Unified Board Instructions { e,

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.

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

Arena Navigation

1 LoginArena.

* 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.



2  Click "My Committees"

Baltimore-Washington Conference Peninsula-Delaware Conference
. The United Methodist Church « The United Methodist Church

Arena Home

Homepage Church Conference Forms

I
WELCOME TO ARENA!! My Church Conference Forms

Arena is a database and event registration system used by the

Baltimore-Washington & Peninsula-Delaware Conferences. My Other Forms

To access Arena, click the Log In button below. Fund Balance Report

CHURCH CONFERENCE FORMS ARE AVAILABLE!! College Student Reporting

Click "My Church Conference Forms™ or "Church Conference Forms" in the blue
navigation bar on the right.

You must be logged in to see navigation bar. Use loginfiogout butfon below. Church Evaluation Forms

Vitality Pathways

My Evaluation Forms

YOU ARE LOGGED INTO ARENA WITH CHURCH CREDENTIALS*
If you are not the church administrator/secretary or pastor then you should NOT be logging in with My Account
these credentials

While logged into the church's Arena record, changes/actions will impact the church's database
record. To register for an event, update your personal Arena account (contact info etc ) or
complete a Church Conference/Evaluation report please logout and then login with your
personal Arena credentials.
* Church usernames begin with "BWC™ My Church Statistics

My Committees

“You are logged in as: --- Acme UMC - TEST CHURCH.
|san e

@) 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.



3 Click "Print List of All Church Members in Arena"

CommitteeLeader Toolbox

Nomination Report Generation My C

The reportsbelow generateyour church's currentNominations Report directlyfromArena Review and verifythe
informationcarefullybeforeuploadingitas partof your Church Conferencereporting Selectthe appropriate
reportbased on your church’s leadershipstructure{Committees or Unified Board).

Visitthe Church Conferencepage on our websitefor generalinformationand formtemplates Col

Church Conference Nominations Reports:
NominationsReport for 2026 (Committees
NominationsReport for2026 (UnifiedBoard)

Membership Rosters:
Committees(AILCURRENT Memberg

Church Membership List (NEW):
PrintListof AllChurch Membersin Arena

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

Nominations Report for 2026 (Unified Board)
My Account
Membership Rosters:

Committees (All CURRENT Members) My Events
Committees (All FUTURE Members)

My Committees

Church Membership List (NEW):
Print List of All Church Members in Arena My CEUs

My Church Statistics

EActive Only

My Groups/Committees

© Adult Ministries (Acme UMC - Test Church)
© Campus Ministry (Acme UMC - Test Church)

© Children’s Ministries (Acme UMC - Test Church)

‘l © Church Council (Acme UMC - Test Church) l‘

© Church School / Small Group (Acme UMC - Test Church)

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



@ Tipt

* 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.

UITUIrCrr Courich

My Other Forms
‘I Back to Committee Leader Toolbox ” Fund Balance Report
College Student Reporting
Member List Toolbox Communication Take Attendance Attendance Summary Docl List .
Vitality Pathways

Church Evaluation Forms
Print Roster /M Active Only

My Evaluation Forms
. Cmte Chair/Pres My Account
Wild Coyote Y
My Events
My Committees

= Cmte Member
Rev. Deacon Doe My CEUs

My Church Statistics

End Committee Member's Term

6 To end a committee members term -

* Click on their name so the box opens

* Click 'edit"
9 Ginny Doe Cmte Member

= Cmte Member
"7 John Public

/", John Public

(Member) REILE T TR



Add the "Inactive Date" then click "Save"

(] Texting Allowed
Address Street Address

City Zip Code

Role Cmte Member

Date Juine: 01/01/2025

Date Inactive

| 12/31/2026

Save Cancel

Add a New Committee Member

8

Click "New Member"

Wynn Doe
’1 Bilbo Baggins

Print Roster l

“You are logged in as: — Acme UMC - TEST CHURCH.
Click here to log out.

Pastor

Treasurer




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.



Add Member

First Name Deacon

Last Name Doe

Birth Date

deacondoe@deacondoe.com

Home Phone Home Phone

Cell Phone Cell Phone

[J Texting Allowed

Address Street Address

City Zip Code

Cmte Chair/Pres

Date Joined 01/01/2027

Date Inactive ‘ 12/31/2030

Add Member Cancel

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.

@ Health & Welfare Ministries (Acme UMC - Test Church)

@ Lay Leaders (Acme UMC - Test Church)

‘ € Lay Leadership Dvipmt (Acme UMC - Test Church)

Return to My Committee Menu Page



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

Baltimore-Washington Conference Peninsula-Delaware Conference
. The United Methodist Church . The United Methodist Church

Committee Toolbox

Member List Toolbox Communication Take Attendance Attendance Summary Document List

Print Roster Active Only

Cmte Chair/Pres

ﬂ Wynn Doe

Report Submission

12  To print the report, click "Nominations Report for 2026 (Unified Board)"

Baltimore-Washington Conference Peninsula-Delaware Confer
. The United Methodist Church . The United Methodist Church

Committee Leader Toolbox

Nomination Report Generation

The reporis below generate your church's current Nominations Report directly from Arena. Review and verify the information
carefully before uploading it as part of your Church Conference reporting. Select the appropriate report based on your church's
leadership structure (Committees or Unified Board)

Visit the Church Conference page on our website for general information and form templates.

Church Conference Nominations Reports:

l Nomnafions Repori tor 2026 (Unified Board) l

Membership Rosters:

S AT A IR T R oL ot




13

14

Save this report to your computer.

Acme UMC - TEST CHURCH, Frederick (1000)
2027 Nominations Report - Unified Board
Printed: September 23, 2026

We, the members of Acme UMC - TEST CHURCH, present the following Nomination Report

‘27 Status Description:
Inactive: Term ends in Dec. 26 Active:Start Date on/belore Jan. 1,27 Future: Term staris after Jan. 1, 27

Position '275tatus
Church Council
01/01/20

01/01/27 12/31/30 ACTIVE
01/01/19 ACTIVE
01/01/19 ACTIVE
01/01/23 ACTIVE
01/01/18 ACTIVE
08/14/23 ACTIVE

John Public 01/01/25 12/31/26

GiGi Greenleaf 01/01/25 12/31/28 ACTIVE

Wynn Doe 07/01/22  |12/31/26 | INACTIVE
01/01/25 12/31/28 ACTIVE
Wild Coyote 01/01/24 12/31/27 ACTIVE
Jim Doe 01/01/25 12/31/28 ACTIVE
Joe Handyman 01/01/26 12/31/29 ACTIVE
Gabby Martinez 01/01/24 12/31/27 ACTIVE
Minnie Mouse 01/01/26 12/31/29 ACTIVE
Jane Public 01/01/26  12/31/26  INACTIVE
IMWe affirm that a majority vote was for the nominations | here.
Pastor: Date:
Print Name:
Presiding Clergy: Date:
Print Name:

To complete the online form and upload your report, return to the Church
Conference forms menu page by clicking "Church Conference Forms".

Baltimore-Washington Conference Peninsula-Delaware Conference

. The United Methodist Church . The United Methodist Church

Committee Leader Toolbox

Nomination Report Generation

The reports below generate your church's current Nominations Report directly from Arena. Review and verify the information
carefully before uploading it as part of your Church Conference reporting. Select the appropriate report based on your church's
leadership structure (Committees or Unified Board)

Visit the Church Conference page on our website for general information and form templates

Arena Home

Church Conference Forms.

My Church Conference Forms

My Other Forms
Fund Balance Report
College Student Reporting

Vitality Pathways




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.

10



