
 

 

 
RE: UNIT ELECTION PORTAL 
 
Dear Unit Leaders (and/or Unit OA Representative Advisers), 
 
On or about January 15th of this year, you were sent an automated email from our online 
system, Lodgemaster, to let us know when you were running your election.     This way our 
Lodge can help you support this important part of the Unit program.   This document will 
walk you through both pre-election and the post-election process. 
 
As part of the January email, there was a unique link generated for your unit to login to our 
webserver.   If you cannot find it, please reach out to our Elections Team at the email address 
found at the end of this email.  
 
If you do not have anyone eligible for election this year, our team would still gladly come to 
your unit and talk about the Order as to show Scouts the additional opportunities available 
within our Lodge.  You can arrange this visit through the portal or we would appreciate it if 
you emailed us to let us know you have no one eligible this year.     
 
Please note: Some of the below images are for illustrative purposes, and may not reflect current 
text or graphics. 
 
 
Part 1 – Notifying the Lodge of your Planned Election 
 
1. Please click on the Unit Link sent as part of the January Email to bring you to units.oa-

bsa.org    

 
 



 

 

 
 
 
2. Click on REQUEST AN ELECTION / UNIT VISIT Schedule Election 
 

 
 

3. Click SUBMIT REQUEST after filling out all the requested fields.  Uncheck Unit Election if 
you just want us to come to talk about the Order of the Arrow program. 

 
4. Our team will confirm our availability with you as soon as possible.   It is strongly 

recommended that one of our team members (or a trained OA youth from another unit) 
be present for your Election to avoid any confusion on current OA election guidelines 
and policies.  

 
  



 

 

 
Part 2 – Add Eligible Youth for your Election to our Database 
 
1. Please click on the Link sent in the email confirmation about your scheduled election.   

This will bring you back to units.oa-bsa.org with a screen asking you to add Eligible 
Youth.   Click the button to begin 

 

 
 

2. This will bring you to the following screen letting you know the basic rules of eligibility.  
Click ADD AN ELIGIBLE YOUTH to begin. 

 
 



 

 

 
3. Using the Spreadsheet Template on our website as a guide, please enter each eligible 

youth (one-by-one).    Please fill out all of the fields paying particular attention to Name, 
Scout Email, Scout BSA ID# and Date of Birth 

 
4. Once completed, find the option marked SEND TO LODGE to complete the process.  
5. These youth would be the names on your unit’s ballot.    We recommend filling this 

ballot out in advance for both in-person and virtual elections. 
  



 

 

 
Part 3 – Send the Lodge the Election Report 
 

Hint: This is the PDF file with the elected scouts’ names on it and signatures 
of the youth/adults who oversaw the unit election 

1. After you have completed your election, please send us the PDF file with the results of 
the election by email.     If your unit is planning on holding a special event to notify these 
candidates, please hold the report until that event.   

2. As the Lodge approves your election, the Scouts will be notified immediately by email of 
their election into the Lodge with information on how to sign up for the upcoming 
Induction Events.   

3. We will also send you a report showing the approval status.   In this email, will be a link 
you can submit ADULT nominations to us for review/consideration.  

 
If you have any additional questions that are not answered above, please reach out to us.  
 


