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Using WEDCS 
 
Accessing and Navigating WEDCS 
 

1. Enter the URL http://svrs.wi.gov into your Web browser. 
 

 
 

2. Click OK 
3. Type your SVRS user name and password. 
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4. Click the Log On button. 
5. Select the WEDC icon. 

 

 
 

6. WEDCS will open in a new window. 
 
 
Entering the Data into WEDCS 
 

1. Log in to WEDCS. 
2. Select the appropriate election.  
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3. Select the appropriate reporting unit (you may need to double click). 

 

 
 

4. Click in the entry box for question number one. 
 

 
 

5. Enter the appropriate response. 
6. Use the TAB key to move to the next box. 
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7. If you do not know what the question is asking for, click the ? icon. 

 

 
 

 
8. If you do not know what the question is asking for, you can also hover your mouse over 

the (?) for further instructions. 
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9. Continue to enter correct responses. 
10. If a response is incorrect (use of letters and symbols), a red “Invalid” will appear next to 

the answer box.  Correct the response. 
 

 
 

11. After all data is entered, click the Save and Submit button. 
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12. A message will appear in the header of the main page indicating that you have 

successfully completed that reporting unit. 
 

 
 
Saving Unfinished Work 
 

1. Log in to WEDCS. 
2. Select the appropriate election. 
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3. Select the appropriate reporting unit. 

 

 
 

4. Enter data. 
5. If you do not know what the question is asking for, click the ? icon. 
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6. If you do not know what the question is asking for, you can also hover your mouse over 

the ? for further instructions. 
 

 
 
7. If not all questions are answered and you click the Save and Submit button, “Input 

Required” will appear below all the boxes that must be filled in for the form to be 
complete. 
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8. Click the Save button, if you have not finished entering data and need to leave the 

application. 
 

 
 

9. The Saved reporting unit will have “In Process” listed as its FormStatus. 
10. Once you are back to the main menu, select the same reporting unit. 

 

 
 

11. Enter missing data. 
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12. Click the Save and Submit button. 
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The Reports Function in WEDCS 
 
Printing a Report Using “Reports” 
 

1. Log in to WEDCS. 
2. Click Reports. 

 

 
 

3. Select the desired election in the Select Election drop-down list. 
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4. Select the desired Reporting Unit in the Please Select Reporting Unit drop-down list. 

 

 
 

5. Click View Report. You may need to scroll to the right in order to see the View Report 
button. 
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6. Click the Printer icon, which is located on the right side of the toolbar. 

 

 
 

7. The report will print. 
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Printing a Report from within the Reporting Unit Form 
 

1. Log in to WEDCS. 
2. Click the appropriate election. 

 

 
 

3. Select the appropriate reporting unit. 
 

 
 

  
4. Click the Print button. The Print button also saves data you are working on. If you have 

not selected Save and Submit for that reporting unit, you will have to go back in and click 
Save and Submit separately. 
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5. Click the Printer icon, which is located on the right side of the toolbar. 

 

 
 

6. The report will print. 
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Exporting a Report 
 

1. Log in to WEDCS. 
 

 
 

2. Click Reports. 

 
 

3. Select the desired election in the Select Election drop-down list 
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4. Select the desired Reporting Unit from the Please Select Reporting Unit drop-down 
list. 

 
 

5. Click View Report. You may have to scroll to the right to see the View Report button. 
The report will generate and appear below the menu bar. 
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6. Select the format for the report (Excel, PDF, etc.) in the Select a format drop-down list 
located on the menu bar. 

 

 
 

7. Click the word Export. (Export is located next to the Select a format drop-down list.) A 
new window will appear. 
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8. Click Save. A new window will appear. 
 

 
 

9. Enter V:\ and then an appropriate file name in the File name field. If you get an error 
message or you know V:\ does not work for you in SVRS, please skip to Step 13.  
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NOTE: V:\ does not work for everyone. Sometimes higher security settings, firewalls, 
and networks prevent documents from using V:\ to save directly to your C drive. 
 

 
 

10. Click Save. A new window will appear. 
 

 
 

11. Click Close. 
12. The file is now on your computer’s C drive. To retrieve the file, open your C drive. You 

can move the file to another folder or print it. You are finished. You do not need to do 
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any of the following steps. 
 

 
 

13. Enter an appropriate file name in the File Name field. 
14. Select My Documents in the Save in drop-down list at the top of the window. If My 

Documents is not available, click the green Back arrow or the Up One Level button 
 My Documents folder. next to it. You may need to select the Z drive to find the

 

 
 

15. Click Save. A new window will appear. 
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16. Click Close. The file is now in your Citrix My Documents folder. This folder is can be 
found on the login page. 

17. Return to the Citrix login page. You may need to log in again. 
 

 
 

18. Click the My Documents folder. 
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19. Click once on the report you exported to highlight it. 
 

 
 
20. Click Edit in your Web browser toolbar. 

1. Select Copy.  2
 

 
 

22. On your computer, open the folder that you wish to save the report in. 
23. Click Edit in your Web browser toolbar. 
24. Select Paste.  
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25.  The file should appear in the folder. 
 

 
 
 
 
 


