewed the wrong member by mistake and the member has a Local Submission Level, you have the ability to move the
individual back to the Expired Roster. On the Active Roster, [A] narrow your search results by Local Submission Level, [B] select the
individual(s) to move back to the Expired Roster, [C] click Expire Memberships and then [D] click OK when asked to approve the
transaction. Scroll to the top of the page to review the results of the transaction. IMPORTANT: If the member has a submission level
higher than Local, you will need to contact your state membership representative and ask to have the individual removed.

Search for Active Student Memberships

Use the search controls below to find memberships. You can search for chapters to filter typing a partial chapter namey/affiliate or ID
into the chapter/affiliate box and typing the down arrow or clicking its chevron to the right. Last name and first name are
automatically a partial text search (e.g. “mal” will find "Maldonado,” "0'Malley", and "Comal”).

Chapter Membership Type

————1® [ —1®

Last Name First Name Email Address H.S. Grad. Year
FFAID Gender Grade

[]® []®

Submission Level

(e Jea
Active Student Memberships View: () Membership @ Profile @ Demographics

<< Prev Next »> Pageljl of1 1 Student Membership(s) found @

Select Chapter FFAID LastName ; FirstName Enrolled Expires Membership Sub.Level InviteCode Actions
» ZZ0007 | 600727055 | Gordan Tim 9/14/2015 | 8/31/2016 1-Year Local ﬁ be

x
The page at https://www ffa.org says:
Select All Students Deselect All Students
Submit for State Approval 391 0 Are you sure you want to immediately expire the checked
Print Invitations memberships? Memberships will be expired regardless of
(Expire Memberships) C 4-¥r 0 submission status.

M 0x327 in M My FFA | l
essage 1n Afanage My D OK Cancel
The student's membership for Tim Gordan was successfully expired.

Q-5: A true duplicate was added to the Active Roster in error. Which account should be kept on the Active Roster?
A: When a member is found with duplicate memberships, the account with the lowest FFA ID should be kept on the Active Roster, as it

marks his/her original start date as an FFA member. For example, National FFA prefers to use FFA ID 600727067 instead of FFA ID
601221108 for Josh Bledsoe, even though FFA ID 601221108 was last active.

S Chapte: FFA 1D 1S 1isl FIxs m Enrolled EXpires mbership Sub { nwvits 0d hion
ZZ0007 | 600727067 | Bledsoe Josh 9/14/2015 | 8/31/2016 1-Year Local 1F2VJP é e
ZZ0007 | 601221108 | Bledsoe Josh 9/1/2015 | 8/31/2016 1-Year Local Q4CSYN g X

Q-6: How are years of membership consolidated onto one account for members with multiple accounts?

A: Have a student whose years of membership need to be consolidated onto one account? Contact your state membership representative
and ask them to submit request to national, as the state does not have the ability to merge accounts. The request must be sent to national
from the state. If you contact national directly, you will be asked to contact the state.
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Q-7: How are true duplicates removed?

A:Review FAQ 5 and see the example. If you added/renewed a duplicate by mistake and the member has a Local Submission Level, you
have the ability to remove the duplicate. On the Active Roster, [A] narrow your search results by Local Submission Level and the member’s
name, [B] select the duplicate with the highest FFA ID to be removed, [C] click Expire Memberships and Deactivate Accounts and then
[DI click OK when asked to approve the transaction. Scroll to the top of the page to review the results of the transaction. WARNING:
Expire Memberships and Deactivate Accounts will eliminate record(s) from FFA history. Use should be only for duplicate entries.

IMPORTANT: If the member has a submission level higher than Local, you will have to contact your state membership representative
and ask to have the individual removed.

Active Roster Expired Roster Pending Review Add New Students Submitted Batches Instructors
Search for Active Student Memberships

Use the search controls below to find memberships. You can search for chapters to filter typing a partial chapter name/affiliate or ID
into the chapter/affiliate box and typing the down arrow or clicking its chevron to the right. Last name and first name are automatically
a partial text search (e.g. "mal"” will find "Maldonado,” "0'Malley”, and "Comal").

Chapter Membership Type
o [ e
Last Name i Email Address H.S. Grad. Year
FFAID ender Grade
e @

Submission Level

(=] A
Active Student Memberships View: () Membership @ Profile @ Demographics

<< Prev Next > Pageljl of1 2 Student Membership(s) found [5]

Select Chapter FFAID LastName ; FirstName Enrolled Expires Membership Sub.Level InviteCode Actions

[Z) | ZZ000T | 600727067 | Bledsoe Josh 9/14/2015 | 8/31/2016 |  1-Year Local | 1F2VJP & x
B() zzooor |s01221108 | Bledsoe Josh 9/1/2015 | 8/31/2016 | 1-Year Local = QCSYN &F|
- Fovow : .
Select All Students Deselect All Students Uiz page = http S'H‘ .ffa.org says:
1¥r 2
Submit for State Approval 33 0 _ : 5 .
e r WARNING Expire Memberships énd Deactivate Accounts
Expire Memberships 4-Yr 0 will eliminate record|s) from FFA history. Use should be anly
(Expire Memberships and Deactivate Accounts] C for duplicate entries,
Message 0x327 in Manage My FFA
- . D l oK l Cancel
The student's membership for Josh Bledsoe was successfully expired.
Questions/Concerns
If you have any questions or concerns,
please contact the Membership Team at
National FFA at membership@ffa.org or
888-332-2668.
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