Absentee Voting Presidential Preference Only Absentee Ballots

Presidential Preference Only Absentee Ballot Tracking

To comply with Federal law, all military and permanent overseas absentee ballots must be tracked in
WisVote. Tracking absentee ballots in WisVote is a three step process: 1) record the date the absentee
application was received, 2) the date the absentee ballot was sent and 3) the date the absentee ballot was
returned.

Instructions for issuing Presidential Preference Only absentee ballots to military and overseas voters,
updating the absentee ballot sent date field and recording returned absentee ballots in WisVote are
outlined below.

Presidential Preference Only absentee ballots can only be issued in WisVote if the Contests Complete and
Candidates Complete Checkpoints are unchecked. Do not check the Contests Complete and Candidates
Complete Checkpoints until the official Spring Election ballot is ready to be issued.

Click the links below to view the Presidential Preference Only Absentee Ballot Tracking interactive
tutorials: https://vimeo.com/155727089

https://vimeo.com/155718696

Issue Individual Presidential Preference Only Absentee Ballots
1. Click the Elections tile
2. Click the 2016 Spring Election and Presidential Preference Vote
3. Verify that the Contests Complete and Candidates Complete Checkpoints are not checked
4. Click the drop-down arrow to the right of the name of the election to display the navigation bar

5. Click the Absentee Applications tile

ELECTION v  Elections | v+ 2016 Sprning Electio...

= = s
ACTIVITIES CLOSED ACTIVITIES AUDIT HISTORY

T R
Election Progress
0O Contests Candidates Provisionals Poll Book EDR Election
Complete Complete Complete Votes Recerded Complete Closed

6. On the Absentee Application View page, search for, or locate the military or overseas absentee
application record in the Absentee Application Associated view grid
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7. To filter for military and/or overseas absentee application types, click the filter icon, then click the
absentee type field and select Military and/or Overseas, then click OK
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8. Click the name of the voter to open the absentee application record
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10. Select one of the label options in the Absentee Ballot Mailing Layout window, then click OK
Absentee Ballot Tracking Only Users

Select the No Label field if mailing labels are not desired; if the no label option is selected, the Ballot
Sent Date field will automatically populate to the date the ballots are issued

Absentee Ballot Mailing Layouts -
Select Absentee ballot mailing layout :
No Labe
®  Dymo Printer

Sheet Labels

[=]

11. Two mailing labels are generated for each absentee voter. The Home Address is printed on the first
label and is placed on the return envelope; the Absentee Address is printed on the second label and
is placed on the mailing envelope

12. A report viewer window will open and display a “Report is Being Generated” message; after the
labels have been generated, click the Save and Export button to save and export the mailing labels

13. To print the labels directly from WisVote, click the Print button

Issue Multiple Presidential Preference Only Absentee Ballots
1. Click the Elections tile
2. Click the 2016 Spring Election and Presidential Preference Vote
3. Verify that the Contests Complete and Candidates Complete Checkpoints are not checked
4. Click the drop-down arrow to the right of the name of the election to display the navigation bar

5. Click the Absentee Applications tile

ELECTION v  Elections | v+ 2016 Sprning Electio...

ABSENTEE APPLICATIONS

Election Progress

Contests Candidates Provisionals Poll Book EDR Election

= Complete Complete Complete Votes Recerded Complete Closed
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6. On the Absentee Application View page, search for, or locate the military or overseas absentee
application record in the Absentee Application Associated view grid

7. To filter for military and/or overseas absentee application types, click the filter icon, then click the
absentee type field and select Military and Overseas, then click OK
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8. Select the military/overseas absentee application records, then click Issue Ballots
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9. To print the absentee mailing labels, click the drop-down arrow to the right of the election name to
display the navigation bar, then click the Absentee Ballots tile
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10. On the Absentee Ballots Associated View page, select the records

11. Click the ellipses to display additional actions, then select Run Report to open a drop-down list of

printing options

12. Select one of the label options in the drop-down list

MARK BALLOTS AS NOTR... [o DEACTIVATE es \
& Email a Link
feturn... Ballot Status Reaso.... Application Y. matasn Ward W o
& Chart Pane
Not Returned Military sl Chart Pan IN:01  City of Madison -
G Run Workflow
Mot Returned Indefinitely Cof. WA FALL.. City of Chippewa F
[¥] Start Dialog
Mot Returned Indefinitely Cof. =TTE A Fotir nf larinntie
m Run Report Run on Selected Records
Mot Returned Indefinitely Cof. ﬂi Export Absentee Ballots Absentee Ballat Certificate
Mot Returned Indefinitely Co.. Speaal Voting .. CHYUFL Absentee Labels dymo
Mot Returned Indefinitely Co.. Speaal Voting .. CITY OFC Absentee Labels sheet
Mot Returned Military Mail TITY OF MADISON : 01 City of Madison - W

13. In the Select Records window, select option three, “All records on all pages in the current view”,

then click Run Report to generate the labels for the applications in the batch

Select Records x

Select which records you want to use in this report.

Report: Absentee Labels dymo

Description: Absentee Labels dymao - Main Report

Use these records:
All applicable records

The selected records

[ @) All records on all pages in the current '.-'Ew]

14. A report viewer window will open and display a “Report is Being Generated” message; after the
labels have been generated, click the Save and Export button to save and export the mailing labels

15. To print the labels directly from WisVote, click the Print button
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Issue Presidential Preference Only Absentee Ballots as a Batch
1. Click the Elections tile

2. Click the 2016 Spring Election and Presidential Preference Vote
3. Verify that the Contests Complete and Candidates Complete Checkpoints are not checked
4. Click the drop-down arrow to the right of the name of the election to display the navigation bar

5. Click the Absentee Applications tile

ELECTION v  Elections | v+ 2016 Sprning Electio...

g 2 2
ACTIVITIES CLOSED ACTIVITIES AUDIT HISTORY ABSENTEE APPLICATIONS

T R
Election Date
4/5/2016
Election Progress
0O Contests Candidates Provisionals Poll Book EDR Election
Complete Complete Complete Votes Recerded Complete Closed

6. To issue ballots and generate mailing labels as a batch, click the Issue Batch Ballots button

ELECTION : INFORMATION
2016 Spring Election and Presidential Pre
"":'"_Date
" - . u " - ~
Absentee Application Associc s ereons p
* ADD NEW ABSENTEE AFP. il issue BaLLOTS |GG ISSUE BATCH BALLOTS ||5 CHART PAME = eus
~ Absentee Peri... Application Source...  Absentee.. Application Ty.. Batch Name Cae ¥ @
P. Current Election  Online Active wifitary A~
G. Current Election  Emai Active Regular

7. In the New Batch Absentee Request window, enter a description for the batch, verify that the
correct election is selected

8. Select Military or Overseas as the application type
Note: Batches can only be created for a single application type
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9. Select the No Label field if mailing labels are not desired

Note: If this option is selected, the Ballot Sent Date field will automatically populate with the date
the batch was created

BHsave E'saveaclose = New X CANCEL

:j BATCH BALLOT REQUEST : BATCH ABSENTEE REQUEST
= New Batch Ballot Request Competed

BNo

@) selected election is a type of ‘Presidential Preference’. Until the Confests and Candidates checkpoints are checked, Wisvate will issue only
Presidential Preference ballots te Military and Cverseas voters

*** Note: Provided all selection criteria must match on absentee application for

Batch to succeed, If active ballots exist for voter then it will be excluded from this
bateh ™

Description * I Military Pres Pref Only I Care Facility

Election * 2016 Spring Election and Presidenti. Batch Name On Absentee

ApplicationType I Military I No Label O

Ballot Delivery Method * = Jurisdiction @ CITY OF BROOKFIELD - WAUKESHA

Important note about entering names into the Batch Name on Absentee field:

If the Batch Name on Absentee ballot field is left blank, all of the outstanding absentee

applications that match the voter type, delivery method and care facility (if applicable) will be
included in the batch

If a batch name is entered in the Batch Name on Absentee ballot field, ONLY the absentee

applications that have the exact same batch name on their absentee application will be included
in the batch

10. To finish creating the batch request, click Save and Close

11. To retrieve the batch, click the Batch Absentee Request tile in the navigation bar to open the Batch
Absentee Request view page

. 2 4

ABSENTEE BALLOTS BATCH ABSENTEE RECUUES... BALLOT STYLES CAMDIDATES
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12. Click the name of the batch in the Batch Absentee Request Associated view grid, to open the Batch
Absentee Request page

. ELECTIOM : INFORMATION

... 2016 Spring Election and Presidential Pref

Election Date
4/5/2016
Batch Absentee Reguest Assoc [ Search for records
< ADD NEW BATCH BALLOT.. ol CHARTPANE~ [P RUN REPORT =  {J§ EXPORT BATCH BALLOT R...
~ | Description Election ApplicationTy... Ballot Delivery.. C T
| Military Pres Pref Only | 2016 Spring Ele.. Military

13. Click the ellipses at the top of the Batch Absentee Request page to display additional actions, then
select “Run Workflow” from the drop-down list
Note: the Run Workflow button might display as an action on the page

14. A Look Up Record window will appear, click Add

& Run Workflow

[¥] start Dialog
[¥] Run Report

< I >

1-1of1(1 selected) M 4 pPagel d»

|' Add ]I Cancel ] Rerrcxeva.;e‘
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15. Click OK in the confirmation window to submit the absentee batch request
Note: it may take up to 15 minutes to complete the workflow

. A et LA/ \ﬂ

Confirm Application of Workflow x
This workflow will be applied to 1 Batch Absentee Request

You can monitor workflow jobs by opening each Batch Absentee Request and clicking Workflows

Are you sure that you want to continue?

Cance

16. To print the absentee mailing labels for the batch, click the drop-down arrow to the right of the
batch request name to display the navigation bar, then click the Absentee Ballots tile

Eln O 0 O - @

Common Process Sessians

-
LA

AUDIT HISTORY ABSENTEE BALLOTS BACKGROUND PROCESSES

17. On the Absentee Ballots Associated View page, select at least one record

18. Click the ellipses to display additional actions, then select Run Report to open a drop-down list of
printing options

19. Select one of the label options in the drop-down list

MARK BALLOTS AS NOTR...  [§ DEACTIVATE /fes \
& Email a Link
eturn... Ballot Status Reaso.... Application Yy fmatan Ward ¥ o
. al? Chart Pane » : )
Not Returned Military JM:01 City of Madison -
G Run Workflow
Not Returned Indefinitely Cof. VA FALL.. City of Chippewa F
[ Start Dialog
Not Returned Indefinitely Cof, =TTE Al Citrod Blarinastn
[¥] Run Report Run on Selected Records
Mot Returned Indefinitely Co. (@ Export Absentee Ballots Absentee Ballot Certificate
Not Returned Indefinitely Cof.. Speaal Voting .. CIIYORC Absentee Labels dymo
Mot Returned Indefinitely Co\.. Specal Voting .. CITY OFC Absentee Labels sheet
Mot Returned Military Mail CITY OF MADISON : 01 City of Madison - W

20. In the Select Records window, select option three, “All records on all pages in the current view”,
then click Run Report to generate the labels for the applications in the batch
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21. A report viewer window will open and display a “Report is Being Generated” message; after the
labels have been generated, click the Save and Export button to save and export the mailing labels

22. To print the labels directly from WisVote, click the Print button

Update the Absentee Ballot Sent Date Field
1. Click the Elections tile

2. Click the 2016 Spring Election and Presidential Preference Vote

3. Click the drop-down arrow to the right of the name of the election to display the navigation bar
4. Click the Absentee Ballots button

5. Select the absentee ballot record or multiple absentee ballot records to update

6. Click the Set Ballots Sent Date button
Note: the Set Ballots Sent Date button will not display unless a record is selected

ELECTION : INFORMATION

2016 Spring Election and Presidential

Absentee Ballots Associated

TUR... I # SET BALLOTS SENT DATE I

&/ MARK BALLOTS AS RE .E.,, RECORD RETURNED MAILL..
Mame.. Mailing Id... Date Ballot Sent Ballot Status Reaso... Application Ty.. BallotCT W
Alston,. 53,578 Mot Returned dilitary Emai
« lAnders,... 53,860 Mot Returned Military Emai
~" IBartholo... 53,816 2/17/2016 Mot Returned military wai
+" [Bastin, .. 53,811 2/12/2016 Not Returned dilitary Wiai
Beck, Ky... 53,881 2/17/2016 Noet Returnad wilitary Oniline

7. Edit the date in the Set Ballots Sent Date window then click OK
Note: refresh the screen to view the updated ballot sent date field

Set Ballots Sent Date -

Please provide Ballot sent date:

Wed Feb 10 2015
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Manually Record Returned Presidential Preference Only Ballots

1.
2.
3.

Click the Elections tile

Click the 2016 Spring Election and Presidential Preference Vote

Click the drop-down arrow to the right of the name of the election to display the navigation bar

Click the Absentee Ballots button
Select the absentee ballot record to be recorded as returned

Click the Mark Ballots as Returned button

ELECTICN : INFORMATION

1/19/2016 Special Election

Absentee Ballots Associated View ~

I +/ MARK BALLOTS AS RETUR.. ] # SET BALLOTS SENT DATE .iD+ RECORD RETURNED MAILL.. €2 LETTERS ~

MName Mailing Id Date Ballot Sent Date Ballot Return Ballot Status Reaso.
" 1 12/25/2015 Mot Returned
' 2 12/25/2015 Not Returned
' 2 1272542015 Mot Returned
' 5 1272572015 Mot Returned
6 12/25/2015 Not Returned

Election Date
1/19/2016

Application Ty.. W
Regular Mail
Regular Ilail
Regular Ilail
Regular Ilail
Regular Mail

[#]

7. A confirmation window will appear confirming the number of ballot that have been marked as

returned

Marked Ballots As Returned -

Selected 4 absentee ballots are Marked as returned
successfully !
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Record Returned Presidential Preference Only Ballots by Scan

1. Click the Elections tile

2. Click the 2016 Spring Election and Presidential Preference Vote

3. Click the drop-down arrow to the right of the name of the election to display the navigation bar
4. Click the Absentee Ballots button

5. In the Absentee Ballots Associated View page, click the Record Returned Mailings button to open
the Record Returned Ballots Webpage Dialog

ELECTICN : INFORMATION
g 1 - Election Date
1/19/2016 Special Election i
Absentee Ballots Associated View v o
sentee ballots ASSOociated View Search for records
& MARK BALLOTS AS RETUR.. [_B_', RECORD RETURNED MAILL ] @ LETTERS + B MARK BALLOTS AS NOTR ||'+ CHART PANE - was
v Mame Mailing Id 4+ Date Ballot Sent Date Ballot Retu.. Ballot Status Reaso.. Application Ty. Ballotl W o
Mary Mack 1/6/2016 1/6/2016 Returned Regular Voted In Person
1/6/2016 1/6/2016 Returned Regular Voted In Persan
1/6/2016 1/6/2016 Returned Regular Vated In Persan
1 12/25/2015 1/4/2016 Returned Regular Mail

6. To scan multiple returned absentee ballots, select the Auto-Record checkbox

7. Enter the date the absentee ballot was received in the Response Date field
Note: The response date will default to today’s date but may be edited

8. Select a Response Type from the drop-down list; the response type selected will be recorded as the
response type for all ballots scanned in the session, to record a different response type, edit the
Response Type field before you continue to scan additional ballots

D :

Record Returned Ballots

Mailing ID : * Election Name :
Response Date: * (L/07/2018 Voter Status :
Response Type : * Voter Name :
\IZL ';.“ECI il Absentee Address :
rable Status -StatusReason :
ceived After Deadline
to be Rejected B .
Voter Refused : sentee tatus
: | I%tlon MName | Voter Status Voter Name At SNiat. e Radsiin
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9. Place the curser in the Mailing ID field and scan all of the returned absentee ballots with the
selected response type

Record ) Qe v Auto-Record
Record Returned Ballots
Mailing ID : * | ]‘mis field is Election Name :
required.
Response Date: * 01/04/2016 Voter Status :
:' Type: oot v Voter Name :
Absentee Address :
Status
-StatusReason :
Mailing ID ‘Response Date |Response Type |Election Name | Voter Status Voter Name ’::::::e ‘s;: “': <Reason ‘
< n18/2006 1005 W ELM ST,
4 01/04/2016 757580000 ; 'ec';a‘ glemon Active Ana Regina Akan CHIPPEWA FLS, 757580000
P W1 547291603
504 £ GRAND
1/19/201 Vi E IPPEW,
9 0042006 757580000 206 aive Danielle Lynn  AVE, CHIPPEWA 557580000
Special Election Cance FLS, WI
547292724

10. The recorded absentee ballot records will display below the data fields in the Record Returned
Ballots Webpage Dialog window

11. Close the Record Returned Ballots Webpage Dialog window to finish recording the returned
absentee ballot records and return to the Absentee Ballots Assocaited View page
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