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Unified Board Instructions
Learn how to efficiently manage committee member records, update inactive
statuses, and add new members within the Arena platform. This guide also covers the
necessary steps for submitting official nomination reports and church conference
forms.

To complete the Unified Board Nomination Report, update the Church Council
Committee and Lay Leadership Development Committee.

Arena Navigation

1 Log in Arena.

  • To access all of the committees, log into the church's Arena account.

  • A committee chair can log into their personal account and update their committee
members.
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2 Click "My Committees"

Tip!

  • Before you begin. To keep from duplicating a committee member, click "Print List of All
Church Members in Arena", as seen below.

  • This list will give you the committee member's preferred name and email in Arena.
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3 Click "Print List of All Church Members in Arena"

4 To update a committee, click on that committee name. In this example we will
click "Church Council".

To complete the Unified Board Nomination Report, update the Church Council
Committee and Lay Leadership Development Committee.
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Tip!

  • When in "My Committees" view only those active in any given committee by clicking or
unclicking the "Active Only" option.

5 The "Active Only" option will show only those who are currently active. To see
those starting 1/1/2027, unclick the "Active Only" option.

A member whose term ends on 12/31/2026 will fall off the "Active Only" list on
1/1/2027.

To update the Lay Leadership Development Committee (Nominations), click the
"Back to Committee Leader Toolbox" button.

End Committee Member's Term

6 To end a committee members term -

  • Click on their name so the box opens

  • Click 'edit'
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7 Add the "Inactive Date" then click "Save"

Add a New Committee Member

8 Click "New Member"
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9 Add Member's Information

  • First Name (Our example is Mr. Deacon Doe)

  • Last Name

  • Email

  • Role

      • Cmte Chair/Pres

      • Cmte Vice Chair

      • Treasurer

      • Recording Secretary

      • Lay Member

      • Etc.

  • The date their term begins.

  • The date their term will end.

      • The committee should be broken down into classes. The Date Joined and Date
Inactive will be used to show their class. Below Mr. Deacon Doe is shown with a three-year
term.
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Update Leadership Committee

10 Click "Lay Leadership Dvlpmt", and follow "Steps 5-8" above.

The roles in this committee should be Cmte Chair/Pres and Cmte Member.

Return to My Committee Menu Page
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11 Clicking "Back to Committee Leader Toolbox" will take you back to the "My
Committee" menu page.

Report Submission

12 To print the report, click "Nominations Report for 2026 (Unified Board)"
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13 Save this report to your computer.

14 To complete the online form and upload your report, return to the Church
Conference forms menu page by clicking "Church Conference Forms".
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15 Under Membership Reports, click "Begin" on the Nominations Report.

  • Enter the name and email for the person completing the report.

  • Select your church's Governance/Leadership Structure.

  • Upload your report.

  • Add the chairs/vice-chairs information along with their end of term expiration.

  • Click "Save" to receive a link through email to edit the report before submitting the
form.

  • Click "Submit" to submit the report. You will receive an email with an attachment.

      • Your report is not 'complete' unless you hit submit.

      • Whether you click "Save" or "Submit" you will receive a Thank You page. If you do not
receive a Thank You page, your report was not saved/submitted.


