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Step by Step Guide to FFA Online Membership 

2009-2010

Revised September 2009 for the Alabama FFA Association

Alabama FFA Membership 09-10:

ñMò Members (Students) = $10/each

ñKò Staff/Partners (Magazine) = $12/each
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Helpful hints for working in PeopleSoft

Å Effective datingðFor existing records click on the + button first to effective date (this adds 

another line with the current date) the record and then make the new changes. SAVE.

Å If there is a down arrow by a field, click on it to choose from the specific drop down list.  

Å If there is a magnifying glass icon, click on it to see a predetermined list to pick from. 

Å NOTE: To move from page to page in PeopleSoft use the RETURN button at the bottom of the 

page or click on the menu listing needed on the left side of the screen.  DO NOT use the back 

arrow at the top, left of the page!  Using the back arrow will knock you out of the PeopleSoft 

system.

Å Follow your state associationôs instructions regarding sending payment and roster information 

to your STATE office. The STATE office in Montgomery will send you an invoice for you 

members that you chapter approved (invoice each batch).

Å DO NOT send payment to the National FFA.

Å Once your roster has been nationally approved you will begin receiving your magazines 

starting with the next available issue. Magazine addresses are pulled from the database 

approximately seven weeks before you receive the magazine in the mail.

Å The second line on the address label of the New Horizonôs magazine lists that studentôs 9 digit 

FFA ID number

Å If you forget a student in your initial submission, you can submit additional students 

individually or in groups.  You will enter them the same way as original roster and print an 

additional billing roster using the new batch number. Submit this billing to your STATE office 

like you would a supplemental roster.

Å On left menu, disregard Submit Roster for Processing. This step is no longer required. 

Å Do not use Report Manager
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Membership Homepage http://access.ffa.org

Type or copy the address above into your Internet address bar.  This is a good page to save to your Favorites.

Select PeopleSoft Live - Online Membership (not Excel) to enter PeopleSoft to complete roster or look up 

information. 

Use PeopleSoft Testing - Training Purposes Only Online Membership to PRACTICE for training purposes.

*Please note the link to Membership Support.  This link directs to numerous help documents for the FFA 

Membership Online & Excel programs.

http://access.ffa.org/
https://access.ffa.org/FS88LIVE/signon.html
https://access.ffa.org/FS88LIVE/signon.html
https://access.ffa.org/FS88LIVE/signon.html
https://access.ffa.org/FS88LIVE/signon.html
https://access.ffa.org/FS88TNT/signon.html
https://access.ffa.org/FS88TNT/signon.html
https://access.ffa.org/FS88TNT/signon.html
https://access.ffa.org/FS88TNT/signon.html
https://access.ffa.org/FS88TNT/signon.html
https://access.ffa.org/FS88TNT/signon.html
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PeopleSoft LIVE login page

After selecting PeopleSoft Live - Online Membership , this is the log in screen.  

User ID is chapter number (state abbreviation needs to be capitalized, for example 

AL2000).  

Type in password exactly as provided by your state FFA association (password is case 

sensitive, caps lock key needs to be off).  If possible, copy and paste your password if 

you have it electronically. 

Click on the yellow Sign In box. 

https://access.ffa.org/FS88LIVE/signon.html
https://access.ffa.org/FS88LIVE/signon.html
https://access.ffa.org/FS88LIVE/signon.html
https://access.ffa.org/FS88LIVE/signon.html
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Using the left menu, click on Membership System. Do not use folder icons on the middle of the 

screen.

3 main sections will drop down: Use, Process and Reports.
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Use: Staff and Partners; mailing list and adult New Horizonssubscriptions

[Notice this and most of the following screen prints are green; taken from the test environment. The LIVE environment

has a blue box menu]

Click Use and then click on Staff and Partners to enter your magazine subscriptions and advisor information.

Your chapter number should show up automatically under FFA Chapter ID, if not, just type in your chapter number.

Click on Search or your staff record may appear.

A listing of all your Staff and Partners will show at the bottom of the page. Click one or a single record will appear on the

screen.
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Under Employee Type, click on drop down arrow for list. Do not use ñState.ò 

Anyone needing FFA mailings and resource materials needs to have ADVISOR in the FFA Title box. 

To change Address Information, under the blue bar, on the right side, click on the + button first to effective 

date the record (this adds another line with the current date). Update the information, scroll down and click 

on the SAVE button at the bottom, left of the page. Select the Personal tab at the top of your screen.
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To make any changes on Personal tab page, first click on the + to effective date the record.

Choose the correct FFA Membership Type (you can look up the options by clicking on the magnifying glass icon):

KïNew Horizonsmagazine subscription (generates a $12.00 billing and will appear on your chapterôs approval list 

for later processing). This membership type will be included in all FFA mailings.     

NïAdult Non-Member (This is recommended for any Advisor or person, who is still actively involved with your chapter, but is 

not getting a magazine, and will be included in National FFA mailings) 

XïExpired Record (no longer involved with the chapter/school, no longer added to mailings). NOTE: There is              no 

way to delete a record in PeopleSoft, just make sure the record is expired if they are no longer involved with              FFA.

Click SAVE at bottom, left of the screen when complete.
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To add new Staff or Partner

Go back to the left menu

Under Use, Click on Staff and Partner

Click on the Add A New Value tab or link.

Next page click ADD 

Use your state abbreviation and 4 zeros for the State ID (for example: IN0000) 

if this is not already auto-filled for you.

Tab through and enter all the requested information as described on the 

previous pages. 

New records populate with the current date and membership type of N for 

mailing list. If you wish for them to receive a magazine, you must change 

their membership type to K.

Do not select the + and effective date. 

Save
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Chapter and School Information

Click on Chapter Information on the left menu. 

Click SEARCH. 

Verify the data on these pages is current.  [This information is used for State & National Grants and chapter mailings.]

Click on the + to effective date the record before making any changes under the blue bar. 

SAVE. 

Go back to left menu and repeat/verify School Information.



12

Renew previous members ïRapid Renewal Page

From left menu click on Use then click on Rapid Renewal Page. 

Click on ñView All or View 100ò on the blue bar to see the larger membership list.  The total number of records will appear on 

the blue bar, far right.  Donôt forget to use the far right arrow, >,  to see end of the list.  

Under the blue bar, click on any underlined header to sort the list.  Expiration is suggested.

To bring to the top of the list, last yearôs members, click on Expirationuntil the previous yearôs 8-31 date appears at the top. 

The system will sort the members by expiration date and then alphabetically by last name. 

Under the first column, ñRò for renewal, click on the box to the left of each member who has paid.  This makes a check mark. 

Skip over any students not in your chapter this year, do not attempt to delete, they are already expired; 8-31. Students that are 

already renewed for the current school year will have the checked box grayed out. NOTE: If there are duplicate names, renew 

the line with the most current Expiration date. 

Working from left to right, update the applicable information on that memberôs line (FFA degrees, grade, etc.) You may see a 

ñYò for Yes, under the ñBad Addrò column if the current address is undeliverable; magazine will not be mailed. By clicking on

the blue Update Details link at the end of the line, you may update that bad address and complete further information.


