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How to Hold an Election on CampusLink

If at any time you are having difficulties with the following, feel free to stop by the Campus Life
front desk for assistance. Or you may call 405-744-5486 or you may reach us at
campuslife@okstate.edu.

Step One: Find your organization under your membership listings, and click on that
organization.
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Step Twao: After clicking on the organizaton name, you will be directed to your organization’s
home page. From this screen, you will need to click on the Manage Organization button at the
top right of the screen.
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Step Three: After clicking on Manage Organization, you will be redirected to the Action

Center. In order to access and upload documents to your CampusLink, you will need to click on
the menu icon next to your organization’s name and select the Elections tab.
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Step Four: This will direct you to the Elections section of CampusLink for your organization. In
order to create your own election, click on the blue Create Election in the top right corner of the
screen.
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Step Five: This will bring you to the first section of the Create Election screen. Here you will be
required to enter in the Name of the election (for example: Organization Name Fall 2017
Election). In addition, you have the option to add any instructions to the election. Make sure to
set the election to active and set the start and end dates as well. Finally, if you would like to add

a notification for when voting starts or restrict voting to only members listed on the CampusLink
roster, make sure to click those boxes.
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Step Six: Your next task will be to create the actual ballot itself. In order to do so, click on the
blue Create Ballot button in the top right hand corner.
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Step Seven: On the next screen, you will be prompted to create the title of this ballot, as well as
select the access of the ballot. If you select enable for the General Access section, this will allow
any user to complete a ballot response. If you select disable for the General Access section, this

will allow or deny access to a specific group of people, which you can edit from the eligibility
list(s) section. Once you’re ready to move on, click on the blue Save button.
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Step Eight: There are numerous ways in which you could customize and build your ballot.
Typically, a ballot will consist of one page that lists a number of positions, and who is running
for the subsequent positions. In order to achieve this option, you should select the Radio Button
List. Once you have entered in all of the positions and possible responses, you will be shown an
outline version of the ballot itself.
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Step Nine: Once all of your ballot information is entered in, make sure that your election ballot
is set to active. In order to do this, click on the Back to Elections link, and then click on
Properties. If the election status is set to Inactive, make sure that it is set to Active. Otherwise no
one will be able to access the ballot.
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Step Ten: Once your election has concluded and you wish to view the results, go back to the
Elections Tab on your CampusLink page, click on the name of the election that has ended, and
the click on the Results tab. If you click on the election name, you can view which option
received the majority votes, and also export all results in a variety of ways.
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