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Ensure the profiles of your chapter officers are complete (mailing address and email address).

STEP 1: LOGGING IN

LOG INTO AET
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After you log
in, click,
“Accounts.”
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In the “Settings and Messages” box, click on “Organize students into
groups.”

STEP 3:

Student Group Manager

| Return to the AET |

[(Choose a Group) »| | New Group

Using the drop-down arrow to “Chose a Group”, Click “New Group”




1. Change the group name (which is defaulted to “New Group”
to “25-26 ChapterOfficer”.
2. Click the box next to the name of all students who are a
chapter officers or on your chapter leadership team.

3. Click “save group” button
STEP 4: *This is due October 1*.
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STEP 1:
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STEP 2:
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1. Change Content Type
to “PoA Documents”.

STEP 3:
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1. Select your
chapter’s
constitution.
3. Upload your chapter’s
constitution by
December 1%,

AFTER YOU “UPLOAD” YOUR CHAPTER’S CONSTITUTION THIS SCREEN WILL
APPEAR.

STEP 4: ion Account | New Jersey FFA, NJ |

Accounts

Unique # 6284622
=
Thumbnail g
ikl
Se ect Share in the AET 0
“Save & Return” Communty: -
Share on my Chapter M
Homepage: —
Share with your Students: | [}
Date 812212025 | =
Conent Type
_ Advanced Agricultural Mechanics a
(AugsieS %?J:frilcéaeist%sselect Agribusiness .
Content Type needs multiple classes) Agricultural and Environmental Sciences
Agricultural Biology v
to Say Regional Restricti [v]
egional Restrictions: 2 New Jersey FFA
«“ ” (leave blank to allow -
POA DOCUmentS unrestricted access) |_| Mational FFA Organization
File Name: | Chapter Constitution _PDF
Description / Lesson
File Name
“Chapter 4
Constitution”



WHAT YOUR SCREEN WILL LOOK LIKE AFTER YOU “SAVE & RETURN” YOUR
CHAPTER’S CONSTITUTION.
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