SVRS Webinar Training Series

“SVRS Overview and Review”

SVRS Overview and Best Practices
Wednesday, January 21, 2015

10:00 a.m.—11:00 a.m.

Program Presenters:

Wisconsin Government Accountability Board Staff
e Michael Nelson — SVRS Training Officer
e Juanita Borton — SVRS Training Officer

Agenda

e Introduction

e New Online Election Management Links

e Applications & My Vote Wisconsin Voter Applications
e HAVA Interfaces Review

e Mapping Data Quality Review

e Election Set-Up Review

e Absentee Review

e Election Administration Systems Overview

Summary: This webinar will feature an overview of the Election Administrations Systems and
the interaction of information from one to another, particularly between MyVote Wisconsin



and SVRS. We will discuss the growing trend of voter applications being completed online, the
different types of online applications and best practices for their administration. Also covered
will be a review HAVA interfaces and best practices and the best way to review your Mapping
Data Quality. Many clerks are beginning to work the 2015 Spring Election so we will review
some of the basics of Election set-up but will concentrate on the most critical areas. A brief over
view of Absentee and “Absentee Lite” will follow. We will conclude with an overview of Election
Systems and information flow between them.

New quick link buttons have been added to the GAB Website to consolidate all of the Election
Administration and Data Systems. Once in SVRS you can still access WEDC and Canvass as in the
past.
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Welcome to our website

Review and Best Practices of Voter Applications:

GAB 131 entries into SVRS:

With the passage of Wisconsin Act 182, applicants must present and acceptable form of Proof
of Residence (POR) regardless of whether the applicant is registering during the open or closed
registration period or as an Election Day registration. With one exception, do on enter
applications into SVRS unless the applicant has provided POR and it has been recorded properly
on the GAB 131. The one exception is for Election Day Registrants who did not provide an
acceptable form of POR and voted. Their applications must be entered and approved in SVRS in
order to record the vote. They must then be inactivated and the voter notified of the
inactivation status and the POR deficiency.



MyVote Wisconsin Online Applications:

Once a resident enters an application online through the MyVote website, the application will
fall under one of three application sources depending on the date they were submitted and will
show up as a pending application in SVRS. SVRS uses an addressing service to validate the

applicants address to a municipality and District Combo.

1. Online Mail
2. Online Late
3. Online Election Day Registration
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Online Mail: This application source is automatically assigned if the MyVote application is
submitted during the “open” registration period. A notification is sent to the clerk of the
municipality and informing them of what actions are required. Voters are instructed that they
may mail in a copy of their registration form with POR providing their mailing is postmarked no
later than the last day of “open” registration. Applicants may personally bring their documents

to the clerk’s office or with them to their polling place on Election Day.



Online Late: This application source is automatically assigned if the MyVote application is
submitted during the “closed” registration period. A notification is sent to the clerk of the
municipality informing them of what action is required. Online late applicants may not submit
their applications and POR by mail. They are instructed to print and hand-deliver their voter
application form to the clerk’s office with POR or bring the documents with them to the polling
place on Election Day.

Online Election Day Registration: This application source is automatically assigned if the
MyVote application is submitted after the “closed” registration period thru Election Day. A
notification is sent to the clerk of the municipality informing them of what action is required if
any. Online Election Day Registrations cannot be mailed or submitted but must be brought to
the polling place on Election Day.

Advantages to approving pending MyVote applications as opposed to manual entry.

e With the exception of POR, the applicant had completed the data entry for you resulting
in fewer data entry errors.

e Addresses have already been validated. This is especially important for Online Election
Day Registrations to minimize voters going to the wrong polling place and the error is
not caught until the paperwork is returned to the clerk’s office for data entry.

e Online Election Day Registrations will automatically have a vote recorded when
approved like other Election Day registrations.

Disadvantages to pending MyVote voter applications:

e A substantial number of applicants never send in or deliver their completed hard copy
applications with POR, or submit multiple applications.

Best Practices for Pending MyVote voter applications:

e Process the pending application rather than manually entering another application for
the same voter.

e Review pending applications on a regular basis. The Government Accountability Board
recommends that you delete applications over 30 days old where the applicant has
failed to return hard copy documents as required.

HAVA Interfaces:

HAVA Matches:

SVRS “Voter Match Node” is the place where clerks go to perform three important tasks, each
of which is required by HAVA. They are 1) Death Matches; 2) Felon Matches; and 3) Duplicate
Voter Matches.



Best Practices: The Government Accountability Board recommends that clerks regularly check
for matches on a monthly basis and more often in the weeks before an election.

Death Matches:

On a monthly basis the Government Accountability Board receives a “death record file” from

the Wisconsin Department of Health Services (DHS). This file is compared to SVRS voter records

to identify potential matches. Voters who have passed away must have their voter record
cancelled. Voters who have passed away and are matched in this process must have their
“match status” set as “confirmed match” in SVRS. This will automatically cancel the

corresponding voter record.
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Felon Matches:

On a monthly basis, the Government Accountability Board receives a file from the Wisconsin

Department of Corrections containing the records of felons that are incarcerated or still under
post correctional supervision of the department. This file is compared to SVRS voter records to
detect any matches. The matching and confirmation process is similar to that of Death

Matches.
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Voter Matches:

SVRS uses an Ad Hoc matching process within the application to identify potential duplicate
voter records. This is the same Ad Hoc process that SVRS performs when entering a voter
application so the potential matches found here are those that were possibly missed when a
voter application was entered. If a voter match is confirmed, the two (or more) voter records
must be merged in a separate merging process. To merge voter records, refer to Page 16 of the
HAVA interfaces chapter of the SVRS Training Manual.
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HAVA Checks:

When a voter application is entered into SVRS, SVRS will communicate with the Wisconsin
Department of Transportation and the Social Security Administration on a nightly basis to
compare the Name, Date of Birth, Driver License or WI ID number, and Social Security number
of the applicant with their databases. Similarly, if any changes are made to the above data
fields, SVRS will automatically run another HAVA check. If any of the above data fields are not
exactly the same, then the voter will fail the check and it will be the responsibility of the clerk to
determine if an error was made in entering data or if the clerk must communicate with the
voter via a “DMV Ping Notification Letter”.

Best Practices: Check for HAVA failures on a regular basis but avoid using a date earlier than the
last date checked or run as a report
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Mapping Data Quality:

District Combo 1: Of all the Mapping Data Quality checks, checking and correcting voter records
who have been assigned a District Combo of 1 (DC1) is the most critical. A District Combo of 1
simply means that SVRS was unable to assign a District Combo to the voter for a variety of
reasons. Voter information will not be available to those voters on the MyVote Website and
their name will not appear on any poll list. To check for those voters with a DC1, select Active
from the “General” tab and “1” from the “Districts” tab in the voter node, then hit search.
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Best Practice for correcting Geocode Exceptions, Geocode Warnings, District Combo
Mismatches and Boundary Exceptions: You may run reports from the reports node in SVRS,
however these Mapping Data Quality issues are best corrected from the district combo map.
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Select a District Combo that has map pins to be corrected and bring in the pins by using the
mapping tools. Refer to the mapping chapter of the SVRS Training manual and use outside
means if necessary such as your local County GIS or land department to determine where each

pin belongs.
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Election Tasks:

Polling Locations:

If you have a new polling location, do NOT overwrite an existing polling location. Create a new

one.
Check any existing Polling Place Assignment Plans (PPAP) and Reporting Unit Plans (RUP) to see

if an existing will meet your needs for the election. PPAPs and RUPs are reusable plans if a new
one is not needed.



Elections

hly:
=-4Y Poling Place Assignment Plans
OLDCITYOFO .
OLD CITY OF 0Oc| District A ~ || Polling Place Location
OLD Partisan Prir] ~ Cons: WD1, WD2, WD3, WD4, WD5, WDE, WD7 |OCONTO CITY HALL
7% 2012 Sping Pim.

7 2012 General tle
= ﬁ Repotting Unit Plans
5 OLD CITY OF OCONTO RESULTS A

0OLD GAB General Election Plan
OLD GAB Spring Election Plan
OLD GAB Spring Primary Election Plan
OLD CITY OF OCONTO

< > 2012 Spring Primary Election Plan
2012 General Election l

Reporting Unit Description =]
[+ Wards 1-7

Polling Place Assignment Plan

If a new Polling place is needed follow the “Add New Assignment Plan” beginning on page 2 of
the Polling Place Chapter of the SVRS Manual. Once set up, the polling place location is
available from the voter record, used within elections, on poll lists and from the MyVote

website. First, name the polling place.
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Then use the Recruit Panel to designate the wards that will be using your new polling place.
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Use the Recruit Panel to designate wards
to be consolidated and polling places to
which the wards are assigned. To open
the panel, click the Recruit button at the
top of the screen.
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Assign |

City of Oconto - Ward 6

City of Oconto - Ward 7

* Click desired line in PPAP grid detail (e.g. Ward WD1)
* Click ward from recruit panel (e.g. City of Oconto—

Ward 2)

* Click Assign



Once districts are assigned you may assign a polling place location for the ward or consolidated
wards.
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For detailed instruction, see page 4 of the Election Setup chapter in the SVRS manual

Reporting Unit Plan

Reporting units are the ward or combination or wards by which a municipal clerk reports their
election results to their county. Reporting units may change from election to election
depending on what races are on the ballot. Your county clerk will be able to assist you in
determining your municipality’s reporting unit(s).
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Inheriting An Election

Inheriting an Election vs. creating an Election: Always choose to inherit an election if you are
able to do so. You must inherit an election if any of the following contests are on the ballot:

e Federal contests

e State contests or referenda

e School District contests or referenda

e Multijurisdictional Judge (MJJ) contests or Sanitary District contests
e County contests or referenda

Elections that are available to be inherited will appear on dropdown menu in the Election
Options window of the Election Setup Wizard.

Election Setup Wizard ..:..J_G_l_x—J

Election Options
Choose whether you want to create a new election or add to one that has alieady been set up

Q Create a new election
(® Select an election to work with

B
]
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| 2015 SPRING ELECTION
| 2015 SPRING PRIMARY
| 2014 GENERAL ELECTION
| 2014 FALL PARTISAN PRIMARY
| 2014 SPRING ELECTION
| 2014 SPRING PRIMARY
x|

N

Help Back I Next > | Cancel I

Select the PPAP and RUP for this Election from the dropdown menu then finish the Election
Setup Wizard.
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Election Details

Select the type of election from the Election Type drop-down list. Select a Polling Place Aszignment
Flan and/or a Reporting Unit Plan, if desired,

Election Type: Highest Govermnment Lewvel:

Spring Election | State |-

Puolling Place Azzignment Plan
Select an optional Folling Place Assignment Plan.

|F.~‘-‘«LL GEMERAL ELECTION T

Repartifg Uit Plan
Select an optional Reporting Unit Plan
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Help | < Back | MHext > | LCancel

Checking Milestones

Make your Election active. Refer to page 14 of the Election Setup chapter of the SVRS Training
Manual for complete instructions.

EERE on - Upd ON g S =8 e
lmd.g | [ saveand Close X Close ,|] A QuickTasks | ¢ & .[J SetDefaults Use Defaults .H () .]

Election  Events | Distrcts | Documents |

PR
= 8)  Miestones
@5\ "
=1
S W Election Milestones are pivolal events dusing an Election Cycle. Mark off each Milestone as the event iz completed.
f} B ; i
+\ R ' e
=\ | Comeleted | Elaction Mi | Descript | Completad.. | Compleiad
'= v Election Setup Basic Elaction Setup complete; Elechion it scheduled 1713/2015 | bautoj
@ :
0.‘
=\
«\ ok penti
@\ oy
@\
@\
||
f Quck T
Quick T

~||EventDate | MasiEvers  ~| Completed_ ~||

VrRERw




Entering Contests and Candidates

* Contests
— State adds all Federal, State, School Board, MJJ, and sanitary contests
— When entering a contest into the election, be sure to use the correct Ballot
Position for the contest
* Candidates
— Create a new contact record for the candidate and select Candidate as the type
(see the Contacts section of the SVRS Manual)
— Add a candidate filing under the election
* Select the contest
* Enter the correct Ballot Position as below

Office Contests Numbering Scheme for Ballot Referenda Numbering Scheme for Ballot Positions
Positions in SVRS in SVRS

State 001000 - 099999 State: 700000 - 709999
County 100000 - 199999 County: 710000 - 719999
Multi-Jurisdictional Judge 200000 - 299999 Multi-Jurisdictional Judge: 720000 - 729999
Municipality 300000 - 399999 Municipality: 730000 - 739999
Union/Unified School District: 400000 - 499999 Union/ Unified School District: 800000 - 899999
Common School District 500000 - 599999 Common School District. 900000 - 969999
Special District 600000 - 699999 Special District: 970000 - 999999

» Assign a number within the range allotted for your jurisdiction;
double check your digits—there should be SIX!

« Assign numbers in the order the contest should appear on the ballot
(low to high)

» Leave some space between numbers

For detailed instruction, see page 17 of the Election Setup chapter in the SVRS manual

Enter the Ballot Position for the candidate that was determined by random selection (flip a
coin, draw cards, draw numbers from a hat, etc.) If there is only one candidate enter the
number “1

Generating and Naming Ballot Styles

Ballot Style refers to the unique set of Contests and Candidates that will appear on a given
voter’s ballot. All voters with this exact same set of Contests and Candidates will have the same
Ballot Style in SVRS, regardless of ward. Two voters whose ballots differ by even one Contest
will therefore require different Ballot Styles.



Creating a ballot style is a straightforward process in SVRS. However, you must check
“milestone 3” indicating that all contests and candidates have been set up before proceeding
with generating ballot styles.
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The default naming convention for Ballot Styles in SVRS is NP-1, 2, 3,4 ............ etc. To make it
easier for poll workers to issue the correct ballot to voters on Election Day, it is recommended
that you rename the default ballot style to something unique for each one. In the below
example, ballot styles have been renamed to indicate the color of paper they will be printed on
in addition to a brief description. The renamed ballot styles will appear on the poll book with
the voter’s name.

Ballot Style Description || Party |
[+] BLUE SCHOOL DISTRICT XYZ Non-Partisan
[+] YELLOW SCHOOL DISTRICT ABC Non-Partisan
[+] BEIGE SCHOOL DISTRICTS CDE Non-Partisan
[*] GREEN SCHOOL DIST FGH Non-Partisan
[+] PINK NO SCHOOLS Non-Partisan
[+] GOLD NO SCHOOLS Non-Partisan
# i+] TEAL SCHOOL DISTRICT MNO o 3




Printing Poll Books

Setup the poll book(s). (Instructions for this step begin on page 4 of the Poll Book chapter of
the SVRS Manual.)

e The next step is to print the poll book
e Print directly to a default printer
e Print to a specific printer
e Export the file as a pdf
Scheduling the poll book to print later

Note: Review the checklist on page 7 of the Poll Book chapter of the SVRS Manual before
printing your poll book!!

Select the poll book that you want to print then select “Print/Preview Poll Book(s).
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Remove Poll Book(s)

Print/Preview Poll Book(s)

Setup New Poll Book(s) For Electics

Mack PollBock(s) as Printed

DD S

Mark PollBook(s) as Not Printed

It is best practice to export your poll list before printing it. This means you will have an
electronic copy of the list saved in a separate location for your records. Also, if you print a list
directly, you must print the entire list. If you export a list, you can print only the pages you wish
(for example, if you have newly registered voters, you can choose to print only the
supplemental portion of the list.)
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REMINDER: Only 50 records will be displayed in the preview! When previewing the poll

book, the Total Number of Voters on the Poll List will only reflect the 50 voters being
previewed.

Absentee Voting and the UOCAVA Voter

Even if you don’t use SVRS for printing labels or tracking absentee ballots, you must still track
UOCAVA absentee ballots in SVRS. All absentee requests are limited to the current calendar
year unless the voter indicates on their absentee ballot request that they are indefinitely
confined due to age, illness, infirmity, or disability. To add a UOCAVA ballot only, select

“Add UOCAVA Ballot” from the quick tasks menu. Then search for the voter by name or
registration number. Then select “Add Ballot”.
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UOCAVA ballots must be updated in SVRS if and when they are returned.
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Only voters with an “application type” of permanent (indefinitely confined) may have an open
ended election request as below.
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Systems Directory

CRM (Election Data)

Ineligible List (from DoC)
*  Provisional Ballot Tracker (clerk)
*  Ballot Preview (SVRS)

* 4 year Maintenance (SVRS)
lurisdiction Info (SVRS)
SVRS User Info (SVRS)

MY VOTE

Provisional Ballot Status ( CRM)
Voter Registration & Voting Histo

SVRS

Voter Applications (clerk or My Vote)

Voter Records (clerk)

HAVA Checks/HAVA Interfaces (DMV, SSA; DoC,
DHS)

Election Management (GAB, Clerk)
Jurisdictional Records (Municipal, County, State)
Absentee Functionality (optional use by clerk)
District Maps (GAB)

Reporting Units (District/Ward) (clerk)

Office Types (e.g. Mayor) (GAB, clerk)

Office holders (current) (Clerk)

NOTE: Provisional Ballot functions do NOT
work in SVRS

Info (SVRS)
*  Election & Polling Place Info (SVRS)
*  Sample Ballot (SVRS)

*  Absentee Ballot Requests Status
(SVRS)

UOCAVA Printable Ballot (SVRS)
Office Types/Office Holders (SVRS
Voter Application (Voter)

WEDCS

*  Elections (not candidates/
contests) (SVRS)

*  SVRS User Permissions (SVRS)

*  Reporting Units (SVRS)

*  Election Statistics — GAB 190
(clerk)

ACCESS ELECTION

Elections (SVRS)
Polling Place Locations
(SVRS)

PPAP (SVRS)

Municipal Clerk Info (SVRS)
Polling Place Accessibility
Audit (GAB)

CANVASS
Reporting System
Elections (SVRS)

Contests & Candidates (SVRS)
Reporting Units (SVRS)
Jurisdictions & Districts (SVRS)
SVRS users/permissions (SVRS)
Reports — certification, pre-
election, post-election, Ward b
Ward (clerk)

Certified Results (clerk)




