
WSPTA How to Enter PTA Officers in PT Avenue (April 2016) – Page 1 
 

HOW TO ENTER PTA 

OFFICERS IN PT AVENUE 

 

 

Every PTA will enter their 2016-2017 officers into PT Avenue. The board member profile in PT 

Avenue allows both a current and future position, so you don’t have to wait for the new year to 

enter 2016-2017 officers. You can do this as soon as they are elected, and they will be added to 

the email list for Leadership News.  

To enter officers for 2016-2017 in PT Avenue, select Profile and then select Board. You’ll see 

the list of officers currently in PT Avenue – something like this: 

 

The specifics of how you enter the 2016-2017 officer depends on whether or not they are a 

current officer. 

An Officer This Year and Next Year: 

If someone is a current officer and has been elected to serve as an officer next year as well, click 

on either their picture or their name to see their board member profile.  
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The steps to enter next year’s position are as follows: 

 Their current position is listed on the first line of the board member profile, with a term 

of Office 2015-2016. Don’t change that. 

 On the “Future Position” line select their position from the first drop down box.  

 If they are a Vice President, Secretary, or Committee Chair you will then see a box 

where you can select their duty, if applicable. This field is used to group officers for 

email, so it is important to identify your officers responsible for membership, 

legislative/advocacy, Reflections, family engagement, and to use the list of duties 

provided so they are included in the right group. 

 In the Term of Office box select 2016-2017. 

 Confirm the email address is their current email. 

 Enter their Cell Phone number if it is not included (or 000-111-1111 if you don’t need 

their cell phone number) 

 If they are president or treasurer enter their address, city, state, and zip. (You may choose 

to enter the address for all officers for your use.) 

 Click Modify Board Member. 
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A current officer elected to serve next year will look something like this: 

 

Note: As part of the year-end process the list of your current year officers will be downloaded for 

you to save, the future positions will be promoted to current positions, and those no longer 

officers will be removed from the board roster. 

A New Officer: 

If this is a new officer, not on the current board roster, click Add in the upper right of the screen.  

 

The steps are the same as for a returning officer except: 

 You must enter their position, duty if applicable, and term of office on the first line 

(which says “Current Position”). 

 Make sure to select 2016-2017 in the Term of Office field (again this will be on the 

“Current Position” line). 
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 Enter their first and last name. 

o IMPORTANT: The name should match exactly as entered on their membership 

entry in the members section. 

o Remember: After you run the year-end to roll forward to the new year (more on 

that coming soon) all board members must be in the members section as a paid 

member of your PTA for the year of their term of office. 

 Other steps (email address, cell phone number, and address) are the same as above. 

 If you want to add a Helper login for this person click to toggle the “Create Helper 

Login?” From No to Yes, and enter a user name for this helper. 

 Click Add Board Member. 

An officer elected to serve next year and who is not an officer this year will look something like 

this: 

 

Maintain Officers 

Remember to delete from the roster an officer who resigns or is removed from office during the 

year, and enter new officers as they are elected.  

If you become aware of an email address change for an officer, please update the email address 

in their board profile. 


