Chapter 3 Absentee Voting 3.6 Manage Absentee Ballots

3.6 Manage Absentee Ballots

Search for an Active or Canceled Absentee Ballot within an Election

1. Click the Elections tile
2. Click the name of the election to open the Election Information page
3. On the top navigation menu, click the drop-down arrow to the right of the name of the election

4. Click the Absentee Ballots tile in the top navigation bar to open the Absentee Ballots view page
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B

VOTERS ABSENTEE BALLOTS BATCH ABSENTEE REQUES... BALLOT STYLES

5. The page will default to the Absentee Ballots Associated view; to search for an absentee ballot record,
enter the name of the voter in the search box

You can search for the voter by first and last name, the order of the names does not matter. Example:
searching for Mark Smith or Smith Mark will produce the same search results. The search results will

display both active and canceled absentee ballot records.

6. Click the name of the voter in the search results grid to open the Absentee Ballot Record
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i Search Results ~ ek s
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WisVote User Manual Page 1 of 4 Section 3.6

July 2016



Chapter 3 Absentee Voting

3.6 Manage Absentee Ballots

Reprint an Absentee Ballot Mailing Label

1
2.

7.

8.

Click the Elections tile

Click the name of the election to open the Election Information page

On the top navigation menu, click the drop-down arrow to the right of the name of the election

Click the Absentee Ballots tile in the top navigation bar to open the Absentee Ballots view page

jol

Search for the name of the voter in the Absentee Ballots Associated View grid; click the voter name to

open the absentee ballot record

Click the Reprint Label button at the top of the page; if the button does not displaying click the

ellipses to view more actions

B save 3 SAVE & CLOSE

X CAMCEL

& REISSUE BALLOT

[& CANCEL BALLOT

Hsave EFsaveaciose X cancel  + seTrerurneDsTATUs  ERISSUE wRITEIN i . Method™
Jelivery Methoc
[ Reprint Label ] & Mail
ABSENTEE BALLOT
= | & Letters 5
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= Email a Link
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i [®] Start Dialog
Absentee Application ® @ Smith, Mark kK [ Run Report »
Ballot Type * 8 official
Select one of the label options, click OK
The the mailing label will generate and oAt Jez bbb @ (o V] d | Next %
display in generate report window; click
the Save & EXpOI’t. to save the labels or the 8/9/2016 DANE COUNTY IO T
Print button to print the mailing labels CITY OF MADISON - Viard 109
. . 475 - Blus 160707
directly from WisVote connsas
MARK SMITH 700158154
1 Karker Street, McGinnis-Wickam MILITARY
Hal
Suite W-141
Fort Benning, GA 31905
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CITY OF MADISON - Ward 109
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MADISON, WI 53717-1800
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Cancel an Absentee Ballot

1. Click the Elections tile
2. Click the name of the election to open the Election Information page
3. On the top navigation menu, click the drop-down arrow to the right of the name of the election

4. Click the Absentee Ballots tile in the top navigation bar to open the Absentee Ballots view page

VOTERS ABSENTEE BALLOTS BATCH ABSENTEE REQUES... BALLOT STYLES

5. Search for the name of the voter in the Absentee Ballots Associated View grid; click the voter name to
open the absentee ballot record

6. Click the Cancel Ballot button at the
top of the absentee ballot record to
launch the Absentee Ballot Status EHsave EPsavE&close X cancel  [E REISSUE BALLOT
window

ELECTION MANAG... ~ Elections | John Deere

. . ABSEMTEE BALLOT
If the button does not display, click

- Ballot Number Application Type”
the ellipses to view more actions _JOhﬂ Deer e ar Eieg_i. '

7. Select the cancellation reason, click
Next

8. Click Finish to close the window Absentee Ballot Status Reason
Cancel the absentee ba”ot Do you want to deactivate the selected Absentee Ballots ? You can reactivate it later, if you wish,

>
ﬂllot Status Reason \ 1

Undeliverable M This action will change the
status of the selected

Cancelled Administrative Action Absentee Ballots to Inactive

Ballot Mot Received

Voter Speiled

Voter Request

Ballot Returned After Deadline

Voter Moved
Rejected at Polls/MBOC

\Ineligible /

Help | | Summary I| MNext ||| Cancel
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Reissue an Absentee Ballot Note: An absentee ballot must

be canceled in WisVote prior to

1. Follow steps 1 through 8 above to cancel the voters reissuing the ballot!

absentee ballot

2. Search for the name of the voter in the Absentee Ballots
Associated View grid; click the voter name to open the
absentee ballot record

Click the Reissue Ballot button at the top of the voters absentee ballot record to launch the Reissue
Ballot window; if the button does not display, click the ellipses to view more actions

ELECTION MANAG... Elections John Deere | w

[& CANCEL BALLOT

B saveE 3 SAVE & CLOSE

ABSEMTEE BALLOT

John Deere e gzo™

3. Click Finish to close the window and reissue the absentee ballot

4. Two absentee ballot records for the voter will be displayed in the Absentee Ballots Associated View
grid; one record for the canceled ballot and a second for the reissued, active ballot

£

Absentee Ballots Associated View

v MARK BALLOTS AS RETUR.. .iD+ RECORD RETURMED MAILL. 2 LETTERS *  [8 MARK BALLOTS AS
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