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Create an Account 

From the home page, click the  button to be directed to the account sign up screen. Complete 

the registration form to establish your account. All fields on the form are required. 

 
Figure 1: Account Sign Up Screen 

 

When your account has been successfully created, you will receive an email confirmation notification 

and the system shall prompt you to log in to your account. 

 

 
Figure 2: Log In Prompt after successful Account Creation 
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Logging on to the System 

From the home page, click the  button to be directed to the log on screen. From that screen, 

enter your unique account username and password.  

 

 
Figure 3: Account Log In Screen 

 

 

Account Password Management 

The OAEVENT registration system supports two native password management tools. The first is a 

forgotten password recovery tool, and the other is a password change-on-demand utility. 

Password Recovery Tool 

Lƴ ǘƘŜ ŜǾŜƴǘ ǘƘŀǘ ȅƻǳ ŦƻǊƎŜǘ ȅƻǳǊ ŀŎŎƻǳƴǘ ǇŀǎǎǿƻǊŘΣ ǎƛƳǇƭȅ ŎƭƛŎƪ ǘƘŜ άCƻǊƎƻǘ tŀǎǎǿƻǊŘέ link on the 

Account Log In Screen (See Figure 3). You will be asked to input the username associated with your 

account, and the system will create a temporary password and email it to you, so you may regain access 

to your account. 

 

 
Figure 4: Password Recovery Screen 

 
Figure 5: Password Recovery Success Notification 
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Password Change Utility 

If you ever want or need to change your password, the password change utility will allow you to do just 

ǘƘŀǘΦ /ƭƛŎƪ ǘƘŜ ά/ƘŀƴƎŜ tŀǎǎǿƻǊŘέ ƭƛƴƪ ƻƴ ȅƻǳǊ Account Dashboard (See Figure 7). 

 

 
Figure 6: Password Change Screen 

 

 

Account Dashboard 

Upon successful login, you will be taken to your account dashboard. This is the primary console available 

to all users. Depending on your access permissions, the dashboard may show a variety of options. 

However, all users have access to three primary panels, which include: Conclave Registration, Forms, 

and Miscellaneous. 

 

 
Figure 7: Account Dashboard [Standard View] 

 

 
Figure 8: Account Dashboard [Admin View] 
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Dashboard Panels 

The account dashboard is comprised of numerous panels, which display information or links to 

registration system functions. Please refer to the following list of panels and the functions they contain. 

Conclave Registration  

¶ Register Now [Visible if user has not registered] 

¶ View Registration Status and Summary [Visible if user has registered] 

¶ Conclave Details 

Forms 

¶ BSA Annual Health and Medical Record 

Miscellaneous 

¶ Logout 

¶ Change Password 

¶ Send E-mail to Registrar 

Admin Tools [Lodge Admin] 

¶ Registration Approvals 

¶ Bulk Registration Entry [Available in version 2.2.5] 

¶ Export Data to Excel [Export Řŀǘŀ ŦƻǊ ǳǎŜǊΩǎ ŎƻǳƴŎƛƭϐ 

Admin Tools [Section Admin] 

¶ Quick Stats 

¶ Export Data to Excel [Export all data] 
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Registering for an Event 

Registration Form 

The OAEVENT system permits only one registration per account. To register for the active event, click 

ǘƘŜ άwŜƎƛǎǘŜǊ bƻǿέ ƭƛƴƪ ƻƴ ȅƻǳǊ !ŎŎƻǳƴǘ 5ŀǎƘōƻŀǊŘ ό{ŜŜ CƛƎǳǊŜ тύΣ ŀƴŘ ȅƻǳ ǿƛƭƭ ōŜ ǊŜŘƛǊŜŎǘŜŘ ǘƻ ǘƘŜ 

event registration form. 

 

 
Figure 9: Sample Event Registration Form 
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Summary and Confirmation Screen 

Upon successful submission of your registration form, you will be taken to the summary and 

confirmation screen. As its name suggests, you will be able to review all the details you submitted as 

well as see what further steps are required by your council to complete the registration process. 

 

 
Figure 10: Registration Summary and Confirmation Screen 
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Understanding your Registration Status 

 

Pending Upon initial submission of your registration, it will be in pending status. This status is 

used as a waiting period to allow your local council to receive any/all necessary 

documents to continue processing your registration. Often, these necessary documents 

include your medical form, a copy of your registration confirmation, and payment for 

the event. 

 While not a hard-fast rule, the majority of councils will NOT approve your registration 

until all requested items have been received and verified. 

 As long as your registration is in Pending status, you have the ability to cancel your 

registration from the Registration Summary Screen. However, the moment your 

registration is approved, all cancelations must be made through your council office. 

 

Approved When your Lodge or Council Administrator confirms they have received all required 

documents and payment, they will approve your registration. When this happens, you 

will be alerted via email that your registration status has been updated. 

 Once your registǊŀǘƛƻƴ ƛǎ ŀǇǇǊƻǾŜŘΣ ȅƻǳ ŀǊŜ όƛƴ ǘƘŜ {ŜŎǘƛƻƴΩǎ ǾƛŜǿύ ǊŜŀŘȅ ŦƻǊ ŎƻƴŎƭŀǾŜΦ 

This means, all of your paperwork has been turned in, and you are paid up and settled 

with your council. 

 Should you have the need to cancel your registration once it is in approved status, you 

must contact your local council directly. Only a Lodge or Council Administrator can 

request a registration be canceled once in approved status. 

 

Canceled If for some reason you or your council must cancel your registration, you will be notified 

via email that your registration status has changed. Canceled registrations are 

considered inactive by the system, and your registration will no longer be monitored or 

included in any Conclave estimates. 

 If you ever believe your registration has been canceled by mistake, notify the event 

registrar immediately. 
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Admin Tools 

The OAEVENT registration system provides several administrative tools and utilities for users with 

appropriate access permissions. Within the Admin Tools framework there exists two distinct toolsets. 

The first toolset is geared for Lodge or Council administrators. The other toolset is for Section 

administrator use. 

Lodge Admin Toolset 

Lodge Administrators currently have access to two utilities which allow them to control their 

participaƴǘΩǎ ǊŜƎƛǎǘǊŀǘƛƻƴ ǇǊƻŎŜǎǎ ŀƴŘ ŘŀǘŀΤ ǘƘŜǎŜ ƛƴŎƭǳŘŜΥ ǊŜƎƛǎǘǊŀǘƛƻƴ ŀǇǇǊƻǾŀƭ ŀƴŘ Řŀǘŀ ŜȄǇƻǊǘΦ ! ǘƘƛǊŘ 

utility, bulk data entry, is scheduled to be released with version 2.2.5 of the system.  

Registration Approvals 

A critical piece of the event registration process is the approval component. Requiring users to obtain 

approval from their lodge/council ensures that only those who have paid and are legitimate members 

will be accepted. 

[ƻŘƎŜκ/ƻǳƴŎƛƭ !ŘƳƛƴǎ Ŏŀƴ ŀŎŎŜǎǎ ǘƘŜ !ǇǇǊƻǾŀƭ {ŎǊŜŜƴ ōȅ ŎƭƛŎƪƛƴƎ ǘƘŜ άwŜƎƛǎǘǊŀǘƛƻƴ !ǇǇǊƻǾŀƭǎέ ƭƛƴƪ ƛƴ ǘƘŜ 

Admin Tools panel on their Account Dashboard (See Figure 7). 

On the approvals screen, administrators can view pertinent information regarding registrations that are 

in pending status. This information will help administrators match physical documentation and payment 

information to the online registration record. 

When ready, an administrator can approve or cancel any pending registration. To do so, the 

administrator must click the appropriate button on the same row as the registration they wish to 

ǇŜǊŦƻǊƳ ǘƘŜ ŀŎǘƛƻƴ ƻƴΦ LŦ ǘƘŜ ŀŎǘƛƻƴ ƛǎ ǎǳŎŎŜǎǎŦǳƭΣ ǘƘŜ ǳǎŜǊΩǎ ǊŜƎƛǎǘǊŀǘƛƻƴ ǎǘŀǘǳǎ ǿƛƭƭ ōŜ ǳǇŘŀǘŜŘ ǘƻ 

Approved or Canceled, and the user will be notified via email. 

For convenience, administrators may quickly email any user by clicking the envelope icon on the 

appropriate row. 

 
Figure 11: Registration Approvals Screen 
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Export Data to Excel 

If an administrator ever needs to view all registration data for their lodge/council, the OAEVENT system 

ƳŀƪŜǎ ƛǘ ŀ ƻƴŜ ǎǘŜǇ ǇǊƻŎŜǎǎ ǘƻ ƻŦŦƭƻŀŘΣ ƻǊ ŜȄǇƻǊǘΣ ȅƻǳǊ ŎƻǳƴŎƛƭΩǎ ǊŜƎƛǎǘǊŀǘƛƻƴ ŘŀǘŀΦ  

Lodge/Council Admins can perform the data export by clicking the ά9ȄǇƻǊǘ 5ŀǘŀ ǘƻ 9ȄŎŜƭέ ƭink in the 

Admin Tools panel on their Account Dashboard (See Figure 7). 

Note: Depending on the amount of data, it may take a few moments to process a data export request. 

When the system has generated the Microsoft® Excel® spreadsheet, you will receive a file download 

prompt from your internet browser. Always choose to the SAVE option, not OPEN or RUN. 

 
Figure 12: File Download Prompt in Internet Explorer 

 
Figure 13: File Download Prompt in Firefox 

 

Once the brief file download completes, you can open the file using Microsoft® Excel®, or another 

compatible product.  

Note: If you receive any warning messages while attempting to open the file, click YES and the file will 

continue to load normally. 

 

 
Figure 14: Exported Data in Excel 
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Bulk Data Entry [Will be available in version 2.2.5] 

The bulk entry utility was designed for lodges/councils that have participants that choose not to register 

online, but rather using a paper form. While paper registrations are acceptable, the information on 

them is kept hidden from the section and other conclave planners. To make this data available, the bulk 

entry form permits Lodge/Council administrators to enter the data from the paper form into the online 

registration system. 

While this approach may seem as if the administrator is merely registering on behalf of some 

individuals, the actual process differs from standard registrations. The most noticeable difference is that 

all registration data inputted using bulk entry is automatically approved. Further, no email notifications 

are sent to the user. The sole purpose of bulk entry is to incorporate the registration data from paper 

forms into the general registration data population. 

 

Section Admin Toolset 

Section Administrators currently have access to two utilities which provide real-time visibility into the 

registration process. These utilities include: event registration statistics and data export.  

Quick Stats 

Quick Stats enable Section administrators to get a real-time picture into the conclave registration 

process. This statistics-rich screen provides data on the number of people registered and their current 

status, as well as a council breakdown. If your section utilizes other OAEVENT modules, such as Trading 

Post Pre-Orders, that information is also available on this screen. 

 

 
Figure 15: Quick Statistics Report Screen 



Page | 12 

Export Data to Excel 

If an administrator ever needs to view all registration data for the entire section, the OAEVENT system 

supports that functionality natively.  

{ŜŎǘƛƻƴ !ŘƳƛƴǎ Ŏŀƴ ǇŜǊŦƻǊƳ ǘƘŜ Řŀǘŀ ŜȄǇƻǊǘ ōȅ ŎƭƛŎƪƛƴƎ ǘƘŜ ά9ȄǇƻǊǘ 5ŀǘŀ ǘƻ 9ȄŎŜƭέ ƭƛƴƪ ƛƴ ǘƘŜ !ŘƳƛƴ 

Tools panel on their Account Dashboard (See Figure 7). 

Note: Due to the large amounts of data, it may take a few moments to process a data export request. 

When the system has generated the Microsoft® Excel® spreadsheet, you will receive a file download 

prompt from your internet browser. Always choose to the SAVE option, not OPEN or RUN. 

 
Figure 16: File Download Prompt in Internet Explorer 

 
Figure 17: File Download Prompt in Firefox 

 

Once the brief file download completes, you can open the file using Microsoft® Excel®, or another 

compatible product.  

Note: If you receive any warning messages while attempting to open the file, click YES and the file will 

continue to load normally. 

 

 
Figure 18: Exported Data in Excel 

 


