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HOW TO ADD
PARTICIPANTS TO 
AET CALENDAR EVENT

Revised: 7/21/26

Advisors must add participating students to the
appropriate AET Calendar Event so the Michigan FFA
Office can verify membership and confirm completion
of the required AET Waiver and Code of Conduct.

2 CLICK THE

SIGN IN TO AET
Be sure to login to your
Teacher/Advisor account

CALENDAR ICON



3 LOCATE & CLICK CALENDAR EVENT

For multi-day events, such as the State
Convention, students only need to be 
added to one of the event dates. 
It does not matter which date you select.
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4 CLICK PARTICIPANTS
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5 CLICK ACTIVITY TYPE

Select the most appropriate
Activity Type
from the dropdown menu

The activity names in the drop-down 
menu may not always match Michigan 
FFA events exactly. 
Select the option that best fits the activity.
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6 SELECT STUDENT NAME

Students must have an active AET account
to appear in the participant list. If you need
assistance creating AET accounts, visit:
Chapter Roster, Membership & AET.

7 CLICK ENTER
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9 CLICK EXPORT TO EXCEL/CSV

8 CONFIRM STUDENTS’ INFORMATION

It will appear in the 
table below 

After all students are added
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10 CHECK MEMBERSHIP STATUS

No Membership ID Listed

Student is not an active member.
Additional action is required before student 
is eligible to participate.

Membership ID Listed
Student is an active member. 
No further action required.

In downloaded excel for 
each student 

Students must be active FFA members in
FFA.org for a Membership ID to appear. If you
need assistance submitting membership, visit
Chapter Roster, Membership & AET.
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