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Agricultural Career Network 
 Getting Started - Instructor Account 

 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

My Home – This page displays national and state and local FFA 

news and serves as the landing page to AgCN 

Manage Student – Reset student passwords, migrate a student 

from one program to another and manage student approvals from 

this page.   

Program Profile – This is the place to add information about 

your agricultural education program, FFA chapter and set local 

dues. 

Roster Renewal – Through this page, you can manage your 

FFA roster.  You can add students, manage membership and 

submit your roster to the state. 

Calendar –Share your program calendar with students; identify 

projects and events of your chapter. Check out this easy to use 

electronic calendar.  

Questions? 

E-mail:_teammembership@ffa.org 

Call: 800-293-2387 

 

Subscriptions – This is where you will manage subscriptions to 

the New Horizons Magazine and non-member FFA publication 

subscriptions.  

News – On this page you are able to add news about your local 

chapter. This news will be viewed by your students when they 

log in via their student accounts.  

State Calendar View – View the state calendar updated by your 

state staff.   

Ag Courses – Help your students plan for time in agricultural 

education by keeping an accurate record of the courses your 

program offers.  

Additional Info – This is information your state staff is 

specifically requesting from all instructors. 

My Profile – Add your personal contact information, 

demographics, professional history, interests and opt-in for 

publications and newsletters. 

Manage Fields – Add specific data fields you wish to collect 

from your students.  

mailto:_teammembership@ffa.org
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Agricultural Career Network 

Getting Started using the Instructor Portal 
 

 

 

Sign in 
 

 

Go to www.ffa.org  Click "MyAgCN".  

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. New instructors will need to be added by state staff and e-mailed their access credentials. 

Instructors can then change their password after the initial login. Thank you for your patience 

during this security measure. 

 a. MyAgCN 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

b. Log in page 

 

 

http://www.ffa.org/
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c. Advisor homepage 
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Mange your password 
Change your password and security question by clicking on your name. 
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Manage Fields 

Managing custom fields can be a great asset to chapter data collection. You are able to add desired fields 

to the student account.  

1. Click “New” 

 

 

 

 

 

 

2. Insert data to be requested and identify that you want it from students via the “Member Level” 

drop-down menu. 
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Manage Student 

1. Manage passwords as a last resort – students will be able to create new passwords and be 
prompted. You will be able to edit, reset and stop students from entering the system if needed. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. Click on the student’s name you wish to manage. And the reset options will appear. 
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3. Migrate student to your chapter from another chapter- at this time, this functionality is not 

complete. More to come on the process of migrating a student from one chapter to another. 
 
 
 
 
 
 
 
 
 

4. Approval Management – approve what students have entered 
a. “Approve Now” will immediately approve the activity. 
b. “Mark to Approve” will allow you to select all that you wish to approve and then approve 

and refresh the screen all at once.  
 
 

 

Approves ALL selected 

Approves all selected 

within that area. 

Refreshes the page so 

you can see if other 

approvals have been 

requested while you  

are working. 
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My Profile 
1.  Add your personal information to the profile page. 

2. Opt in to subscriptions 
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Additional Info 
 This is information requested by your state staff for their specific data collection. They may add things 
such as type of contract, T-shirt size, etc.  

 
 

You can request additional information from your students using “Manage Fields”
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Program Profile 
1. Add information specific to your program; billing/shipping addresses, demographics, websites, 

facilities and pathways taught. 

2.  Then click “Submit”. 

 

Select if your 

chapter uses AET or 

another data 

collection system. 
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Roster Renewal  
 

1. Previously renewed members will appear under Active Members Section. This will include 3 and 4 
year membership types from previous years. 

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

3. To renew, 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. Simply select Non-
Member. 
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Sync with AET – if your state/chapter uses AET you can import the information 

(If not, skip to next page) 

To Import: 

1. Click “Switch to Clipboard” 

2. Import roster information from AET by clicking “Import From AET” 

3. Information will import in to the “Clipboard” area – then click “OK” 
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Add Students 
 

 

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

Agricultural Career Network. You can add individual or multiple students. 

Add individual students via – “Add New” button 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Once data is entered you have the option to “View Suspected Duplicates” 

View your additions 

before submitting 

them to the state. 

Choices are:  

Non-Member 

1 year 

3 year 

4 year 

(choices may vary 

depending on state) 

Invitation: Here you 

select if the student 

will be invited via 

hardcopy or e-mail 

Saves what 

you’ve added to 

“New Students” 
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Add multiple students at once via – “Switch to Clipboard”  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

 

 

 

“Optional Default Values” = each member 

will be added with this type of membership 

and invitation delivery, these can be 

manually changed on an individual basis 

after “Clipboard” entry. 

“Import Type”  

Short Form includes: Last name, First 

name and E-mail 

Long Form includes; Last name, First 

name, E-mail, address, gender, grade, 

etc.  

Import Type Templates 
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a. Obtain an electronic list of all the new students in your classes from Excel, your 

school’s attendance system, or roster. The list needs to be organized with the 

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

b. Paste the list of students into the box.   

c. Click “Preview Clipboard “to check added students. Then select OK to return Roster 

Renewal page. 

d. These new entries will be under “New Students” 

 

Using Clipboard 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

mailto:lsmith@ffa.org
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“Preview Clipboard” 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

By clicking “OK” these added students will go to the “New Students” section 

 

“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. 
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        Preview Submission 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

 

 

 

 

 

  

 

 

A D 
 

B 
 

C 
 

E 
 

schulzha
Typewritten Text

schulzha
Typewritten Text

schulzha
Typewritten Text

schulzha
Typewritten Text

schulzha
Typewritten Text
In order to submit rosters to the State, you must click A,B,C,D in that order.  



AgCN - Instructor 

 

A
gr

ic
u

lt
u

ra
l C

ar
ee

r 
N

et
w

o
rk

 

18 

 

 

 

 

Submit Local- Doesn’t change your screen, just refreshes the system to add the 

students to your “Active” list. 

*This button also triggers the email student invitations to be sent out; if you 

have entered email addresses for your students and selected email as the 

preferred delivery, it will be sent by clicking this button. 

 

View Invoice- Here you can double check and print your invoice. 

A 

B 
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View Invites- view and print hardcopy invitations for your students to join AgCN 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

C 
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Submit to State- Takes you back to main “Roster Renewal” page with names 

added to “Active Members” 

 

 

Submit to State- Takes you added to “Active Members” 

 

 

 

 

 

 

 

 

 

 

 

 

Return to Entry – Takes you back to the main “Roster Renewal” page 

without submitting the changes. 

 

 

 

D 
 

E 
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Calendar 

1. Add items to the Calendar by double-clicking the date. 
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     Subscriptions  
 Summary of all non-member subscriptions 
 

 
 
 
 

 

 

 

 

 

 

 

 

 

 

Add new non-member subscription recipients by clicking “New” 
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Clicking “New” will open the screen below.  
Add the following information to subscribe non-members to the various newsletters and publications. 
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News 

 

 

 

 

 

 

 

“Add new item” – fill-out the following fields, items with red star = required field. 
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Ag Courses 

Manage agricultural courses via AgCN; what shows up on this page is what your state has submitted. As an 

instructor you can add new courses, update existing courses and inactivate courses that only your program will 

see. 

1. Click on “Add New” to add courses. 
2. Edit current courses by clicking on them. 
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3.  
4.  

 
 

3. “Add New” will direct you to the following, Course Title, AFNR and Hours are required fields. 

 

Here you are able to 

override the state’s 

description with 

your own local 

program wording. 




