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  After you log 
in, click the 
“Tracker” 

tab. 

The Chapter 
Tracker page 
will appear.  
Click on “C4: 
Develop and 
manage your 

Chapter 
Strategic Plan 

and Program of 
Activities.” 

TEACHER VIEW 

STUDENT VIEW 

After you log 
in, click, 

“Manage your 
Chapter 

Strategic Plan 
and POA.” 

STEP 1: COMPETING THE PROGRAM OF ACTIVITIES 
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Click “Create New Strategic Plan (POA) 

Enter Dates and Click “Create New Plan” 

STEP 2: 

STEP 3: 
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SPECIAL NOTE: Strategic Planning Tab is a place to record the 
program’s Mission Statement, Vision Statements, SWOT Analysis 
and Goals/Outcomes. 

STEP 4: 

Click on the “Student Leadership” tab. 
Add FFA Officers (click “New Officer”) 

Add FFA Committees (click pencil to add chair/co-chair and click 
“Members” to add members (should prepopulate student names) 

SIDE NOTE: IF STUDENT NAMES DON’T PREPOPULATE… 
1. Click Accounts tab 
2. Click #1. Manage all accounts 
3. Click National Roster Utilities (in lime green box) 
4. Click Add to AET tab 
5. Add all students that need to be on AET 
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Click on the “Activities” tab. 

Add New Activities (click “New Activity”)   
These activities will also appear on the chapter calendar. 

STEP 5: 

Complete all requested information:  
Activity Type, Name of Activity, Beginning Date, Schedule Type, 

Committee Delegation, etc. STEP 6: 
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STEP 7: 

Click on the Activity Name to do the following: 
General Information; Goals, Plans and Outcomes; Deadlines & Dates; 

Results & Evaluations; Photos; Budget; Participants 

STEP 8: 

Click on “Goals, Plans & Outcomes” to 
set goals, create plan of action, and record evaluated outcome 
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Click on “Results & Evaluations” to 
record how the activity advanced leaders, made an impact, related 

to the quality standard, as well as any accomplishments and 
recommendations 

STEP 9: 
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  STEP 10: 

Click on “ Program Budget” to 
record Program Budget, including income and expenses 

How to Submit Your POA 

On December 1st, Ms. Allen will be going through POAs to ensure each activity 

listed has well thought-out goals and action plans. 
 
 
 
 
 

Please do not email your POAs to the office. 
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Steps to Submitting your POA 
 
Go to Degree/Application Manager. 
 
In the top box where it says “Add New Chapter-Level Application” 
 Choose AET Strategic Plan/POA, click “Add” 
 
This will now appear in the Application List in the middle of the screen. 
 
Click “Application” 
 
New Screen: 

 
 
Select “Basic Setup” in the small blue box to the left. 
 
In the new screen you will then follow the prompt: “Choose the 
Strategic Plan you would like to submit.  (Select the current year) 
 
Click “Save” 
 
Select “Save a New Version #” in the small blue box to the left. 
 The latest one you just created will be highlighted in green. 
 
Click “Get PDF” 
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Go to back to the Reports tab. 
 
Click “Submission List & Feedback” 
 
Under the AET Strategic Plan/POA, Click “Edit List” 
 

 
 
 
New Screen: 

 
 
Click “Browse” 
 
Find the latest Version # of your POA and click “add” 
 
Your POA will appear in the Award section of the Submission List. 
 You are all set for this Chapter Charter Requirement. 
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Other Perks to Using AET! 
 

POA activities populate into a chapter calendar you can share with your 
students!! 

Step 1: Click Tracker Tab 
Step 2: Click C1. Chapter Tracker Calendar 

 
 
 

You can copy event information from the previous year! 
 
 
 

Create a FREE chapter website to keep members informed! 
 
 

Electronic record books for SAEs! 
 
 

Record books are connected to degree applications! 
 
 

National & Superior Chapter Application is connected to your POA!  
(see the following pages for application instructions) 

 
 

Visit: http://learn.theaet.com/default.aspx?ID=7450 for additional help 
and resources when using AET 

 

http://learn.theaet.com/default.aspx?ID=7450
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 STEP 1: COMPLETING THE SUPERIOR CHAPTER/NATIONAL CHAPTER APPLICATION 

(MUST BE COMPLETED IN TEACHER/PROGRAM PORTAL FIRST, STUDENTS CAN BE             
ADDED ONCE THE APPLICATION IS CREATED)  Click on the 

“Reports” tab 

Then click on  
“FFA Awards 

Degree/Application 
Manager” 

STEP 2: (AUTOMATICALLY BRINGS YOU TO THE MANAGER)  

Select 
“National 
Chapter 

Award” and 
Add new 

application 

New 
Application 

appears 
below.  Click 
“Application” 
to begin the 

process. 
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STEP 3:  

1. Read 
Introduction. 
 

2. Assign 
Students 

 
3. Complete 

Cover Page 
 

STEP 4:  

Enter a brief 
description of 
activities into each 
quality standard.   

Select three 
activities you 

want to 
utilize in 
Form II. 
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  STEP 5:  

Rank each 
indicator based on 
the agricultural 
education 
program at your 
school.   (MUST 
earn 51 points or 
more to be eligible 
for the Superior 
Chapter Award 
and to qualify to 
fill out Form 2: 
National Chapter 
Application.  Form 
2 is ONLY available 
when the 
minimum 
qualifications are 
met.) 

Enter information 
for 3 activities in 
each division.  
Information 
includes: Name of 
Activity, Quality 
Standard, Activity 
Description, Goal 
#1-3, Plan of 
Action #1-3, 
Outcome 
Evaluated and 
Reported #1-3, 
Advancing 
Leaders, Impact, 
Related to Quality 
Standard, Photo & 
Photo Caption.  

STEP 6:  
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After all 
information has 
been entered, use 
the scoring rubric 
to ensure you 
provided all of the 
information being 
requested.  Once 
the application has 
been proofread, 
it’s time to save!  

STEP 7:  

Superior Chapter Application ONLY  
Superior Chapter & National Chapter Application 

Applications are due April 1st.   
Please do not email your applications to the office. 
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Steps to Submitting your Superior and National Chapter 
Applications 

              
Go to back to the Reports tab. 
 

Click “Submission List & Feedback” 
 

Under National Chapter Award (NJ 2026 National Chapter Award), 
Click “Edit List” 
 

 
 

New Screen: 

 
 

Click “Browse” 
 

Find the latest Version # of your National Chapter Award Application 
and click “add” 
 

Your National Chapter Award Application will appear in the Award 
section of the Submission List. 


