Chapter 3 Absentee Voting 3.5 Issue Absentee Ballots

3.5 Issue Absentee Ballots

When absentee ballots are issued in WisVote, the Ballot Sent Date field is updated and an absentee
watermark is created next to the elector's name on the poll book. Absentee ballot mailing labels are
generated, printed and affixed to the absentee envelopes. When absentee ballots are returned through
the mail or in-person, they are recorded in WisVote as returned and the Ballot Return Date field is
updated.

Two mailing labels are generated for each absentee ballot that is issued. Both of the mailing labels will
display the date of the election, county, municipality, ward and the voter's name. The first label has the
absentee mailing address and is placed on the mailing envelope; the second label has the residential
address and is placed on the return absentee certificate envelope.

Absentee ballot mailing labels can be generated individually or as a batch. Municipalities with a large
number of absentee application requests can choose to generate mailing labels in one or multiple
batches. During the in-person absentee period, mailing labels can be generated in daily batches, or
individually on a small label printer.

[1] Important Notes

» The Contest Complete Checkpoint and the Candidate Complete Checkpoints must be selected
before absentee ballots can be issued in WisVote

= All absentee ballots tracked in WisVote are viewable on the MyVote Wisconsin website

Issue Absentee Ballots from the Absentee Applications Tile

When adding an absentee application, an individual ballot may be issued and mailing labels printed
simultaneously when the application is approved and saved in WisVote. If an absentee application is
added and saved in WisVote, but a ballot is not issued, a ballot may be issued and mailing labels printed
at a different time.

1. Click the Absentee Applications tile

2. The "My Active Applications” view will display all active applications for both current and future
elections; to search for an active absentee application, enter the name of the voter in the search field,
then press enter

3. Click the name of the voter in the search results grid to open and review the active absentee
application record

+ NEw €8 LETTERS ~ Dy coPyALINK | + e EMAILALNK ~  [F] RUN REPORT ~
+ My Active Absentee Applications ~ [ D]
v | Last Name (Voter) First Name (Voter) Voter Type Application Source Ballot Delivery Metho.. Y 2
[ John ] Regular Mail ha A
Calizs Regular Mail Ma
hnsz Regular Mail fa
Brian Regular Mail fa
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4. Click the Create Ballot and Print button at the top of the absentee application form to issue an
absentee ballot with or without a label

5. Select the Dymo Printer or Sheet Labels in the Absentee Ballot Mailing window to print mailing
labels; select the No Label option to track the absentee ballot information only, click OK

VOTER MANAGEM... ~

ABSENTEE APPLICATION

. L J . \ e - e i A -~
Hsave B'saveaclose = NEw X CANCEL

Aaron Rodgers

Absentee Applicatio...

il CREATE BALLOT AND

orinT | I

Absentee Ballot Mailing Layouts -

Select Absentee ballot mailing layout :

6. Two mailing labels are generated for each absentee voter. Both of the mailing labels will display the
date of the election, county, municipality, ward, voter's name, absentee application type and care
facility name (if applicable). The first label has the absentee mailing address and is placed on the
mailing envelope; the second label has the residential address and is placed on the return absentee

certificate envelope.

Certificate Envelope

ofl b b 2

8/9/2016 DANE COUNTY
CITY OF MADISCN - Ward 109

Place Label 1 on the 478 - Blue
Absentee Mailing MARK SMITH

1 Karker Street, McGinnis-Wickam
Envelope Hal

Suite W-141

Fort Benning, GA 31905

8/9/2016 DANE COUNTY
CITY OF MADISON - Ward 109
Place Label 2 on the A7 - Blue
Return Absentee SMITH, MARK
14 BRULE CIR
MADISON, WI 53717-1800

find [ Noe B (3
TR

160707
700158154

MILITARY

160707
700158154
MILITARY

7. To review the absentee ballot information, open the voters Absentee Application record

8. The absentee ballot information will be displayed below the Absentee Ballot Info tab

Absentee Ballot Info
Active Ballots Associated with Applicati...
Ballot Number Election Name

1 2016 Partisan Primary

W

Ballot Status

Active

Ballot Status Reason

Not Returned

WisVote User Manual
August 2016

Page 2 of 8

Section 3.5



Chapter 3 Absentee Voting 3.5 Issue Absentee Ballots

Issue Absentee Ballots within an Election

1. Click the Elections tile

2. Click the name of the election

3. In the top navigation menu, click the drop-down arrow to the right of the name of the election

4. Click the Absentee Applications tile in the top navigation bar

% . MY | ELECTION v  Flections | v 2016 Partisan Primary @

Common

AUDIT HISTORY ABSENTEE APPLICATIONS MYVOTE PENDING APPLIC...

5. The "Absentee Application Associated” view will open; all active absentee application requests for the
specific election will display in the grid

6. To search for an absentee application, enter the first and last name of the voter in the search bar

7. Click the name of the voter in the view grid to open the absentee record

ELECTION : INFORMATION

2016 Partisan Primary o

Absentee Application Associated

= ADD NEW ABSENTEE APPL.. 5% ISSUE BALLOTS il ISSUE BATC

v Name 4 Absentee Peri Application Source Absentee.. Applica... Ballot Delivery.. AlF ¥ &
Current Election  Online Active Military Cnline No 0
Peterson, Carl Jerome Current Election  Mail Active Regular Mail No 0

Clark, Kelly C SR Current Election  Email Active Regular Mail No 0

8. Click the Create Ballot and Print button to issue an absentee ballot for the absentee application

9. Select the Dymo Printer or Sheet Labels in the Absentee Ballot Mailing window to print mailing labels;
select the No Label option to track the absentee ballot information only, click OK

VOTER MANAGEM... ~»  Absentee Applicatio... ~  Aaron Rods

Bsave EPsaveacloss 4 New X CANCEL | il CREATE BALLOT AND D21\'] 4

Absentee Ballot Mailing Layouts i
Select Absentee ballot mailing layout : ABSENTEE APPLICATION
No Labe A R d Al
. Dymo Printer a ro n O g e rS i

Sheet Labels
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10. Two mailing labels are generated for each absentee voter. Both of the mailing labels will display the
date of the election, county, municipality, ward, voter's name, absentee application type and care
facility name (if applicable). The first label has the absentee mailing address and is placed on the
mailing envelope; the second label has the residential address and is placed on the return absentee
certificate envelope.

o4 of b Pl a Find | Mext .,_lv- -
§/9/2016 DANE COUNTY TR AR
CITY OF MADISON - Ward 109
Place Label 1 on the 78 - Blue 160707
Absentee Mailing MARK SMITH 700158154
1 Karker Street, McGinnis-Wickam MILITARY
Envelope Hal
Suite W-141

Fort Benning, GA 31905

8/3/2016 DANE COUNTY TRT T A
CITY GF MADISON - Ward 109
Place Label 2 on the A78 - Blue 160707
Return Absentee SMITH, MARK 700158154
e 14 BRULE CIR MILITARY
Certificate Envelope MADISON, WI 53717-1800

11. To review the absentee ballot information, return to the voters Absentee Application record

Issue Absentee Ballots as a Batch Note: creating a batch will not

Step 1: Create the Batch cause previously issued ballots to
be reissued!

1. Click the Elections tile

2. Click the name of the election
% « M | ELECTION v Elections | v 2016 Partisan Primary \u

3. Verify the Contests Complete and Candidates

Complete Checkpoints are checked Common

®

av
el

4. In the top navigation menu, click the drop-
down arrow to the right of the name
of the election

AUDIT HISTORY ABSENTEE APPLICATIONS

MYVOTE PENDING APPLIC...

. o . Election Progress
5. Click the Absentee Applications tile in

the top navigation bar

) ) Contests audidates Provisionals Poll Booly

6. Click the Issue Batch Ballots button in the Complete omplete Complete Recorded
absentee application view page

ELECTION : INFORMATION

2016 Partisan Primary

Absentee Application Associated ... ~

= ADD NEW ABSENTEE APPL.. ¥ ISSUE BALLOTS | i1 ATCH BALLOTS | allf CHART PANE ~ [} RUN REPORT ~
~ Name 4  Absentee Peri.. Application Source Absentee.. Application Ty.. Batch Name Care Facility Nam
Althor, Ra. Current Election  Mail Active Regular
Cauthon,.. Current Election  Mail Active Regular
Ketchum.... Current Election  Mail Active Regular
Smith, M... Current Election  Emai Active Military
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7. Inthe New Batch Absentee Request window, enter a description for the batch, verify that the correct
election is selected

8. Select the absentee application type and ballot delivery method for the batch

9. If applicable, enter the name of the care facility into the Care Facility field and select the name of the
care facility in the drop-down list of search results

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

A. In the screenshot below, an absentee ballot batch is being created for all of the outstanding
regular voter absentee application requests that have a ballot delivery method of by mail.

ﬂ BATCH BALLOT REQUEST : BATCH ABSENTEE REQUEST
M |\lew Batch Ballot Request Compiees

« Batches will include all applications that exactly match all criteria. « New
ballots will not be issued if an active ballot already exists.

Description Regular by Mail Care Facility

Election ® 2016 Partisan Primary Batch Name On Absentee
ApplicationType " Regular No Labe
Ballot Delivery Method * Mail Jurisdiction @ CITY OF MADISON - DAI

B. In the screenshot below, an absentee ballot batch is being created for all of the outstanding
indefinitely confined absentee application requests that have a ballot delivery method of special
voting deputy, at the selected care facility.

X CANCEL

: : 9 BATCH BALLOT REQUEST : BATCH ABSENTEE REQUEST
‘ New Batch Ballot Request v

« Batches will include all applications that exactly match all criteria. « New ballots
will not be issued if an active ballot already exists.

Description ® [ Angel Living Center 1 ] Care Facility [ Angel Living Center ]
Election ™ 2016 Partisan Primary Batch Name On Absentee

ApplicationType Indefinitely Confined No Label

Ballot Delivery Method * Special Voting Deputy Jurisdiction @ CTY OF MADISON - DANE COUI

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.
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Step 2: Generate the Batch

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

12. Click the Batch Absentee Request tile in the navigation bar to open the Batch Absentee Request view

page

h

¥ WISVOTE «

BATCH ABSENTEE REQUES...

ELECTION ~

BALLOT STYLES

[

Elections

2016 Partisan Primary n

<

CANDIDATES

13. Click the name of the batch in the Batch Absentee Request Associated view grid, to open the Batch

Absentee Request page

ELECTION : INFORMATION

2016 Partisan Primary

Election Date

8/9/2016

Batch Absentee Request Associ o
4 ADD NEW BATCH BALLOT.. # EDIT [® DEACTIVATE [ DETECT DUPLICATES ~
v Description Election ApplicationTyp..  Ballot Delivery.. Care ¥ &
2016 Partisan Pr... Regular Mail
Military Mail 2016 Partisan Pr.. Military Mail
14. Click the elllpses at the top of the EHsavE EPsavemclose 4= New X CanceL  [g DeacTivate 3 EMAIL A LINK | R |
Batch Absentee Request page to .o { & Run Vorktlow
- o ) T BATCH BALLOT REQUEST : BATCH ABSENTEE REQUEST
display additional actions, select larb il (3] Start Dialog
MRU n WOFkﬂOW" Reg u a r y M al [¥] Run Report »

» Batches will include all applications that exactly match all criteria. « New

15. CI.'Ck Add in the Look Up Record ballots will not be issued if an active ballot already exists.
window
Description * @ Regular by Mail Care Facility 8-
Election * B 2016 Partisan Primary Batch Name On Absentee @ -
16. Click OK in the confirmation window Ap
LOOk Up Record x [ITY OF MADISON - DANEC |
to generate the batch absentee B8l e your search crieri ; :
application request
Look for Process v Show Only My Records
Note: it may take up to 15 minutes Lookin o Demand Workfons v
to complete the workflow conreh o
Process Name Category Created On Mod &
" Process Batch Absentee Ballot Request  Workflow 12/30/201510:3.. 3/7/2016:
1of elect Page
Add Cancel
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Step 3: Print the Batch Absentee Mailing Labels

]

% WISVOTE + # | ELECTION v  Elections | ~ 2016 Partisan Primary

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

18. Click the Batch Absentee Request @ ﬂ
tile in the navigation bar to open BATCH ABSENTEE REQUES... BALLOT STYLES CANDIDATES

the Batch Absentee Request view
page

19. Click the name of the batch in the Batch Absentee Request Associated view grid, to open the Batch
Absentee Request page

20. 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

ELECTION ~  Elections | v  REGULAR u

Common Process Sessions

AUDIT HISTORY ABSENTEE BALLOTS BACKGROUND PROCESSES

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

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

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

: : s BATCH BALLOT REQUEST : BATCH ABSENTEE REQUEST
L] S Completed
RE(-IULAR Bes
; : " A
Absentee Ballots Associated View v o
v/ MARK BALLOTS AS RETUR...  # SET BALLOTS SENT DATE B, RECORD RETURNED MAIL @
v | Nam... Mailing Id Date Ballot Sent Application Ty Ballot Delivery...  Bal [ Deactiate ictCom ¥ &
P Datect Duplicates b
v Abel, L. 161979 6/15/2016 b Regular Mail QR S Detect Dupicates 1-045-228.. A
Acker... 162,077 P Regular Mail offef I Copy a Link 1.002-228.
Alger,. 161,851 6/15/2016 F Regular Mail offic, = Email 3 Link 1.022.228..
{ [¥) Run Report » ] Run on Selected Records
 txport Absentee Ballots Absentee Ballot Certificate
Schedule Export Absentee Labels dymo
[ Absentee Labels sheet
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24. 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

Select which records you want to use in this report.

Report: Absentee Labels dymo

Description: Absentee Labels dymo - Main Report

Use these records:
All applicable records

The selected records

[ ® All records on all pages in the current '.-'ew']

25. A report viewer window will open and a display a “Report is Being Generated” message

26. After the labels have been generated, click the Save and Export button to save and export the mailing

labels
e | e
4 4 of3r b Pl @ Find | Next | -] &
8/9/2016 DANE COUNTY A 8/9/2016 DANE COUNTY v
CITY OF MADISON - Ward 1 CITY OF MADISON -
Change to 47 161229 Chanae to 47 161229
ADAM GREGORY TICE 0000496296 TICE, ADAM GREGORY 0000496296
5207 BLISS ST REGUILAR. 5207 BLISS ST REGULAR
MADISON, WI 53718-6932 MADISON, WI 53718-6932
8/9/2016 DANE COUNTY WITRTINTRRU LA 8/9/2016 DANE COUNTY ORI RR LI
CITY OF MADISON - Ward 1 CITY OF MADISON -
Change to 47 161126 Change to 47 161126
MARY KAY TICKLER 0000366787 TICKLER, MARY KAY 0000366787
4810 DUSTIN LN REGULAR 4810 DUSTIN LN REGULAR
MADISON, WI 53718-4302 MADISON, WI 53718-4302
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