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Chapter 1 Introduction 1.1 Accessing WisVote

1.1 Accessing WisVote

WisVote is a web-based voter registration application system that is accessed directly from an internet
browser. The Internet Explorer browser is fully supported by the system and is the recommended
browser. Accessing WisVote through other browsers may affect the functionality. However, using Chrome
as a secondary browser may be beneficial to troubleshooting. Windows 10’s Edge Browser is not
validated. Users of Windows 10 system still have Internet Explorer. WisVote Credentials are required to
access the WisVote system. WisVote URL: https://wisvote.wi.gov

License Information

WisVote is different from the former voter registration system, SVRS in that it utilizes what are called
Device Client Access Licenses (CALs). The Device CALs are assigned to a device, such as a workstation or
laptop, rather than a WisVote user. This makes certification easier as the only files that are needed for a
device to use WisVote are the fonts necessary for scanning the barcodes in your poll book.

The Wisconsin Elections Commission has purchased Device CALs at the rate of approximately $250
for each device statewide. To minimize this cost, we ask that WisVote users work on only one computer
as the Device CALs will be purchased and assigned to the device.

WisVote Certification and Permissions

In January 2016, the SVRS Provider/Relier relationships and access roles transferred to WisVote. Clerks
that have attended SVRS training were automatically assigned the “clerk” role in WisVote and data entry
staff continued to have a “data entry” role. A “read only” role was created for users that had “view only”
access in SVRS.

WisVote User Roles

= Data Entry: this role requires limited training in the general certification program. Users will be
certified to enter voter registration applications, record voter participation and track absentee
ballots.

= Clerk: this role requires complete training in the certification program. Users will receive training
on almost all topics related to administering an election. Absentee training is optional

= Read Only: this role requires no training but the user must sign a Confidentiality Agreement and
the clerk must submit a Request to Add Authorized Users Agreement in order to obtain the
correct permissions. Users can view their municipal data in WisVote, but will not have the ability
to add, delete or modify information in WisVote

Page 1 of 3 Section 1.1
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Chapter 1 Introduction 1.1 Accessing WisVote

New WisVote Users

New WisVote users will receive WisVote credentials by following our online training and certification
program.

1

Request WisVote Learning Center Access

Send an email to elections@wi.gov requesting WisVote Learning Center access for you and/or your
staff. The email should be sent at least one business day before access to WisVote is needed and
must contain, at a minimum, each staff person'’s first and last name.

Take WisVote Learning Center Training

Log into the WisVote Learning Center and follow the appropriate curriculum checklist. To receive a
data entry, data entry + absentee or clerk access role in WisVote, each user must view the
demonstration overviews and interactive tutorials listed in the selected curriculum.

Certify Training is Complete and receive WisVote Credentials

Fax or email a completed and signed copy of the appropriate WisVote Learning Center Curriculum
Checklist and Request to Add Authorized Users form and WisVote Confidentiality Agreement to
(608) 267-0500 or elections@wi.gov. Each user must submit a Confidentiality Agreement. The forms
are available on both the agency and WisVote Learning Center website.

Upon receipt of these forms, the Elections Help Desk will create a WisVote user account for you
and/or your staff and email you their login credentials.

Log In to WisVote

Once a new user has completed the WisVote Certification process, a username and temporary password
will be issued.

Enter the Username and Password

Note: You must enter “SVRS\" before your State Of Wisconsin
username in order to access WisVote

Open the WisVote URL: https://wisvote.wi.gov in Internet Explorer

Web Login Page

Username: SVRS\username
Password: password

Enter your user ID and password. For assistance, please contact yo

SVRS\Robinz

Page 2 of 3 Section 1.1
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Chapter 1 Introduction 1.1 Accessing WisVote

Password Details

After the fourth consecutive failed login attempt your account will be locked. After 20 minutes, the
account will automatically unlock and you will get another four tries to login. All new users will be
prompted to change the temporary password received with their WisVote credentials the first time login
to WisVote.

Your WisVote password will expire every 60 days. The system will not let you repeat the last eight
passwords. Fifteen days before the password expires, the Elections Help Desk will send an email to
remind you that your password will be expiring soon. A password expiration notification will also show
on the banner of the Easy Navigate page.

Further emails reminders and WisVote notices will be sent on the tenth, fifth, fourth, third, second and day
before your password expires. Select the Yes button to access the Change Password tile. You can change
your password at any time by accessing the Change Password tile located on the Easy Navigate page.

Waming your password is Expiring

I

=0

Change

Your password will be expiring in 15 days. You can either change it now or change it later.
i Password

Would you like to change your password now?

To change your password: Change Password

1. Enter the current password or the temporary
password provided by the Help Desk

Passwords must be a minimum of 8 characters long and contain at least 1
capital, 1 small letters and a number or a symbol

2. Enter the new password d password [

3. Confirm the password, click OK New password [

Confirm password ‘

Password Requirements “

= Passwords must be at least 8 characters in length

= Passwords cannot include the first or last name of
the user

= Passwords cannot be the same as the username
= Passwords must contain 3 of the following 4 complexity requirements:

= Uppercase characters
= Lowercase characters
= Numbers
=  Symbols found on the keyboard (such as !, %, #)
Note: The at sign (@) and period (.) are not permitted characters in a password

For help, contact the Elections Help Desk: 608-261-2028 or Elections@wi.gov.

Page 3 of 3 Section 1.1
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Chapter 1 Introduction 1.2 Navigating WisVote

1.2 Navigating WisVote

Home Navigation Page

The WisVote homepage, Easy Navigate is displayed when you log in to the system. The information
displayed on the navigation page is organized into four categories: 1) Voter, 2) Election, 3) Address, 4)
Training and 5) Help. Tiles labeled with the name of specific election administration tasks are displayed
below each category. Clicking the home icon on the command bar will return you to this homepage.

& WISVOTE v = Y | EASY NAVIGATE v  Easy Navigate

Voter Election Address Training Help

n& o
1 w T ﬂ o

Snapshot DMV Checks Elections Office Addresses Learning FAQs
Positions Center Current Issues

|l x| & &

Reg List Alerts Special Election District Clerk Training Change
Election Calendar Combos Password

% . os@
s\ ~= oo
Voter List Deaths Voter Felon WEDC Jurisdictions Staff Contacts
Audit
A 203
@ | O e ¢
Voter Polling Places Canvass Districts Election
Registration Workers

B &
Absentee Confidential Election Plans Districts Types
Applications Voters

Navigation Overview

B Navigation Features

The command bar at the top of the screen is the central navigation bar in WisVote. The hierarchy
of the navigation goes from left to right. If a user is viewing information in the election category,
the navigation bar can direct them to any of the election tiles or additional records linked to a
specific election.

ELECTION ~ Elections | v

AUDIT HISTORY ABSENTEE APPLICATIONS MYVOTE PENDING APPLIC... VOTERS

WisVote User Manual Page 1 of 5 Section 1.2
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Chapter 1 Introduction 1.2 Navigating WisVote

Below the navigation bar, are local command (action) buttons related to the specific area of the
application you are currently viewing. The top five commands are displayed on the page; additional
commands are found by clicking the ellipses button located to the right of the command buttons.

& WisVote v L DD SR A

+ nEw SHOW MAP * O COPYALINK  ~ &= EMAILALINK =~ [¥] RUN REPORT = ﬂi EXPORT TO EXCEL [Z]

B Home Icon

When you log in to WisVote, the homepage, Easy Navigate opens. You can return to the homepage
at any time by clicking the Home button at the top of the screen.

% WisVote « R 8l EASY NAVIGATE v  FEasy Navigate

(7] NEW ACTIVITY = = NEW RECORD ~

B Views

Data is displayed in a View. The data fields in the view grids sometimes have hyperlinks, clicking a
hyperlink will direct you to a different page. Clicking the Cancel button or the browser’s back button
will return to the previous screen. Each View has a filter and data refresh button.

+ My Active Voters ~ y

v | LastName B First Name 4 Middle Name Date of Birth Home Address Voter Reg Num Status Voter StatusReasc W &
Tadych Brian Lawrence 1/8/1938 117 EHIGHLAN.. 0046524772 Active Registered A
Taft Ronald Daniel 10/25/1974 81 RANKIN ST, F.. 0704706690 Active Registered
Tague Vicki A 7/14/1975 117 EHIGHLAN.. 0046524983 Active Registered
Tague Kathryn Anne 8/1/1841 223 ROOSEVELT... 0716403660 Active Reqgistered
Talamante Robert Stephen 2/27/1850 415 COUNCILS.. 0046524014 Active Reqgistered
Talley George Glen 1/30/1928 516 EAST ST, FO.. 0046529100 Active Registered
Tanguay Megan Louise 7/31/1836 516 EAST ST, FO.. 0046527147 Active Registered
Tank Robert George 8/1/1989 1506 DOMMO... 0007508002 Active Registered
Tanksley Curtis Scott 11/27/1838 1000 N MAIN ST... 0046524028 Active Registered
Tanner Diane Alene 1/15/1%46 1000 N MAIN ST.. 0046524044 Active Registered
Tauch Gregory James 5/12/1849 206 N 3RD ST, F.. 0046525310 Active Registered
Tavira Cynthia Marie 10/10/1828 314 ZIDA ST, FO.. 0046524072 Active Registered
Taylor Shaun Stephen 6/24/1980 1000 S MAIN ST,... 0712454210 Active Registered v
Taviar Narman Muans A[701981. 314 7INA ST _FN NNARS24NAR Artivs Ranictarad

< >
1 - 50 of 2500+ (0 selected) Pagel b
All # A B C D E F G H ] K L M N (o] P Q R S T U V N X Y z
Page 2 of 5 Section 1.2
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Chapter 1 Introduction 1.2 Navigating WisVote

B Change Views _
=
A View controls what data is presented in the grid. Often Current ElectanS

there is more than one view available. Clicking the chevron System Views
selects another view or to create a personal view. Active Elections

Active Future Elections

Active Future Elections With Federal Contest
Current Elections

Inactive Elections

Create Personal View

Save Filters as New View

Save Filters to Current View

B Tabs

Views are incorporated in pages and displayed under a tab. Some of the tabs are defaulted open
while others are collapsed. Clicking a tab collapses or expands the abbreviated view.

General General
Name * 2016 General Election CONTESTS
Election Type * General Election
ecuon lype I contests
¥ Jurisdiction STATE OF WISCONSIN
Search for records o
Goverment Level Federal

Ballo... Name

CONTESTS 100 PRESIDENT OF THE UNITED STATES
CANDIDATES 1,055 UNITED STATES SENATOR
ELECTION PLAN 1,061 REPRESENTATIVE IN CONGRESS DISTRICT 1

B Expand Associated Views

EDR - Wrong Polling Place v

Name Registration D...  Polling Place Reporting Uni...

The abbreviated view can be
expanded further as it opens into
a new page. Click the expand icon Graziano, Abraham G 4/5/2016 FORT ATKINSO... Wards 3-4

for a full page view. Hale, Cassandra Mae 4/5/2016 FORT ATKINSO.. Wards 3-4

Hembree, William A 4/5/2016 FORT ATKINSQ... Wards 3-4

B Arrow Navigation

There is a shortcut solution to viewing individual records from a View. Arrows allow the user to move
through the list without having to return to the original System or Associated View.

X CANCEL il CREATE BALLOT AND PRINT E REISSUE BALLOT & LETTERS ~ wes ™ S

Ll

! ABSENTEE APPLICATION
H Application Type® Application Source™ | Effective Start Date
Abitz, Kathleen Sue

i Regular B Voted in Pers B4/1/2018

WisVote User Manual Page 3 of 5 Section 1.2
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Chapter 1 Introduction 1.2 Navigating WisVote

Views may have more data than can be displayed in a single page. At the bottom of the grid shows
how many records are on the present page and how many associated pages are available. Click the
arrow by the Page number to advance or return. Sometimes the display order can also be modified
by selecting a first letter or by choosing numbers.

< >

- 50 of 23}3] 0 selected I pag,l._ »
E i A | ' 5

All # A B C D

-n
(7]
X
=
-
-
z
o]

o

o
Ee]
i
=
[ =
=
>
=<

Search Function in WisVote

Full text searching simplifies the process of searching for addresses. In larger municipalities searching for
a common number or name, (10, Paul) or a partial word (10 Main, Paul Stevens) will result in more search
results than the system can display. A pop-up window with an error message will appear if a search

produces too many results.

Error

There are more search results than can be displayed. Try adding more search
terms (such as last name) to narrow your search results,

Download Log File OK

Recommended Search Method

When searching for addresses with a large number of apartments or units, or an address combination
that would produce a high number of results, enter the address without the directional (802 5th).

For example, to search for 1234 N Park St, enter: 1234 N Park St. For all searches omit the unit type,
for 3400 N Maryland Ave Apt S1720, enter 3400 Maryland Ave S1720. Do not use quotations.

Searching for Paul will find:

Voters with the first, last or middle name of Paul: | Searching for 10 Main St will find:

Paul Stevens; Megan Paul; Roger Paul Johnson
John Paulsen; Karen Pauls All addresses that contain 10 and Main and St:

10 Main St; 11 Main St Apt 10

Change User Jurisdiction

A County user or Provider can change the user jurisdiction by clicking the user name in the upper right
corner of the screen. This action will open a Change Jurisdiction window where a different jurisdiction can
be selected from the drop-down list.

1. Click the user name located at the top right Jennifer Webb
corner of the screen TOWN OF DALE

2. In the Change Jurisdiction window, click the
“Change Jurisdiction To" field

3. Select the jurisdiction from the drop-down list or search by typing the name of the jurisdiction

WisVote User Manual Page 4 of 5 Section 1.2
August 2016 14
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1.2 Navigating WisVote

4. Click the Change button to complete the jurisdiction change

Current Jurisdiction:
Your Role:

Change Jurisdiction to:

Current Jurisdiction: OUTAGAMIE COUNTY

[ crange | cancet

Log out

If multiple users access WisVote from a single computer
you may wish to log out of WisVote at the end of a work
session. Clicking the user name in the upper right corner
of the screen and then clicking the Sign out button will

end the user’s session.

WisVote User Manual
August 2016

Your Role: State Admin

OUTAGAMIE COUNTY

TOWN OF BLACK CREEK - OUTAGAMIE COUNTY ~
OWN OF BOVINGS - CUITACS OLINT

TOWN OF BUCHANAN - OUTAGAMIE COUNTY
JYY J | K - JU - L -y JU

TOWN OF CICERO - QUTAGAMIE COUI

TOWN OF DALE - OUTAGAMIE COUNTY

TOWN OF DEER CREEK - OUTAGAMIE COUNTY

TOWN OF ELLINGTON - OUTAGAMIE COUNTY

TOWN OF FREEDOM - OUTAGAMIE COUNTY

TOWN OF GRAND CHUTE - OUTAGAMIE COUNTY

TOWN OF GREENVILLE - OUTAGAMIE COUNTY

TOWN OF HORTONIA - OUTAGAMIE COUNTY

TOWN OF KAUKAUNA - OUTAGAMIE COUNTY

TOWN OF LIBERTY - QUTAGAMIE COUNTY

TOWN OF MAINE - OUTAGAMIE COUNTY

TOWN OF MAPLE CREEK - OUTAGAMIE COUNTY v

TOWN OF ONEIDA - OUTAGAMIE COUNTY

Sign out

Page 5 of 5
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Chapter 1 Introduction 1.3 WisVote Learning Center

1.3 WisVote Learning Center

The WisVote Learning Center is an online platform that consists of interactive tutorials, section overviews,
and the WisVote Manual. The Learning Center allows clerks and other election staff to complete training
on their own time and should be used as a source for information at any point during the election
process.

Home Page

When you log in to the WisVote Learning Center the home page displays new learning materials and
updates, links to access Clerk Access & Data Access Certifications and the entire WisVote user manual.
The WisVote Learning Video Curriculum Checklist includes the names and run time for the training videos
available on the website.

Welcome to the WisVote Learning Center! el men :
Slenovs

WisVote is Wisconsin's new, easy-to-use system for election = WisVote User Manual

management' - Clerk Access - Certification

WisVote replaces SVRS. Data Entry Access -

This website contains leamning materials designed to help local election officials get the most out of WisVote. Certification

In addition to traditional leaming materials like user manuals, we offer a variety of videos including :m:AQ - Absentee - Tracking

demonstration overviews and interactive tutorials.

. ; ) ) B FAQ: Issue Absentee Ballots
The online courses below correspond with chapters in the WisVote User Manual. To get started, select from

as a Batch

any of the courses. You will be prompted fo log in. Use your existing "SVRS username” and the password

provided o you. Presidential Preference Only
Ballot

Please refer to the WisVote Learning Curriculum Checklist below for all the available training resources in

the Learning Center. You may wish to print it and use it to track which training resources you have

completed. (Note: We will continue to update our training resources as WisVote changes and processes L _
Navigation [

occur.)

Updated Videos: Address Functions on Voter 6/8. Election Day Registration 5/27. Home

Add an Absentee Application Add a Candidate 5/25. Voter Registration 5/19. » Dashboard

Create a Special Election Add A Contest Voter Search Part | 4/25. ) Site pages

p My courses

New Demo: MyVote Pending Applications 6/22. Create a Personal View or Report 5/3.

[ h WisVote Learning Video Curriculum Checklist - 6/27/2016 ]

Access the WisVote Learning Center

1. Open the WisVote Learning Center: www.electiontraining.gab.wi.gov

2. The WisVote Learning Center may be accessed directly from WisVote by
clicking the Learning Center tile

You are not logged in. (Log in)
3. Click Log in at the top of the page

Wisconsin Election Training

WisVote User Manual Page 1 of 2 Section 1.3
August 2016 17



Chapter 1 Introduction 1.3 WisVote Learning Center

4. Enter your Username and Password Login
Username: WisVote username
Password: Wisvotel Username
Password

Note: If you cannot remember your user name
or password, click the “Forgotten your L1 Remember username

username or password?” link.

l Forgotten your username or password? l

Cookies must be enabled in your browser (%)

Training Courses

The training material available on the WisVote Learning Center is divided into nine courses:

= Introduction to WisVote = Voter Management = Absentee Voting
= Election Management = Election Setup = Post-Election Activities
= Address Management = Election Official Training = WisVote Webinar Series

Select the course title or tile from the homepage to open the course page. The course page is divided
into topics; the training resources (interactive tutorial, demonstration overview video or manual section)
will display below the topic heading. The WisVote Webinar Series course houses training webinars and
associated materials.

Available courses

Introduction to WisVote [« Voter Management [« Absentee Voting =

Learn about WisVote, Learn about Voter Learn about Absentee

successor to Search, Voter Applications and In-
SWRS. Sections Person Absentee
include Int... Voting, .

Reqistration, President...

Election Management * Election Setup [+ Post-Election Activities G

In this section, users will In this section, users will In this section, users will
learn about Polling learn about Elections in leamn about Recording
Places, Polling Place ... WisVote, Create a... Wotes, Entering EDRs..

Address Management = Election Official Training  [& WisVote Webinar Series

In this section, users will
learn to Update Clerk
Training Information...

==

In this section, users will
get an Overview of
Address Functions and
L1

Agency staff created and
produced webinars made to
give users a g...

WisVote User Manual Page 2 of 2 Section 1.3
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Chapter 1 Introduction 1.4 WisVote Tiles

1.4 WisVote Tiles

WisVote action tiles located on the easy navigate page.

Voter Tiles

m&E

Snapshot

.
i"ri‘-‘l

Voter Search
Voter List

Voter
Registration

Absentee
Applications

DMWY Checks

Reg List Alerts

Snapshot
View new voter registrations, voter tasks due in the Next 7 days, Election Day
registrations from voters in the wrong polling place and wrong jurisdiction

Voter Search
Search for voter records by municipality, county, state, district or election; conduct a
count only voter search

Voter List
View a list of active and inactive voter records in your municipality; view a list of voters by
category

Voter Registration
Enter a new voter registration (EL-131 form)

Absentee Applications
Enter an absentee application, review absentee applications, open absentee application
records to issue absentee ballots and print absentee mailing labels

DMV Checks

Review DMV checks, send a DMV non-match letters; select that no further action is
needed. (The DMV Check non-match simply informs the clerk the voter's
information in WisVote does not match that person'’s information in the DOT
database)

Reg List Alerts (HAVA Matches)
Review deceased, felon, and duplicate registration list alerts for the voters in
your jurisdiction; accept or decline a deceased, felon or duplicate alert
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Chapter 1 Introduction 1.4 WisVote Tiles

3"% Deaths
Y Contains a statewide list of deceased records maintained by the Wisconsin Department
Deaths of Health Services - this is an information only tile
Felons

Contains a statewide list of felon records provided by the Wisconsin Department of
Corrections - this is an information only tile

Confidential Voters
Manage confidential voter records

Confidential
Voters

Care Facilities
Manage or create new care facility records

Care Facilities

‘J MyVote
FpertT!

Process pending voter registration forms received from MyVote
My\iote

Election Tiles

VOTE Elections

m View a list of the current elections; open an election to review contests, add candidates,
Elections rename ballot styles, print poll books, record voter participation and manage election
checkpoints

Special Elections
Create special elections

Special
Election

= Voter Felon Audit

Voter Felon
Audit

WisVote User Manual Page 2 of 4 Section 1.4
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Chapter 1 Introduction

1.4 WisVote Tiles

A
iRe

Polling Places

2

Election Plans

o

Office
Positions

[

Election
Calendar

&

Canvass

Address Tiles

S

Addresses

-.

District
Combos

WisVote User Manual

August 2016

Polling Places
Create and edit polling place locations

Election Plans
Create election plans; copy and modify election plans

Office Positions
Manage and review office positions; enter elected official records

Election Calendar
Link to the election calendar on the agency website

WEDCS

Link to log in to the Wisconsin Election Data Collection System (WEDCS); report election
statistics

Canvass
Link to log in to the Canvass Reporting System; report election results

Addresses
Review the active and inactive addresses within a particular municipality; add a
new address, edit an existing address, perform data quality tasks

District Combos
Review the district combinations within a particular municipality

Page 3 of 4 Section 1.4
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Chapter 1 Introduction 1.4 WisVote Tiles

Distnicts Types

Jurisdictions
Review the jurisdictions within the State of Wisconsin

Districts
Review detailed information about each district within the State of Wisconsin

District Types
Review a list of all district types in WisVote

Training Tiles

Learning
Center

Clerk Training

o

Staff Contacts

-lal

Election
Workers

Help

FAQs
Current Issues

Learning Center
Link to the WisVote Learning Center website. View the training manual, interactive
tutorials, demonstration overviews, recent WisVote webinars and more.

Clerk Training
Submit and review clerk training records

Staff Contacts
View staff contact information; G.A.B. staff is responsible for updating staff contact
information

Election Workers
Manage election worker records; add election worker assignments, record election worker
training

FAQs Current Issues n Change Password
Frequently asked questions and EEEN Update user password
system issues, step-by-step guidelines, Change

additional screen shot support Password
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Chapter 1 Introduction

1.5 Advanced Features

1.5 Advanced Features

Learn to create a custom Associated View (Personal View), while not mandatory, it is a power way
to control how data is managed and displayed in a grid or exported into spreadsheets. This is

especially important for data reports of +10,000 records. This view is created through WisVote's

Advanced Find feature.

Create Personal View

1. A personal view can be created for any view. Go to any view displaying a grid. For example:

Preparing a Walking List, click the Voter List tile on the Easy Navigate page

2. The view will display a default system view

(e.g. My Active Voters). There are other view options
including a Create Personal View. Clicking the chevron
shows a drop-down list of these other views

3. Select Create Personal View

+ My Active VOtersE]

System Views
EDR - Wrong Jurisdiction
EDR - Wrong Polling Place

Inactive Voters

Advanced Find Feature

My Active Victers

Mew Registrations within the last week
Presidential Only Vioters

UDCAVA Voters

Voters Who Meed Proof of Residence
Vaoters with Default Date of Birth

Vaters With Photo ID on File

Create Personal View ]

Save Filters as New View

Save Filters to Current View

4. This opens the Advanced Find pop-up window. Use this to configure a list of filter parameters for
a personal view. Begin with selecting the result you want in the Look for field. The default option
is chosen by the current view, but you can choose from others in the drop-down list

2 Advanced Find - Microsoft Dynamics CRM - Internet Explorer

=8OR 5

%‘] https.//wisvote.wi.gov/main.aspx?extraqs=%3fDataProvider¥%3dMicrosoft. Crm.Application. E ‘

FILE ADVAMCED FIND

M Microsoft Dynamics CRM

' H save as = Group AND
o 7
L gEd':Co umns €= Group OR
Query Saved Results Mew Save Clear Download Fetch
\iews Edit Properties =4 Details XML
Show View Queny Debug

Clerk57 ViewOnly 6
WISVOTE o

[ Look for:  Voters

] Use Saved View: [new]

v Dwner

v Status

Select

WisVote User Manual
August 2016
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Equals Active
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Chapter 1 Introduction

Set More Parameters

1.5 Advanced Features

5. The entity selected in Look for sets the default parameters. These can be changed, but more often
they are desired. Other options can be added by clicking Select. For this example no changes are

needed as “my" active voters are desired for the Walking List.

Look for: Voters

Use Saved View:

[new]

v Dwner

v  Status

Equals Current User Or User...

Equals

Active

Select

6. To further specify what information will be included in our personal view, click Edit Columns

FILE ADVAMCED FIND

= T4 !

Query Saved Resulis
Views

Show

& save as
Mew

Edit Properties

View

Clear

|j H IZT Edit Columns
Sawve

= Group AND

A
[= Group OR
Donwrnload Fetch
= Details KL
Query Debug

7. The Edit Columns window open. A Common Task section has a menu of editing options.
Shown are the two columns from the Voter entity. If more data is needed, click Add Columns

Mame &

Edit Columns

Edit columns for the saved view. These columns represent the data that will be displayed in the view.

Date of Birth

‘Common Tasks

« o

[F2 Configure Sorting

FF Add Celumns

[= Change Properties

% Remove

o Mote: When there are too many columns to fit on a page, the view will be shortened and scrollbars will be added.

OK Cancel

The Add Columns window opens. The Record Type is what is in the Look for field (Step 4). The Record Type
determines the available columns. For this example the columns need to include data that was not
entered in the Voter record, but was entered in the Address record. The Record Type needs to be changed

to an Address-related type.

8. To change the Record
Type, click the drop-down
and select Home Address
(Address)

WisVote User Manual
August 2016

Add Columns x
Select the columns to add to this view.
Record Type Vater
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1.5 Advanced Features

Walking List needs: Add Columns X
* District Combo COde Select the columns to add to this view.
= House Number
Record Type Home Address {Address) 4
= Street Name ®
[0 Display Name MName Type
9. Use the scroll bar and then [ Created On createdon Date and Time o~
select the columns needed edm_districtcomboid Lookup
fOF the Personal VIeW (e g || District Combo By Geography edm_geoccodemismatchdi.. Lookup
. . e [0 GeoDC Mismatch edm_geodomismatch Two Options
Walkmg LISt' Street Name [0 GeoCode Source edm_geccodesource Option Set
not Shown) [] GeoCode Status edm_geocodestatus Option Set
edm_housenumber Single Line of Text LV
"1 Inactive Ratch edm_inactivehatch Sinale |ine of Text
10. To add the columns
click OK > 074 Cancel
11. The new columns show. :
Verif | Edit Columns x
. er y no CO umns Edit columns for the saved view. These columns represent the data that will be displayed in the view.
include private data.
To remove DOB, click Name a [ Date of Birtn District Combo... House Numb.. Street Name (H, | Commeon Tasks
or-1 the column and then < S
click the Remove button —
[Fa Configure Sorting
Se oo deniayed Nere FF Add Columns
12 C||Ck OK Message from webpage @ —
- [ Fx Remove ]
‘e Do you really want to remove this column? >
the view will be shortened and scrollbars will be added.
:
oK Cancel
13. (Optional) Use the arrows € and = in the Common Tasks menu to organize columns.

Select a column and then click the arrow to change its order. (There is no wrong or right order)

Mame &

Street Mame (H... I House Number...l District Combao...

Common Tasks

14. (Optional) To customize the sort function click Configure Sorting

The Configure Sorting window opens. There are two levels of
sorting. The default sort will be limited to the primary record

type. For this example: The Voter record type was limited to
Name. The only Sort By option then is Name.

(Street Name, House Number and District Combo are
from the Home Address record type.)

If there were multiple columns from Voter the secondary sort
could be chosen in the Then By drop-down.

15. (Optional) If changes were made click OK. For this

example click Cancel

WisVote User Manual
August 2016

| € -

F2 Configure Serting

Page 3 of 8

Configure Sort Order X
Select the columns to sort on by default.
Sort By Name vl
(!) Ascending Order
C) Descending Order
Then By Select v
\':!: Ascending Order
f\’:: Descending Order
ook Cancel
Section 1.5
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1.5 Advanced Features

16. With all the columns added,
configured, and sorted save
these changes by clicking OK

MName &

Fdit Columns

Edit columns for the saved view. These columns represent the data that will be displayed in the view.

Street Name [H... House NumbEr...I District Combo... Street Name (H. ‘Common Tasks

<

« -

72 Configure Sorting
FF Add Columns

[Z Change Properties

3¢ Remove

>

ﬂ Note: When there are too many columns to fit on a page, the view will be shortened and scrollbars will be added.

Save to a Personal View

17. For a reoccurring list to include as a personal

view in your system views list click Save

(For one-time lists skip to Step 19)

18. Enter a Name and Description.
Then click Save

The Voter System Views list now has a My Views section
and under it the newly created personal view called

Walking List.

WisVote User Manual
August 2016

oK Cancel
FILE ADVANCED FIND
@ E ' 5 ;j | I [ save as
. # Edit Columns
Query Saved Results Mew Save
Views =4 Edit Properties
Show Wiew

Save as new View

The view is stored in the list of saved views.

Name *

Walking List

Description
School District 1883

I Save I Cancel

Page 4 of 8

+ My Active Voters ~

System Views

EDR - Wrong Jurisdiction

EDR - Wrong Pelling Place

Inactive Vaters

My Active Voters

Mew Registrations within the last week
Presidential Only Voters

UOCAVA Voters

Vaoters Who Meed Proof of Residence
Vaoters with Default Date of Birth
Woters With Phote ID on File

My Views
Walking List

(Create Personal View
Save Filters as New View

Save Filters to Current View
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Chapter 1 Introduction

View Results

If this Personal View is for a one-time list, additional
district combos for a specific school district).

1.5 Advanced Features

filters can be added (e.g. Walking List for all

Look for: Woters Use Saved View: [new]
v Owner Equals Current User Or User...
v Status Equals Active
Select
v Home Address
v District Combo Equals [ 28226-001-1883- ¢ @)
FILE ADVANCED FIND
19. When all the parameters are set it is time to get @ E (] \j | I H save s
the list of matching records, click Results 5 N : & Edit Corumns
Query Saved [Results Mew Save
Views Q Edit Properties
Show View

Export a List

Advanced Find Export

1. For the one-time list after {2 Advanced Find - Microsoft Dynamics CRM - Microsoft Dynamics CRM - MicrosolTnterne... ||| =) | utiam]
C“Cking ReSU|tS a new LlSt %J https.//wisvoteuat.wi.gov/main.aspx?extrags=%3fDataProvider¥%3dMicrosoft.Csrid.GridDataProviderQi B|
Tools tab displays. The tab 1005 i Microsoft Dynamics CAM , )

ViewOnly, Clerk57
is labeled Voters because il oGO | OTERS s
. . Activate Share
the personal view is B oy oLk | ':(7?
. . Send Direct Assign Run Start Run Export [pchedule
COnflgured for a ||St Of Email Voters Email aLink Workflow Dialog Report § Voters [ Export
. Records Collaborate Process Data
active voters (Step 4).
' Name Street Name (Ho... House Number (... District Combo {... [+]
To export the information Agrstad, Brian L EHIGHLAND AVE 117 28226-007-1883... A
CliCk EXpOI"t VOterS Aarstad, Ronald G RANKIN ST 81 28226-002-1883...
Aarstad, Vicki L EHIGHLAND AVE 117 28226-007-1883...
3 D Excel )
2. The Export Data to Excel window xport Data to txce
The defa |t Statc Select the type of worksheet to export.
opens. ult, i
worksheet is limited to the first e s lype of workshest
50 records. TO Include records m‘Etetic worksheet with records from this page
from a” pages Select the 2nd ::;;e_:;iss data available for re-importing by including reguired column
Stat|c Worksheet and CI|Ck Export [ (O static worksheet with records from all pages in the current view ]
O Dynamic PivotTable
O Dynamic worksheet
3. Save the spreadsheet to your computer. Click Save

(1]

A Microsoft Patch may
prevent file opening. See

Do you want to open or save Contacts Advanced Find ....xIs (3.07 MB) from wisvoteuat.wi.gov? =

-

Open Save Cancel

configuration instruction
at the end of this section.
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Chapter 1 Introduction

Personal View Export

1. Choose the personal view from the System Views list

(e.g. select Walking List)

2. From the personal view click Export to Excel.

« ® | VOTER v VoterlList | v

1.5 Advanced Features

+ My Active Voters ~

System Views
EDR - Wrong Jurisdiction
EDR - Wrong Polling Place
Inactive Vaters
My Active Vioters
Mew Registrations within the last week
Presidential Only Vioters
UOCAVA Voters
Voters Who Meed Proof of Residence
Voters with Default Date of Birth
Voters With Photo ID on File
My Views
| wakingList |

Create Personal View
Save Filters as New View

Save Filters to Current View

Clerk57 ViewOnly

4+ new [ COPYALNK | ~ o= EMAIL A LINK

> [¥] RUN REPORT ~

CITY OF FORT ATK...

3 exPORT TO EXCEL] ol CHART PANE ~

= Wa |k|ﬂq |_| St V Search for records o
v Name T Street Name (Ho... House Number {... District Combo {... h ¢ &
Aarstad, Brian L EHIGHLAND AVE 117 28226-007-1883... A
Aarstad, Ronald G RAMKIN ST 81 28226-002-1883...
£ D Excel )
3. The Export Data to Excel window xport Data to £xce
. Select the type of worksheet to export.
opens. The default, Static
worksheet is limited to the first e s lype of workshest
50 r.ecor.ds TO Include records tatic worksheet with records from this page
from a” pages Select the 2nd ::;;e_:;iss data available for re-importing by including required column
S‘tat|c Worksheet and CI|Ck E)(port (O static worksheet with records from all pages in the current view ]
() Dynamic PivotTable
(O Dynamic worksheet
4. Save the Excel spreadsheet to your computer. Click Save
m A M[CI’OSOft Patch may Do you want to open or save Contacts Advanced Find ....xls (3.07 MB) from wisvoteuat.wi.gov?
prevent file opening. See Open Save v | Cancel
configuration instruction
at the end of this section.
Page 6 of 8 Section 1.5
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Chapter 1 Introduction 1.5 Advanced Features

Exporting Data to Excel from a Website (like WisVote)

Microsoft recently added security patches restricting access to downloaded, online
spreadsheets. The feature can be disabled for individual files or MS Excel can be configured
to disable the security feature entirely. Please consult with your IT department before
disabling this security feature. (Included are both options.)

Configure to Allow Per Use

Open
MNew
Print

1. Right click on excel file
Convert to Adobe PDF

Convert to Adobe PDF and EMail
Combine files in Acrobat...

2. Click Properties S T e

Cut

Copy

|'ﬂ EDR - Wrong Polling Placexds

& 6 R

Create shortcut
Delete
Rename

Properties I

2. EDR - Wrong Polling Place.xls Properties @

General |Security | Details | Previous Versions‘

@_u EDR - Wrong Polling Place xIs

3. Click Unblock and OK

Type offile:  Microsoft Excel 97-2003 Worksheet (xls)

Opens with: lK_‘:l Microsoft Excel

Location: C\Users\Downloads
Size: 1.56 MEB (1.644.944 bytes)
Size on disk: 1.57 MEB (1.646.592 bytes)

Created Today. July 27, 2016, 5 minutes ago
Modified Today. July 27, 2016, 5 minutes ago

Accessed:  Today. July 27, 2016, 5 minutes ago

i e
Security: This file came from another computer
and might be blocked to help protect

this computer.

4. Open the Excel file oK Cancel Apply

5. Click Yes and spreadsheet opens

Attributes =

Microsoft Excel >3

B The file you are trying to open, 'EDR - Wrong Polling Place.xs', is in a different format than specified by the file extensior
! "\, Verify that the file is not corrupted and is from a trusted source before opening the file. Do you want to open the file now?

Yes l No ] l Help

WisVote User Manual Page 7 of 8 Section 1.5
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Chapter 1 Introduction 1.5 Advanced Features

Configure to Open All Downloaded Spreadsheets

1. Open Excel
Excel Options
. . Hel
2. Click the File tab P
General
) . [ oOptions
3. Click Options Formulas
Exit _
Proofing
4. Click Trust Center
Save
Customize Ribbon
Quick Access Toolbar
Add-Ins
5. Click Trust Center Settings Trust Center Settings... Trust Center

6. Click Protected View

7. Uncheck the 3 Protected View options

Trusted Publishers Protected View

Trusted Locations Protected View opens potentially dangerous files, without any security prompts,

in a restricted mode to help minimize harm to your computer. By disabling
Trusted Documents Protected View you could be exposing your computer to possible security threats.

Add-ins Enable Protected View for files originating from the Internet
Enable Protected View for files located in potentially unsafe locations
ActiveX Settings — . P

9 Enable Protected View for Outlook attachments '’

Macro Settings
Data Execution Prevention

Protected View N
Enable Data Execution Prevention mode '\

Message Bar

8. Click OK; Click OK

WisVote User Manual
August 2016
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Chapter 2 Voter Management 2.1 Voter Search

2.1 Voter Search

The Voter Search page is organized by four main focuses: Search, General, District, and Election. To search
for a voter, enter information into a data field and click the Search button. To remove all information from
the data fields and start a new search, click the Clear button. To help refine the search, information may
be entered into multiple data fields and search focuses. Use the Count Only voter search feature to
retrieve numeric search results only.

Introduction to the Voter Search Page
B Search Focus
The search focus determines the jurisdiction of the voter search. Use the Muni, County, State

focus to search for voters within the selected jurisdiction. The search focus will default to the user
jurisdiction.

Search Focus

® MUNI | TOWN OF ABRAMS - OCONTQ COUNTY v]| Ocounty V|| OsTatE

B General Focus

Use the general focus to search for voter records using specific criteria (Name, Voter Type,
Address). There are three columns of data search fields; enter information into multiple data fields
to narrow the search results.

General Focus

First Mamea | | Houses | | Voter Type |
Middle Name | | Strest | | Voter Status Active W
Last Mame | | District Combo Status Reason
DOB | |
= - Bt
SN | | o | | |
Prev First Name | |
Prav Last Mame | | Woter Reg Num | |
Page 1 of 7 Section 2.1
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Chapter 2 Voter Management 2.1 Voter Search

General Focus Search Fields

*  First Name m For optimal system performance,
= Middle Name search using at least the first 3

letters of the first or last name!
= Last Name

= Date of Birth (DOB)

= Wisconsin Driver License or Identification Card (DL/ID)
= Social Security Number (SSN): last four digits

=  Previous First Name

=  Previous Last Name

= House Number: enter the exact house number; partial entries will not yield accurate results
(e.g. 21 will result in 21 W DAVID DR, but not 212 HIGHLAND ST)

= Street: enter the full or partial street name, then select the street from the drop-down list
= District Combo: a specific Muni or County search focus must be selected to search by DC

= Registration Date: manually enter or select the date range from the calendar; leave the (To)
field blank to search all voter records (From) a specific date to “today’s date”

= Voter Registration Number

= Voter Type: Regular, Military, Permanently Overseas

= Voter Status: All, Active, Inactive; the default status is Active

= Status Reason: Registered, Suspended 30 day notice, Suspended 4 year notice

» Last Modified: manually enter or select the date range from the calendar; leave the (To) field
blank to search all voter records (From) a specific date to “today’s date”

B District Focus

Use the district focus to search for records of voters who live within a specific district. The district
focus is comprised of two data fields; District Type and Districts. The District Type data field will
display a drop-down list of district types that are tied to the jurisdiction selected in the search
focus.

=  Muni District Search: districts tied to any of the district combos in that municipality

= County District Search: districts of the selected type tied to any of the district combos in
any municipality in that county

= State District Search: districts tied to any district combos in the state

District Focus

District Type v Districts o

Page 2 of 7 Section 2.1
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B Election Focus

Use the Election Focus to locate records of voters who voted in a specific election. Click the
checkbox next to the election name to select one or multiple elections to search for voters with
participation recorded in any or all of the elections checked.

The election focus grid will display elections that are associated with the jurisdiction selected in
the search focus.

State Election Search: statewide elections

Muni Election Search: state, county and municipal elections for the selected municipality

County Election Search: state, county and municipal elections within the selected county

Election Focus

Elections O Any ® All

O Description Election Date
| |4/5/2005 ELECTION 04/05/2005
| |2/15/2005 ELECTION 02/15/2005
| | 11/2/2004 ELECTION 11022004
[[] 4/6/2004 ELECTION O/ 062004

B Voter Search Results Grid

Search results are displayed in the grid at the bottom of the page. The Search grid will not appear
on the Voter Search page until the user clicks the Search button. If the Clear button is selected,
the search grid will disappear.

Name = Veter Reg Num DoB Address DL/ID SSN Municipality Status/Reason
[] Kapellusch, Jordan Robert 700011775 08/19/1986 1209 N ONEIDA ST UNIT 1/2, APPLL363-1077-9094-+ 3796 CITY OF APPLETON :Active/Registered N
[[] Carroll, Katherine Leah 700033043 06/01/1980 937 E NORTH ST, APPLETON, WI 5R100-1099-7846- CITY OF APPLETON _ Active/Registered
[] Bastien, Cynthia A 700053138 05/01/1989 312 S BUCHANAN 5T, APPLETOMN, '5363-0138-4365-1 1339 CITY OF APPLETON :Active/Registered
] Robinson, Riley D 7000331533 06/10/1990 112 S MATTHIAS ST, APPLETON, VIN263-0169-2760- {386 CITY OF APPLETON :Active/Registered
[] Blazek, Dorathea J 700033190 11/05/1980 121 S FIDELIS 5T, APPLETON, W1 30523-1168-14174 1339 CITY OF APPLETON Active/Registered
[] Mauthe, Andrew Joel 700033268 12/28/1962 2324 E PETER ST, APPLETON, WI !K524-1128-9827- 0176 CITY OF APPLETON Active/Registered
[] Minten, Daniel R 700055489 07/01/1989 230 S MIDPARK DR, APPLETON, WIV535-9304-8097- 1933 CITY OF APPLETON Active/Registered
[] Kienast, Connie J 700036670 02/24/1986 2315 E PETER ST APT 2, APPLETOIV535-1014-9791-1 4490 CITY OF APPLETON _Active/Registered
[ ott, Sonia M 700056733 02/26/1941 340 N KENSINGTON DR APT 8, APFH630-6814-4372- CITY OF APPLETON : Active/Registered v
[T Halversan. Nathan A 00056827 10/27/1976  #19 S FREDFRICK ST. APPI FTON. \P420-974-1662+ 2669 CITY OF APPI FTON ~Active/Resisterad

& Show/Hide Column @ Export to Excel @ Export to PDF Page 1 of52 ® » 100[v] View 1 - 100 of 5,164

Page 3 of 7 Section 2.1
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Search for a Voter by Municipality

1
2.
3.

Click the Voter Search tile
Select the Muni search focus

Select the municipality from the drop-down list
Note: the municipality will default to the user jurisdiction

Enter additional information into the general focus fields to narrow the search results

Click search, results will display in the search grid

Voter Search
Search Focus
(e MUNI | TOWN OF ABRAMS - OCONTO COUNTY V| J O counTy v Ostate Ocoun

6. To open a Voter Record, double click the name of the voter

To export the search results, click the Export to Excel button or Export to PDF button at the bottom
of the search grid. The Show/Hide Column can modify what data is included in the exports

Note: there is a 10,000 voter export record limit. Reports with 10,000+ records can be exported from
Advanced Find. This will be done as a scheduled nightly task so you will be able to access that
information the next day. (See 1.5 Advanced Features).

Name Voter Reg Mum DOB Address
L] [Schulz, Roberta I{ayj 700000447 08/22/1986 3109 E LAKE PARK XING Al
[] Heil, Constance F 700006628 06/14/1980 610 E CARRINGTON LN, AF
[ ] Hagen, Adrienne Kees 700006760 05/18/1989 4727 N BROOKRIDGE LN Al
[] Thiel, Jessica Ann 700008172 06/16/1990 2425 N MASON ST APT 205
[ ] Espinosa, Paul K 700008196 11/22/1980 1003 W ELSIE 5T, APPLET(
[] Mclaughlin, Tami Shong 700011578 12/08/1962 42 FIESTA CT APT B, APPL
[] Holcomb, Karen Diane 700011738 07/31/1989 618 E MCARTHUR 5T, APPI
[ | Kapellusch, Jordan Robert 700011773 02/19/1986 3516 S CHRISTOPHER CT, .
[] Bond, Abigail L 700011954 02/04/1941 1757 E SYLVAN AVE, APPL
"1 Pnole. Sandv | 2000119872 10/26/1976 1016 S ARI INGTOM ST. AP
B Show/Hide Column |2 Export to Excel||@ Export to PDF Page
Page 4 of 7 Section 2.1
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Search for a Voter by County
1. Click the Voter Search tile
2. Select the County search focus
3. Select the county from the drop-down list
4. Enter additional information into the general focus fields to narrow the search results

5. Click search, results will be display in the search grid

I search @) _ clear €))

[@ COUNTY | ADAMS COUNTY v |] Ostate [lcount onLy

Voter Type Military b |
Voter Status
hd Status Rezson

6. To open a Voter Record, double click the name of the voter

7. To export the search results, click the Export to Excel button or Export to PDF button at the bottom
of the voters grid

Statewide Voter Search

Click the Voter Search tile

=

Select the State search focus

N

3. Enter information into the general focus fields to narrow the search results

4. Click search, results will be displayed in the search grid

[t Search @_)] - Clear O)

l @ STATE Ll counT omMLy

|Regular v|

|I"c3rr':- ete EDR V|

5. To export the search results, click the Export to Excel button or Export to PDF button at the bottom
of the search grid
Page 5 of 7 Section 2.1
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Count Only Voter Search

1. Click the Voter Search tile

O state | Moount oney

2. Select the Muni, County or State search focus
Note: the search focus will default to the user jurisdiction

3. Select the Count Only box

4. Enter additional information into the general focus fields to

narrow the search results TOtaI 6,867

5. Click search, the count will display at the bottom of the page

Search for a Voter by District search @) _ Clear €)

1. Click the Voter Search tile
2. Select the Muni, County or State search focus

3. Select the district type from the District Type drop-down list

b

Select the district from the districts grid

District Focusg

Circuit Court

Congressional |:| Mame DisplayOrder =
County

County Supervisary Algoma Aldermanic District 1

Court of Appeals

District Attorney [] algoma aldermanic District (2

First Class Schocl Y

High School [] Algoma Aldermanic District :3

Incorporation
Multi-Jurisdictional Judge
Municipality

Sanitary

Schoo

State

State Assembly

[] algoma Aldermanic District -4

State Senate
Technical College
Election Focul ¥ard

5. Click search, results will be displayed in the search grid

6. To export the search results, click the Export to Excel button or Export to PDF button at the bottom
of the search grid
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Search for a Voter by Election
1. Click the Voter Search tile
2. Select the Muni, County or State search focus
3. Select the specific election or elections in the elections grid

4. Select "Any” to search for voters who participated in any of the selected elections
Note: any is the default selection

Election Focus

Electionn O Any ® All

(] Description Election Date =
¥ 4/5/2005 ELECTION 04/05/2005
[ | 2/15/200% ELECTION 02/15/2005
[+ 11/2/2004 ELECTION 1170272004
[] 4/6/2004 ELECTION 04706/ 2004

5. Select "All" to search for the voters who participated in all of the selected elections

Election Focus

Elections ® Any O All

O Description Election Date
#| 4/5/2005 ELECTION 047052005
| 2/15/2005 ELECTION 0271542005
| 11/2/2004 ELECTION 1170242004
[ 4/6/2004 ELECTION O/ 062004

6. Click search, results will be displayed in the search grid

7. To export the search results, click the Export to Excel button or Export to PDF button at the bottom
of the search grid
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2.2 Voter Registration

The Voter Registration tile is used to register a new voter and process a name or address change for an
existing voter. WisVote prevents duplicate records from being created by searching all records to see if
the voter is already registered in WisVote. (Election Day Registration (EDR) is created under the specific
election under the Elections tile — see Chapter 6.2 Post-Election Activities.)

The system validates voter registrations by assigning a unique voter registration number (or if updating
an existing voter, by providing the registration number previously assigned to the voter) and will
automatically associate the voter with the correct voting districts.

Voter Registration Tips

Voter Types Required Fields for Data Entry
= Regular = Name
= Military = Date
=  Permanent Overseas = Residential Address
Registration Period = Date of Birth
= Open = Valid Wisconsin Driver License, State ID
= Closed - after the 3™ Wednesday number, or last 4 digits of Social
before an election Security Number (or an indication that
Registration Date the voter has none of the above)
= Date the election official receiving =  Proof of Residence (POR)
the application determined it = PORissuing entity
complete, acceptable form of proof = POR unique number, if any

of residence provided

Add a New Voter Registration (Open & Late Periods)

1. Click the Voter Registration tile

2. Enter the required Last Name , First Name, and Date of Birth of the voter and any optional
information in the Voter Registration Search page, then click search

Voter Registration: GAB-131

Enter all of the following information as provided on the GAB-131 or any other registration form/source.
This includes adding the Previous Name as listed on Section 6 of the GAB-131:

Last Name:* | Previous Last Mame:

First Name:™ Previous First Name:

Middle Name: Driver License / WI State 1D #:
Date of Birth:™ Social Security #:

I( Search @:1 l( Clear O:'

WisVote User Manual Page 1 of 8 Section 2.2
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2.2 Voter Registration

3. If a match is not found, click the ...New Voter Record message bar to create a new voter record

Mone of these are my voter; Create a Mew Wibter Record

4. If a match is found, the voter record will appear in the Voter List; verify the information to determine

if the voter is already registered; click the message bar to create a new voter record or click the

Update button to update the voter record

| Mene of these are my votsr; Creaie a New Voler Record

Voter List
Review the voter records below to determine whether to add registration to an existing voter record or create a new voter record:
Mame DO Address DLAD S55M  Municipality Status/Reason
Update Emiley, 4/24/1978 15 WOODWARD AVE CHIPPEWA  5167-1525- CITY OF CHIPPEWA FALLS - Active -
Suy Les FLS, W 54729-2944 8004-15 CHIPPEWA COUNTY Register=d

Note: a Duplicate Election Participation warning displays if the elector has already registered a vote

5. Enter the driver license or state ID number in the
. VOTER : NEW GAB - 131
DL/ID field S l G
miie U

6. Enter the driver license or state ID expiration date in y" y
the Expiration Date field (MM/DD/YYYY) Voter Entry

7. Enter the last 4 digits of the social security number Voter
in the SSN field (If available) DLID 5167-1525-8004-16

. Expiration [ 4/24/2020
8. If neither a DL/ID number or SSN were provided, Ssl:ratm e 0541
click the Neither DL/ID nor SSN checkbox .
Neither DL/ID ner SSN O
9. Enter the optional Phone and Email fields Name " smiley, Guy
Suffix -

10. Voter Type is default to Regular; change if Military DoB™ 4f24/1978

or Permanently Overseas Phone -
Emnail -

11. Enter the applicants street number and name in the Vter Type * Regular
Home Address field, then press enter or click the Home Address ™ -~
magnifying class to display the search results Different Mailing ]

Note: exclude or abbreviate the street type (St, Ave, Address
Ct, Rd, Cir) to produce results
12. Select the address from the drop-down list
15 woodward |j3 |

of address search results

WisVote User Manual
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13. If the address is not found in the drop-down list
of search results, click Look Up More Records to
display more records or refine the search parameter

If a matching address is still not found, and a new
address must be entered, click the +New button in
the Look Up Record window to add a new address

Note: Address Already Exists in Database error may
display after attempting to add a new address
(see 7.2 Addresses)

10 woodward | je

EJ 102 woODWARD AVE, CHIFP...
102WOODWARD...

EJ 1031 WOODWARD AVE, CHIPP...
1031WOODWARD...

EJ 107 wooDwaRD AVE, CHIPP...
107WOODWARD...

[ Lock Up More Records ]

| 3 results [+ rew |

14. Click the different mailing address checkbox if a different mailing address was provided,

then enter the mailing address

15. In the New Voter Registration Application form, enter the date the registration was effective in the

Registration Date field

Registration Entry

Election Worker @I

Interest?

Registration Date ™ - Submitted FPCA d
Registration Pericd * Open PCR Type * -
Registration Source * - POR Entity * -
? Jurisdiction * CITY OF CHIPPEWA FALLS - CHIPPEWA CO POR Account -
Voter Status Reason Registered

Unable to Sign Poll O

Book

16. The Registration Period field can be changed from Open to Late; verify which registration period

is appropriate

Note: Election Day Registrations (EDR) are entered via the Election tile under the specific election

and not from the Voter Registration tile

17. Click the Registration Source field and select the source of the voter registration application from the

drop-down list

18. Click the POR Type field, and select the type of proof of residence received with the voter registration

application from the drop-down list

= Affidavit for Homeless Electors

= Bank Statement

= College Student ID with Fee Receipt
(dated within last nine months) .

= Care Facility Document

= Driver License or ID Card "

=  Employment ID Card (not business card)

Government ID Card

Other Document Issued by a Unit of
Government

Paycheck

Real Estate Tax Bill (current year or the year
preceding)

Residential Lease

Utility Bill (within 90 days of the date of
registration)

Note: a corroborating witness is no longer an acceptable form of POR. The option remains
for historical purposes for the past voter records associated with that POR type.
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19. Click the POR Entity field and enter the name of the entity that issued the proof of residence

20. If there is a unique number associated with the proof of residence document,
click the POR Account field and enter the last few digits of the number

= 7 or more digits in length, record the last 4 digits
= 6 or fewer digits in length, record the last 2 digits

Registration Entry

Registration Date * 475/2016 Submitted FRCA O

Registration Period * Open POR Type * Utility Bill
Registration Source ™ hail POR Entity * TIME WARMER CABLE
P Jurisdiction CITY OF CHIPPEWA FALLS - CHIPPEWA CO POR Account 0001

Voter Status Reason Registered

Unable to Sign Pall O

Book

Election Worker O

Interest?

21. Click Save & Close to save registration record and return to the Voter Registration page

Update an Existing Voter Registration (Open & Late Periods)

1. Click the Voter Registration tile

2. Enter the required Last Name, First Name, and Date of Birth of the voter, then click search
(For name change, enter the new name and include the previous name)

3. Click the Update button next to the matching voter registration record

4. Compare the information on the registration form to the information in the voter record; update
the information

5. Enter the date the registration was effective in the Registration Date field

6. The Registration Period field can be changed from Open to Late; verify which registration period is
appropriate

7. Click the Registration Source field and select the source of the voter registration application from
the drop-down list

8. Click the POR Type field and select the type of proof of residence received with the voter
registration application from the drop-down list

9. Click the POR Entity field and enter the name of the entity that issued the proof of residence

10. If there is a unique number associated with the proof of residence document, click the POR Account
field and enter the last few digits of the number

= 7 or more digits in length, record the last 4 digits
= 6 or fewer digits in length, record the last 2 digits

11. Click Save & Close to save the updated voter registration record and return to the Voter
Registration Search page
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Federal Post Card Application

The Federal Post Card Application (FPCA) is a dual federal voter registration and absentee request form
that is available to military and overseas voters. The FPCA is available on the internet, military bases,
embassies, and consulates worldwide.

1. Click the Voter Registration tile

2. Enter the required Last Name, First Name, and Date of Birth of the voter and any optional information
in the Voter Registration Search page, then click search

3. If a match is found, the voter record will appear in the Voter List; verify the information to determine
if the voter is already registered; click the message bar to create a new voter record if the voter is not
registered, or click the Update button to update the voter record

Voter Entry
4. Enter the driver license or state ID number in the DL/ID field Voter
7 j 5167-1525-8004-16
5. Enter the driver license or state ID expiration date in the ;‘;ESCEMWM
DL Expiration Date 442472020
6. Expiration Date field (MM/DD/YYYY) Social Security No 034
Neither DL or SSN O
.. . . . Name * Smiley, Guy
7. Enter the last 4 digits of the registrants social security r ~
) ) ] ) Date of Birth 4/24/1978
8. number in the SSN field (if available) Phone -
Email -
9. If neither a DL/ID number or SSN were provided, click the Voter Type " Regular
Neither DL/ID nor SSN checkbox Home Address * 15 WOODWARD AVE, CHIPH

10. Enter the optional Phone and Email fields

11. Click the Voter Type field in the Voter Record and select Military or Permanently Overseas

Voter Type *

Home Address * |Regular
W]

Different Mailing | Permanently Overseas ‘
Address

12. Enter the applicants street number and name in the Home Address field, then press enter or click the
magnifying class to display the search results
Note: exclude or abbreviate the street type (St, Ave, Ct, Rd, Cir) to produce results

13. Click to select the address from the drop-down list of address search results

If the address is not found in the drop-down list of search results, click Look Up More Records to
display more records or refine your search parameters

If a matching address is still not found, and a new address must be entered, click the New button in
the Look Up Record window to add a new address

Note: "Address Already Exists in Database" error may display after attempting to add a new address
(see 7.2 Addresses)
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14. Click the Different Mailing Address checkbox if a different mailing address was provided,
then enter the mailing address

15. Enter the date the registration was effective in the Registration

Date field Registration Entry
Registration Date * 7/12/2016
16. The Registration Period field can be changed from Open to Late; | Registration Period * Cpen
verify which registration period is appropriate Registration Source * Mail

17. Click the Registration Source field and select the source of
the voter registration application from the drop-down list

Registration Entry
Registration Date * 7/12/2016
Registration Period * Open
RegitationSource” [
% Jurisdiction ™ @ |Clerks Office B
Special Registration Deputy
Voter Status Reason Ernail hd
Unable ta Sign Poll Fax |I] Military and Permanent Overseas
Baok Registration Drive

voters are not required to provide
proof of residence!

18. Click the Submitted FPCA checkbox

19. Click the Receive Absentee Ballot By field and select the method of transmission indicated
Note: This field will only display if the Submitted FPCA checkbox is selected

Absentee Ballot Mail

Fax
Receive Absentee Ballot Email/Cnline
By
s

20. Click the Absentee Address Different checkbox if a FPCA mailing address was provided, then enter the
FPCA absentee address

21. Click Save & Close to save the FPCA voter
registration record and return to the Voter
Registration Search page

An Absentee Application will

automatically be created when a FPCA
|I] registration record is saved!

Go to the Absentee Applications tile

to review the absentee application.
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Confidential Voters

Individuals who are victims of domestic abuse or stalking have the option to apply for a confidential voter
record status to prevent their names from appearing on poll lists, walking lists, and the MyVote Wisconsin
website. Confidential electors are included in the poll book on a separate page, and are identifiable by
the Confidential ID # assigned by the clerk.

To apply for confidential status, a voter must provide the clerk a copy of a valid protective order, an
affidavit signed by a sheriff or chief of police, or a statement signed by the operator of a residential
shelter. After the voter has presented the qualifying documentation, they are issued a confidential elector
identification card, and assigned a confidential elector number.

Change a Voter Record to Confidential Status

1. Click the Voter List tile

2. The My Active Voters view is the default display; enter the last*first name of the voter in the search
bar, or select the first letter of the voters last name in the jump bar at the bottom of the page

+ My Active Voters ~ | carbyeileer x0
« | LlastMame 4 | FirstMame 4 | Middle Mame | DateofBith  Home Address | Voter Reg Num
Eilzen Maureen 11/11/1988 321 DOVEST,O.. 0704075160

< >

1- 50 0f 2500+ [0 selected) Pagel b

Al # A B C I D I E F G H 1 ] K L L] N o] P Q R s T u v w X ¥ z

3. Double click the name of the voter to open the Voter Record

4. In the Confidential Voter field, click in the field and press Enter or click the magnifying glass
to open the record search window

Confidential Voter jo

Ma records found. Create a new record,

Absentee Applications ook up More records

Activities and Notes + New

5. Click the +NEW button to create the confidential voter record

6. A confidential voter window will display at the top of the Voter Record, enter the confidential
voter status Effective Date

7. Click the Supporting Document field and select the document type from the drop-down list
Note: a supporting document expiration date will display if Protective Order is selected

8. Verify the automatically populated CV Expiration Status field, then click Save to save the
confidential voter status and return to the Voter Record
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Confidential Voter

Confidential Voter

Effective Date
Supporting Document *
Protective Crder Expiration Date ®

CV Expiration Date ™

X
1/4/2018
Protective Order
Affidzvit A
Shelter Statement (v

Service Provider Statement

Save Cance

9. In the Voter Record, review the Confidential Voter field and click Save & Close to return

to the My Active Voters view

VOTER : RECORD

A

Different Mailing Address

pog™

DLID

Expiration Date

S5N

Meither DL/ID nor 55N
Phone

Ernail

% Jurisdiction *

.-

Any Active Confidential Voters can be
found by clicking on the Confidential
Voter tile on the Easy Navigate page

Voter Verification & Status

Darby, Eileen Maureen

O

1171171988
D578-5856-8961-22
1171172018

|

B8 CITY OF OSHKOSH - WINMEBAGO COUNTY

Voter Status
Status Reason *

DMV Check Link

WisVote User Manual
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DMV Check Status

Reg List Alert

Unable to Sign Poll Book
Election Worker Interest?
Confidential Voter

Active
Registered
B Darby, Eileen Maureen

Pending

O
g
|

712660003
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2.3 Voter Records

After a voter registration record is entered into WisVote, the voter search, voter list and voter registration
tiles within the voter category will be used to access and update voter records. The voter record contains
a voter's verification, status, registration, address, and absentee application information; election
participation and registration history, and any mailing activities or personalized notes.

The voter list tile contains views for different categories of voters. By accessing the data in the voter list
views, a list of voters in a particular jurisdiction can easily be viewed, exported and printed.

Voter List Tile — System Views

The Voter List tile has eight system views. The default view is My Active Voters. To switch views, click the
name of the view and select the preferred view from the drop-down list.

Inactive Voters Inactive voters in your jurisdiction

My Active Voters Active voters in your jurisdiction; this is the default view
New Registrations Within the Last Voter registrations entered by a specific user within the last
Week week

Voters in your jurisdiction with an absentee application type

Presidential Only Voters . .
of presidential only

Active voters in your jurisdiction with a voter type of military
or overseas

UOCAVA Voters

Active voters in your jurisdiction with a POR Provided field

Voters Who Need Proof of Residence
of No

Active voters in your jurisdiction with a date of birth

Voters with Default Date of Birth of 01/01/1900

Active voters in your jurisdiction with a Photo ID on File

Voters with Photo ID on File ..
indicator of Yes

Create Personal View Customize a view through the Advance Find tool
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View and Export a List of Voters by Type

1. Click the Voter List tile to open the Voter List view page

The default view is My Active Voters; this view will display all of the active voters in your jurisdiction

+ My Active Voters v [ 0 ]
v Last Name P First Name “ Middle Name Date of Birth Home Address Voter Reg Num Status h 4 o
Judith = Active R A
Lee Active R
[ Richarc ] Active R
Tricia Active R
Brent Active R
Charlene Active R
Kim Active R
Lu Active R
Nicole i Active R
Gary Active R
Lingda Active R
Jennifer Active R
Emilio Active R
Janie Active R
Ana Active R v
< >
1 - 50 of 2500+ (0 selected) M 4 Pagel b
All = A B C D E F G H I J K L M N O P Q R S T U v w X ¥ Z

1. To open the voter record, double click the name of the voter

2. To switch views, click the chevron and select the preferred view from the drop-down list

* My Active Voters|~

System Views
EDR - Wrong Jurisdiction

EDR - Wrong Polling Place

Inactive Vaters

My Active Vioters

Mew Registrations within the last week

Presidential Only Voters

UOCAVA Voters ‘

Voters Who Me of of Residence
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3. To export a voter list, click the, Export to Excel button at the top of the Voter List view page

4 nEw £ LETTERS ~

[) copy a LINK

+ JOCAVA Voters ~

v 2 EMAILALINK @ - m RUN REPORT ﬂ; EXPORT TO EXCEL LAl

Search for records jo

4. If the screen is minimized and the Export to Excel button is not displayed, click the EI button

to open a drop-down list, then click Export to Excel

&8 assicN .

N € Share
ri

[) copy a Link
| = Email a Link
| % Run Workflow
[¥] start Dialog

[¥] Run Report

f@ Export to Excel

| gl§ Chart Pane

Photo Identification on File

Review and Export a List of Voters with Photo ID on File

1. Click the Voter List tile to open the Voter List view page

2. Switch the view to Voters with Photo ID on File

WisVote User Manual
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3. To open the voter record, double click the name of the voter

4. To export a list of voters with photo ID on file, click the Export to Excel button at the top of the Voter

List view page

4 NEW &3 LETTERS ~ D COPYALINK | v e EMAILALNK ~ [F RUNREPORT ~ | [ EXPORT TO EXCEL

+ Voters With Photo ID on File ~ Search for records o
~  Last Name P First Name Middle...  Date of Birth Home Address VoterRe: W s
[ John M ] ISIN ST, CHIPPEWA FLS, WI 54729 0701442 A
Ana Regina ", CHIPPEWA FLS, WI 54729 oopaL4t
“arla C £ RD, CHIPPEWA FLS, WI 54729 00417l
Lavone W ST, CHIPPEWA FLS, WI 54729 0004158
Update a Photo ID Indicator
1. Open the Voter Record
2. Click the Absentee Applications tab on the Voter Record to expand the view
3. Select the Photo ID on File checkbox; to indicate the voter has submitted a valid photo ID
4. Click Save & Close to save the updated information and close the voter record
Absentee Applications
Photo ID on File @
Absentee Applications (Voter) = NEW
Name Application S... Application Ty...  Ballot Delivery... Absentee Peri...
Mo Absentee Application records found.
L 4 >
Page 4 of 4 Section 2.3
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2.4 Registration List Alerts

The Federal Help America Vote Act (HAVA) requires that local election officials perform voter list
maintenance on a regular basis to determine if any duplicate or ineligible individuals should be removed
from the list. To identify ineligible voters in WisVote, election officials are required to review three types of
voter registration list alerts: 1) Deceased, 2) Felon, and 3) Duplicate.

To comply with federal law and effectively maintain voter records, election officials should frequently
review registration list alerts in WisVote.

Types of Voter Registration List Alerts

B Deceased Alerts

WisVote generates deceased alerts by comparing voter records against the death records
maintained by the Wisconsin Department of Health Services (DHS). If the voter information
matches, a deceased registration list alert will be created and displayed in the “Needs Review —
Active Voters” and “Needs Review — Deaths” views located within the Reg List Alert tile. A voter
record must be deactivated in WisVote when a valid deceased registration list alert or
documentation of the death is received.

B Felon Alerts

WisVote generates felon alerts by comparing voter records against a list of felons provided by the
Wisconsin Department of Corrections (DOC). If the voter information matches, a felon registration

list alert will be created and displayed in the “Needs Review — Active Voters” and "Needs Review —

Felons” views located within the Reg List Alert tile. A voter record must be deactivated in WisVote

when a valid felon registration list alert is received and a Felon Ineligible Notification Letter sent to
the voter when a voter record is deactivated because of a confirmed felon match.

B Duplicate Alerts

HAVA requires that election officials perform voter list maintenance to help prevent the creation of
duplicate voter records. WisVote automatically checks for duplicate records when a voter search is
performed as part of the voter registration process. WisVote generates duplicate alerts by
comparing the existing voter records against a list of new or updated voter records. If the voter
information matches, a duplicate registration list alert will be created and displayed in the “Needs
Review — Active Voters” and "Needs Review — Duplicates” views located within the Reg List Alert tile.
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View a Registration List Alert

1. Click the Reg List Alerts tile

2. The Reg List Alerts view page will open and default to the,

3. Click the Alert Name to open the registration list alert

“Needs Review - Active Voters” view

'-’7 Juanita Borton

% WISVOTE » % | VOTER v  Reg List Alerts | v

«  Alert Name
lames Joseph
1. Robert H SR

Barbara G

3 n Mary L

4 NEW ([ EXPORT TO EXCEL

+ [Needs Review - Active Voters v

. Alert Type

! FELON
DECEASED
DUPLICATE

DUPLICATE

Alert Status

Review

Review

Review

Review

CITY OF WALKESH. |

Date Created «J Y o

7/19/2016 451 AM

6/18/2016 2:02 AM

5/16/2015 411 AM

5/5/2015 406 AM

4. Compare the information in the voter record to the registration list alert type information to
determine if the records match

5. To accept or decline the alert at a different time, or to return to the view page, click the Cancel button

Home Address

DOB

0oL

Municipality

Voter Status

Registration Date *

Last Voted

Last Updated

:, GREEN BAY, WI 54302-5090

E
CITY OF GREEN BAY - BROWN COUNTY

Active

11/4/2014

4/5/2016

12/31/2015 10:04 PM

Home Address
DOB
SSN

oL

Municipality
Voter Status ™
Registration Date *
Last Voted

Last Updated

WIACCEPT B DECUNE T ¥

REG LIST ALERT : CASE

M L Alert Status Date Created Type”
7 a ry B Review @5/5/2015 4:06 AM § DUPLICATE
Registration List Alerts
VOTER DUPLICATE
Full Mame " 1, Mary L Full Name 1, Mary Lou
Vater Reg Num 0051063112 Voter Reg Num 0712392260

£, GREEN BAY, WI 54313-723

VILLAGE OF HOWARD - MULTIPLE COUNTIES

Active

4/3/2012
11/6/2012
1/1/2016 4:01 AM

Decline a Registration List Alert

1. Click the Reg List Alerts tile

2. Click the Alert Name to open the registration list alert
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Chapter 2 Voter Management 2.4 Registration List Alerts

3. Click the name of the voter in the “Needs Review - Active Voters” view to open the registration list

alert
+ |\eeds Review - Active Voters ~
' Alert Name Date of Birth (Va... Alert Type
lames Joseph ' FELON
. Robert H SR DECEASED
Barbara G DUPLICATE
) n Mary L DUPLICATE

4. Compare the information in the voter record to the registration list alert type information to
determine if the records match

5. If the records do not match, click the decline button to decline the registration list alert

VOTER w Reg List Aleris | «

@ Aaccert | DECUINE | X CANCEL

6. To review the declined registration list alert, change the view to "Declined List Alerts”

+ Declined List Alerts ~

" Alert Name Date of Birth (Vo... Alert Type

Mary L . DUPLICATE

Accept a Duplicate Alert
1. Click the Reg List Alerts tile

2. Click the name of the voter in the "Needs Review - Active Voters” view to open the duplicate alert

+ [Needs Review - Active Voters ~
Alert Name Diate of Birth (Va... Alert Type Alert Status
lames Joseph ' FELON Raview
Robert H SR DECEASED Rewview
I Barbara G | DUPLICATE Review
n Mary L DUPLICATE Rewisw
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3. Compare the primary voter record to the duplicate voter record to determine if the records match

4. If the records match, click the accept button to accept the duplicate alert and merge the voter records

VOTER ~ Reg List Alerts | ~

& acceor | ®oecine X canceL

5. To review the accepted duplicate alert, change the view to “Accepted List Alerts”

6. Click the name of the voter to open the registration list alert case

*+ Accepted List Alerts ~

' Alert Name P Date of Birth (Vo.... Alert Type Date Created

| Barbara G | DUPLICATE 5/16/2015 4:11 AM

7. To confirm the records were merged, open the Duplicate voter record by clicking the Full Name on
the right side of the alert case.

Registration List Alerts

VOTER DUPLICATE

Full Name ® A , Barbara G Full Name [ ', Barbara G

8. Review the Voter Verification & Status fields on the duplicate voter record to confirm the voter status
is inactive and the status reason is merged

Voter Verification & Status

Water Status * Inactive

Status Reason Merged

Accept a Deceased Alert

1. Click the Reg List Alerts tile
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2.4 Registration List Alerts

2. Click the name of the voter in the “Needs Review - Active Voters” view to open the deceased alert

+ |\leeds Review - Active Voters ~

Jamesz Joseph

[ 1. Robert H SR ]

Barbara G

n Mary L

o Alert Mame Date of Birth (V..

Alert Type

FELOM

DECEASED

DUPLICATE

DUPLICATE

3. Compare the information in the voter record to the deceased record to determine if the records

match
WiaccerT  PIDECUNE X CANCEL + =
REG LIST ALERT : CASE
Alart Status Date Created Type 3
ZH RObe rt H S R i Review B 6/18/2016 2:02 AM @ DECEASED

Registration List Alerts

VOTER DECEASED

Full Name * ;. Robert H SR Full Name 1. Robert Homer

Voter Reg Num 0012117234 Address

Home Address ; .., GREEN BAY, WI 54303-2512 pes*®

DoB H SSN

SSN - Residence Munt ALLOUEZ

Mumicipality CITY OF GREEN BAY - BROWN COUNTY

Voter Status © Active Residence County EROWN

Registration Date ™ 5/29/1972 Date of Death * 5/27/2016

Last Voted 11/4/2014 County of Death BROWN
4. If the records match, click the accept button to accept the deceased alert and inactivate the voter

record
VOTER ~ Reg List Alerts | ~
@ accerT | ®DECUNE X CANCEL
5. To review the accepted deceased alert, change the view to “Accepted List Alerts”
6. Click the name of the voter to open the alert case.
Page 5 of 7 Section 2.4
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2.4 Registration List Alerts

7. To open the voter record, click the Full Name of the voter on the left side of the alert case.

VOTER

Full Name *

Registration List Alerts

[ ., Robert H SR

DECEASED

Full Name i _. Robert Homer

is inactive and the status reason is deceased

Vioter Verification & Status

Voter Status ™

-
status Reason

Inactive

Deceased

Accept a Felon Alert

1. Click the Reg List Alerts tile

Review the Voter Verification & Status fields on the duplicate voter record to confirm the voter status

2. Click the name of the voter in the “Needs Review - Active Voters" view to open the felon alert

" Alert Name

[

lameas Jaseph ]

1. Robert H SR

Barbara G

n Mary L

+~ |\eeds Review - Active Voters ~

Date of Birth (Vo... Alert Type

! FELON
DECEASED
DUPLICATE

DUPLICATE

3. Compare the information in the voter record to the felon record to determine if the records match

X CANCEL r b A
REG LIST ALERT : CASE
J J h Alert Status Date Created Type"
1 a mes O Sep W Accepted B 7/19/2016 451 AM |8 FELON
Registration List Alerts
VOTER FELON
Full Name * .+ James Joseph Full Name "1 ‘. JAMES JOSEPH
[*]
Voter Reg Num 0714929580 Address
Home Address --~ GREEN BAY, WI 54302-3811 DoB F4
Doe Municipality
Municipality CITY OF GREEN BAY - BROWN COUNTY
Felon Episodes
Voter Status ™ Inactive Start Date End Date Created On & Modified On
Registration Date 11/6/2012 6/14/2016 7/19/2016 4:51 AM  7/19/2016 4:51 ...
Last Voted 11/6/2012
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Chapter 2 Voter Management 2.4 Registration List Alerts

4. If the records match, click the accept button to accept the felon alert and inactivate the voter record

VOTER ~ Reg List Alerts | ~

wiaccert | ®oecune X canceL

5. To review the accepted felon alert, change the view to “Accepted List Alerts”
6. Click the name of the voter to open the alert case

7. Click the voter's name on the left side of the alert case to open the voter's record

Registration List Alerts
VOTER FELON

Full Name * [ , James Joseph ] Full Name B ‘. JAMES JOSEPH

8. Review the Voter Verification & Status fields on the voter record to confirm the voter status is inactive
and the status reason is felon

Voter Verification & Status
Voter Status ® Inactive
Status Reason ™ Felan

9. To send a felon letter, click the, Letters button at the top of the voter record and select the Felon
Letter from the drop-down list

EDR
EDR-Wrong Jurisdiction

EDR-V/rong Polling Place

Incomplete Registration

Mailings
30 Day Notice Letter
Change of Polling Place
DMY Check Mon-mMatch Let...
Felon Lettar

GAB 133 Certificate of La__.
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Chapter 2 Voter Management 2.5 DMV Checks

2.5 DMV Checks

A DMV check, commonly referred to as a HAVA check, compares the name, date of birth and driver’s
license or social security number of a voter record against the information in the Wisconsin Department of
Transportation (DOT) database and Social Security Administration (SSA) database. If the information
entered into WisVote is not identical to the information in the DOT or SSA database, the check will fail.
The results of a failed check are categorized as a non-match, and a reason for the non-match is given.

When a new or updated voter registration is processed, the information is sent from WisVote to the DOT
and SSA once a day. After the DMV Check is complete, the results categorized as a non-match are
displayed in the "DMV Check Non-Matches” view located within the DMV Check tile. The results of a DMV
check do not affect an elector’s right to vote.

DMV Checks Tile - System Views

The DMV checks tile has four system views. The default view is DMV-Checks Non-Matches. To switch
views, click the name of the view and select the preferred view from the drop-down list.

DMV Checks — Non-Matches DMV Checks categorized as a non-match; default view

DMV Checks submitted in WisVote but not yet processed by

DMV Checks Pending DOT and SSA

Reviewed DMV Checks that resulted in the voter being sent a

L r Sen
etter Sent non-match letter

Reviewed DMV Checks that resulted in no further action

No Further Action Required .
required

DMV Check — Non-Match Reasons

WI Department of Transportation Codes | Social Security Administration Codes
1-All Fields Match S-Invalid Data Submitted
2-Name and DOB Do Not Match T-Multiple Matches - All Dead
3-Name Does Not Match V-Multiple Matches - At Least One Alive and One Dead
4-DOB Does Not Match W-Multiple Matches - All Alive
5-No Record of DL Number X-Single Match — Alive
6-Invalid Format of DL Number Y-Single Match — Dead
7-Invalid Name Z-No Matches Found
8-Invalid DOB
Page 1 of 5 Section 2.5
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Chapter 2 Voter Management 2.5 DMV Checks

Review a DMV Check
1. Click the DMV Checks tile
2. The DMV Checks View page will open and default to the, “DMV Checks Non-Matches” view

3. Click the name of the voter in the DMV Check Name field to open the DMV Check Case

+~ DMV Checks Non-Matches ~

v DMV Check Name Reason DMV Check Date 4 Driver License or WI State L.,
N v, Joline K 3-Mame Does Not Match 7/19/2016
- -, Nicholas M 5-No Record of DL Number 7/15/2016
. Deloris A Z-No Matches Found /1272016

4. Compare the Voter Information fields with the voter registration information submitted by the voter
to determine if a data entry error caused the check to fail

5. If a data entry error was made, click the Full Name field on the DMV Check Case to open the voter
record

DMV CHECKS: CASE

Nicholas M

DMV Check Details

VOTER INFORMATION

BLAD e

Full Name . Nicholas M
:
ddla EMm

Last B

pos B

SSN ]

6. Correct the data entry error on the voter record, then click Save & Close; the updated voter
information will be sent to the DOT and SSA to run another DMV Check

Send a DMV Check Non-Match Letter

If a data entry error was not the cause of a failed DMV check, a DMV Check Non-Match letter must be
sent to the voter to notify them of the discrepancy between the information in their voter record and the
information in their DOT or SSA record.

After the DMV Check Non-Match letter is sent to the voter, the responsibility falls on the voter to verify
the information. However, the results of the DMV Check will not affect the voter's eligibility to vote.

1. Click the Reg List Alerts tile
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2. Click the name of the voter in the DMV Check Name field to open the DMV Check Case

+ DMV Checks Non-Matches ~
v DMV Check Name Reason DMV Check Date /4 Driver License or WI State L.
v, Joline K 3-Name Does Not Match 7/19/2016
- -, Nicholas M 5-No Record of DL Number 7/15/2016
. Deloris A Z-No Matches Found 7/12/2016

3. Click on the Full Name of the Voter to open the voter record.

DMV CHECKS: CASE

Nicholas M

DMV Check Details

VOTER INFORMATION

BLaD L
Full Name . Nicholas M
First B Nichalas

Middle M

Last "

pos B

SSN °]

4. When the Voter Record is opened, click Letters to view the Letter's menu.

5. Click DMV Check Non-Match Letter

- = EMAILAUNK

EDR
EDR-Wreng Jurisdiction
EDR-Wrong Polling Place
_ Incomplete Registration
I Mailings
30 Day Notice Letter

Change of Polling Place

DMV Check Non-Match Let...

{ Felon Letter

GAB 133 Certificate of La...

[TE

6. When the letter opens, choose to print or export the letter to a Word document or Adobe PDF.
Letters exported to Word may be easily edited.

Export PDf || Export WORD
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7. After the letter has been sent through the voter record, a Note is generated and may be viewed on
the voter record under the Notes and Activities tab.

Activities and Notes
POSTS ACTIVITIES NOTES

Enter a note

DMV Check Non-Match Letter - 30 Day Letter Sent Exported
Borton, Juanita - Today 10:13:29 AM

8. After printing or exporting the letter, click Cancel on the voter record.

@ WISVOTE . * VOTER ~  Voter List Nicholas M | ~

B SAVE & CLOSE = NEW | X canceL) [@ DEACTIVATE B LETTERS» e EMAIL A LINK

9. Click the green button to Continue.

Confirm Cancel

The changes on this record are not saved.
To close without saving click Continue.
To return and save changes click Return.

10. When the DMV Non-Match case is opened, click No Further Action Required

e WISVOTE+« # | VOTER v DMV Checks | Nicholas M | «

W SEMD LETTER ¥ NO FURTHER ACTION REQ... L-'i SAVE & CLOSE X CANCEL

NOTE: The Send Letter function on the DMV Non-Match case is currently under development.

11. Change the view to see cases that have been marked No Further Action Required.

+ No Further Action Required ~

v DMV Check Na..  Reason DMV Check Date

* Nicholas M 5-No Record of DL Number 7/15/2016
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Using No Further Action Required When Letter is Not Sent to the Voter

When there is no data entry error, but a clear explanation exists for why the DMV Check returned a Non-
Match, No Further Action Required may be selected without sending a letter to the voter.

For example: The voter has a hyphenated last name and the hyphen is included on their EL-131 form.
The voter also provided a copy of their driver license as part of an absentee ballot request. Upon review,
the driver license does not contain the hyphen and everything else on the driver license matches the
information from the EL-131. In a case such as this, there would be no need to send the letter to the
voter. Instead follow these steps:

1. Click the Reg List Alerts tile
2. Click the name of the voter in the DMV Check Name field to open the DMV Check Case

3.  When the DMV Non-Match case is opened, click No Further Action Required
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Chapter 3 Absentee Voting 3.1 Types of Absentee Applications

3.1 Types of Absentee Applications

This section details the proof of identification, duration of request, application requirements and
definitions for the following seven types of absentee applications:

= Regular

= Indefinitely Confined
= Permanent Overseas
= Military

= Presidential Only

= Hospitalized

= Sequestered Juror

Regular Absentee Applications

Definition: Any otherwise qualified voter who for any reason is unable or unwilling to appear at the

polling place.

Proof of Identification:
= By mail applications must include proof of identification with the application in order for an
voter to receive a ballot
=  Proof of identification may be provided only once (unless the voter re-registers with a new
name or address)
= If proof of identification has previously been provided by a regular voter, the clerk must initial
the absentee ballot certificate envelope prior to sending the absentee ballot to indicate the
voter has met the proof of identification requirement
In WisVote:
= Provider clerks track the voters who provide proof of identification
= Prior to issuing absentee ballots, provider clerks send a list of the regular absentee voters who
have previously provided proof of identification to their relier clerks
= Relier clerks send their current list of regular absentee voters who have provided proof of
identification to their provider clerks

Duration of Request:
= A specific election
= All elections within a calendar year
o If aregular voter does not return their absentee ballot, the request is canceled
0 Send notice of cancellation by mail within 5 days
0 Voter can reactivate the request

Application Requirements:
= Absentee applications for regular voters must be received by 5:00 p.m. on the Thursday prior to

the election
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Indefinitely Confined Absentee Applications

Definition: Voters indefinitely confined due to age, infirmity, disability or illness. The voter must have
applied for an absentee ballot as an indefinitely confined voter.

Proof of Identification:
= Exempt from proof of identification requirement
= The witness signature on the absentee ballot certificate envelope satisfies the proof of
identification requirement for indefinitely confined voters
= The clerk must initial the absentee ballot certificate envelope prior to sending the absentee
ballot to indicate the voter has met the proof of identification requirement

Duration of Request:
= Indefinitely confined voters receive ballots for all elections
= If a ballot is not returned after a spring or general election, a letter informing the voter that the
absentee request will be canceled unless the voter applies for renewal within 30 days is mailed
to the voter
o If the voter responds to the letter, the indefinitely confined application stays active
o If the voter does not respond to letter, the indefinitely confined application is cancelled

Application Requirements:
= Absentee applications for indefinitely confined voters must be received by 5:00 p.m. on the
Friday prior to the election

=  Voters must indicate on the application they are indefinitely confined

Overseas Absentee Applications

Definition: A voter who is permanently outside of the U.S. with no intent to return to their residence;
may only vote for federal offices: President, U.S. Senate and U.S. Congress. May receive their ballot
online through MyVote or by fax, email or mail.

Proof of Identification:
= Exempt from proof of identification requirement
=  The clerk must initial the absentee ballot certificate envelope prior to sending the absentee
ballot to indicate the voter has met the proof of identification requirement

Duration of Request:
= A specific election
= All elections within a calendar year

Application Requirements:
= Absentee applications for overseas voters must be received by 5:00 p.m. on the Thursday prior
to the election
= Voter registrations must be postmarked no later than the 20th day prior to the election
= Exempt from Proof of Residency requirement
= Voter must have lived in the district immediately before moving overseas
= Voting-age children of overseas voters are eligible even if they have never lived in the district

= Vote from the last address in the district

WisVote User Manual Page 2 of 4 Section 3.1
August 2016 66



Chapter 3 Absentee Voting 3.1 Types of Absentee Applications

Military Absentee Applications
Definition: Members of a uniformed service (at home or away), members of the merchant marine,

civilian employees of the United States serving abroad, peace corps volunteers, and their spouses and
voting-age dependents. Military voters are eligible to receive ballots for all offices and may receive
their ballot online through MyVote or by fax, email or mail.

Proof of Identification:
= Exempt from proof of identification requirement
= The clerk must initial the absentee ballot certificate envelope prior to sending the absentee
ballot to indicate the voter has met the proof of identification requirement

Duration of Request:
= A specific election
= All elections within a calendar year

Application Requirements:
= A voter registration form is not required
= Must have resided in the municipality immediately before entering the military
= Absentee applications must be received by 5:00 p.m. on the Friday prior to the election
=  For federal elections, military voters away from their residence due to active duty have until
5:00 p.m. on Election Day to request an absentee ballot
= The Federal Post Card Application (FPCA) is a common form used by military voters; it serves

as both a voter registration form and absentee ballot application

Presidential Only Absentee Applications

Definition: Any new residents of Wisconsin, who are eligible to vote but do not meet the 10-day
residency requirement; or former qualified electors of Wisconsin, who have moved to another state
within 24 months but are not eligible to vote in their new state, may apply for a Presidential Only Ballot.

Proof of Identification:
= Proof of identification is required for both former and new Wisconsin residents

Application Requirements for Former Wisconsin Residents:
= Applications for Absentee Presidential Ballot is requested from, and submitted to the municipal
clerk of the voter's prior Wisconsin residence
= No deadline to submit the application, but must be received, “in sufficient time for a ballot be
mailed and returned prior to the election”
Application Requirements for New Wisconsin Residents:
= A voter registration form is not required
= Proof of residence is required
= Application for Absentee Presidential Ballot requests can be made in-person at clerk’s office
where they voter resides, or at the polling place on Election Day
= In-person requests at the municipal clerk’s office can be made no sooner than 27 days prior to
the election, and no later than 5:00 p.m. on the day before the election
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Hospitalized Absentee Applications

Definition: Any qualified voter may register and request an absentee ballot by agent if hospitalized.

Proof of Identification:
= Proof of identification is required with the application unless otherwise exempt

Application Requirements:
= Absentee applications can be made no sooner than 7 days prior to the election, and no later
than 5:00 p.m. on Election Day
= Absentee applications must indicate the voter is hospitalized
= The hospitalized voter may register to vote by agent up to 5:00 p.m. on Election Day
=  Proof of residence is required

Sequestered Juror Absentee Applications

Definition: Any eligible registered voter may request an absentee ballot if a sequestered juror.

Proof of Identification:
=  Proof of identification is required with the application unless otherwise exempt

Application Requirements:
= Absentee applications must be received by 5:00 p.m. on Election Day
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3.2 Add an Absentee Application

Before entering a new absentee application, the voter must have a voter record in WisVote. Because
military voters are not required to register to vote before requesting an absentee application, if a military
voter does not have a voter record, the system will create one from the information on the absentee
application.

Only enter complete absentee applications into WisVote. An absentee application must include the
following information to be complete: date(s) of the election(s), residential address, municipality, mailing
address (optional), and the name of the voter requesting the ballot.

Add an Absentee Application
1. Click the Absentee Applications tile

2. Click the +New button to open a new Absentee Application form

dis v M | VOTER MANAGEM... v Absentee Applicatio... | v

£ LETTERS * D copyaumk ~ e@eMalAUNK »  [ARUNREPORT* (i EXPORT TO EXCEL

* My Active Absentee Applications v Ssarcn

' Mams P Woter Type Application Source Ballot Delivery Metho... Absentes Period....  MNams of Electio
Chad Ader Regular Received In Person ail Currens Elzaion 11/24/2015 Vot
David Fish Segular Mai sl Calendar Yaar

3. In the Voter Name field, enter the first and last name of the voter
to search for the voter record

4. If the voter record is not found in the drop-down list,

click "Look Up More Records” to display more records Voter & Application Info

or refine the search parameters Veser ko
. . . voter Name * Mack
a. If a matching voter record is still not found, L [.éc_ Mary 2 “
click the +New button in the Look Up Record Voter o flam 70007
window to add a new voter registration DOB 20611
. Voter Status ™ Active R
b. After the new voter form is complete, the PUSE—— .
system will return to the absentee application =
with the new voter information section of the Voter Type ® m
application populated Home Address * &
5. If the voter record is found in the drop-down list of Mailing Address 8
search results, click the voter record to assign the Eini Aikiress
new absentee application to the voter Lresults Few
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6. Verify the voter information on the new absentee application form is correct; update any inaccurate

information

Note: Information updated and saved on the new absentee application form will automatically be

updated on the voter record

7. Enter an email address (optional)
8. Select the Ballot Delivery Method

9. Select the Application Type
Note: If the voter type is Military, Overseas, or
Presidential Only, the application type will automatically

default to the voter type

Ballot Delivery Info
Ballot Delivery Method *

Activities and Notes

ACTIVITIES NOTES

No records founds.

mail
Special Voting Deputy
Appainted Agent

10. Select the Application Source

11. Check the FPCA box if the application was submitted on a Federal Post Card Application

12. Enter a Batch Name (optional)

13. Check the Photo ID Provided box if the applicant has provided a photocopy of their proof of
identification. If the applicant has previously provided their proof of identification, the Photo ID

Provided box will be checked

Application Info

Application Type™
Application Date ™
Application Source ™
FPCA

Batch Mame

¥ Jurisdiction *

Photo ID Provided

Regular
1/6/2016
Mail
Recaived In Person
Email
Fax
FRCA
E CITY OF CHIPPEWA FALLS - CHIPP
o

14. Select the Absentee Period for the request; additional Election Info fields will display when the

absentee period is chosen

Election Info

Absentee Period *

T % *®
Mame of Election

Calendar Year
All Future Elections
Only Selected Elaction(s)

15. Click Save to save and review the absentee application ,or Save & Close, to save and return to the
Absentee Application View page
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Mail an Absentee Ballot to a Different Address
1. Follow steps 1 through 7 of Add a New Absentee Application

2. After selecting the Ballot Delivery Method of Mail, check the Different Absentee Address box if the
voter is requesting the ballot be sent to an address different from the mailing or home address

3. Type the address in the Absentee Address field, then press enter; if the address is not found, click the
+New button to enter a new mailing address

Ballot Delivery Info

Ballot Delivery Method ™ Mail
Different Absentee Address 1
Absentee Address ™ 123 Grant Street jo

Mo records found. Create a new record.,

Activities and Notes Lock Up More Records

Created On l + New

4. Select Mailing, PO Box or Foreign in the Address Format field

log

5. Enter the Address

6. Enter City, State, and Postal Code

. Mailing Address X
7. Check the Override Postal Standards 9
box if the address entered is valid e L
) Address Format Mailing i}
but will not conform to postal . . PO BOX
Address Line 1 Forei
standards ) o oreign
Address Line 2 -
8. Click Save to save the address City *
and return to the absentee State ™ Wi
application Postal Code™
Care Facility
¥ Jurisdiction ™ TOWN OF ADAMS - ADAMS COUNTY
Override Postal |
Standards
]
Save Cancel
Page 3 of 5 Section 3.2
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Add an In-Person Absentee Application

When the in-person absentee period begins, an absentee application request for a specific election
automatically becomes an application for in-person absentee voting only. All of the data fields within the
absentee application are defaulted to reflect in-person absentee voting. An election official can search for
a voter and select an option for printing or not printing a label.

1. Click the Elections tile
2. Click the Name of the Election

3. Click the Vote In-Person button at the top of the page to open a New Absentee Application form

M | ELECTION v  Elections | v  7/5/2016 Special El.. | »

B savE B SAVE&CLOSE " SCANVOTES | Z VOTEIN-PERSON | =ee b A

ELECTION : INFORMATION

7/5/2016 Special Election | &g

4. Enter the first and last name of the voter in the Voter Name field to search for the voter record

5. If the voter record is not found in the drop-down list of search results, click “Look Up More Records”
to display more records or refine the search parameters

6. If the voter record is found, click the
voter record to assign the new X CANCEL [ igll CREATE BALLOT AND PRINT] L LETTERS ~
absentee application to the voter

-’___ ABSEMNTEE APPLICATION
7. Verify the voter information on the — . .
absentee application form is correct; = N ew Abse Nntee A p p ‘ Ication
update any inaccurate information
8. Click the Create Ballot and Print Voter & Application Info
button at the top of the absentee Voter Info
application to issue an absentee ballot
vaoter Name ™ | Mary Mack R
Woter Reg Num 700000342
DOB 2/6/1985
Voter Status * Active

Confidential Voter

Voter Type * Regular
Home Address * B 1N CULVER ST, CHIPPEWA FLS
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9. To print a mailing label, select Dymo Printer Absentee Ballot Mailing Layouts
or Sheet Label; click OK

Select Absentee ballot mailing layout :

No Label
Dymo Printer

10. To record the ballot as sent in WisVote without
printing a mailing label select No Label; click OK

O Sheet Labels
11. If the Dymo Printer or Sheet Label option n
was selected, the mailing label will generate and
display in a generate report window Ballot Style : CHIPPEWA FALLS

01
12. Click the Print button in the generate report

window to print the absentee mailing label District Combo: 71261-002-3892-1

Edit Filter

I 4|:|o-"_ e e

7/5/2016 CHIPPEWA COUNTY
CITY OF CHIPPEWA FALLS -

o v] | Find | Next e, - -:@j:-

WARD 1
CITY OF CHIPPEWA FALLS : 01 (012671354
REGLILAR.
MACK, MARY
1 N CULVER ST
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3.3 Search for an Absentee Application

The absentee application search function in WisVote can be used to search for and update an active

or cancelled absentee application. There are two ways to search for absentee applications in WisVote;
1) from the Absentee Applications tile located within the Voter Management category on the
navigation page, and 2) from the Absentee Applications tile located within a specific election.

Search for an Absentee Application from the Absentee Applications Tile

1. Click the Absentee Applications tile

2. The "My Active Applications” view will display all active applications for both current and future

elections

3. To search for an active absentee application, enter the name of the voter in the search field, then
press enter

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

WV,

+ nEw & LETTERS -

Last Name {Voter)

(

First Name (Voter) Voter Type
John ] Regular
Callas Regular
Ana Regular
Brian Regular

0y copy ANk | = 2 EMAIL A LINK

* My Active Absentee Applications

Application S

Ilail

Mail

Mail

Ilail

[¥] RUN REPORT =

[

Search for records

ource

Ballot Delivery Metho... b 4 o
Wia A
Mail
Wa
Ma

5. To search for a canceled or inactive absentee application, change the view to “My Inactive

Absentee Applications”

WisVote User Manual
August 2016

System Views

Active Absentee Voters View

All Absentee Applications

My Active Absentee Applications

My Inactive Absentee Applications ]

Mo Ballots Issued
Create Personal View
Sawve Filters as New View

Sawve Filters to Current View

tus (Voter)
ive
ive
ive
ive
ive

ive

+ My Inactive Absentee Applications(

Absentee Period

Current Election

Current Election

Current Election

All Future Electio...

Current Election

Calendar Year

Page 1 of 2
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3.3 Search for an Absentee Application

Search for Absentee Applications for a Specific Election

1. Click the Elections tile

2. Click the Name of the Election

3. In the top navigation bar, 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

ELECTION «

Common

AUDIT HISTORY

Elections | ~

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

WisVote User Manual
August 2016

ELECTION : INFORMATION
2016 Partisan Primar e
- y 8/9/2016
Absentee Application Associated 0
=+ ADD NEW ABSENTEE APPL. BB ISSUE BALLOTS il ISSUE BATCH BALLOTS gl CHART PANE = aae
v Name T Absentee Peri.. . Application Source Absentee.. Applica.. .. Ballot Delivery.. AlF ¥ &
Mesman, John F Current Election  Online Active Military Online No 0
Petersan, Carl Jerome Current Election  Mail Active Regular Mail No 0
Clark, Kelly C 5R Current Election  Email Active Regular Mail No 0
Page 2 of 2 Section 3.3
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3.4 Manage Absentee Applications

In WisVote, absentee applications are canceled by deactivating the absentee application record. The
system will automatically deactivate an absentee application if the corresponding voter record is
deactivated. Absentee applications can be manually deactivated if the voter’s indefinitely confined
absentee status or address changes.

Five Steps to Managing an Absentee Voter Record

1. Add the absentee application in WisVote

2. Issue an absentee ballot, print the mailing labels and update the ballot sent date
3. Record the ballot as returned (or not returned)

4. Record a vote cast by an absentee voter on the poll book

5. Post-election: cancel unreturned ballots; adjust indefinitely confined absentee applications

Cancel an Absentee Application
1. Click the Absentee Applications tile

2. The page will default to My Active Absentee Applications view; search for, or locate the absentee
application records to cancel in the grid

3. Select the absentee applications you want to deactivate Note: The Deactivate button will
by clicking the records in the far left check box column appear when a record is selected.

4. Click the Deactivate button at the top of the Absentee
View page

5. Click the Deactivate button in the Confirm Deactivation window to complete the deactivation

Ay ~ M | VOTER MANAGEM.. v  Absentee Applicatio... | v

4+ neEw a]SEUE BALLOTS &3 LETTERS ~ W ACTIVATE _% DEACTIVATE Q] COPY A LINK | ~ Ll

b ¢

Wy Active Absentee Applicatid

Sl ARSI i

Confirm Deactivation X
Do you want 1o deactivate the selected 2 Absentee Applications? You can reactivate it later, if you

W Mame Worer Typs Application Sourc Ve

" | Chad Adar Regular Received In Perzo
Thiz action will change the status of the selacted Absentee Applications to Inactive.

~* | David Fish Regular =il

Jzcob Myhus Regular Wotzd in Perzon

6. Once deactivated, the record will be moved from the My Active Absentee Applications views to the
My Inactive Absentee Applications view

WisVote User Manual Page 1 of 1 Section 3.4
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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 @ LETTERS + [ coPyAUNK |+ e EMAILAUNK ~  [¥] RUN REPORT ~
+ My Active Absentee Applications ~ [ D]
~  Last Name (Voter) First Name (Voter) Voter Type Application Source Ballot Delivery Metho... Y 2
[ John ] Regular Mail Mail A
Callas Regular Mail Mail
Lna Reqular Mail Ma
Brizn Regular Mail Ma
WisVote User Manual Page 1 of 8 Section 3.5
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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 Applicatio... ~  Aaron Rodt

Hsave Ei'saveaclose = new X cancel |l create sattoT anp prINT | [

ABSENTEE APPLICATION it L =]

Aaron Rodgers Selct Absentee bllot malling ayout:

No Label
® Dymo Printer
Sheet Labels

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.

i1 4 2 ofl ¥ i + Find | Nex I'.L‘
8/9/2015 DANE COUNTY IR TTETED AT )
CITY OF MADISON - Ward 109
Place Label 1 on the 478 - Blue 160707
Absentee Mailing MARK SMITH 700158154
1 Karker Street, MoGinnis-Wickam MILITARY
Envelope Hal
Suite W-141

Fort Benning, GA 31905

8/9/2016 DANE COUNTY M
CITY OF MADISON - Ward 103
Place Label 2 on the 478 - Blue 160707
Return Absentee SMITH, MARK 700158154
I 14 BRULE CIR MILITARY
Certificate Envelope MADISON, WI 53717-1800

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 Ballot Status Ballot Status Reason

1 2016 Partisan Primary Active Not Returned

WisVote User Manual Page 2 of 8 Section 3.5
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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  Elections | v 2016PamsanPr1mary @

Common

av

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 Primar .
y 8/9/2016
Absentee Application Associated == o
= ADD NEW ABSENTEE APPL ’,i’ ISSUE BALLOTS il ISSUE BATCH BALLCTS ||!, CHART PANE ~

v | Name 4 Absentee Peri..  Application Source Absentee.. Applica... Ballot Delivery.. Allf ¥ &
Mesman, John F Current Election  Online Active Military Online No 0
Peterson, Carl Jerome Current Election  Mail Active Regular Mail No 0
Clark, Kelly C SR Current Election  Email Active Regular Mail Ne 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 Rod

EHsave Esaveacloss 4 New X cancel |idll cReaTE BALLOT AND Dam]

Absentee Ballot Mailing Layouts i
Select Absentee ballot mailing layout : ABSENTEE APPLICATICN
No Label Al
o o Aaron Rodgers :
Jymo Printer
) Sheet Labels

WisVote User Manual Page 3 of 8 Section 3.5
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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.

[E I |

1 ota . b »

8/9/2016 DANE COUNTY

Place Label 1 on the
Absentee Mailing
Envelope

CITY OF MADISCN - Ward 109

A78 - Blus

MARK SMITH

1 Karker Street, McGinnis-Wickam
Hal

Place Label 2 on the
Return Absentee
Certificate Envelope

Suite W-141
Fort Benning, GA 31905

8/2/2016 DANE COUNTY

CITY OF MADISON - Ward 109
A78 - Blue

SMITH, MARK

14 BRULE CIR

MADISON, WI 53717-1800

Find | Next h",‘
(TR S
160707

700158154
MILITARY

LTI

160707

700158154
MILITARY

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

Issue Absentee Ballots as a Batch
Step 1: Create the Batch

1. Click the Elections tile

2. Click the name of the election

3. Verify the Contests Complete and Candidates
Complete Checkpoints are checked

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

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

Note: creating a batch will not
cause previously issued ballots to
be reissued!

% . M | ELECTION v Elections | v 2016 Partisan Primary u

Common

av

ifererl
MYVOTE PENDING APPLIC...

5

AUDIT HISTORY

ABSENTEE APPLICATIONS

Election Progress

Contests Candidates Provisionals Poll Booj
6. Click the Issue Batch Ballots button in the Complete Complete Complete Recorded
absentee application view page
ELECTION : INFORMATION
2016 Partisan Primary
Absentee Application Associated ... ~
= ADD NEW ABSENTEE APPL.. ¥ ISSUE BALLOTS | il 1551 LOTS | ol® CHART PANE ~  [®) RUN REPORT =
v  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  Email Active Military
WisVote User Manual Page 4 of 8 Section 3.5
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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.

H BATCH BALLOT REQUEST : BATCH ABSENTEE REQUEST
M |\lew Batch Ballot Request K

« 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 Label
Ballot Delivery Method * Mail Jurisdiction @ CITY OF MADISON - DAL

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.

H save + NEW X CANCEL
H BATCH BALLOT REQUEST : BATCH ABSENTEE REQUEST
W \lew Batch Ballot Request Compee

» 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.

WisVote User Manual Page 5 of 8 Section 3.5
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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

W WISVOTE. # ELECTION ~  Elections | ~ 2016 Partisan Primary n

BATCH ABSENTEE REQUES...

# 4

BALLOT STYLES 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

1 1 Election Dat
2016 Partisan Primary B
Batch Absentee Request Associ. »
4 ADD NEW BATCH BALLOT.. # EDIT [@ DEACTIVATE [ DETECT DUPLICATES ~
~ | Description Election ApplicationTyp..  Ballot Delivery.. Care ¥ 2
2016 Partisan Pr.., Regular Mail
Military Mail 2016 Partisan Pr... Military Mail
14. Click the ellipses at the top of the R Rlavcossl RN X AN et ‘“E""““‘”""m il A

Batch Absentee Request page to
display additional actions, select
“Run Workflow”

15. Click Add in the Look Up Record

window

16. Click OK in the confirmation window

to generate the batch absentee
application request

Note: it may take up to 15 minutes

to complete the workflow

WisVote User Manual

August 2016

{ 2 Run Vorktow

. BATCH BALLOT REQUEST : BATCH ABSENTEE REQUEST

: [ Start Dialog
RegLﬂar by Mal] [¥} Run Report »
- 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 8-
Election® B 2016 Partisan Prima Batch Name On Absentee @ --
1 Look Up Record x
[ITY OF MADISON - DANE ( |
Enter your search criteria.
Look for Process v Show Only My Records
Look in On Demand Workflows v
Search L o
Process Name Category Created On Mod &
" Process Batch Absentee Ballot Request  Workflow 12/30/2015 10:3..  3/7/2016
»
1-1ofl(lselected k Pagel p
Add Cancel
Page 6 of 8 Section 3.5
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Step 3: Print the Batch Absentee Mailing Labels

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 @
tile in the navigation bar to open BATCH ABSENTEE REQUES... BALLOT STYLES

———

% WISVOTE « # | ELECTION v Elections | ~ 2016 Partisan Primary l

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

= REGULAR

BATCH BALLOT REQUEST : BATCH ABSENTEE REQUEST

Absentee Ballots Associated View v
v MARK BALLOTS AS RETUR.. f SET BALLOTS SENT DATE .D,, RECORD RETURNED MAILL.. @

| [_é Deactivate

Completed

BYes

v Nam... Mailing Id Date Ballot Sent Application Ty Ballot Delivery...  Bal ctCom ¥ &
v Abel L. 161,979 6/15/2016 P Regular Mail Offc| G Detect Duplcates ~
Acker.. 162,077 6/15/2016 P Regular Mail officl L Copy a Link
Alger... 161,851 6/15/2016 F Regular Mail Offic| 2 Email a Link 1.022.228..
{m Run Report » ] Run on Selected Records
[ cxport Absentee Ballots Absentee Ballot Certificate
Schedule Export Absentee Labels dymo
[ Absentee Labels sheet
WisVote User Manual Page 7 of 8 Section 3.5
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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 x

Select which records you want to use in this report,

=

Report: Absentee Labels dymo

Description: Absentee Labels dymo - Main Report

Use these records: l
All applicable records

The selected records

[ ® All records on all pages in the current '."e.-;]

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
4 4 2 of31 b Pl @ Find | Next | b~ | %
8/9/2016 DANE COUNTY LNTIECINERRRLRR 8/9/2016 DANE COUNTY AR
CITY OF MADISON - Ward 1 CITY OF MADISON - Ward 1
Change to 47 161229 Change to 47 161229
ADAM GREGORY TICE 0000496296 TICE, ADAM GREGORY 0000496296
5207 BLISS ST REGLILAR 5207 BLISS ST REGULAR
MADISON, WI 53718-6932 MADISON, WI 53718-6932
8/9/2016 DANE COUNTY TR 8/9/2016 DANE COUNTY LD
CITY OF MADISON - Ward 1 CITY OF MADISON - Ward 1
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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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

b5

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

ELECTION : INFORMATION

2016 Partisan Primary

Absentee Ballots Associated View v [ verk s )
+/ MARK BALLOTS AS RETUR... .iD.'. RECORD RETURNED MAILL. <2 LETTERS |_—§ MARK BALLOTS AS NOT R.
v Nam.. | Ba Mailing Id Date Ballof Sent Date Ballot Return Ballot Status Rezso Annplicatinn Ty Eallot D=lr W 2
Aaberg,...
i, Search Results ~ Mark smitn
Abbott.. RUSH v MARK BALLOTS AS RETUR... [, RECORD RETURNED MAILL.. B LETTERS~  [@ MARK BALLOTS AS NOT R wes
v | MName Application Ty...  Election Nam... Ballot Delivery...  Ballot Type
[ Smith, Mark A ] Indefinitely Con... 2016 Partisan P... Mail Cfficial
Smith, Mark Adam Regular 2016 Partisan P... Mail Official
Page 1 of 4 Section 3.6
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Reprint an Absentee Ballot Mailing Label

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

0O

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

ellipses to view more actions

B save  E3) SAVE & CLOSE E ressue salloT  [@ CANCEL BALLOT
Hsav: Hisavescoss Xcance v serreturnepsTatus  ERlssue wrme N @ 1. .
pr— Delivery Method
—- . D Reprint Label ] & Mail
.. | ABSENTEE BALLOT
i = & Letters v BB
A Smith, Mark i
= Email a Link
Voter and Absentee Application Information & Fun Workdlow
Al App Inf ~ [¥] Start Dialog -
Absentee Appiication * 8 Smith, Mark K| [ Run Report v
Batiot Type * # Official
7. Select one of the label options, click OK
8. The the mailing label will generate and W4 [ Jorz b b 100% VIS | Next 2
display in generate report window; click
the Save & EXpOI’F to save the labels or the 8/9/2016 DANE COUNTY AT T
Print button to print the mailing labels CITY OF MADISON - Wiard 109
directly f WisVot 476 - Blus 160707
Irectly from WisVote MARK SMITH 700158154
1 Karker Strest, McGinnis-Wickam MILITARY
Hall
Suite W-141
Fort Benning, GA 31905
8/9/2016 DANE COUNTY U TR A IR
CITY OF MADISON - Ward 109
478 - Blus 160707
SMITH, MARK 700158154
14 BRULE CIR MILITARY
MADISON, WI 53717-1800
Page 2 of 4 Section 3.6
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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
window

If the button does not display, click
the ellipses to view more actions

7. Select the cancellation reason, click
Next

8. Click Finish to close the window
cancel the absentee ballot

WisVote User Manual
August 2016

ELECTION MANAG... ~ Elections | « John Deere | »

Hsave gisave&ciose X cancel [ ressuszatioT |8 cANCEL BALLOT

ABSENTEE BALLOT

A John Deere |gonumes | sopicstontioe”

Absentee Ballot Status Reason

Do you want to deactivate the selected Absentee Ballots ? You can reactivate it later, if you wish.

»
ﬂllot Status Reason \ i

Undeliverable v

This action will change the
Undeliverable status of the selected
Cancelled Administrative Action Absentee Ballots to Inactive
Ballot Mot Received

Voter Spoiled

Voter Request

Ballot Returned After Deadline
Voter Moved

Rejected at Polls/MBOC

\Ineligible /

Help | | Summary I| Next ||| Cancel
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3.6 Manage Absentee Ballots

Reissue an Absentee Ballot

1. Follow steps 1 through 8 above to cancel the voters

absentee ballot

Note: An absentee ballot must
be canceled in WisVote prior to
reissuing the 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 | v

Hsave glsaveaclose X cancel [ ressuezaloT | [@ cANCEL BALLOT

ABSEMNTEE BALLOT

A John Deere | gemumeer | aoplcstonTyee’

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

v/ MARK BALLCTS AS RETUR... .iD.,, RECORD RETURNED MAILL. & LETTERS v [@ MARK BALLOTS A9

WisVote User Manual
August 2016

v MName P Election Mame Mailing Id Ballot Status Reaso..  Application Ty
12/28/2015 Special.. 5 Voter Spoiled Regular
John Deere 12/28/2015 Special... 8 Mot Returnsd Regular
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3.7 Record Returned Absentee Ballots

Absentee Ballots may be marked as returned either manually or by scanning the returned mailings
barcode. Absentee ballot records in WisVote will have a default ballot status reason of not returned until
the absentee ballot record is updated. Returned absentee ballots can be recorded in WisVote up to 20
days after the election. After 20 days, the absentee ballot record will be automatically recorded as not
returned.

Ballot Status Reasons

= Returned
Voted absentee ballots returned by the deadline.

= Not Returned
Absentee ballots not returned.

= Undeliverable
Post office was unable to deliver the absentee ballot to the address on the mailing label. The
absentee ballot record will be automatically canceled when this reason is selected.

= Ballot Returned after Deadline
Voted absentee ballots returned after the deadline.

= Returned, to be Rejected
Voted absentee ballots returned by the deadline by marked to be rejected by the clerk or election

official.

= Voter Refused
Unvoted absentee ballots returned by the deadline but marked as refused by the voter or special
voting deputy. The absentee ballot record will be automatically canceled when this reason is
selected.

Record Returned Absentee Ballots by Scan

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

w . A ELECTION MANAG... ~»  Elections | »  12/28/2015 Special...

q = ] 3
VOTERS ABSENTEE BALLOTS BALLOT STYLES CANDIDATES
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5. The page will default to the “Absentee Ballots Associated” view; click the Record Returned Mailings
button to open the Record Returned Ballots window

ELECTION : INFORMATION

2016 Partisan Primary

Absentee Ballots Associated View v

v MARK BALLOTS AS RETUR [ .B.,, RECORD RETURNED .‘vMII_‘-..] £ LETTERS ~

[& MARK BALLOTS AS NOT R...

v Namd .. Mailing Id Date Ballot Sent Date Ballot Returne...  Ballot Status Reaso...  Application Ty,
Benso... 160,655 7/5/2016 7/11/2016 Returmned Regular
Grabo... 160,393 6/24/2016 +
= Record UnRecord Clear Auto-Fill

6. The Auto-Fill checkbox will be automatically

selected Record Returned Ballots
7. Select the date the absentee ballot was Mailing D - Election Name

. . . r By Name :
received in the Response Date field
Response Date: *| 07/11/2016 ] Voter Status :

8. Select a Response Type from the drop-down Response Type: *| Selact... | 4 Voter Name :

list; the response type selected will be Select.. Absentee Address

recorded as the response type for all ballots T

) ' . Mailing 1D Returned - Late e |Voter Status Voter Name |i:;er:;:e

scanned in the session;, to record a different Not Returned

response type, select the response type Undeliverable

and continue to scan returned absentee Ballot Returned After Deadline

ball Returned, to be Rejected

allots Voter Refused

9. Place the curser in the Mailing ID field and

scan all of the returned absentee ballots with

the selected response type

10.

window to indicate the record has been updated

g

Record Returned Ballots

Mailing ID : - { s feld s required

or By Nam.z . Election Name :

Response Date:* (J7/11/2016 Voter Status:

Response Type:” Returned ME Voter Name :
Absentee Address :

.. Absentee Status -
Mailing ID |Response Date |Response Type |Election Name Voter Status Voter Name Address ‘SEQHSREESDH |
660655 Returned 2016 Partisan Active .

Primary Returned
0160400 Returned 2006 Partisan . cee

Primary Returned
0160403 Returned 2026 Partisan Active factive -

Primary Returned

WisVote User Manual

August 2016
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The recorded absentee ballot records will display below the data fields in the Record Returned Ballots

Note: If you uncheck the
Auto-Fill checkbox, the ballot
will not automatically be
recorded as returned when
you scan the Mailing ID. To
record the ballot with Auto-
Fill off, click the Record
button. The absentee ballot
record will then display
below the data fields.
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Chapter 3 Absentee Voting 3.7 Record Returned Absentee Ballots

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

12. To review the updated absentee ballot records, refresh the page and return to the Absentee Ballots

Associated view; the Ballot Status Reason and Date Ballot Returned fields will be updated

Unrecord Returned Absentee Ballots by Scan

1. Click the Record Returned Mailings button on the Absentee Ballots Associated view page to open the
Record Returned Ballots window

2. Unselect the Auto-Fill checkbox

Record UnRecord Clear A

3. Place the curser in the Mailing ID
field and scan the mailing ID;
the voter's information will

display in the information fields Record Returned Ballots

maiting 0+ | 0160409 X ) )
4. Click the Unrecord button at the Or By Name Flection Name : I o Py
top of the Record Returned Response Date:* | 07,12/2016 Voter Status : e

BaIIOtS WIndOW,: the absentee Response Type: = [Not Returned V| - Voter Name : Butz, Christopher J
ba”Ot record WI” dlSplay beIOW Absentee Address: 2301 Sunsst O Apt '_563
the data fields to indicate the

reCOFd haS been Updated Mailing ID Response Date |Response Type | Election Name Voter Status Voter Name ::::_:::E ?

5. Close the Record Returned Ballots
window to finish unrecording
returned absentee ballots

Manually Record Returned Absentee Ballots

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 navigation bar to open the Absentee Ballots view page

% -~ MY | ELECTIONMANAG.. v FElections | «  12/28/2015 Special...

o B ]

VOTERS ABSENTEE BALLOTS BALLOT STYLES CANDIDATES
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5. Click the checkbox on the far left column of the absentee ballot record(s) to select the absentee
ballots to mark as returned; click the Mark Ballots as Returned button

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

ELECTION : INFCRMATION

2016 Partisan Primary

Absentee Ballots Associated View )

[\/ MARK BALLOTS AS RETUR., ] # SET BALLOTS SENT DATE .l_—+ RECORD RETURNED MAILL $ LETTERS =

L MName Mailing Id Date Ballot Sent Marked Ballots As Returned
Benson, Amy M 160,653 7/5/201
5 it F = Selected 2 absentee ballots are Marked as returned
v & I 160,393 B/24/201 successfully !
o Rier, A ) 160,394 6/24/201

7. To review the updated absentee ballot records, refresh the page and return to the Absentee Ballots
Associated view; the Ballot Status Reason and Date Ballot Returned fields will be updated

Manually Record Unreturned Ballots

1. Inthe Absentee Ballots Associated View page, select the absentee ballot record to be recorded as
not returned by selecting the checkbox in the far left column of each record

2. Click the checkbox on the far left column of the absentee ballot record(s) to select the absentee
ballots to mark as unreturned; click the Mark Ballots as Not Returned button

3. A confirmation window will appear confirming the number of ballot that have been marked as not
returned

ELECTION : INFORMATION

2016 Partisan Primary

Absentee Ballots Associated View

' MARK BALLOTS AS RETUR..  # SETBALLOTS SENT DATE I, RECORD RETURMED MAILL. £ LETTERS * [._s“. MARK BALLOTS AS NOT F] (8

| MName Mailing Id Date Ballot Sent J Date Ballot Return... Ballot Status Reaso..  Appiication Ty...  Ballot Delivery...
Benscn, Amy M 160,655 J/5/2016 7/12/2016 Returned Regular Mai
i Marked Ballots As Not Returned .Iar}, Mail
v i Selected 2 absentee ballots are Marked as Not Returned fzrv Mail

successfully !

8. To review the updated absentee ballot records, refresh the page and return to the Absentee Ballots
Associated view; the Ballot Status Reason field will be updated

WisVote User Manual
August 2016
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3.8 Care Facilities

Special Voting Deputies (SVD) are required to serve a residential care facility if there are at least five
registered electors of the municipality who are occupants of the facility and if there is at least one
absentee ballot application from an occupant of the facility.

Retirement homes may be served by SVDs if the municipal clerk determines that a significant number
of the occupants lack adequate transportation to the appropriate polling place, need assistance in
voting, are age 60 or over, or are declared as indefinitely confined electors. Once the clerk has made
this determination, the facility will be designated as a qualified retirement home which will require
SVD service for all elections until the clerk makes a contrary formal determination as to the facility's
eligibility for future SVD service.

In WisVote, only one care facility record should be assigned to an address unless the address has
different unit numbers. Contact the G.A.B. Help Desk to setup a care facility record outside of your
jurisdiction

Create a Care Facility Record

1. Click the Care Facilities tile
2. The Care Facility View page will open and display the default, “My Active Care Facilities” view

3. Click the +New button to add a care facility record

% WisVote «  # | VOTER «  Care Facilities | v

EHsave pisaveE&aclose 4 MEW X CANCEL

= new | @ DELETE  ~ [y copyaLINK  ~ = EMAI

CARE FACILITY

New Care Facility

+ My Active Care Facilities

Mame 4 Street Name City
General
Name * Willow Creek
4. Inthe New Care I}acmty Inf?rmatlon page, Street Name™ 10 Main St
enter the name of the care facility City* Madison, WI
e Postal Code * 53705
5. Enter the address of the care facility in the . -
Street Name field Served by SVD
Rooms 12
6. Enter the address, postal municipality, state ? Jurisdiction ™ CITY OF MADISON - DANE COUNTY

and zip code of the care facility

7. If the care facility is served by Special Voting Deputies, select the Served by SVD checkbox
8. In the Room:s field, enter the number of available rooms (optional)

9. Click Save, to save the new care facility record and review the information or Save & Close to save
the new care facility record and return to the Care Facility View page

Page 1 of 1 Section 3.8
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3.9 Run an Absentee Report

3.9 Run an Absentee Report

Follow the steps below to run an Absentee Ballot Listing, Absentee Central Count, Absentee Data

Request, or Absentee Poll List report.

Run an Absentee Report

1. Click the Elections tile

2. Click the name of the election

3. Click the ellipses (...) at the top of the Election Information page

ELECTION ~ Elections | v

2016 Spring Electio...

" SCANVOTES = VOTE IN-PERSON

ELECTION : INFORMATION

Election Date
4/5/2016

E4 PREVIEW BALLQT

2016 Spring Election

X CANCEL

4. Click Run Report

5. Select the name of the report from the
drop-down menu

6. Click the Election Name field at the top
of the report viewer and select the election

7. Click View Report to generate the report

1 i
[ t v A
[m Run Report ]Run on Current Record
[7} Other Acti'rities[ Absentee Ballot Listing ]
r\'-" A et Absentee Central Count

Absentee Data Request

Absentee Poll Listing

8. The report will display in the Report Viewer, click the save & export button to save the report

Lol Flartimn

Election Mame

View Report

D
—

UL Fartisdan Frimany

2016 General Election

l4 4 |2 oft [ [k @
A=
Absentee Ballot Listing

A f

| Find | Mext

A “No Data” message will
display in the report viewer until

WisVote User Manual
August 2016
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an election is selected.
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Chapter 4 Election Management 4.1 Polling Places

4.1 Polling Places

Accurate polling place data is required to assign voters to the correct voting location. WisVote allows a
user to easily update, add and deactivate polling place location records. A polling place location record
must be added before it can be assigned to an election plan. Contact the Elections Helpdesk to setup a
polling place record outside of your jurisdiction.

(]

Important Information

®  Only one polling place record should be assigned to an address unless the polling place
has multiple rooms that are used for voting

B Election Plans can be adjusted to accommodate different polling place assignments for
different elections or election types

B Accurate polling place and voting room information in WisVote minimizes voter
confusion and increases the quality of information voters find while using the MyVote
Wisconsin website and other public search tools

Create a Polling Place Record

County-level users and Providers will have to change their active jurisdiction to the municipality where
the polling place is located

1. Click the Polling Places tile
2. The Polling Place Location View page will open and display the My Active Polling Place Locations view

3. Click the +New button to add a polling place location

ELECTION v~  Polling Places | v

o NEw| [ COPYALNK ~ e»EMAILALNK ~ [¥] RUNREPORT + [l EXPORT TO EXCEL

+ My Active Polling Place Locations ~

v Polling Place Name P Polling Place Address Jurisdiction Primary Contact...  Phone
LINCOLN COUNTY SERVIC... 801 N SALES ST, MERRILL...  CITY OF MERRIL... ~WILLIAM HEIDE... 7155391019

T. B. SCOTT LIBRARY 106 W 15T ST, MERRILL, W... CITY OF MERRIL... =~ WILLIAM HEDE.. 7135367191

4. In the Polling Place Location Information page, enter the Polling Place Name

WisVote User Manual Page 1 of 6 Section 4.1
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® A descriptor should be added to generic location names such as Village Hall or Police Station;
this descriptor can be the name of the municipality where the facility is located (Freedom
Town Hall, Milwaukee Fire Station 2)

B Ward numbers should not be added to polling place names; users will assign a polling place
to a ward, or multiple wards in the Election Plan

5. Select the Building Type from the drop-down list
9P P General

BUILDING DETAILS

Polling Place Name b MERRILL CITY HALL

Building Type ¥ Business A

e
Private
Religious

ADDRESS School LV
Other

6. Enter the Voting Room (if required); a specific room name (Room 302) or a descriptor (Lower Level)
can be entered to help voters locate their Polling Place

B If voting is conducted in multiple rooms at the same polling place location, separate polling
place records are required for each room used for voting

Example: a municipality uses the School Library for Spring Elections and the School
Gymnasium for Fall Elections; two School polling place records are required

® If a polling place location is used by two different municipalities and each municipality votes
in a different room, two polling place records are required for the polling place location

7. Enter the address of the polling place, then press Enter or click the magnifying class to display
the search results

Note: generally, enter the street number and name only or add the municipality if necessary; for most
street types, entering the full street type will not produce any results, exclude or abbreviate the street
type; if the street is a single digit omit the street and add the municipality

8. Select the address from the drop-down list of address search results

ADDRESS

Address * 1004 merrill

EJ 1004 COTTAGE ST, MERRILL, WI 54452-2961
o, 35251-010-3500-1
¥ Jurisdiction
_ EJ 1004 £ 15T ST, MERRILL WI 54452-2560
¥ Last Election Used 35251-018-3500-1 h‘r

¥ Audited by GAB | [0 1004 E 2ND ST, MERRILL, WI 54452-2549

) 35251-004-3500-1
¥ Date of Last GAB £

3 1004 E 3RD ST, MERRILL, WI 54452-2528
35251-004-3500-1

CONTACT DETAILS
’ ﬂ 1004 E 4TH ST, MERRILL, WI 54452-2014

35251-004-3500-1

Primary Contact
EJ 1004 £ 6TH ST, MERRILL, WI 54452-1411 v
Phone 35251-004-3500-1
10 results + New
Page 2 of 6 Section 4.1
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0.

10.
11.

If the address is not found in the drop-down list of search results,

Before adding a new address, go to the Addresses tile and search for the address in the My Addresses
view. The address may be inactive because it is not associated to a registered voter or does not have
a district combination (see 7.2 Address, Address Already Exists)

The address can be added from the Addresses view or to add a new address click the +New button

ﬂ 1101 BLUE COTTAGE LN, FOND DU LAC, WI 54935-7... v
20226-019-1862-1

10 results + Mew

Review the Jurisdiction field to confirm it is correct

Click Save to add the new polling place location and review the record, or Save & Close
to add the new polling place location and return to the Polling Place Locations View page
Note: the polling place record will now appear in the My Active Polling Place Locations grid

BHsave E'SAVE&CLOSE =+ NEW ¥ CANCEL

A\ POLLING PLACE LOCATION : INFORMATION

i New Polling Place Location

General
BUILDING DETAILS
Polling Place Name ¥ MERRILL CITY HALL

Building Type * Government

Voting Room -

ADDRESS
Address " 1004 E 15T 5T, MERRILL, WI 54452-2560
¥ Jurisdiction ™ CITY OF MERRILL - LINCOLN COUNTY

Review and Update an Existing Polling Place Record

WisVote User Manual

Click the Polling Places tile
The Polling Place Location View page will open and display the My Active Polling Place Locations view

Click the name of the Polling Place in the My Active Polling Place Locations grid to open the Polling
Place Location Information page

To search for the polling place, enter the name of the Polling Place in the search box, then click the
name of the polling place in the Search Results grid to open the Polling Place Location Information
page

Page 3 of 6 Section 4.1
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4.1 Polling Places

v

Polling Place Mame

LINCOLN COUNTY SERVIC...

Polling Place Address

801 N SALES ST, MERRILL....

[ MERRILL CITY HALL ]

1004 E 1ST ST, MERRILL, W...

SMITH CEMTER

T. B. SCOTT LIBRARY

1100 MARC DR, MERRILL....

106 W 15T 5T, MERRILL, W...

+ My Active Polling Place Locations ¥

Jurisdiction

CITY OF MERRIL...

CITY OF MERRIL...

CITY OF MERRIL...

CITY OF MERRIL...

Search for records jo

Primary Contact...

WILLIAM HEIDE...

WILLIAM HEIDE...

WILLIAM HEIDE...

WILLIAM HEIDE...

Phone

7155351019

5365594

5367313

7153367181

5. Review and/or update the polling place information, then click Save to save and review the updated
information or Save & Close to save and return to the My Active Polling Place Locations view page

Deactivate a Polling Place Record

1. Click the Polling Places tile

2. The My Active Polling Place Locations view will display all active polling places in the jurisdiction

3. Click the name of the Polling Place in the My Active Polling Place Locations grid to open the Polling
Place Location Information page (see image above)

Click the Deactivate button at the top of the Polling Place Location Information page to change the
status of the polling place location to inactive
Note: Best practices are to activate and deactivate from the Polling Place Location Information page

B savE 3! SAVE & CLOSE

/K\_

4 NEW X CANCEL

[& DEACTIVATE

POLLING PLACE LOCATION : INFORMATION

i MERRILL CITY HALL

4. The Status will change to Inactive, click the Cancel button to return to the My Active Polling Place
Locations view page
Note: the polling place record will now appear in the Inactive Polling Place Locations grid

System Views

Active Polling Place Locations

[

Inactive Polling Place Locations

Wy Active Polling Place Locations
Create Personal View
Save Filters as Mew View

Save Filters to Currant View

ILL...

ILL...

L W...

+ My Active Polling Place Locations(+]

Jurisdiction

CITY OF MERRIL...

CITY OF MERRIL...

CITY OF MERRIL...

WisVote User Manual

August 2016

Page 4 of 6

Section 4.1
102



Chapter 4 Election Management 4.1 Polling Places

Activate an Inactive Polling Place Location

1. Click the Polling Places tile

2. Click the drop-down arrow to change the view to, “Inactive Polling Place Locations” to display all
inactive polling places

+ My Active Polling Place Locations(+]

System Views
Active Polling Place Locations Jurisdiction
[ Inactive Polling Flace Locations ] ILL,...  CITY OF MERRIL...

My Active Polling Place Locations
[LL..  CITY OF MERRIL...

Create Personal View
L. W... CITY OF MERRIL...
Save Filters as New View

Save Filters to Current View

3. Click the name of the Polling Place in the Inactive Polling Place Locations grid to open the Polling
Place Location Information page

+ Inactive Polling Place Locations ¥ search forrecores o
v Polling Place Name Created On
MERRILL PARK HOUSING 7/17/2006 11:34 AM
MERRILL CITY HALL 8/16/2006 2:43 PM
MERRILL ELEMENTARY SCHOOL 6/28/2005 1:44 PM

4. To Search for the Polling Place, enter the name of the Polling Place in the search box, then click the
Polling Place Name in the Search Results grid to open the Polling Place Location Information page

5. Click the Activate button at the top of the Polling Place Location Information page
Note: Best practices are to activate and deactivate from the Polling Place Location Information page

+ new |+ ACTIVATE | ¢ CANCEL = EMAIL A LINK B saveE [J'sAvE & CLOSE] 4 NEW 3 CANCEL [g DEACTIVATE

2N\
|

5 MERRILL CITY HALL | | EEE MERRILL CITY HALL

POLLING PLACE LOCATION : INFORMATION ,K\_ POLLING PLACE LOCATION : INFORMATION
N

6. Click Save to save and review the polling place information or Save & Close to save and return to the
Inactive Polling Place Location view page
Note: the polling place record will now appear in the My Active Polling Place Locations grid
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Create a Polling Place Record Outside of Your Jurisdiction

B County-level users and Providers will have to change their active jurisdiction to the
municipality where the polling place is located

B If a user needs to enter a polling place record at an address that exists outside of their
jurisdiction, they will have to contact the Elections Helpdesk for assistance
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4.2 Election Plans

An election plan is a reusable template for a specific election type that lists all of the reporting units within
a municipality and their assigned polling place locations. The reporting units in a municipality may be
single wards or a combination of wards; and may change from election to election. Prior to creating an
election plan, all polling place locations should be setup in WisVote.

In WisVote, a user cannot add a new election plan or delete an existing one. However, the information in
an existing plan can be modified to change polling place and reporting unit assignments. Use the My
Election Plans view to set up and modify election plans.

Election Plan Setup

An election plan cannot be modified until all elections using this plan have marked the “Election Close”
checkpoint.

0 This Plan is used in 2016 Partisan Primary , You cannot modify this plan until listed election’s "Election close” check point is checked.

1. Click the Election Plans tile
2. Click the Election Name to open the Election Plan Information page

3. Click +New to open the New Reporting Unit Information page

ELECTION PLAN : INFORMATION

City of LA CROSSE - Partisan Primary

General A
Name * B City of LA CROSSE - Partisan Primary

¥ Jurisdiction CITY OF LA CROSSE - LA CROSSE COUNTY

Election Type ® 8 Partisan Primary

Owner ™ [*] 2% CITY OF LA CROSSE - LA CROSSE COUNTY

Reporting Units

Reporting Uni... Name Election Type Jurisdiction Polling Place Location
1 Ward 1 Partisan Primary CITY OF LA CROSSE - LA CROSSE...  BLACK RIVER BEACH NEIGHBORH...
2 Ward 2 Partisan Primary CITY OF LA CROSSE - LA CROSSE...  BLACK RIVER BEACH NEIGHEORH...
3 Ward 3 Partisan Primary CITY OF LA CROSSE - LA CROSSE..  HARRY J. OLSCN SENIOR CITIZEN...
WisVote User Manual Page 1 of 4 Section 4.1
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4.2 Election Plans

4. Enter the polling place name in the Polling Place Location field; press Enter or click the magnifying

glass to search for the polling place

5. To select to polling place, click the polling place name in the drop-down list of results

Note: the search will display a list of statewide results; verify the polling place is in your jurisdiction

Election Type *
¥ Jurisdiction

Polling Place
Location
Election Plan ™
Reporting Unit
MNumber

A 0| REPORTING UNIT : INFORMATION
*|=| New Reporting Unit
GENERAL
GENERAL DETAILS
Name Ward 55
Owner " _..3_._ CITY OF LA CROSSE - LA CROSSE COUNTY

Partisan Primary

CITY OF LA CROSSE - LA CROSSE COUNTY

FORD STERLING] o
FORD STERLING PARK
1003 ISLAND ST, LA CROSSE... CITY OF LA CROSS...
Look Up More Records

1 result + New

6. To assign a ward to the selected polling place, click the ward name in the Available Wards list,

then click Add Ward

Note: multiple wards may be added at the same time

ADD WARDS

Wards

Selected Wards

Available Wards

Add Ward

Remove Ward

—‘ City of La Crosse - Ward 1 City of La Crosse - Ward 2

ity of La Crosse - War

City of La Crosse - Ward 4
City of La Crosse - Ward 5
City of La Crosse - Ward 6
City of La Crosse - Ward 7

7. Click Save to update and review the Reporting Unit Information window or click Save & Close to save
and return to the Election Plan Information page

WisVote User Manual
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& . #h Mew Reporting Unit

r

EH SavE |37 SAVE & CLOSE | ¢ CANCEL

4 | REPORTING UNIT : INFORMATION

«[=| New Reporting Unit

GENERAL

GENERAL DETAILS

Mame Ward 55

Owner * s CITY OF LA CROSSE - LA CROSSE COUNTY
Election Type ® Partisan Primary

¥ Jurisdiction* CITY OF LA CROSSE - LA CROSSE COUNTY
Polling Place * FORD STERLING PARK

Location

Election Plan ™ City of LA CROSSE - Partisan Primary
Reporting Unit 1

Number

8. Repeat steps 4 through 7 above, until all of the wards have been assigned to a reporting unit and
corresponding polling place

9. Press Save & Close to save the election plan and return to the Election Plans view page

Copy an Election Plan

If the election plan for your jurisdiction will be identical for multiple elections, copying an existing election
plan to another election type may be used as an alternative to manually creating the same election plan
for multiple election types.

1. Click the Election Plans tile

2. Click the Election Name to open the Election Plan Information page
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3. Click the Copy Election Plan button to open the Copy Election Plan wizard

ELECTION v  FElection Plans | v  City of LA CROSSE -... | v

r

B SAVE [3'SAVE & CLOSE | @ COPY ELECTION PLAN | X CANCEL [& DEACTIVATE

ELECTION PLAM : INFORMATION

City of LA CROSSE - Partisan Primary

General

Mame ™ City of LA CROSSE - Partisan Primary

% Jurisdiction CITY OF LA CROSSE - LA CROSSE COUNTY
Election Type ¥ Partisan Primary

Owner " B % CITY OF LA CROSSE - LA CROSSE COUNTY

4. In the Copy Election Plan wizard, select the election you wish to copy the existing election plan into,
then click Next
Note: A complete list of election types will always appear in the Copy Election Plan wizard

(2 Copy Election Plan - Internet Explorer EI@

E https://wisvoteuatwigov/cs/dialog/rundialog.aspx?Dialogld=F3FFADCO-57E7-4038-9305B4A03828& a |

Copy Election Plan

. . ; Tip A
Copy City of LA CROSSE - Partisan Primary Plan to :

Select Election Plan for Copy into
@ City of LA CROSSE - General Election | General Election

() City of LA CROSSE - Special Election | Special Election

() City of LA CROSSE - Special Partisan Primary | Special Partisan Primary
() City of LA CROSSE - Special Primary | Special Primary

O City of LA CROSSE - Spring Election (Even) | Spring Election - Even

(O City of LA CROSSE - Spring Election (Qdd) | Spring Election - Odd

() City of LA CROSSE - Spring Election and Presidential Preference Vote |

Spring Election and Presidential Preference Vote
O City of LA CROSSE - Spring Primary (Even) | Spring Primary - Even

() City of LA CROSSE - Spring Primary (Odd) | Spring Primary - Odd v

| Help || Summary | | MNext || Cancel

5. Verify the correct election has been chosen, then click Next
6. Click Finish to copy the existing election plan to the selected election

7. Return to the My Election Plans view page to confirm the copy was successful
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4.3 Poll Books

Poll books can be retrieved and printed 20 days before the election. Poll books are located in the
elections tile and are accessed by opening the election and expanding the poll books tab. A message
indicating that the poll books are not available will display in the poll books tab if it is more than 20 days
before the election.

In WisVote, the date the poll book was printed refers to the day the poll book file was generated. It is
strongly recommended that the poll book file be saved as a PDF or other document type after it has been
generated. If the poll book is saved as a file type, it can be viewed, or printed again without opening
WisVote. Every time the “Print Poll Book” or “Bundle Poll Book” button is selected, the poll book file is
regenerated, which may shift or add voters to the poll book file. Always use the most recent poll book
file.

For example, if a poll book is printed 19 days before the election, all the voter registration records entered
after the 19 day before the election will appear in the post-supplemental section. If the poll book is
reprinted 5 days before the election, all the voters entered between the 18 and 5 day before the election
will transfer from the post-supplemental section to the supplemental section of the poll book.

Introduction to Poll Books
Poll Book Location

1. Click the Elections tile
2. Click the Election Name to open the Election Information page

3. Click the Poll Books tab to expand the view; the poll books will display 20 days prior to the election

% v M  ELECTION v  Flections | v 2016 Partisan Primary | v () jo E¥ v orHIIsEOR..

" SCANVOTES = VOTEIN-PERSON [ PREVIEW BALLOT 2 CANCEL % RUN WORKFLOW START DIALOG e t v =

ELECTION : INFORMATION
2016 Partisan Primary ot

Election Progress A

Contests 7 Candidates Provisionals Poll Book Votes EDR Election v

Complete Complete Complete Recorded Complete Closed

General
CONTESTS
CANDIDATES
ELECTION PLAN
BALLOT STYLES

POLL BOOKS

Poll Book Ord....  Name 4 Municipality Reporting Uni....  Polling Place Total Number...  Total Participa...  Total Absente...

1 Wards 1-4 CITY OF HILLSB... Wards 1-4 HILLSBORO CIT... 785 0 o]
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No Poll Book Records Found

This is the standard message displayed in the Poll Books tab prior to 20 days before the election.
This is the normal view. The poll books will display in the Poll Books tab 20 days before the election.

POLL BOOKS

Poll Books will not be available to print until 20 days before the election. E
Poll Book Ord.... Name ' Municipality ' Reporting Uni...| Polling Place Total Number...| Total Participa....  Total Absente...

No Poll Book records found.

Poll Book Information Page

When the poll books are available, clicking the name of the poll book in the poll books tab will open the
poll book information page. The poll book information page contains detailed information about the poll
book. A single poll book can be printed from this page; it is also the location in the system where voter
participation is recorded. The poll book information page has six tabs. To view the data within a tab, click
the name of the tab to expand the view.

General Detailed information and statistics associated with the poll book

Voters with active registrations or register during the regular registration

Poll Book .
period

Voters who register after regular registration but before the poll books are
Supplemental

printed
Post-Supplemental Voters who register after poll books are printed
EDR Voters who register on Election Day

Print a Poll Book

1. To export or print a poll book, click the Elections tile

2. Click the Election Name to open the Election Information page
3. Click the Poll Books tab to expand the view

4. Click the name of the poll book to open the Poll Book Information page

[POLL BOOKS]

Poll Book Ord....  Name Municipality Reporting Uni....  Polling Place Total Number...

1 Wards 1-4 CITY OF HILLSB... Wards 1-4 HILLSBORC CIT... 785

5. Review the general information to confirm all fields are correct
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6. Click the Print Poll Book button to generate the poll book; a poll book window will open and display
a Report is Being Generated message, generating the poll book may take up to 20 minutes

& WISVOTE + M | ELECTION v Elections | v Wards 1-4 | v

X CANCEL @ EDR | ¥ PRINT POLL BCOK [¥] RUN REPQRT ~

POLL BOOK : INFORMATION

Wards 1-4

General

General

Election 2016 Partisan Primary

Name * Wards 1-4

¥ Municipality CITY CF HILLSBCRO - VERNCN CCOUNTY
Reporting Unit Wards 1-4

Polling Place HILLSBORC CITY HALL

Owner @ % CITY OF HILLSBORO - VERNON COUNTY

7. When the poll book file is available, click the Save and Export button at the top of the poll book
window, and select the Acrobat (PDF) File to export the poll book

8. To print the poll book directly from WisVote, click the printer symbol at the top of the poll book
window

=N vl (% [ﬁ] EI Remember to save the poll

book file if printing directly
from WisVote!
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Print Multiple Poll Books

1. Click the Associated View button | == | below the Poll Books tab

POLL BOOKS

1n
1

Poll Book Ord....  Name 4’\ ' Municipality | Reporting Uni...| Polling Place
1 Wards1-3 CITY OF HILLSB... Wards 1-3 HILLSBORC (IT...
2 Ward 4 CITY OF HILLSB... Ward 4 HILLSBORO (IT...

2. In the Poll Book Associated View, check the poll books you want to print

3. Click the Bundle Poll Book button to generate the poll books
Note: two poll books must be selected to bundle poll books

4. A Poll books are being generated pop-up will appear on the screen, click OK to confirm, poll books
bundled are generated once every hour (9am, 10am, 11a etc.)

ELECTION : INFORMATION

2016 Partisan Primary

Poll Book Associated View e —

¥ PRINT POLL BOOK | ¥ BUNDLE POLL BOOKS | # BUNDLE INELIGIBLE LIST ||§_ CHART PANE~ () RUN WORKFLOW

v Name - Polling Place - Poll Book... - Municipality T, Printed Date -
v Wards 1-3 HILLSBORO CITY HALL 1 CITY OF HILLSBORO - VERNON C...
~ Wards 4 HILLSBORO MANOR 2 CITY OF HILLSBORO - VERNON C...
Message from webpage @

Your poll books are being generated. They will be available
! "\, under Generated Reports as soon as they are ready.

5. To retrieve the generated poll books, open the election information page,

6. Click the drop-down arrow to the right of the name of the election on the navigation bar
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7. Scroll in the navigation bar until the Generate Reports tile appears, click the Generate Reports tile to

open the Generate Report Associated View

¥ WISVOTE « # | ELECTION v  FElections | v

Al®
=0

REPORTING UNITS

8.

2016 Partisan Pr'in1ar,l

T W
ad

GEMNERATE REPORTS

CITY OF HILLSBORO - VERNON C...

name
?Z‘F“' .\s ELECTION : INFORMATION
Miud 2016 Partisan Primary =
Generate Report Associated View v | earch or records 0
=+ ADD NEW GENERATE REP... |:I:', ADD EXISTING GENERATE... # EDIT +/ ACTIVATE fé‘; DEACT
v Mame 4 Municipality Is Auto §

/| Pollbook :CITY OF HILLSBDTR‘I‘} VERNCMN COUNTY-2016.,
§

9. To open or save the poll book, click the attachment below the Generated Poll Books tab

GEMERATE REPORT : INFORMATIOM

TOWN OF IRON RIVER - BAYFIELD COUNTY-

General

Mame * TOWN OF IRON RIVER - BAYFIELD COUNTY-1/10/2016 Iron River Vote In Person
Owner ® .._"r.._ TOWN OF IRON RIVER - BAYFIELD COUNTY

Election 1/10/2016 Iron River Vote In Person

Municipality TOWN OF IRON RIVER - BAYFIELD COUNTY

Status Completed

Generated PollBooks
NOTES

c
Enter a note

1/10/2016 Iron River Vote In Person-Ward 1_Ward 2
TOWN OF IRON RIVER - BAYFIELD COUNTY_1-10-2016 Iron River Vote In Person

0 Ward 1_Ward 2.zip

CRMIntegration UAT - Today 3:01:11 PM
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10. The poll books will be created as PDF files, click the PDF file to open and print the poll book

>

MName Type

'@Ward 1-4 Adobe Acrobat Document
= ard 3-14, Adobe Acrobat Document
T Ward 5-7,7 bat D

Schedule a Poll Book Print

Poll books can be scheduled to print (generate) on a specific day in the 20 days before the election. For
example, poll books can be scheduled to print 16 days before the election or 2 days before the election.
If this setting is selected, poll books will be scheduled to print on that day for every future election. This
setting can be edited in between elections.

1
2.

N o

WisVote User Manual

Click the Jurisdictions tile

Search for your jurisdiction Election Related

In the Jurisdiction Record page, select the Schedule

enerate your poll books
9 y P Schedule Poll Books?

Reporting Units Mot O]
Poll Books field B
Required
Enter the number of days before the election to Eﬂimk No Page ]
Ea
%]
18

Days before election
o

Click Save and Close, to save the poll book print schedule
To retrieve the generated poll book file, open the election information page,
On the top navigation bar, click the drop-down arrow to the right of the name of the election

Scroll in the navigation bar until the Generate Reports tile appears, click the Generate Reports tile to
open the Generate Report Associated View

% WISVOTE «+ # | ELECTION v~  Flections

O o0

VOTER REGISTRATION HIS... REPORTING UNITS GENERATE REPORTS
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9. In the Generate Report Associated View, click the poll book bundle name

ELECTION : INFORMATION

2016 Partisan Primary et

Generate Report Associated View ~ | Search or records 0

=~ ADD NEW GENERATE REP... |:;,‘, ADD EXISTING GENERATE... # EDIT +/ ACTIVATE [g DEACT

v Name Municipality Is Auto S

/| Pollbook :CITY OF H[LLSBDR.’ﬂ?— VERNCON COUNTY-2016. CITY OF HILLSEORO - VERNOM C...
[

10. To open or save the poll book, click the attachment below the Generated Poll Books tab

GEMERATE REPORT : INFORMATIOMN

TOWN OF IRON RIVER - BAYFIELD COUNTY-

General

Mame ™ TOWMN OF IRON RIVER - BAYFIELD COUNTY-1/10/2016 Iron River Vote In Person
Owner ™® &% TOWN OF IRON RIVER - BAYFIELD COUNTY

Election 1/10/2016 Iron River Vote In Person

Municipality TOWN OF IRON RIVER - BAYFIELD COUNTY

Status Completed

Generated PollBooks
MNOTES

Enter a note

1/10/2016 Iron River Vote In Person-Ward 1_Ward 2
TCWM OF IRON RIVER - BAYFIELD COUNTY_1-10-2016 Iron River Vote In Person

0 Ward 1_Ward 2.zip
CRMIntegration UAT - Today 3:01:11 PM

11. The poll books will be created as PDF files, click the PDF file to open and print the poll

MName Type
'@Ward 1-4 Adobe Acrobat Document
'@Ward 517 Adobe Acrobat Document
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4.4 Office Positions

The names and contact information of current elected officials must be added and updated in WisVote so
voters can view the name and contact information of their elected officials on the MyVote Wisconsin
website.

Municipalities are responsible for adding and maintaining elected official records for local office positions.
Counties are responsible for adding and maintaining elected official records for county, school district and
joint court office positions. The State is responsible for adding and maintaining elected official records for
State and Federal office positions.

How do I Add an Elected Official in WisVote?

There are two main ways to add an elected official record in WisVote after the election. The process you
use will depend on the type of contest for which you are adding an elected official. If it is a Vote for 1
contest you will select the winner checkbox in the candidate record to add an elected official record for
the candidate. If it is a Vote for more than 1 contest, you will use the Office Positions tile to add the
elected official within the office position.

B Vote for 1 Contests: Select the Winner Checkbox in the Candidate Record to add an elected
official
B Vote for More Than 1 Contests: Add an Elected Official Record from the Office Position tile

Use the Winner Checkbox in the Candidate Record to Add an Elected Official Record
1. Click the Elections tile

2. Click the Name of the election

3. In the election information page, expand the Ganeral
Candidates tab .
. . . " . . ” Mame 2018 Spring Election and Presidentizl Preferg
Tip: Switch the view to "My Active Candidates il & e Bt d Pt T
to filter for your jurisdiction’s candidates T~ A e R
4. Search for the name of the candidate e Gk g
5. Click the name of the candidate in the grid to CONTESTS
open the candidate record
CANDIDATES
Search for records o
MName T Mame on Ballot
Abele, Chris Chris Abele
Aleksandrowicz, Alan Alan Aleksandrowicz
Page 1 of 3 Section 4.4
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6. Select the Winner checkbox in the Additional section of the candidate record

7. Click Save to save and review the information CANDIDATE
or Save & Close to save and return to the Aleksandrowicz, Alan
Election Information page e v -
Emai
Fax
A new elected official record has been created! tepste
Election &8 2016 Spring Election and Presidential Preference Vote
Candidate Ballot a3
Position
Comments
Comments
Additional
Write-In []
I\-\"irner? [} I
Candidate Filing & Approved
Status
Appealed O
Challenged O
Incumbent 7 Yes

Add an Elected Official Record from the Office Position tile

1. Click the Office Positions tile

2. Enter the name of the office position in the search bar

3. Click the name of the office position in the “My Active Office Positions” view grid to open the Office

Position Information page

v | Office Orde..,
7 320101
320,102
320,103

+ My Active Office Positions

Name Term Length Associsted District Jurisdiction

Ashland Mayor 4 Years City of Ashland CITY OF ASHLAND - MULTIPLE COUNTIES
Ashland Alderpersen Di... 2 Years Aldermanic District - 1 CITY OF ASHLAND - MULTIPLE COUNTIES
Ashland Alderpersen Di... 2 Years Aldermanic District - 2 CITY OF ASHLAND - MULTIPLE COUNTIES

4. Review the office position information below the General and Other Details tab; Click the +New
button below the Elected Officials tab to add an elected official record

GENERAL

I SAVE [ SAVE & CLOSE

OFFICE POSITION ; INFORMATION

Ashland Mayor

+ New X cancel  [@ DEACTIVATE > EMAIL A LTNK

[Elected Officials ]

4 rnEw

ice Order
*
ame
Jurisdiction *

320,101
Ashland Mayar
CITY OF ASHLAND - MULTIP

Laszt Mams First Name Term Start Terr

Mo Elected Official records found.
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5. Enter the Last Name and First Name of
the elected official in the Elected Official
Information window

6. Enter any additional optional office
contact information

Note: the information on an elected
official’s information page will display
on the MyVote Wisconsin website!

7. Click Save to save and review the
information or Save & Close to save
and return to the Office Position
Information page

Update an Elected Official Record

1. Click the Office Positions tile

General

GARID

ELECTED OFFICIAL : INFORMATION

New Elected Official

Last Name * Smith
First Mame ™ lohn

FadIE Mame

Suffix

*
Owner

s STATE OF WISCONSIM

Office Contact Details

Office Mailing 4826 BATZ RD, WAUNAKE

Addrass

Office Phone 999-993-9939 Office Fax

Number

Office Email Smithlohn@email.com Web Site

Term

Office Position™ ATTORNEY GEMERAL ¥ jurisdiction™ STATE OF WISCONSIN
Term Start Term End

Is Appointed Mo

2. Click the name of the office position in the “My Active Office Positions” view grid to open the Office

Position Information page

3. Double click the name of the elected official in the grid to open the Elected Official Information

page

Elected Officials

Last Mame 4 First Mame

[ Smith John ]

Term Start Term End 4

/472016 1472020

4. Update or review the information then click Save to save and review the information or Save &
Close to save and return to the Office Position Information page
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4.5 Election Checkpoints

In WisVote, the stages and tasks completed throughout an election cycle are tracked using Election
Checkpoints. The election checkpoints are located in every Election Information Page below the Election
Progress tab. There are six election checkpoints: Contests Complete, Candidate Complete, Provisional
Complete, Poll Book Votes Recorded, EDR Complete and Election Closed.

Contests Candidates Provisionals Poll Book EDR Election
Comnblete Comuoplete Comuolete Votes Recorded Comuplete Closed

Contests Complete

The Contests Complete checkpoint is selected after all of your jurisdiction’s office holder and
referendum contests have been entered. Once selected, a pop-up window will prompt a review and
verify the contest information.

A user can uncheck the Contest Complete Checkpoint to add or edit a contest. If a new contest is
added, ballot styles will be regenerated when the contest complete checkpoint is checked again.
When ballot styles are regenerated, the system clears any custom ballot style information entered
by the user, including ballot styles that have been renamed. Unchecking the Contests Complete
Checkpoint will uncheck all of the other checkpoints. The Contests Complete Checkpoint must be
selected before absentee ballots can be issued.

Candidates Complete

The Candidates Complete checkpoint is selected after all of your jurisdiction’s candidate information
has been entered and the candidate filing status has been finalized. Once the checkpoint is selected,
a user can uncheck the checkpoint to add or edit a candidate filing.

Unchecking will unpublish your contests and candidates from MyVote. This affects Military Online
Ballots and sample ballots for MyVote users.

The Contest Complete Checkpoint must be selected before the Candidates Complete Checkpoint can
be selected. The Candidates Complete Checkpoint must be selected before absentee ballots can be
issued.

Provisionals Complete

The Provisionals Complete checkpoint is selected once all of the provisional ballots have been entered
into WisVote on Election Night. If you do not issue any provisional ballots for the election, there
are no required steps on Election night. Check the Provisionals Complete Checkpoint by the
preceding Friday. Once the checkpoint is selected, a user can uncheck the checkpoint to add or edit
provisional ballots.
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Poll Book Votes Recorded

The Poll Book Votes Recorded checkpoint is selected after all of your jurisdiction’s voter participation
records have been recorded. A user can unselect the Poll Book Votes Recorded checkpoint to add or
edit voter participation.

EDR Complete

The EDR Complete checkpoint is selected after all of your jurisdiction’s election day registrations have
been recorded. Once selected, a confirmation window with the number of Election Day registrations

that have been entered will appear. A user can uncheck the EDR Complete checkpoint to add or edit
an Election Day registration.

Election Closed

The Election Closed checkpoint is the final step of the election process in WisVote. This checkpoint is
selected after recording voter participation, entering provisional ballots, and completing their reports
in Canvass and WEDCS when necessary.

Until you check this checkpoint, the Election Plan associated with the election will be locked in order
to preserve your reporting units. When the Election Complete checkpoint is checked, it sends a signal
to WisVote to freeze the reporting units associated with the election in order to preserve the
reporting unit structure of the election. If you need to make adjustments to the election, you can
uncheck the Election Complete Checkpoint, make your changes, and recheck the checkpoint.
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4.6 Ineligible Voter List

The Ineligible Voter List is a list of all felons who have addresses in your municipality and are currently
on probation, parole or extended supervision through the Wisconsin Department of Corrections (DOC).
The voting rights of these individuals have not been restored as of the date this list was issued and will
not be restored until the individual completes the terms of his or her sentence. The information on this
list is provided by the Department of Corrections (DOC) and is updated nightly.

The lists are used in the clerk’s office during late registration, issuing absentee ballots, and for Election
Day registrations at the polling place. Refer to the list ONLY during late registration, issuing absentee
ballots and for Election Day registrations. It is not necessary to compare this list with voters who are
already registered as this is handled through the Registration List Alerts in WisVote. Felon alerts should
be reviewed prior to printing poll books; therefore, matching the list against the poll book prior to
issuing a ballot on Election Day is not necessary.

Print Ineligible Voter List

1. Click the Felon tile to open the Active Felons View page

2. Click the Run Report button and select Ineligible — MainVoterList

¥ WISVOTE v M | VOTER v Felons | v

@ EXPORTTOEXCEL o] CHART PANE ~
+ Active FELONS ~

@ £xPORT TO EXCEL

Run on All Records

v | DOC Number Name M

(Ineligible - MainVoterList |

3. A new window opens. Configure the Report Viewer to customize your report. Select an Election from
the drop-down list

1 ion e ] v i
Election Id <Select a Value> County Id ALL COUNTIES View Report

- | 2016 General Election _ _
Municipality Id | 2015 Spring Election and Presidential Preferance Vate Reporting Unit Id
2016 Spring Primary

T

4. To search all of Wisconsin accept the All Counties default or choose a county from the drop-down list

Election Id [ 2016 Partisan Primary v| Countyld [| WINMEBAGO COUNTY 'J [ view Report |
Municipality Id | ALL MUMICIPALITIES r | Reporting Unit Id ¥
:
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5. To search all the municipalities accept the All Municipalities default or choose a specific municipality
from the drop-down list

Note: Municipalities in multiple counties will need to select each county and run the list for the
reporting units in that county.

Election Id [ 2016 Partisan Primary v| Countyld | WINNEBAGO COUNTY ¥ | View Report
Municipality Id [| CITY OF MENASHA - MULTIPLE COUNTIES r |] Reporting Unit Id v
[

6. Select a reporting unit from the drop-down list. (The reporting units listed are the names given
to them by the municipalities in the Election Plan associated with the type of election)

Note: If All Counties or All Municipalities are selected this option is not applicable.

Election Id [ 2016 Partisan Primary ¥ | Countyd [ winnEsaGo counTy 7 | [I — I]
Municipality Id | CITY OF MEMASHA - MMULTIPLE COUMNTIES T | Reporting Unit Id [l Wards 3,14-15,30 T I
.

7. Click the View Report button to create a report
L Report is being generated

Cancel

8. The report can be printed directly or exported to a file by clicking on the Disk or Printer icon
Note: the Chrome browser does not have a Printer icon; click the disk icon, then save and print it
from your computer

oA Jors > bl & Fir:i|NEx-'l'i_.
INELIG|BLE VOTER LIST

CITY OF MENASHA - W}NNEBAG?QCOUNTY - Wards 3,14-15,30

7 / ’
%‘ . 7 / * Ineligible Voter List Instructions
/ For Use At the Polling Place
S V . ; 14
~ W |; O T E -/ For Elections Held On 08/09/2016
Instructi Toglechion P s {po%vorkers) and special registration deputies

hot b Individual completes the terms of his or her sentence. The information on this list is

Tect! T T

7
A\ pr Lis| who have addresses in your county and are currently under Department of Correction
W |prob) - hded supervision. The voting rights of these individuals have nct been restered as of the

What is the layout of the list?

The Ineligible Voter List informatien is organized by the person’s last name. The list includes last name, first name, middle initial, l:
of birth, and separation date. You may notice what appear to be duplicate names. This can happen when a record has slightly diffe
ancther similar recerd, e.g. one record indicates middle initial and the next does net or seme are alias names. In some cases, the ¢
replaced by status information. The status informatien is provided to clarify that the person’s right to vote has net been restored

What is this list used for?
You will use this list te assist in identifying persens who are ineligible to vote under Wiscensin state statutes, -

The page count in the preview does not reflect the actual number of pages in the report.
To find the number of pages you should export the report to an Adobe PDF file and the number
of pages will display correctly in Adobe.
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Access from Elections — Bundled Report

1. Click the Elections tile to open the Current Elections View page
2. Click an election from the list
3. Expand the Poll Books tab

4. Click the Expand icon

POLL BOOKS
Poll Book Ord...| Mame 4 Municipality Reporting Uni...  Polling Place Total Number...| Total Participa... Total Absente...| Printed Date Printad
1 Ward 1 TOWN OF COL.. Ward1 COLBURN TOW... 565 84 1 8/8/2016 9:10 A... Yes

5. To find your municipality wards from the greater list, click in the Search field, enter your municipality

and press Enter or click the magnifying glass

Search Results v [ menasna

&8 PRINT POLL BOOK & BUNDLE POLL BOOKS & BUNDLE INELIGIBLE LIST ||H, CHART PANE ~ @p RUN WORKFLOW [F] RUNREPORT ¥ see

6. To create one report that contains multiple lists separated by wards or reporting units, place checks
in front of the poll book name of the ward or reporting units to include in the bundled report. Click

the Bundle Ineligible List button

Search Results v [menasha

& PRINT POLL BOOK & BUNDLE POLL BOOKS [9 BUNDLE INELIGIBLE LIST] |Il CHART PANE + @p RUN WORKFLOW  [F] RUNREPORT ¥ wee

v | MName Pall Book Ord...| Municipality Polling Place Reporting Unit

| @

I' &7 t:ards 1A-247 1 CITY OF MEMNASHA - MU... MENASHA SEMIOR CEMT... Wards 1A-2.4.7

~ Ward 18 1 CITY OF MENASHA - MU... MENASHA SEMIOR CEMT... Ward 18

Wards 3,14-15,30 3 CITY OF MENASHA - MU... JEFFERSON SCHOOL Wards 3,14-15,30

7. A message will appear stating Your Ineligible voter list by reporting units are being generated.
They will be available under Generated Reports as soon as they are ready. Click OK

Message from webpage @

. Your Ineligible voter list by reporting units are being generated.
! "\, They will be available under Generated Reports as soon as they
are ready.
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Chapter 4 Election Management 4.6 Ineligible Voter List

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

9. Click the Generate Reports button (Click the arrow ? to proceed across the bar to view more tiles)

% WISVOTE «+ Y | ELECTION v  Elections | v 2016 Partisan Primary [ -

B0 )

REPORTING UNITS GEMERATE REPORTS

ELECTION : INFORMATION

¢ 2016 Partisan Primary

Generate Report Associated View v

= ADD MEW GENERATE REP... I_?.,'. ADD EXISTING GEMERATE... ||E, CHART PAME >~ [F] RUN REPORT ~ E]a EXPORT GEMERATE REPO...

w | MName Municipality Is Auto Sched..| Status

[ Ineligible Vioter List :CITY OF MENASHA - MULTIPLE C] CITY OF MEMNASHA - MULTIPLE COUNTIES Mo Completed

GEMNERATE REPORT : INFORMATION

Ineligible Voter List :CITY OF MENASHA

11. The Generate Report Information screen opens,
click the pdf file to access the ineligible voter

list General
Name * Ineligible Voter List :CITY OF MENASHA - MULTIPLE COUNTIES-2016 Partisan Primary
Owner™® s CITY OF MENASHA - MULTIPLE COUNTIES
Election 2016 Partisan Primary
Municipality CITY OF MEMNASHA - MULTIPLE COUNTIES
Status Completed

Generated Reports

NOTES

rlgjrera note

2016 Partisan Primary-Ineligible-Voter-List_ Wards 1A-2,4,7_Ward 1B
bbb E=G TEG=E0 b 6=Revtiog Primary
| [0} Ineligible-Voter-List_Wards 14-2,4,7_Ward 1B.zip ]
TPty St Pt

12. You may be prompted to Open or Save the file

Do you want to open or save Ineligible-Voter-List_ Wards 1A-2,4,7 Ward 1B.zip from wisvoteuat.wi.gov? ®

‘ Open H Save ‘TH Cancel

i Ineligible-Voter-List Wards 1A-24,7 Ward 1Bzip 2 Ineligible-Voter-List Wards 1A-2,4,7 Ward 1B.pdf

WisVote User Manual Page 4 of 5 Section 4.6
August 2016 126




Chapter 4 Election Management 4.6 Ineligible Voter List

13. It may be easier to first open the file, click Print and then File | Save As to save to your desktop

Ineligible-Voter-List_Wards 1A-2,4,7 Ward 1B.pdf - Adobe Acrobat Pro
Eile |Edit View Window Help

J@Create' |@D[%]|@@@&@@)@
O[] WU 0 @[] 5

INELIGIBLE VOTER LIST
CITY OF MENASHA - WINNEBAGO COUNTY - Ward 1B

Ineligible Voter List Instructions
For Use At the Polling Place

‘ .
%JW | S V O T E For Elections Held On 07/20/2016

INELIGIBLE VOTER LIST
CITY OF MENASHA - WINNEBAGO COUNTY - Wards 1A-2,4,7

partment of Corre|
individuals have n|
ntence. The infor

LAST NAME  FIRSTNAME ML Address City Zip Date of Birth
ABEL JAMES ROBERT 255 Kaukauna St Menasha 54952 10/16/1982
ABEL JAMES R 255 Kaukauna St Menasha 54952 10/16/1982
ABLE JAMES R 255 Kaukauna St Menasha 10/16/1982
ACHESON 100 Court Ave. #3806 Oshkosh 07/04/1974
ACHESON 100 Court Ave. #806 Oshkosh 07/04/1974

it name, middle ini
ithy different infornf

FAQ - Separation Date No Longer Available

The Ineligible Voter List no longer includes the separation date in its printout. The Department of
Correction (DOC) data feed has removed that date. What we used to print was a projected date that
was often inaccurate and caused confusion.

WisVote now gets a daily update from DOC. Clerks should concentrate on noticing what names are

on the list. Noting a person who is released after the date the report is printed, but before Election Day,
could be on the list. The G.A.B. does not have an accurate way of identifying those felons who are on
the list, but could be released before Election Day. If a person is on the list and that person believes they
should not be, clerks can look up the record in WisVote to see if the felon has had their rights restored
and is no longer on the list. If you have question on Election Day contact the Elections Helpdesk and we
can confirm the status with DOC. Clerks should be aware that printing a new list closer to Election Day
will produce a more accurate list for use at the polling place for Election Day registrations (EDR).
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Chapter 5 Election Setup

5.1 Create a Special Election

5.1 Create a Special Election

In WisVote regularly scheduled elections are automatically setup by the system and special elections are
manually setup by the user.

Election Creation in WisVote

WisVote automatically creates most elections based on the contests and office position information that is
programmed into the system. However, there are some elections that have to be manually entered by the
user. The elections a user has to manually enter into WisVote are:

" Special Elections

" Special Referenda Elections

Create a Special Election for an Office Position

1
2.

6.
7.

8.

WisVote User Manual

Click the Special Election tile

Enter the Election Date in the Special Election Wizard
Select the Election Type

Review the Jurisdiction

Select Office Position as the Contest Type, then click Next

Create Special Election
Election Details
_ Tip
Please select Election Date
9/6/2016 FEREH W
Please Select Election Type
Special Election
User Jurisdiction
CITY OF OSHKOSH - WINMEBASD COUNTY
Please Choose the type of contest
(@ Office Position
() Referendum
| Heilp | | Summary | | Mext | | Cancel

Select the Election Plan, then click Next
Select the District Type associated with Office Position
(Optional) Enter the Office Position Name

Page 1 of 4
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Chapter 5 Election Setup

5.1 Create a Special Election

9. Click Next

Note: If the Office Position displays a message, There are no records to display click Previous
and change the Office Position Type

Create Special Election
Office Position Details

Please select Office Position
There are no records to display.

10. Select the Office Position from the drop-down list

11. (If applicable) Select Yes if there is a Recall Election

12. Select the Ballot Instructions, then click Next

Create Special Election
Office Position Details

Please select Office Position

[@shkosh Council Member Even 1

Is it a Recall Election ?
(® No
() Yes

Please Select ballot instructions

Vote for One

To add additional contests to this special
election, add them via the special electicn

that was created by this wizard. Do not

create another special election with this wizard.

Tip

| Help || Summary | | Erevious |

|

Cancel

13. Click Finish to create the Special Election

Create a Special Election for a Referendum

L
2.
3.
4,

WisVote User Manual

Click the Special Election tile

Enter the Election Date in the Special Election Wizard

Select the Election Type

Select the Jurisdiction

August 2016
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Chapter 5 Election Setup

5.1 Create a Special Election

5. Select Referendum as the Contest Type, then click Next

Create Special Election
Election Details

Please select Election Date

Tip

9/6/2016 8 v
Please Select Election Type
Special Election
User Jurisdiction
CITY OF OSHKOSH - WINNEBAGO COUNTY
Please Choose the type of contest
() Office Position
(@) Referendum
| Help | | Summary | | Mext Cancel

6. Select the Referenda District Type, then click Next

7. Select the Referenda District
8. Enter the Referenda Title

9. Enter the Referenda Question

10. Click No to use the default Yes and No answers, then click Next

11. Click Yes to create custom answers, then click Next

= Enter the Custom Answers, then click Next

12. Click Finish to create the Special Election

Review Special Election Information

L]

Type the referenda question exactly

as you want it to appear on the
ballot.

1. To search for and review a special election, click the Elections tile to open the Elections view page

2. To search for an election, enter the Date or Name of the election in the search box at the top of the
Current Elections view page, then click the Election name to open the Election Information page

+~ Current Elections ~

Search for records D

WisVote User Manual
August 2016

~/ | Election Date 4 Name Jurisdiction Registration Clo... | Eection Type Goverr YT 2
9/6/2016 9/6/2016 Special Electionrl‘rr CTY OF OSHKOSH - WINNEBAGO C... Special Election Municipal
7/25/2016 2016 General Election STATE OF WISCOMNSIM T/3/2016 General Election Federal
7/20/2016 2016 Partisan Primary STATE OF WISCONSIN Tr4/2016 Partisan Primary Federal
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Chapter 5 Election Setup

5.1 Create a Special Election

3. Click the name of the election to open the Election Information page and review the election

information

ELECTION : INFORMATION

1 1 Election Date
9/6/2016 Special Election aroins
Election Progress
~
i~ Contests Candidates Provisionals Poll Book EDR Election v
Complete Complete Complete Votes Recorded Complete Closed
General
Name * 9/6/2016 Special Election
Election Type Special Election Owner ™ B % CITY OF OSHKOSH - WINNEBAGO COUNTY
¥ Jurisdiction @ CITY OF OSHKOSH - WINNEBAGO COUNTY Election Date 9/6/2016
Goverment Level Municipal Registration Closed -
On
CONTESTS
CANDIDATES
ELECTION PLAN
BALLOT STYLES
POLL BOOKS
WisVote User Manual Page 4 of 4 Section 5.1
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Chapter 5 Election Setup 5.2 Contests

5.2 Contests

A contest is either a race for an elected office or a referendum. WisVote uses contest information to
determine ballot styles, absentee eligibility, and to populate sample and online (military) ballots on the
MyVote Wisconsin website: myvote.wi.gov.

Contest Jurisdiction in WisVote

In Wisconsin, each level of government is responsible for creating and managing a unique set of contests.

State County Municipal
Federal Offices County Offices Municipal Offices
State Offices County Referenda Municipal Referenda
Statewide Referenda School District Offices Sanitary District Offices
Technical College Referenda School District Referenda

Joint Municipal Court Offices

Manual Entry of Contests
WisVote automatically creates most contests for an election based on the office position information that
is programmed into the system. However, there are some contests that have to be manually entered by

the user. The contests a user has to manually enter into WisVote are:

»= County and Municipal Referenda

Please call the Elections

) . Helpdesk to update office
= All Contests for a New Office Position position information in

WisVote!

= County and Municipal Special Contests

WisVote User Manual Page 1 of 5 Section 5.2
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5.2 Contests

Add a Contest for an Office Position

1. Click the Elections tile
2. Click the name of the election to open the Election Information page
3. Click the Contests tab to expand the view

4. Click the +New button to Add a Contest

CONTESTS
Contests (4 NEWI
Search for records o
Ballo.. Name Office Position Jurisdiction Num...
1 Oshkosh Mayor Oshkosh Mayor CITY OF OSHKOSH - WINNEBAGO...
2 Oshkosh Council Member Oshkosh Council Me... CITY OF CSHKOSH - WINNEBAGO...

5. In the New Contest window, select Office Position as the Contest Type

6. Enter the office position in the Office Position field, or press the magnifying glass to search for, and

select the office position from the drop-down list

7. Review the information in the automatically populated Contest Name, Government Level and

Jurisdiction fields

CONTEST : INFORMATION
New Contest
GENERAL
Contest Type Office Position
Office Position Oshkosh Mayor
Name ™ Oshkosh Mayor
Election * 9/6/2016 Special Election
Goverment Level Municipal
Office Position
Primary required? No
Ballot Position * 1
Combined Contest? No
Running Mate? & No
Incumbent
% Jurisdiction @ CITY OF OSHKOSH - WINNEBAGO COUNTY
Recall ? No

*

Office Position Ballot Position™
Oshkosh Mayer 1
Political Party

Number of Seats

8. Click the Ballot Instructions field and select the ballot instructions for the contest

9. Click Save to save and review the contest information or Save & Close to save and return to the

Election Information page

WisVote User Manual Page 2 of 5

August 2016

Section 5.2
134




Chapter 5 Election Setup

5.2 Contests

Add a Contest for a Referendum

1. Click the Elections tile

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

3. Click the Contests tab to expand the view

4. Click the +New button to Add a Contest

5. Select Referendum as the Contest Type

6. Enter the associated district in the Associated District field, or press the magnifying glass to search
for and select the associated district from the drop-down list

7. Enter the referendum contest name in the Name field

8. Click the Government Level field and select the

government level

9. Enter the referendum question in the Question field

10. Enter the Ballot Position (see chart next page)

m Type the referendum question

exactly as you want it to appear on

the ballot!

BHsave EJYSaVE&CLOSE 3 CAMCEL

CONTEST ; INFORMATION

New Contest

Contest Type

Associated District ™ City of Oshkosh

Name ™ [ Oshkosh Referendum ]

Election ™ 9/6/2016 Special Election

Goverment Level ® Municipal

Question

Question * [ Should there be more osh in Oshkosh]
Custom Answers 7

Ballot Order & | Answer

To enable this content, create the record.

Office Position Ballot Position™
-- 730,000

11. Custom Answers

B If the referendum is answered Yes or No leave the default

" If there are custom answers enter Yes; click Save (see last page of this section)

12. Click Save & Close to save and return to the Election Information page

WisVote User Manual
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Chapter 5 Election Setup 5.2 Contests

Create Custom Referendum Answers

1. If your referendum contest requires answers other than Yes and No, click the Custom Answers field
and select Yes

2. Click the +New button to Add Custom Answers

Question

.k
Question Test O

=
n.
1

Custom &nswers 7

3. In the New Answers window, enter the first custom answer in the Answer field and the ballot order
then click Save & Close

4. From the Contest Information page, click the +New button again to open the New Answers window
and add the second custom answer and ballot order then click Save & Close

5. Review the custom referendum answers and their ballot order, then click Save & Close to save
the referendum contest and return to the Election Information page

Search for, Review and Update a Contest

1. To search for, review and update a contest click the Elections tile
2. Click the name of the election to open the Election Information page
3. Click the Contests tab to expand the view

4. To search for a contest, enter the Contest Name in the search box; the search results will display
in the contest information grid below

CONTESTS

Contests

Search for records O

5. To review and update a contest, follow steps 1-3 then click the Contest Name in the contest
information grid

6. In the Contest Information page, review and/or update the contest information then click Save
to save and review the updated information or Save & Close to save and return to the Election
Information page
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5.2 Contests

Contests Complete Checkpoint

Select the Contests Complete checkpoint after all of your jurisdiction’s office holder and referendum
contests have been entered. Once selected, you will be prompted to review and verify the contest

information.

A user can uncheck the Contest Complete Checkpoint to add or edit a contest. If a new contest is added,
ballot styles will be regenerated when the contest complete checkpoint is checked again. When ballot
styles are regenerated, the system clears any custom ballot style information entered by the user,
including ballot styles that have been renamed.

Referenda Ballot Positions

Unchecking the Contests Complete
checkpoint will uncheck all of the
other checkpoints!

in WisVote

State:
County:

Municipality:

Common School District:
Special District:

Multi-Jurisdictional Judge:

Union/ Unified School District:

Referenda Numbering Scheme for Ballot Positions

700000 - 709999
710000 - 719999
720000 - 729999
730000 - 739999
800000 - 899999
900000 - 969999
970000 - 999999

WisVote User Manual
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Chapter 5 Election Setup 5.3 Candidates

5.3 Candidates

Before adding and approving a Candidate for an election, the contest for which the candidate is filling
must be successfully setup in WisVote.

Add a Candidate from the Election Information Page

1. Click the Elections tile
2. Click the Election Name to open the Election Information page
3. Click the Candidate Details tab to expand the view

4. Click the +New button to Add a Candidate

CANDIDATE DETAILS

CANDIDATES
Candidates
Search for records D

Marne Marne cn Ballot

Mo Candidate records found.

< >

5. In the New Candidate window, press Enter or click the magnifying glass to select the contest
from the drop-down list

General

Candidate Information

¥ Contest | D

Last Name* @) Oshkosh Council Member
2 Cshkosh Coundil Member Even 1

First Mame *
Hadh il @ Oshkosh Mayor
1

Middle Name Oshkosh Mayor @
Suffix Lock Up Mere Records
Mame on Ballat ™
Address 2 results + Mew
WisVote User Manual Page 1 of 4 Section 5.3
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CANDIDATE
6. Enter the candidate’s Last Name, First

| New Candidate
Name and optional Middle Name or

Suffix General

Candidate Information

7. In the Name on Ballot field, enter the ¥ Contest” @ Oshkosh Council Member
candidate’s name as it will appear on Last Name * sayers
the ballot First Name * Dorothy
Micldle Narme Leigh
Suffix
8. Enter any additional information in the Name on Ballot * Dorathy L. Sayers
optional Candidate Information fields Address
Phone Number
Email
9. In the Candidate Ballot Position field, Fax
enter the order the candidate’s name Website
will appear on the ballot Election * 8 9/6/2016 Special Election
Candidate Ballot 1
Position

10. If the candidate qualifies for ballot placement, click the Candidate Filing Status field to change the
status from Pending to Approved

11. If the candidate does not qualify for ballot placement, click the Candidate Filing Status field to change
the status from Pending to Denied

Additional
Write-In Only candidates with a
Winner? Candidate Filing Status of

Candidate Filing
Status

Approved will appear on the
ballot!

Appealed

12. If the Candidate is an Incumbent, click the Incumbent? field to change the response from No to Yes

13. Click Save to save and review the candidate information or Save & Close to save and return to the
Election Information page

Add a Candidate from the Contest Information Page

Alternatively, the contest page allows an easy review of all the candidates entered for that contest and the
Contest field is prefilled.

1. Click the Elections tile
2. Click the Election Name to open the Election Information page

3. Click the Contests tab to expand the view

WisVote User Manual Page 2 of 4 Section 5.3
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5.3 Candidates

4. Click the Contest Name to open the Contest Information page

CONTEST : INFORMATION

Oshkosh Council Member

GENERAL

Contest Type

Combined Positions

Office Position

Name * Oshkosh Council Member
Election ™ 9/6/2016 Special Election
Goverment Level * Municipal

Office Position

Primary required? No

Ballot Position ™ 2

Combined Contest? Yes

Running Mate? No

Incurmnbent

¥ Jurisdiction

Recall 7

Ballot Instructions

Ballot Instructions

CITY OF OSHKOSH - WINNEBAGO COUNTY
Mo

Vote for one

CANDIDATE DETAILS]

CANDIDATES
Candidates

Search for records
Name

Rendell, Ruth Barbara

Sayers, Dorothy Leigh

jol
Marne on Ballot Contest

Ruth Barbara Rendell Oshkash Council Member

Dorothy L. Sayers Oshkash Council Member

Office Position™
Oshkosh Counc

Palitical Party

MNumber of Seats

Candidate Filing Status...

Approved

Approved

Ballot Position™
i 2
4]
+ NEw
Candidate Ball...
2
i
v

Name or Suffix

5. Click the Candidate Details tab to expand the view, then click the +New button to Add a Candidate
CANDIDATE DETAILS
CANDIDATES.
Candidates
| Search for records o
Marne Mame on Ballot Contest Candidate Filing Status... Candidate Ball...
Rendell, Ruth Barbara Ruth Barbara Rendell Oshkosh Council Member Approved 2
6. Inthe New Candidate window, enter the candidate’s Last Name, First Name and optional Middle

7. In the Name on Ballot field, enter the candidate’s name as it will appear on the ballot

8. Enter any additional information in the optional Candidate Information fields

9. In the Candidate Ballot Position field, enter the order the candidate’s name will appear on the ballot

10. If the candidate qualifies for ballot placement, click the Candidate Filing Status field to change the

status from Pending to Approved
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5.3 Candidates

11. If the candidate does not qualify for ballot placement, Click the Candidate Filing Status field to change

the status from Pending to Denied

Additional

Write-In O
Winner? O
Candidate Filing Pendin
Status A
Appealed Denied

E] Only candidates with a

Candidate Filing Status of
Approved will appear on the
ballot!

12. If the Candidate is an Incumbent, click the Incumbent? field to change the response from No to Yes

13. Click Save to save and review the candidate information or Save & Close to save and return to the

Election Information page

Search for, Review and Update a Candidate

1. To search for, review and update candidate information, click the Elections tile

2. Click the Election Name to open the Election Information page

3. Click the Candidates tab to expand the view and see a list of Active Candidates

4. To search for a candidate, enter the candidate name in the search box

5. To review and update candidate information, click the Candidate Name in the candidate information

grid to open the Candidate page

CANDIDATES
i,ﬂlctive Candidates V
Search for records. D |
Name Mame on Ballot
| Rendell, Ruth Barbara Ruth Barbara Rendell
Sayers, Dorothy Leigh Dorothy L Sayers

6. Review and/or update the candidate information then click Save to save and review the updated
information or Save & Close to save and return to the Election Information page

Candidates Complete Checkpoint

Select the Candidates Complete checkpoint after all of your
jurisdiction’s candidate information has been entered and
the candidate filing status has been finalized. Once the
checkpoint is selected, a user can unselect the checkpoint
to add or edit a candidate filing.

WisVote User Manual Page 4 of 4
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54 Ballot Styles

A Ballot Style is the unique combination of contests and candidates that will appear on a voter’s
contests and candidates on their ballot.

ballot. All voters assigned to a particular ballot style in WisVote will have the exact same set of

When an election is created in WisVote, ballot styles are automatically generated based on a user’s
contests and district combinations. Ballot styles are re-generated after a user has entered any

General

Exploring the Ballot Style Form Page

Reporting Units

necessary contests for the election and has checked the contest complete checkpoint.

Detailed information associated with the ballot style, including
the name of the ballot style as it will appear on the poll book
Reporting units linked to the ballot style
Polling Place . . .
Locations List of the polling places that are linked to the ballot style
Contests Contests that will appear on the ballot style
District Combos District combinations linked to the ballot style
Review Ballot Styles
1. Click the Elections tile
2. Click the Election Name to open to Election Information page
3. Click the Ballot Styles tab to expand the view
4,

Click the name of the Ballot Style in the grid to open the Ballot Style Form
BALLOT STYLES
MName 4 Election Jurisdiction
CITY OF FITCHBURG : 01 2016 General Election CITY OF FITCHEURG - DANE COU

WisVote User Manual
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Chapter 5 Election Setup 5.4 Ballot Styles

5. Review the information associated with the ballot style to verify it is correct
Note: The Contest Complete checkpoint for this election needs to be marked
before the Ballot Style can be renamed

BALLOT STYLE : FORM

CITY OF FITCHBURG : 01

Ballot styles can be renamed after the Contest Checkpaint is checked in your municipality for this election

General
Name * CITY OF FITCHBURG : 01
Mame on Poll Book 01
Jurisdiction ™ CITY OF FITCHBURG - DANE COUNTY
Election ™ 2016 General Election
Goverment Level Federal
¥ Jurisdiction STATE OF WISCONSIN
Election Date 8/9/2016

Rename Ballot Styles

1. Click the Elections tile

2. Click the Election Name to open to Election Information page
3. Click the Ballot Styles tab to expand the view

4. Click the Name of the Ballot Style to open the Ballot Style form

BALLOT STYLES

Mame 4 Election Jurisdiction

CITY OF FITCHBURG : 01 2016 General Election CITY OF FITCHBURG - DANE COU..

5. Enter the new Ballot Style name in the Name field m Only the text in the

Name on Poll Book field

6. Enter the new Ballot Style Name that will appear §
will appear on the poll book!

on the Poll Book in the Name on Poll Book field

WisVote User Manual Page 2 of 4 Section 5.4
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7. Click Save to save and review the updated Ballot Style Name and Ballot Style Name on Poll Book
or Save & Close to save and return to the Election Information page

General
Name * CITY OF FITCHBURG : 01 Blue
Mame on Poll Book 01 Blue
Jurisdiction ® CITY OF FITCHBURG - DANE COUNTY
Election ™ 2016 General Election
Goverment Level Federal
¥ Jurisdiction STATE OF WISCONSIN
Election Date &/9/2016

Compare Multiple Ballot Styles
1. Click the Elections tile
2. Click the Election Name to open to Election Information page

3. Click the Ballot Styles tab to expand the view

R—

4. Click the Expand button below the Ballot Styles tab to see the associated views

BALLOT STYLES

MName 4 Election Jurisdiction

CITY OF FAITCHBURG : 01 Blue 2016 General Election  CITY OF FITCHBURG - DANE COU...
CITY OF FITCHBURG : 02 Yellow 2016 General Election  CITY OF FITCHBURG - DANE COU...

CITY OF FITCHBURG : 03 Red 2016 General Election  CITY OF FITCHBURG - DANE COU...

5. Inthe column, check the ballot styles you want to compare then click Compare

Ballot styles Associated View ¥
E,- COMPARE | # EDIT «/ ACTIVATE [é DEACTIVATE [J COPYALINK & EMAIL A LINK
v Name Name on Poll... Jurisdiction
+ CITY OF FITCHBURG : 01 Blue 01 Blue CITY OF FITCHBURG - DANE COUNTY
CITY OF FITCHBURG : 02 Yellow 02 Yellow CITY OF FITCHBURG - DANE COUNTY
~ CITY OF FITCHBURG : 03 Red 03 Red CITY OF FITCHEURG - DANE COUNTY
Page 3 of 4 Section 5.4
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6. In the Report Viewer Compare Ballot Styles window, click the a Ballot Styles and review individual
ballot style information

Note: the colored cells represent discrepancies in the ballot style comparison

| BallotStyles
CITY OF | CITY OF
FITCHBU | FITCHBU

PRESIDENT/VICE PRESIDENT OF X X

THE UNITED STATES

UNITED STATES SENATOR X X

REPRESENTATIVE IN X

CONGRESS DISTRICT 2

STATE SENATOR DISTRICT 16 X =

STATE SENATOR DISTRICT 26 = X

REPRESENTATIVE TO THE X =

ASSEMBLY DISTRICT 47

REPRESENTATIVE TO THE = X

ASSEMBLY DISTRICT 77

DANE COUNTY DISTRICT X X

ATTORNEY

Dane County Clerk X

Dane County Treasurer X X

Dane County Register of Deeds X
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6.1 Voter Participation

Wisconsin state law requires that election officials record voter participation no later than 30 days after an
election. There are two methods of recording voter participation in WisVote; 1) automatically recording
voter participation by scanning the barcodes associated with voter records on the poll book, or 2)
manually selecting voter participation using the poll book grid. Poll books are located in the elections tile
and are accessed by opening the election and expanding the poll books tab. Voter participation is
recorded by scan from the election information page and recorded by using the poll book grid from the
poll book information page.

Record Voter Participation by Scan

1. Click the Elections tile
2. Click the name of the election to open the Election Information page

3. Click the Scan Votes button to open the Process Voter Participation window

'1 SCAM VOTES | = VOTEIN-PERSON  [E& PREVIEW BALLOT 3 CANCEL {3’; RUN WORKFLOW  [B] START DIALOG

ELECTION : INFORMATION

1us 2016 Partisan Primary

4. Select At Polls or Absentee as the vote method
Note: voter participation records for At Polls and Absentee have to be recorded separately

5. Click or tab to place the cursor in the Voter Registration Number box

Vote Method Voter Reg Number

6. Scan the barcode on the poll book to record participation for the voter

13 0012670697 Anhall, Jesse A
WD-002

o erer L MMMUNIEININN) oo conemess sve
CeE A5-54 OSHKOSH, W 54301
Maotes:

WisVote will not read the
barcode unless the cursor is in
the Voter Reg Number box!

7. The processed voter participation record will display at the bottom of the Process Voter Participation
window; WisVote automatically saves the voter participation data after a barcode scan is processed
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[Record Count : 1 ] Unrecord X )

Voter

Reg ;;e _t::m d Reporting Unit  Polling Place
Number
OSHKOSH
2::::& 0012670697 .Ij::)lls Ward 2 SENIOR
CENTER

8. Continue scanning barcodes until you have finished recording voter participation; voter participation
does not have to be recorded in one session

Note: the record count displayed in the Process Voter Participation window will only record
participation recorded during that session, total voter participation can be viewed on the Poll Book
Information page. The list is in descending order; use the scroll bar to view previous entries

Record Count : 4 ] Unrecord L X )

Voter

Reg ;[': .tt‘:m d Reporting Unit  Polling Place
Number
Atkinson, " OSHKOSH ~
[] Domovan 0704157590 ,° ~ Ward2 SENIOR
D ofls CENTER
Arzberger.
’ At JEFFERSON
[] Amanda 0710387420 L, ~ Ward11 ]
Kay
OSHKOSH
O fl'?gl':“ﬁ | 0012671635 ;““ Ward 2 SENIOR
Michelle olls CENTER v

9. To finish recording voter participation, close the Process Voter Participation window

Record Voter Participation from the Poll Book Grid: Multiple Voter Records

For faster recording, it is recommended to record voter participation from the poll book grid by
selecting all ten voter records displayed on a poll book page instead of selecting them individually.
Selecting the checkbox in the top category field will automatically select the individual checkboxes of all
ten records on the page and assign them to the vote method of At Polls. A selected checkbox in the
poll book grid indicates the voter participated in the election. To unrecord voter participation,
unselect the checkbox.

1. Click the Elections tile
2. Click the name of the Election to open the Election Information page

3. Click the Poll Books tab to expand the view
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4. Click the name of the poll book to open the Poll Book Information page

Poll Book Ord.... Name » Municipality Reporting Uni....  Polling Place Total Number...
1| Ward CITY OF OSHKO... Ward 1 OSHKOSH SENL.. 1,345

T
2\ Ward JI CITY OF OSHKO... Ward 2 OSHKOSH SENL.. 1317

5. Click the Poll Book tab to expand the view and display the poll book grid

Note: each page of the electronic poll book will display ten voter records that correspond with the
printed poll book starting with the letter A; enter the page number or click >> to advance

Poll Book

e |fel[e]el|fsl[ar]ls ] c][w]n]lo|e]la] r][s]r] v][v]w]*][v[z]

B | VotcMethod Name | Voter Reg Number | Address | Date Vote Recorded |

0 | |abad, Toryn F 0715020580 1162 HIGH AVE OSHKOSH, W1 54901

O | [abderhoiden, Alexander N 0711204380 1183 ALGOMA BLVD OSHKOSH, WI 54201
0O | [Abderholden, Joanna 700023500 1183 ALGOMA BLVD OSHKOSH, W1 54901
0 | |anranam, Jefirey A 0012570674 1225 ONTARIO ST OSHKOSH, W1 54901
I | |Abranam, Jennifer L 7151285570 1720 RIVER MILL RD OSHKOSH, W1 54901
O Abraham, Sandra L 0012662426 Fo U MIRESE L AR DR RS
0 | |branam, Tery A 012662424 1720 RIVER MILL RD OSHKOSH, W1 54901
0O | [Ackerman, Kara Ann 0714348060 520 VINE AVE APT A GSHKOSH, W1 54001
0O V| [Albrecht, Chioe M 0712221050 1202 SUMMIT AVE GSHKOSH, W1 54801
0 | |algrich, Natalie Susan 0714387200 1152 CHERRY ST OSHKOSH, W1 54001

Process

6. To record voter participation beginning at specific letter of the alphabet: 1) arrow through the entire

poll book to the letter, or 2) enter the page number which corresponds to the poll book

Page 2 of 146

Process
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7. Select the checkbox in the category field to select T VoteMethod
participation for all ten records on the page and At Polls | |Beckiold, Kel
assign them to the vote method of At Polls v At Polls /| |Backiold, 'Ali

—.
—
' : : AtPolls | [Bedune, |

8. Click the drop-down arrow in the Voter Method field to ] une, fone
change the vote method to Absentee for the voters who have At Polls ™ Il EEE el
an absentee indicator on the poll book At Polls | [Behiman, C2

[v] At Polls | |Behlman, Jay
At Polls s |Behlman, Le
At Polls v Behm, Micha
v = 1o
At Polls |

9. Click the checkbox to the left of the voter records to unrecord voter participation for the records

of voters who did not participate in the election

10. Click the Process button to record voter participation for the selected voter records

Record Voter Participation from the Poll Book Grid — Single Voter Record
1. Click the Elections tile

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

3. Click the Poll Books tab to expand the view

4. Click the name of the name of the poll book to open the Poll Book Information page

POLL BOOKS

Poll Book Ord.... MName 4

1| Ward
e
2{ Ward 2

Municipality Reporting Uni....  Polling Place

CITY OF OSHKO... Ward 1 OSHKOSH SENL..

CITY OF OSHKQ... Ward 2 OSHKOSH SENL..

Total Number...

1,345

1,317

5. Click the Poll Book tab to expand the view and display the poll book grid

Note: each page of the electronic poll book will display ten voter records that correspond with the
printed poll book starting with the letter A; enter the page number or click >> to advance
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Poll Book
ad][a]le]c]leo e lF][s e[ [y e ][ ]m][n]lo][PJla][R][s [T ][u][v[w][x][¥][Z]
[i53] ] Vote Method ' Name Voter Reg Number Address Date Vote Recorded
N M| |Abad, Toryn F 0715030580 1162 HIGH AVE OSHKOSH, W1 54901
N | [Abderholden, Alexander M 0711204380 1183 ALGOMA BLVD OSHKOSH, Wi 54501
O | [Abderholden, Joanna 700023500 1183 ALGOMA BLVD OSHKOSH, Wi 54901
N | |Abraham, Jeffrey A 0012670674 1225 ONTARIO ST OSHKOSH, Wi 54801
N M| |Abraham, Jennifer L 0715125570 1720 RIVER MILL RD OSHKOSH, W1 54801
0O |Abraham, Sandra L 0012663426 ;335{} 1S‘)Lalr-.ﬂ!'«']lT AVE APT 205 OSHKOSH, WI
N | [Abraham, Terry A 0012663434 1720 RIVER MILL RD OSHKOSH, W 54901
[l | [Ackerman, Kara Ann 0714343060 320 VINE AVE APT A OSHKOSH, Wi 54901
N “| |Albrecht, Chloe M 0713221050 1302 SUMMIT AVE OSHKOSH, WI 54901
Il | |Aldrich, Natalie Susan 0714387290 1153 CHERRY ST OSHKOSH, W1 54501

6. To record voter participation beginning at specific letter of the alphabet: 1) arrow through the entire
poll book to the letter, or 2) enter the page number which corresponds to the poll book

Page 2 of 1

Vote Method Nam
7. Click the checkbox to the left of the voter

| | e
record to record voter participation; the vote E_ i
method will default to At Polls AtPolls v

E I Abderholden, Joanna

At Polls

Abraham, Jennifer L

8. Click the drop-down arrow in the Voter =
[
] Abranam, Sandra L
v
¥i

Method field to change the vote method to
Absentee

9. Repeat steps 6 and 7 until voter participation
for the poll book page has been recorded

10. Click the Process button to record voter
participation for the selected voter records Albrecht, Chloe M

Aldrich, Matalie Susan

[
L]
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Unrecord Voter Participation

1. Click the Elections tile

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

3. Click the Poll Books tab to expand the view

4. Click the name of the poll book to open the Poll Book Information page
5. Click the Poll Book tab to expand the view and display the poll book

6. Click the checkbox to the left of the voter records to unrecord voter participation

7. A confirmation message will appear after unselecting
the checkbox, click yes to confirm the change

8. To edit the voter method, click the drop-down arrow Are you sure that you want to update
in the Voter Method field and change the method to participation records for the following
voters : Abraham, Jeffrey A
At Polls or Absentee

9. Click the process button to finish editing the voter
participation records

No

Poll Book Votes Recorded Checkpoint

Select the Poll Book Votes Recorded Checkpoint after all of your jurisdiction’s voter participation has
been recorded. A user can uncheck the Poll Book Votes Recorded Checkpoint to add or edit voter
participation.

Election Progress

Contests Complete M| Candidates Complete [ Provisionals Complete [+ Poll Book Votes Recorded

e

General Message from webpage | 2 |
* T 1 o
Bcent A5 Pretrean Lrimaty @) You are confirming that you have votes for 2,220 voters from
Election Type ® Partisan Primary ¥ your poll book(s).
¥ Jurisdiction STATE OF WISCONSIN
Gowverment Level Federal
OK ‘ ‘ Cancel
CONTESTS
FARNINATEC
Page 6 of 6 Section 6.1
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6.2 Election Day Registration

In Wisconsin, electors can register to vote at the polling place location on Election Day. After the election,
state law requires that election officials enter Election Day registrations no later than 30 days after a
primary, spring or special election and 45 days after a general election.

Enter an Election Day Registration

1. Click the Elections tile

2. Click the name of the election to open the Election Information page
3. Click the Poll Books tab to expand the view
4.

Click the name of the poll book to open the Poll Book Information page

POLL BOOKS
Poll Book Ord.... Name Municipality Reportin...  Polling Place Total Number...  Total Participa... Total Absente...  Printed Date Printed
1 Ward 1-4 CITY OF CHIPPE... Ward 1-4 CHIPPEWA FAL... 24,547 8,043 602 7/15/2016 Yes
2 Ward 5 CITY OF CHIPPE... Ward 5 CHIPPEWA FAL... 18,202 10,001 221 7/15/2016 Yes

3 CITY OF CHIPPE.. Ward & CHIPPEWA FAL.. 32830 26,885 360 7/15/2016 Yes

5. Click the EDR button to open the New Voter Registration window
(Problems with the EDR button? See FAQs at the end of this section)

ELECTION Elections | » Ward 1-4 | »

X CANCEL | [G]EDR | ®® PRINT POLL BOOK [¥l RUN REPORT =

POLL BOOK | INFORMATION

Ward 1-4

6. Enter the First Name, Last Name and Date of Birth of the voter and any optional information
in the Voter Registration Search window, then click search

Voter Registration: GAB-131

Enter all of the following information as provided on the GAB-131 or any other registration form/source.
This includes adding the Previous Name as listed on Section 6 of the GAB-131:

L~
Last Mame:™ | Previous Last Mame:

First Mame:* Previous First Name:
Middle Name: Driver License / WI State 1D #:
Date of Birth:* Social Security #:

NS
I( Search 'Q:fl IC Clear le
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7. If a match is not found, click the ...New Voter Record message bar to create a new voter record

Mong of these are my voter; Creste & Mew Voter Record

8. If a match is found, the voter record will appear in the Voter List; verify the information to determine if
the voter is already registered; click the message bar to create a new voter record or click the Update

button to update the voter record

Voter List
Review the voter records below to determine whether to add registration to an existing voter record or create a new voter record:
MName DOB Address DLID 55N Municipality Status/Reason
rniley, 15 WOODWARD AVE, CHIPPEWA FLS, 5167-1525- CITY OF CHIPPEWA FALLS - Active -
Updat ' ' ! 1
Uy Lee 4/24/1978 WI154720-2944 8004-16 OS!LCHIPPEWA COUNTY Registersd

[| Mone of these are my voter; Create a New \oter Record |]

Note: a Duplicate Election Participation warning displays if the elector has already registered a vote

9. A new EDR voter record will open; enter the driver license or state ID number in the DL/ID field

10. Enter the driver license or state ID expiration date in the Expiration Date field (MM/DD/YYYY)

11. Enter the last 4 digits of the social security number in the SSN field (if available)

12. If neither a DL/ID number or SSN were provided, click the Neither DL/ID nor SSN checkbox

13. Enter the optional Phone and Email fields

14. Enter the applicants street number and name in the Home Address field, then press enter or click

the magnifying class to display the search results

Note: exclude or abbreviate the street type (St, Ave, Ct, Rd, Cir) to produce results

15. Click to select the address from the drop-down
list of address search results

ﬂ 15 WOODWARD AVE, CHIPFEWA FLS, WI 54729-2944

15 woodward | o

1ISWOODWARDAVEC...

Lock Up More Records

1 result

+ Mew

16. If the address is not found in the drop-down list of search results,
click Look Up More Records to display more records or refine the
search parameter

17. If a matching address is still not found, and a new address must
be entered, click the New button in the Look Up Record window
to add a new address

Note: "Address Already Exists in Database" error may display
after attempting to add a new address (see Address errors)

WisVote User Manual Page 2 of 6

August 2016

10 woodward | o

EJ 102 WOODWARD AVE, CHIPP...
102WOODWARD...

10531 WOODWARD AVE, CHIPP..
1031WOODWARD...

EJ 107 wOODWARD AVE, CHIPP...
107WOODWARD...

[ Lock Up More Records ]

| 3 results + Mew
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18. Click the different mailing address checkbox if a different mailing address was provided, then enter

the mailing address

The Voter Type, Registration Period, Election, Reporting Unit, Registration Date, Registration Source,
Polling Place, Ballot and Jurisdiction fields will be automatically populated when a new voter registration

is created using the EDR button

Registration Period ™
Election

Reporting Unit o
Registration Date *
Registration Source
Palling Place *

Ballot

¥ Jurisdiction
Voter Status Reason

Unable to Sign Poll
Book

Election Worker

Registration Entry

& EDR

2016 General Election

Ward 6

7/19/2016

Polling Place

CHIPPEWA FALLS SEMIOR CENTER
CITY OF CHIPPEWA FALLS : 02

CITY OF CHIPPEWA FALLS - CHIPPEWA COUNTY

Registered

|
|

POR Type ™ -
POR Entity * -

POR Account =
Mumber

[ncomplete |
Application

19. Click the POR Type field, and select the type of proof of residence submitted with the election day

20.

21.

22.

23.

Affidavit for Homeless Electors

Bank Statement

College Student ID with Fee Receipt
(dated within last nine months)

Care Facility Document
Driver License or ID Card

Employment ID Card (not business card)

voter registration application from the drop-down list

Government ID Card

Other Document Issued by a Unit of
Government

Paycheck

Real Estate Tax Bill (current year or the year
preceding)

Residential Lease

Utility Bill (within 90 days of the date of
registration)

Note: a corroborating witness is no longer an acceptable form of POR. The option remains
for historical purposes for the past voter records associated with that POR type.

= 7 or more digits in length, record the last 4 digits
= 6 or fewer digits in length, record the last 2 digits

WisVote User Manual
August 2016

Page 3 of 6

Click the POR Entity field, and enter the Name of the Entity that issued the proof of residence

If there is a unique number associated with the proof of residence document, click the POR Account
field and enter the last few digits of the number

If the voter registration form is missing information check the Incomplete Application box (see
Incomplete Application)

Click Save & Close to save the election day registration record and close the window
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Incomplete Application

Checking Incomplete Application will process the EDR, record a vote, and then inactivate the Voter

Record. A letter should be sent notifying the elector of these actions.

= To access the letter, go to the voter record of the affected person

= Select the Letters button and click Incomplete Registration

= This letter can be printed from a PDF or a Word document. Click Export Pdf or Export Word

EFSAVEGCLOSE + NEW X CANCEL [ DEACTIVATE [QRLETTERS ™ | = EMAIL A LINK

VOTER:

RECORD

Smiley, Helen M

Review an Election Day Registration

1. Click the Elections tile

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

3. Click the Poll Books tab to expand the view

EDR

EDR-Wrong Jurisdiction

EDR-Wrong Polling Place

[ Incomplete Registration ]

Mailings

30 Day Notice Letter

Change of Polling Place

DMV Check Non-Match Let...

Felon Letter

GAB 133 Certificate of La...

4. Click the name of the poll book to open the Poll Book Information page
POLL BOOKS
Poll Book Crd.... Mame Municipality Reportin....  Polling Place Total Mumber.... Total Participa...  Total Absente... | Printed Date Printed
1 Ward1-4  CITY OF CHIPPE.. Ward1-4  CHIPPEWA FAL.. 24,547 8,043 602 7/15/2016 Yes
2 Ward 5 CITY OF CHIPPE... Ward 5 CHIPPEWA FAL... 18,202 10,001 221 7/15/2016 Yes
3 CITY OF CHIPPE.. Ward 6  CHIPPEWA FAL. 32630 28883 360 7/15/2016 Yes
5. Click the EDR tab to expand the view and display the processed election day registrations grid
EDR Poll Book Statistics
+ NEW
Voter 4 Ballot Style Voting Method District Combo Created On Total Number of & | 1275
E Voters Printed on
Smiley, Guy Lee CITY OF CHIPPE... At Paolls 09211-006-1092-1 7/19/2016 12:52 PM Poll List
Sriley, Helen M CITY OF CHIPPE... At Polls 09211-006-1002-1 7/19/2016 12:57 PM Total At Palls n @ 717
Participation
Total Absentee & F 40
.. Participation
Poll Book Statistics Total EDR & g 290
. . .. . . Participation
6. Poll Book Statistics track election participation. After an EDR is entered pEten
Total Participation & | 757

it may take a moment for WisVote statistics to automatically update
the numbers. Clicking Recalculate will manually refresh the page with

updated results

WisVote User Manual Page
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7. Review the grid. If the district combination is missing:
= the elector voted at the wrong polling place; send a letter
= the elector voted in the wrong jurisdiction; send a letter

= the address may not have a district combination; fix address

EDR
+ nEw
Vater | BallotStyle | VotingMethod | District Combo | Created On [
Smiley, Guy Lee CITY OF CHIPPE... At Palls [ ] 7/19/2016 12:52 PM
-Smiiey, Helen M CITY OF CHIPPE... At Palls 09211-006-1092-1 7/19/2016 12:57 PM

8. Click the name of the voter to open the voter record and investigate. Review the voter’s district
combination (DC)

For example a DC = 09211-001-1092-1 means the elector should have voted in the polling place with the
reporting unit of 1. If the polling place included Wards 1-6, then the district combination would have
displayed in the EDR section.

An alternative example a DC = 41265-006-4018-1 is a Milwaukee County jurisdiction. This district
combination is outside of the jurisdiction of Chippewa County.

9. To send a letter to the elector,
click Letters and choose the

appropriate EDR letter - EDR

10. This letter can be printed from IMTIE SIE EDR-Wrong Polling Place
a PDF or a Word document. Incomplete Registration
Click Export Pdf or Export Mailings

30 Day Motice Letter

Word button

Change of Polling Place

DMV Check Non-Match Let .

11. Contact the Elections Helpdesk
to unrecord the incorrect voter
registration and election
participation record

Felon Letter

GAB 133 Certificate of La..

12. (If applicable) Click Save & Close if any updates to the record are made, or Cancel to return to the Poll
Book Information page

EDR Complete Checkpoint

Select the EDR Complete Checkpoint after all of your jurisdiction’s election day registrations have been
recorded. Once selected, a confirmation window with the number of election day registrations that have
been entered will appear. A user can uncheck the EDR Complete Checkpoint to add or edit an Election
Day registration.
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FAQ: Frequently Asked Questions

EDR - Button Unresponsive
If a voter registration form does not open when you click the EDR Button, adjust your internet
browser privacy settings.

Internet Explorer )
1. Click the Tools button 2 then Internet options

2. Click the Privacy tab
3. Click Sites
4. Enter: https://wisvote.wi.gov/webresources in the Address of website field
5. Click Allow, then OK
Chrome

1. Click the Menu button, then Settings

Click Show Advanced Settings (at the bottom of the page)

Scroll down to Privacy, click Content Settings

A window opens, scroll down to Pop-ups

Click Manage Exceptions... button

Add in the Hostname field: https://[*.]wisvote.wi.gov:443 and in the behavior set to Allow
Click Done, OK then Done

NouhkwnN

EDR - Incorrectly Entered as a Regular Voter Registration
If an EDR was entered using the Voter Registration tile, voter participation cannot be recorded for the
voter record. Voter participation can only be recorded if the EDR is entered within the election and
correct reporting unit.

1. Re-enter the EDR within the election and correct reporting unit

2. Call the Elections Helpdesk to remove the incorrect voter registration record
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6.3 Provisional Ballot Tracking

In WisVote provisional ballot information is recorded and tracked using the Provisional Ballots tab. On
Election Day, election inspectors record information on the Provisional Ballot Reporting form when voters
are issued a provisional ballot. If a jurisdiction issues provisional ballots, the information on the
Provisional Ballot Reporting form must be entered into WisVote on election night. If a jurisdiction does
not issue any provisional ballots on Election Day, no action is required on election night.

Electors who vote a provisional ballot can check the status of their provisional ballot on the MyVote
Wisconsin website.

Issue a Provisional Ballot
In Wisconsin, provisional voting is used for three Election Day situations:

1. First time voters who registered by mail prior to April 4, 2014 and failed to provide the
required proof of residence
=  The poll list will contain the notation “POR Required” to identify the voters who registered
by mail and who must show proof of residence before being allowed to vote

= If anindividual fails to provide the required proof of residence he or she may vote
provisionally

2. Voters who are unable or unwilling to provide their Wisconsin driver license or identification
card number on their voter registration application
» Individuals who have a Wisconsin driver license may not use the last four digits of their
Social Security number to complete the voter registration application

= A provisional ballot is not issued if the required proof of residence documentation is also
missing

3. Voters who are unable or unwilling to present an acceptable proof of identification
= If the proof of identification provided is questionable, the ballot is challenged; a provisional
ballot is not issued

Enter a Provisional Ballot Record
1. Click the Elections tile
2. Click the name of the election to open the Election Information page

3. At the top of the Election Information page, click the drop-down arrow to the right of the name of the
election, select the Provisional Ballots button in the navigation bar

L ] ELECTION ~ Elections | ~ 2016 Partisan Primary n

. L[] 8

ELECTION WORKERS ASSL.. POLL BOOK PROVISIONAL BALLOTS
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4. Click the +Add New Provisional Ballots button at the top of the Provisional Ballots view page to enter
a new provisional ballot record

ELECTIOM : INFORMATIOM

2016 Partisan Primary

New Provisional Ballot
Provisional Ballots Associated View ~

[ + ADD MEW PROWVISIONAL... ] Il! CHART PANE ™ [¥] RUN REPORT * ]

Search For Voter:

Voter Name 4 Vioter Registration Stat.. Counted/Reje... Pravi

Last Name:*
First Name: *

Middle Name:

5. Enter the voter's Last Name, First Name and Date

of Birth to search for the voter then click search
Date of Birth:*

Note: the middle name field is optional but may

help refine the search (Search Q) ( Clear @.

6. Click Add to select the voter from the search results;
if the voter record is not found, select "None of these
are my voter, create a new provisional ballot”

7. On the Provisional Ballot form, click the magnifying glass and select the reporting unit from the drop-
down list

8. Select the reason the provisional ballot was issued, multiple selections may be chosen

B Proof of Residence Required B WI Driver License or State ID Required B Photo ID

9. The Provisional Ballot Status field will default to Documents Needed

10. The Counted/Rejected field will be locked until the Provisional Ballot Status is changed to either
Deadline Expired or Complete

PROVISIOMAL BALLOTS : FROVISIOMAL BALLOT
General
Voter Reason for Issuing Provisional Ballot
Y

Reporting Unit * j o) A, Proof of Residence O

Last Name ™ B8 Ward 1 ] | B. WI Driver License or State ID O

First Name ™ = C. Photo ID O
pa Ward 10

Middle Mame

Date of Birth BE ward 11 Status
BY ward 12 Provisional Ballot Status ™ Documents Needed
oo Wvart e

Counted/Rejected a -

BE ward 13

11. Click Save & Close to save the entry and return to the New Provisional Ballot search page
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Update a Provisional Ballot Record
1. Click the Elections tile
2. On the Elections View page, click the name of the election to open the Election Information page

3. At the top of the Election Information page, click the drop-down arrow to the right of the name of the
election

4. Click the Provisional Ballots tile in the navigation ribbon to open the Provisional Ballots View page

. #N ELECTION +  Elections | ~ 2016 Partisan Primary !

F L] 8

ELECTION WORKERS ASSL.. POLL BOOK PROVISIONAL BALLOTS

5. Click the name of the voter in the Provisional Ballot Associated View grid to open the Provisional
Ballot form

6. If the missing information (Photo ID, Proof of Residence, or Driver License number) was submitted
from the voter, update the Provisional Ballot Status field to, “Documents Received — Pending
Decision”

7. After the Board of Canvassers Docaments Nesded
Status Documents Received - Pending Decision

reconvenes, update the Provisional Deadline Exprred
Ballot Status field to “Complete” i
P Provisional Ballot Status ® Complete

Counted/Rejected © --

8. If the missing information was not submitted from the voter by the deadline (Friday at 4:00 p.m.),
update the Provisional Ballot Status field to, “Deadline Expired”

9. When the Provisional Ballot Status field is updated to Complete or Deadline Expired the
Counted/Rejected field will unlock

. Status
10. Select "Counted” if the ballot was counted, or
“Rejected” if the ballot was rejected Provisional Ballot Status *
Counted/Rejected ~ Rejected

Provisionals Complete Checkpoint

Check the Provisionals Complete Checkpoint after all of the provisional ballots have been entered into
WisVote on Election Night. If a jurisdiction issued zero provisional ballots on Election Day, check the
Provisionals Complete Checkpoint by 4:00 p.m the Friday after the election to record that zero provisional
ballots were issued. Once the checkpoint is selected, a user can uncheck the checkpoint to add or edit
provisional ballots.
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Chapter 7 Address Management 7.1 Introduction to Address Management

7.1 Introduction to Addresses and Districts

District boundaries in WisVote are managed by the Wisconsin Election Committee. but local county and
municipal land information offices provide the boundary data. Using tools in WisVote, clerks manage
individual voter addresses and their corresponding district combinations (DCs).

Mapping tools manage the district boundaries in WisVote. Every district has a map to show the territory
contained within that district. The location of an address in relation to those boundaries can be viewed
within every address record. The relationship between the location of that address and the corresponding
boundaries determines the ballot that a voter will receive. Accurate address locations and district
boundaries are essential to ensure voters receive the correct ballot.

Address Management Tiles

B Addresses
This tile contains all addresses within a particular municipality (whether or not there is a voter
associated to it) and whether or not it is active or inactive. Specific Views can be created that
make viewing particular addresses much simpler (see Creating Views Section...). Addresses are
also where to go to create a new address or edit an existing address. Address data quality issues
may also be corrected here (see Data Quality & Reporting Issues section 4.3)

B District Combinations
This tile contains all district combinations (DCs) within a particular municipality. Selecting a
particular DC code will list all of the districts associated to that district combination. District
combos and their associated districts determine the geography of a particular ballot style.

B Jurisdictions
This tile contains a list of all the Jurisdictions within the State of Wisconsin; this consists of
counties and municipalities.

B Districts
This tile contains a listing of all the districts in the State of Wisconsin. There are several views for
different district types as well as a more useful view called My Districts that lists all the districts
within the given county or municipality that a clerk is logged into.

B District Types
This tile lists all the 19 different district types within WisVote.
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Key Terms

B Address Pin
A cone-shaped pin that represents the location of a voter address in WisVote

B Boundary Exception
Any address pin that is within 50 meters of a district combination boundary

m DC
Abbreviation for a district combination; DCs are created using the boundaries of wards overlaid
with school districts creating the smallest possible geographic area that can be on a ballot

H  Geocode
Description used to determine the location of an address pin

B Geocode Exception
Address that the system is not certain of the geocoded location; represented by a red address pin

B  Geocode Warning
Address with a margin of error of the geocode location; represented by an orange address pin

Mapping and Address Pins

Pins are used to represent a specific address on the map. The colors and symbols of the pins mean
different things in WisVote. If multiple voters reside at one address all of those voters are represented by
a single pin within the District Combo map screen. For addresses with multiple units, each unit will have its
own pin. A correction of a single pin will correct all the voters at that particular address.

There are several different ways to view district maps and address locations in WisVote. The two most
common ways are through the particular district combination record or through a specific address record.

Navigating Mapping Features
There are a number of useful features on the maps:

On the lower right-side of the map there is a plus (+)
and minus (-) to adjust the view. Some pins may
appear outside an initial map view. Zoom out when
necessary to view all the affected pins.

NTstst

In the upper-left corner of the map display there are
two buttons, 1) Map and 2) Satellite. Selecting the ;
Satellite button will give the map a satellite overlay. ok .
While the satellite overlay can be useful for placing ®i
pins directly on homes, it is recommended to only 1 ;
use the satellite overlay when the map is tightly
zoomed.
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7.2 Addresses

7.2 Addresses

In WisVote, a user can enter a new address into the system, prior to receiving a voter registration form.
For example, if a new subdivision is being developed and the lots have been surveyed and the addresses
assigned, the addresses for the new subdivision can be entered into WisVote before a voter registration
form with one of the new addresses is received.

Add a New Address

1. Click the Addresses tile to open the Address view page

2. Click the +New button to open the New Address form

' | ADDRESS v

W Mame b

+ My Addresses v

1000 E BRUNSOM 5T, PR DU CHIEN, WI 33821-2347
1000 E FOWLER 5T, PR DU CHIEM, WI 53821-2842

1000 EIOWA 5T, PR DU CHIEN, WI 53821-1813

Addresses | v

4+ new| DO COPYAUNK| v e EMAILAUNK| ~  [f] RUN REPORT -

Address Line

1000EBRUNSOM...

1000EFOWLERS...

1000EIOWASTP..,

Unit Mumber

Unit Type

3. Enter the House Number, Street Name, Unit Type, Unit Number, Postal City, and Postal Code,

click Process

Note: The District Combo field and map will populate after clicking Process

ADDRESS

New Address

RESIDENCE

House Mumber ™
Street Mame ®

Building Mame

1019
E WISCOMSIN ST

WisVote User Manual
August 2016
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Chapter 7 Address Management

7.2 Addresses

4. Verify the address pin is in the correct location; if the address pin is not in the correct location,
click on the pin and move it to the correct location

Map Satellite
Maoiinds N N
National o o
Monument £ yirneny &
L L
-
i
§
=3 Limery Ridge
Savanna State
Chiffweod Dr [Natural Area
_.;’I
|
eagerich St
= f" Radio Ln
! r
3 z z k it
[ e ) o
a o x
i @ 1 (7
Z .3 Prairie , (2D B
S o du Chien
i) % -
Google
Map data 22016 Google TermsoflUse Report a map error

5.

Click Save, to save and review the address information or Save & Close to save the new address
and return to the Address view page

Note: The new address will now appear in the My Addresses view

Search for, and Edit an Address

1. Click the Address tile to open the Address view page

2. To search for an existing address, enter the address in the search bar

Note: exclude or abbreviate the street type (St, Ave, Ct, Rd, Cir) to produce results

= My Addresses (=TT
v Mame Address Line Unit Mumber Unit Type

1000 E BRUMSOM 5T, PR DU CHIEM, WI 53821-2547 1000EBRUNSOM...

1000 E FOWLER 5T, PR DU CHIEM, WI 33821-2542 1000EFOWLERS...

When searching for addresses with a large number of apartments or units, or an address combination
that would produce a high number of results, enter the address without the directional (802 5th).

For example, to search for 1234 N Park St, enter: 1234 Park St. For all searches omit the unit type, for
3400 N Maryland Ave Apt S1720, enter 3400 Maryland Ave S1720. Do not use quotations. Click the
name of the address in the search results grid to open the address record

Review and update the address information; click Save to save and review the updated information,
or Save & Close to save and return to the Address view page
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Move the Address Pin to Edit an Address

1. Click the Addresses tile

Locate an existing address record in the My Addresses view, or enter the address into the search bar
to search for an existing address

3. Click the name of the address in the addresses grid to open the address record

== Sea rch Resu[‘ts v [ | & wisconsin st
~ | Mame 4 District Combao Jurisdiction Boundary Excep';.... District Combo B.. GeoCode Status Status ¥ 2
l 1002 E WISCOMNSIN 5T, PR DU CHIEN, WI 538211623 l 12271-006-4343-1 CITY OF PRAIRIEDU C.. Mo 12271-006-4343..  Valid Active
1007 E WISCOMSIN 5T APT 103, PR DU CHIEN, W1 33821-..  12271-005-4343-1 CITY OF PRAIRIEDU C.. Mo 12271-005-4343..  Valid Active

4. Use the address map to zoom in on the address pin

Note: You can use the plus (+) sign in the lower-right corner of the map to zoom in and the minus (-)
sign to zoom out. You can click and drag within the map to change the area of the map display

Left-click and hold-down on the address pin; move the pin in the map to change the location of the
address pin

Note: count parcel data available online to determine the correct location of a particular address

6. Place the pin in the correct location, a black hat will appear on the top of the address pin

Map Satellite
Maunds X N
National v ) o &
Manument * e &
L

=l

.2

5 -

= Limery Ridge

Savanna State
Cliffweed D [Natural Area
®
(k]
@ r.-::.'.L:‘!lE-"*ﬁl
= -3 Radio Ln
e = : £ ik
:7'“ h @ =
@ ‘n&x‘ F 4
@ B |
2 g Pralrie , @ +
E ooy du Chien
& = -
Google
Map data 82016 Google Terms of Use  Reporta map error

7. Click Save, to save the record or Save & Close to save the record and return to the Address view page
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Address Already Exists in Database

When entering an address for a voter sometimes an error message will state the address already exists
in the database. First verify the address is entered correctly. If not, choose cancel and edit the address
making it no longer a duplicate entry.

If the address is entered correctly the error may exist for another reason. This is usually because while
the address exists, it is Inactive. Those addresses from SVRS that did not have district combination (DC)
numbers or where pin locations were never validated were migrated to WisVote as inactive.

Address already Exist In database

1019 E WISCONSIN ST APT E, PR DU CHIEN, WI 53821-
1610

The address you have entered is a duplicate of an address
already existing in the CITY OF PRAIRIE DU CHIEN -

CRAWFORD COUNTY. Hit OK to close the form without
saving. If this is an error or a different New address still
needs to be entered hit Cancel.

Inactive Address Resolution

Verify the address has a DC and both it and its pin location are correct, and then Activate the address.
1. Click the Addresses tile

2. Enter the address in the Search for records field

3. Click on the address name to open the record

+ new Ao o acTvaTE ElsHOwMAP v [Q DEACTIVATE e EMAILALINK | v see

.

+ Search Results ~ 10009t x|
v| MName | District Combo | Jurisdiction | Boundary Except..] Districi Combo B.. GeoCode Status | Status | ¥ &
v [1_0005 9TH ST, PR DU CHIEN, Wi 53821-2307 ] 1227100245431 CITY OF PRAIRE DUC..  No 122710024543, Valid Active

4. Review the address pin location and district combo

= If the pin is incorrect, move the pin to the correct location [’] 1000'S 9TH ST. PR DU CHIEN, W1 53821-2307
JEMERAL
= If the district combination incorrect or missing, select the ———— —
correct DC et 3o .

5. Select the Activate button. o
6. Click Save & Close -
This address will now appear in the list when adding .- :
voters to this address. : :

[ District Combo®  12271-002-4543-1 }
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Deactivate an Address

Maintaining accurate data is paramount to address management as many aspects of election
management are tied to an address. Deactivate the address: if an address has incomplete address info;
if the address is outside the municipality; or if the address does not exist. Do not disenfranchise your
voters. Before deactivating an address verify no voters are associated with that address.

1. Click the Addresses tile to open the Address view page

2. Enter the address in the Search for records field

3. Click on the address name to open the record

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

5. Click the Voters tile in the top navigation bar

% WISVOTE « ' | ADDRESS v Addresses | v 10 TALCOTT AVE. FO., [3-

Commaon

-,
| |
AUDIT HISTORY

ELECTED OFFICIALS

6. The Contact Associated view will open; all active voters assigned to the specific address will display
in the grid

ADDRESS

10 TALCOTT AVE, FORT ATKINSON, W

Contact Associated View ~

|Z', ADD EXISTING VOTER Ill CHART PANE = [¥] RUN REPORT ~ ﬂa EXPORT VOTERS SCHEDULE EXP

v MName 4 Phone
Keefe, Thomas R 920-854-7777
Keefe, Kerry M

= If no contacts are listed, click the specific address in the top navigation bar to return
to the address page;

% WISVOTE « # ADDRESS v~  Addresses | v« 10 TALCOTT AVE, FO.. | «

= If contacts exist, see Contacts Exist in Associated View

7. Click the Deactivate button
Note: to re-activate click the Activate button; the button displays on deactivated addresses

BHsave Ersave&aclose == NEw X CANCEL | [@ DEACTIVATE
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Contacts Exist in Associated View

Actions to take if a voter is associated with a bad address

B If the voter registered in the wrong municipality: the voter should be contacted, the voter record
inactivated, and the address should be inactivated (and notify the Elections Helpdesk to move the
address to the correct municipality)

B If there is a typo in the address: correct the address, this will automatically update the voters
address info; do not deactivate address

B Ifitis not a valid address: consult the voter’s voter registration form (EL-131) and verify the
address matches the WisVote address. If any discrepancies exist correct the address. If the
addresses are the same contact the Elections Helpdesk

Address Span Report

The address span report can be used to assist voters in determining where their voting location is for

a given election based on their address. The address span report only reflects active addresses within
WisVote (regardless of whether or not there is a voter assigned to them). For a complete address span
of all addresses within your municipality you should contact your county or local land information office.

1. To run the address span report, click the Addresses tile to open the Address view page

EXPORT TC
2. Click Run Report at the top of the Address view page _ﬂ—

Run on All Records

3. Select Address Span from the drop-down menu Address Exceptions

Address Span

4. The report will generate in the report viewer window

5. To run the report for a specific election, click the Election Name drop-down menu in the report viewer
and select the desired election

6. Click the View Report button to generate the new address span report

Election Name | [ 2016 Partisan Primary 7 |

7. Click the Save & Export button to save and export the report H-|

Note: Save & Export the report in Excel to quickly filter and sort the report
XML file with report data

[ Exce

TIFF File
Word
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7.3 Districts

District Combinations

District combinations are commonly referred to as district combos or DC's. They are a unique series of
numbers and dashes. No district combo is the same. District combination boundaries are created using
the boundaries of wards overlaid with school districts creating the smallest possible geographic area that
can be on a ballot.

For the majority of the state, school district and ward boundary updates are received directly from county
land information offices. Counties are now required to submit ward, municipal, and supervisory district
boundary changes to LTSB (Legislative Technology Services Bureau) twice a year on January 15 and July
15. Elections staff is working with LTSB to receive these updates directly from them on a regular basis
prior to the Spring and Fall election cycle. Most district combinations have a map associated to them that
can be viewed and used for data quality verification.

15281-001-5642-1

15 = Door County

281 = DOA (Department of Administration) assigned HINDI code (municipal code)
001 = Ward 1

5642 = Sturgeon Bay Unified School district

1 = the last number represents whether this particular district combination has a sanitary district
or is in more than one school district

Access a District Combination Map

1. Click the District Combos tile

2. The District Combo View page will open and display the My District Combos view; click the District
Combo name field to open the District Combo record

+ My Districts Combos ~ Searchfo records o
v | Mame 4 | Jurisdiction | Modifiedon | T =
1227100145431 CITY OF PRAIRIE DU CHIEN - CRAWF...  3/1/2016 5:06 P
[ 12271-002-45431 ] CITY OF PRAIRIE DU CHIEN - CRAWF...  3/1/2016 5:06 P
12271-003-4543-1 CITY OF PRAIRIE DU CHIEN - CRAWF...  3/1/2016 5:06 PI
12271-004-45431 CITY OF PRAIRIE DU CHIEN - CRAWF...  3/1/2016 5:06 PM
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The General tab on the District Combo Information page contains the Name, District Combo Code,
Description, County, Jurisdiction, and Map fields

The Map field will be checked if the map includes the district combo boundaries.

% WISVOTE v #Y | ADDRESS v District Combos | v  12271-002-4543-1 | v

B savE EPSAVE&CLOSE = NEW X CANCEL  [@ DEACTIVATE = EMAIL A LINK
erf_":-\la:ﬁ?‘- DISTRICT COMEBO : INFORMATION

s

i 122/71-002-4543-1

GENERAL

DETAILS

Mame ™ 12271-002-4543-1

District Combe Code ™ 12271-002-4543-1

Description City Of Prairie Du Chien - Ward 2 - 5plit 1

¥ County CRAWFORD COUNTY

% Jurisdiction CITY OF PRAIRIE DU CHIEN - CRAWFORD COUNTY
Map

The District Details tab contains the Districts grid; the Districts data grid contains all of the specific districts
that are an attribute of the district combo

DISTRICT DETAILS

DISTRICTS

4+ NEW
Mame District Type Jurisdiction .

-Wisconsin State ) STATE OF WISCOMSIN

City of Prairie du Chien - Ward 2 Ward CITY OF PRAIRIE DU CHIEN - CRA
Congressional - District 3 Congrassional STATE OF WISCOMSIM

State Senate - District 32 State Senate STATE OF WISCOMSIN

Assembly - District 96 State Assembly STATE OF WISCOMSIN

Court of Appeals - District 4 Court of Appeals STATE OF WISCOMSIN

Crawford County County CRAWFORD COUNTY

Review the Districts associated with the district combos when there is a boundary change to ensure
accuracy. Depending on the election, the different district types will be utilized to derive ballot styles
which determine the ballot a particular voter receives.
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Click the Map tab at the bottom of the District Combo record to expand the view and display a map
of the district combo. The boundaries of the district combo are defined by a dark red outline and red
shading, it is the actual geographic area represented by this particular district combo.

&9 (Ve ] ( i+ 11 -~ E——
MER|IOFROO® @O @) @2 X e
)
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Districts

The district tile lists all the districts within WisVote. By changing the view to My Districts you can see all
the corresponding districts within the jurisdiction you are logged into such as, ward, assembly, aldermanic,
and supervisory. Specific districts are attributes of district combinations. There are also several views for
each district type that can be utilized to view information about a given district.

District Types
= State of Wisconsin = County = School
= Congressional = County Supervisory = High School
= State Senate = Multi-Jurisdictional Judge = First Class School
= State Assembly =  Ward = Technical College
= Court of Appeals = Municipality = Sanitary
= District Attorney = Aldermanic = Incorporation

= Circuit Court

WisVote User Manual Page 3 of 5 Section 7.3
August 2016 173



Chapter 7 Address Management 7.3 Districts

Map Icons

5O
.;N-] |

=]

-

e @

3|

SAVE |

WisVote User Manual

x

View Districts: review several districts within the area of the respective district combo.

View Adjacent Districts: review any districts that are adjacent (or touching) the respective district
combo.

Clear Added Districts: clears any districts that were added by using the View Districts and/or View
Adjacent Districts.

View Geocode Exception: displays address pins associated to active voters that are associated
to an address marked as Invalid Geocode.

View Geocode Warnings: displays address pins associated to active voters that are associated
to an address marked as a Geocode Warning.

View Geocode District Combo Mismatch: displays any addresses that are assigned to one district
combo but geographically appearing outside of that district combo’s boundary.

View Boundary Exceptions: displays any address pin that is within 50 meters (or about 160 feet)
from a district combo boundary that has not yet been verified.

Confirm: marks the pin as corrected or verified without actually moving the address pin.
Note: This button only becomes active if one of the other address exception type buttons
was clicked.

View Addresses Near Border: displays all address pins within 50 meters (160 feet) of a district
combo border.

View All Addresses: displays all address pins assigned to the district combo being displayed.

Clear Addresses: clears all the addresses that have been displayed on the map.

Refresh: refreshes the entire map display without saving any changes.

| Cancel: cancel any mistakes or the accidental moving of any pin.

Note: This button will only be activate if an address pin is moved.
Save: save any changes made within the District Combo mapping screen

Note: anytime an address pin is moved it will get a black hat, saving the record
will remove the black hat
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7.3 Districts

Jurisdictions

A jurisdiction record exists for every municipality and county in Wisconsin and contains several fields

of key information that connect to several other areas of WisVote.

The following fields in the Jurisdiction record are locked and can only be edited by Wisconsin Elections
Committee staff. Notify the Elections Help Desk if any updates are required.

B Jurisdiction Full Name: name of the municipality and county that the municipality is in; if a
municipality is in more than one county the Jurisdiction Full Name will appear as, "Municipality
Name” - Multiple Counties

B Parent Jurisdiction: jurisdiction one level above the jurisdiction being viewed; the county is the
parent jurisdiction for the municipalities located in that county; the Parent Jurisdiction for all
counties is the State of Wisconsin

B Jurisdiction Name: name of the jurisdiction

B Jurisdiction Level: State, County or Municipality

B Municipality Type: City, Town, or Village; will only appear if the jurisdiction level is municipal

B FIPS Code: Federal Information Processing Standards code used to link the jurisdiction record
with mapping features associated to district combinations; FIPS codes are a common code
utilized by GIS applications

B Census Year: the year that the most recent Population count and Voting Age Estimate population
count comes from

B HINDI Number: code associated to every municipality, the first two digits are the county code
and the last three digits are the municipal code

JURISDICTION : INFORMATION

CITY OF PRAIRIE DU CHIEN - CRAWFORD COUN...

GENERAL

Jurisdiction Full |
Name

Parent Jurisdiction *
Jurisdiction Name ™

¥ Jurisdiction Level *
'Munic\pahty Type

PFPS code™

Chief Election Official

¥ Chief Election Official *

Municipal Address ™
Mailing Address *
BE* Email

Phone *

+
Fax

Prite”

'Deputy Election Official
Municipal Address ™
Mailing Address *

B Email

Phone *

+
Fax

¥Web Site

CITY OF PRAIRIE DU CHIEN - CRAWFORD COUNTY

CRAWFORD COUNTY
PRAIRIE DU CHIEN
Municipal

City of

65050

Barbara Elvert

214 E BLACKHAWK AVE, PR DU CHIEN, WI 52821-1531

214 E BLACKHAWK AVE BOX 324, PR DU CHIEN, W1 53821-1531
belvert@prairieduchien-wigov

6083266406

6083268182

CITY CLERK

Cassie Rickleff

214 E BLACKHAWK AVE, PR DU CHIEN, WI 53821-1531

214 E BLACKHAWK AVE BOX 324, PR DU CHIEN, W1 52821-1531
pdcassistant@mhtc.net

6083266406

6083268182

PRAIRIEDUCHIEN-WLGOV

¥ Census Year™
'Population*

'Volmg Age Estimate ™
 Hindi Number *

Voting Equipment

¥Voting Equipement Type
¥ Voting Equipment
Purchase Date

¥ Accessible Equipement
Type

¥ Accessible Equipment
Purchase Date

'Volmg Equipment System

Election Related

Reporting Units Not O
Required

¥Poll Book No Page O
Break

¥ Schedule Poll O

Books?

Map

2,014
5874
4,646
12271
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Chapter 7 Address Management 7.4 Data Quality

7.4 Data Quality

In WisVote, an address may be flagged with one or multiple exception types to notify the user. The
different exception types may be resolved by accessing an individual address record or for multiple
records, accessing the district combination record.

Types of Address Exceptions

B Boundary Exception: any address pin that is within 50 meters of a district combination boundary

B DC: Abbreviation for a district combination; DCs are created using the boundaries of wards overlaid
with school districts creating the smallest possible geographic area that can be on a ballot

B Geocode: description used to determine the location of an address pin

B Geocode Exception: an address of which the system is not certain of the geocoded location;
the geocode represented by a red address pin

B  Geocode Warning: an address which there may be a margin of error of the geocode location;
the geocode is represented by an orange address pin

Types of Mapping Problems

New Streets and Street Name Changes

When a new street is created or a street name changes in your jurisdiction, the updated address
information should be reported to the United States Postal Service (USPS) as soon as possible.
WisVote validates all addresses against the information in the USPS database.

Municipalities should report new street and street name changes to USPS through their local
postmaster. Many municipal planning departments have contacts with the postmaster and report
these types of changes regularly.

Streets that are Missing or Named Incorrectly on the Street Maps

If a street is missing or named incorrectly, please contact the Elections Helpdesk immediately

District Boundary Errors

Boundary line errors should be reported immediately to the Elections Help Desk. The municipality
will be notified prior to updating district boundaries in WisVote and provide a list of impacted voters
whose district combinations may need to be changed as a result of the correction. A voter’s district
combination will only change in WisVote if it is approved by the clerk.

District boundaries are generally not updated after absentee ballots are issued for an election
immediately after an election when voter participation is being recorded. Staff will work with clerks
to determine the most appropriate time to update their jurisdiction’s district boundaries.
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Correct a Boundary Exception

From the Address Record:

1. Click the Addresses tile
o + My Addresses v
2. Change the view; click the drop-down arrow next to the My vy -
Addresses view, select My Boundary Exceptions to display system Views
. .. . All Address
the addresses in the municipality flagged as boundary i hve care Faciite
; Iy Active Cars H
exceptions Iy Adgress Excastions -
My Addresses
3. Click the name of the address in the my boundary My Boundary Exceptions
exceptions grid to open the address record My Geo DC Mizmatch
by Geccode Exceptions
by Gaocode Warnings
we Addresses
*+ My Boundary Exceptions ¥ Search fo ecfeone Ve
ers as Maw
o ers to Current
W MName 4 Jurnisdiction ID B -
I 808 JEFFERSON AVE, CHIPPEWA FLS, Wi 54729 ] CITY OF CHIPPZWA FALLS
4. Verify the pin location of the address, click and move the address pin to the correct location
ADDRESS
358 W CEDAR ST, CHIPPEWA FLS, WI 54/29-1141 -
GENERAL
RESIDENCE
House Number * 358 [[zopm: 131
Street Name " W CEDAR ST |@ -
Building Name Map  Sateliie E‘f |
Unit Type ':5
Unit Nurnber g ;’“;,
Postal City ™ CHIPPEWA FLS El
State * 8 wr
Postal Code ™ 54729-1141
’ Pr;c;ss Q A
DETAILS
¥ jurisdiction * CITY OF CHIPPEWA FALLS - CHIPPEWA CO' | § L
District Cambo ™ 09211-002-1092-1 J_ LG @) e 4‘1\,.?’:
Care Facility I 5 . oo i
) et
@[::I +
Go gle E Mapfiia@msioog\ewrermsafuae Re/p.n:ar;\;pewor
5. Click Save & Close to return to the Address view page
Note: The address will no longer appear in the My Boundary Exceptions grid
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Correct a Boundary Exception from the District Combination Record:

1. Click the District Combos tile

2. On the District view page, click the District Combination below the name field to open the District
Combo Information page

3. Click the Map tab to expand the view

4. Click the View Boundary Exceptions ? || button above the map

5. Verify the pin location of the address, click and move the address pin to the correct location

6. Click Save & Close to return to the Districts Combos view page
Note: The address will no longer appear in the my boundary exception grid

Correct a Geocode Exception

From the Address Record
1. Click the Address tile

2. Change the view; click the drop-down arrow next to the My Addresses view, select My Geocode
Exceptions to display the addresses in the municipality flagged as geocode exceptions

+ Wy Addresses v
System Views
All Address
by Active Cars Facilities
My Adcress Exceptiors 201
My Addresses
by Boundany Exceplions
by Gao DT Mizmatch
Wy Geccode Exceptlions
hly Geccode Warnings
by Inactive Addresses
Create Parsonsl View
Save Filters as MNew View

Save Filters to Current View

3. Click the name of the address in the my geocode exceptions grid to open the address record

+ Iy Geocode Exceptions v Search for records I
v | Mame P Jurisdiction ID DistriciCc W f+)
106 THERSROOK 5T, CHIFFEWA FLS, WI 54729 CITY OF CHIFFEWA FALLS - CHIFFE.. 0E211-001-10%2-1
122 WATER ST, CHIPPEWA FALLS, WI 54729 CITY OF CHIFPEWA FALLS - CHIFFE.. 05211-001-10%2-1
1342 DWIGHT 5T, CHIPPEWA FALLS, WI 54729 CITY OF CHIFFEWA FALLS - CHIPPE.. 058211-002-10%2-1
1400 PUMPHOUSE RD 20, CHIPPEWA FALLS, WI 54729 CITY OF CHIFPEWA FALLS - CHIPPE.. 0E211-005-1082-1
320 COLOME ST APT 101, CHIPPEWA FLS, WI 34729 CITY OF CHIFPEWA FALLS - CHIFFE.. 05211-004-10%2-1
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4. Verify the pin location of the address, click and move the address pin to the correct location

5. Click Save & Close to return to the Address view page
Note: The address will no longer appear in the my geocode exceptions grid

Correct a Geocode Exception from a District Combination Record:

1. Click the District Combos tile

2. On the District view page, click the District Combination below the name field to open the District
Combo Information page

3. Click the Map tab to expand the view

4. Click the View Geocode Exceptions , button above the map

5. Verify the pin location of the address, click and move the address pin to the correct location
6. Click Save & Close to return to the Districts Combos view page

Note: The address will no longer appear in the my geocode exception grid

Correct a Geocode Warning

From the Address Record:
1. Click the Address tile

2. Change the view; click the drop-down arrow next to the My Addresses view, select My Geocode
Warnings to display the addresses in the municipality flagged as geocode warnings

3. Click the name of the address in the my geocode warnings grid to open the address record
4. Verify the pin location of the address, click and move the address pin to the correct location

5. Click Save & Close to return to the Address view page
Note: The address will no longer appear in the my geocode warnings grid

Correct a Geocode Warning from the District Combo Record:
1. Click the District Combos tile

2. On the District view page, click the District Combination below the name field to open the District
Combo Information page

3. Scroll down the page; click the Map tab to expand the view
c{\

4. Click the View Geocode Warnings button above the map

5. Verify the pin location of the address, click and move the address pin to the correct location

6. Click Save & Close to return to the Districts Combos view page
Note: The address will no longer appear in the my geocode warnings grid
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8.1 Clerk Training

2005 Wisconsin Act 451 requires that all municipal clerks attend a Wisconsin Elections Commission
sponsored training program at least once every two years. Wis. Stat §7.15(1m). All Wisconsin municipal
clerks must attend the Municipal Clerk Training Core Curriculum Course (MCT Core), by law, before they
are certified to conduct an election.

Municipal clerks must take and report a minimum of six hours of election training every two years to
recertify for the subsequent term. Clerks are required to report their training to the WEC as the agency
is tasked with tracking clerk training to ensure they are in compliance with state laws.

Clerk Training Requirements

If a new clerk takes the 3-hour MCT Core class, the clerk is certified to conduct elections in the current
term. For example, the new clerk takes the MCT Core class on January 10, 2015. The clerk is certified to
conduct all of the elections in the 2015-2016 term.

If a new clerk takes the 3-hour MCT Core class and an additional three hours of approved election
training, for a total of six hours, the clerk is recertified for the following term. For example, if the new clerk
takes the MCT Core class plus three hours of election training in the 2015-2016 term, the clerk has
recertified for the 2017-2018 term.

If a certified clerk takes a minimum of six hours of approved election training in the current term, the clerk
is recertified for the following term. For example, if a certified clerk takes at least six hours of approved
election training in the 2015-2016 term, the clerk is recertified for the 2017-2018 term.

If a clerk does not take a minimum of six hours of approved election training in the current term, the clerk
loses certification and must retake the 3-hour MCT Class as part of the six hours of required training in the
next term. For example, if a clerk does not take at least six hours of approved election training in the
2015-2016 term, the clerk must take six hours of approved election training before the first election in the
2017-2018 term. Three of the six hours must be the MCT Core class.

Failure to report election training in a timely
manner may result in the clerk’s loss of
certification to conduct elections!

Clerk Training Tile - System Views

The clerk training tile has three system views: Submitted Training, All Approved Training and All Denied
Training. The Submitted Clerk Training view is the default view. To switch views, click the name of the
view and select the preferred view from the drop-down list.

Submitted Clerk Training Clerk trallnlng records that have been submitted; this is the
default view
All Approved Training Clerk training records that have been approved by the WEC
All Denied Training Clerk training records that have been denied by the WEC
Page 1 of 3 Section 4.1
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Enter a Clerk Training Record [I] The system will not allow a user to
enter future training dates!

1. Click the Clerk Training tile

2. Click the +New button at the top of the Clerk Training view page to open a new Clerk Training

Record
B SAVE [EJ'SAVE&CLOSE =+ NEW + APPROVED X CANCEL Lo
CLERK TRAINING
New Clerk Trainin
g & Pending Apprc
General
Name " DO | Date Attended * -
¥ Jurisdiction ™ B - Term* 2015 - 2016
Class Description . - Comments -
Hours * -

3. Enter the Clerk’s First, and Last Name, then press enter or click the magnifying class to display the
results

4. Click the name of the clerk from the drop-down list of records

Name ™ rosemary fosted D
¥ Jurisdiction ® 8 [2] rRosemary Foster
Active CITY OF FITCHBURG - DANE C...

Class Description ™

* Look Up More Records
Hours

1result + Mew

5. Click the Class Description field to display the training class options, then select the training type
from the drop-down list

6. Enter the number of hours earned for the training class in the Hours field
Note: Round up by the quarter hour

7. Enter the Date the training class was taken in N
the Date Attended field (formatted Date Attended 7/1/2016

MM/DD/YYYY) Term ™ 2015 - 2016

8. Click the Term field to select the training term Comments Phato ID Wehinar

9. Enter a comment in the Comments field
(optional)

10. Click Save, to save and add additional information to the record or Save & Close, to save and return
to the Clerk Training view page
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Review a Submitted Training Record

1. Click the Clerk Training tile
2. Change the view on the Clerk Training view page to,, “Submitted Clerk Training”

3. Double click the Class Description field to open and review the submitted clerk training record

*+ Submitted Clerk Training ~ Search for records o
v Name P Class Description Date Attended Hours Term Status Reason
Rosemary Foster GAB Webinar Training K 7/1/2016 1.00 2015 - 2016 Pending Approval
4)

Clerk Training Record Approval

Training submitted by a clerk will be marked, “pending” in WisVote. Board staff will review the training
submitted and mark it as “approved” or “denied.” Clerks will receive an email notification when training
has been received, approved, or denied. Training denied will include the reasoning for the denial.

= Response when training is submitted:
Thank you for submitting your election training session. You will receive a separate email when
your training report has been reviewed and approved by Elections staff.

= Response when training is approved:
Your election training session has been approved. This information will be a permanent part of
your clerk training record and will count toward the minimum of six hours of election training you
need to recertify for the next term.

= Response when training is not approved:
Your election training session has not been approved by Elections staff for the following reason:
(reason for non-approval will be displayed)

= Response when a new clerk record is set-up:
Congratulations on your new position! State law requires that new municipal clerks take the
3-hour Municipal Clerk Core training class to be certified to conduct elections for the current
term. This class must be taken via a live webinar conducted by Elections staff or an in-person
training class with a certified clerk-trainer.

= Response when a clerk has submitted sufficient hours to recertify for the next term:

You have submitted a minimum of six hours of election training in the current term
and have successfully recertified for the next term.
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8.2 Election Worker Training

Election worker records can be created and modified in WisVote to assist with tracking election
assignments and election worker training information. Election workers can be assigned to a position,

an election, reporting unit and polling place. Polling place locations and election plans should be setup
in WisVote before creating election worker records.

Election Workers Tile - System Views

The election workers tile has three system views. The Available Election Workers view is the default view.
To switch views, click the name of the view and select the preferred view from the drop-down list.

Available Election Workers

Election worker records with an available worker status;
it is the default view

Unavailable Election Workers

Election worker records with an unavailable worker status

All Election Workers

Election worker records with an available and unavailable

worker status, and deactivated records

Add a New Election Worker Record [I] Only the Last Name,

First Name and Address
fields are required

1. Click the Election Workers tile

2. Click the +New button to add a New Election Worker
3. Enter Phonel number

4. Enter the Last Name, First Name, Address and any additional information in the optional fields
in the New Election Worker page

ELECTION WORKER

New Election Worker

General

Last Mame Address * For All Future Election ] Worker Status ~ Available
First Name * Email Language

Middle Name Phonel _ ¥ Jurisdiction * CITY OF FORT ATKI!

Date Of Birth

Social Security No

5. Click Save to save and add additional information to the record or Save & Close to save and return
to the Election Workers view page

Add an Election Worker Assignment
1. Click the Election Workers tile

2. Click the Election Worker Name in the Available Election Workers grid to open the Election Worker
record
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8.2 Election Worker Training

3. Click the Election Assignment tab to expand the view
4. Click the +New button to add a new election assignment record

Election Assignment

MName T Election Pasition AN

Mo Election Waorker Assignment records found.

=] Assignec

5. In the new Election Assignment page, select the position assigned to the election worker in the

Position field

ELECTION WORKER ASSIGNMENT

General

Election Worker ® Merriman Clive AM O

Position * Chief Inspector ) PM O
ChiefI tor/Special Voti

Election [e. FEpesion ipedal Yt Political Party O
Election Greeter ;

: Nominee
) ) Election Inspector

Assigned Reporting Election Inspector-Student Pay Rate -

Unit Election Inspector/Special Ri

Assigned Polling ¥ Jurisdiction *

Place

New Election Worker Assignment

CITY OF OSHKOSH - WINNEE! !

Status Reason

& Active
Needs Transportation O
Miles to Work o
Hours Worked =

6. Select the Election, and the Assigned Reporting Unit and Polling Place from the drop-down lists

7. Select the AM and/or PM box to indicate the time of day the election worker is assigned to work

8. Select the Political Party Nominee box for political party affiliated election workers, then select

the political party they are affiliated with from the drop-down list

9. Enter any additional transportation or payroll information

10. Click Save to save and review the election worker assignment or Save & Close to save and return

to the Election Worker Record

Add an Election Worker Training Record

1. Click the Election Workers tile

2. Click the Election Worker Name in the list of Available Election Workers

3. Click the +New button below the Training tab to open the New Election Worker Training window
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8.2 Election Worker Training

4. Enter the Class Description, Number of Hours, and the Date the training was completed

Note: Future training dates cannot be entered

ELECTION WORKER TRAINING

General

cie e . ’ -
Election Worker Suzy Smith
- L]
Class Description
-
Hours

Approval Status Pending

New Election Worker Training | geas™

Date Attended ' -
Term " 2015 - 2016

Comments e

5. Click Save to save and review the training information or Save & Close to save and return to the

Election Worker Record

Update the Status of an Election Worker

Election workers are automatically assigned to a worker status of available when their record is created.
If an election worker is not available to work at the present time but may be available again in the future,
their status can be changed to unavailable. If an election worker is not available for the indefinite future

their record can be deactivated.
1. Click the Election Workers tile

2. Click the Election Worker Name in the Available
Election Workers grid

3. Click the Worker Status field to display the Worker
Status options

4. Select Available or Unavailable to update the
election worker status

5. Click Save to save and review the election worker
record or Save & Close to save and return to the
Election Workers view page

Deactivate an Election Worker Record

Election workers can have a worker
status of available or unavailable.

However, an election worker record
can be deactivated and reactivated.

If an election worker is not available for the indefinite future their record can be deactivated.

1. Click the Election Workers tile

2. Click the Election Worker Name in the Available Election Workers grid
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8.2 Election Worker Training

3. Click the Deactivate button at the top of the Election Worker Record

% WISVOTE v+ M | TRAINING v Election Workers

Merriman Clive | «

= sAVE

B SAVE & CLOSE == NEW % CANCEL

ELECTION WORKER

Merriman Clive

[ DEACTIVATE

4. Review the deactivated record, then click Cancel to return to the Election Workers view page
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