
Online Voting for Board

Instructions for OpaVote



OpaVote Election Creation

● www.opavote.com
● Account is set up 

for 
secretary@makers
miths.org

● Create a new 
election (test ones 
are free, at our 
membership level 
cost is approx. $30)

2024 Makersmiths Board of Directors

Enter the description info

Enable Expert Mode



Election Creation – Expert Mode Screen

NO

Recommend it be 3 week prior to the Annual Meeting of the Membership

Set this to be midnight of the date of the Annual Meeting of the Membership but you will 
manually stop it at the beginning of the meeting if quorum has been met by then

YES
YES

Enter the candidate names whose nomination forms were submitted prior to the deadline 
(Due 15 days prior to Regular Mtg that is prior to Annual Mtg)
MULTIPLE WINNER (presuming more than one seat is up for election)

YES

2 (if two seats open)
YES (candidates will appear in random order on each ballot)



Adding Voters
● Voters are exported from Wild 

Apricot 
● Create a spreadsheet with only the 

email addresses from the Wild 
Apricot export.

● Save it as a plain text file
● Click “Upload File” and select the 

plain text file
● Create ~10 code voters to use for 

those that run into problems or need 
assistance voting.

● If someone receives a code, be sure 
to disable their email in OpaVote
(this can be done while the vote is in 
progress)



Monitoring the Election

● The election is not official until a quorum has been reached (1/3 of 
eligible voters)

● During the election, statistics are available through the management 
console

● If need be, you can click on the 
“email voters”, find a particular 
email, and then disable it (such as 
when you provide them with a code 
vote or if their membership is 
terminated during the voting 
process)



Concluding the Election

● At the start of the Annual Meeting 
of the Membership, provided 
Quorum has been met, select STOP 
VOTING

● Results will then be available
● The winners can be announced 

(details are not necessary to share 
but are available)

● Upon conclusion, OPAVOTE 
automatically emails ballots to the 
Secretary should any audits be 
required. XXX XXX

XXX XX


