| statewide
-

Vi pr registration
sy mtes e

L Election Worker

Table of Contents

Setup an EIECHON WOTKET ...ttt e e e e et et e e e e e e e e e eeesennnnnenn 2

Add an Election WOrKer RECOIA .........veuiiiieii ettt e e e e e ea e eanees 2
USE EIECHON WOTKEI'S ...ttt e e e e e e e et e et e e e e e e e e aeeeeas 4
Update Election Worker Usage HISTOIY .......ccoovuuiiiiiiiiieeceeeeiiiis et e e e e e e et e e e e e e 5
Setup Special Registration Deputies Using the Election Worker Node ............ccoovvviiiiieeeenne, 6

Assigning a Special Registration Deputy NUMDEr ..........cooiiiiiii e 6
Record Election Worker Certification / Training Information ..............ccccccoiiiiiiiieeeiieciicee e, 7
Information on Election Workers and TraiNiNgS ...... oo ooiiieeiiiiiiin et 8

V12/28/2012 -1- Election Worker



| statewide
E.

W r registration
Y mym e ey

Election Worker

Setup an Election Worker

o

In SVRS, a person must have a Contact Record before you will be able to set them up as an Election
Worker. All registered voters have Contact Records, but the voter record should not be used to create an

Election Worker Record. A new Contact Record should be created for these individuals. See the Contacts
chapter of this manual for information on creating contact records.

|

Deputies.

The Election Worker record can be used to track not only work history by election, but also training. The
GAB uses Election Worker records to keep track of municipal clerk training and Special Registration

Add an Election Worker Record

i Before you add an Election Worker, you should

[ R

.
F
Yig o} Welcome to AESM
(C' make sure the worker has a contact record on B Voter (5 weovore
file that is not a voter contact record. If you are il cter peplcations ~ >4
. . TR T T | o <] Abszentes Applications
given lists of potential poll workers from local - \B Elections
political parties, you must also make sure that | ~ PR Electon arkers |
the contact record has the worker’s partisan | % Rl
S all e
affiliation. See the Contacts chapter of this || . =3 Payment
manual for further information. [J--E%}I Districts and Office Types
----- &@| Calendar
. . Reports
1. Inthe Main Menu, click on the - = Labels and Mailings
Election Workers node. (3 Scheduler
[]---m Administration
2. Click the Add Worker quick task.
Cantact ldentification ,A=~
3. Enter election worker information Mame: || k 3|
into the ElectionWorker form. i
a. Attach a Contact Record.
Contact Search - | O ll
i. CI|Ck the Address Book | Last Mame: | First Name: ‘ tiddle N ame: ‘ Sulfix: J Seaich Options
SMITH VIRGIMIA bl [ Mor-Person
'::|Ce(|)(;] neXt to the Name Diate af Birth: Soc Sec Mum: Party: [ Include Retired Contact Records
: | ]
Housze Mo: Streat Mame:
ii. Search for the worker’s | I
Contact record City: State: ZIP Code:
| j | ﬂ ‘ j Clase
iii. Double-click on the [ Count Ol — Cear
correct name in the grid
i ) s ere lo group by that column
to select, Whlch .fl||S in the - e il G
Contact Identification SMITH. WIRGIMIA LEE EAL CLAIRE,
section of the form.
iv. This will bring the contact information into the Election Worker record. If you have selected the
wrong contact, click the Address Book Icon again and select the correct one.
g % Please check the Owner column in the Contact Search screen. If the Owner is the State of
(EF. Wisconsin, please do not select that contact. If there is no other contact available, you will have to
create your own contact record. See the Contacts chapter for more information.
t tact d. See the Contacts chapter f fi t
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b. Enter the Normal Position for
reference only. The election worker
can be assigned a different position
within an election.

c. Enter the Normal Ward.

d. Many fields, like the Needs
Transportation checkbox, Miles to
Work, Overall Rating, Shift Assign?
and Comments, are optional.
Remember that any Comments you
enter may become public information.

e. Enter the Status. (For new workers,
enter Available.)

f. Choose which elections the worker will
be available: All Future Elections or
specific Types of Elections such as
Partisan Primary.

™ tectionWorker - Add
o SrrwdOme o Sreasition 3 O || ] ek tais o || SstDefeity e Dofeli |
Tiereal |FW Hsbary | Uniges bory | Evmrorn | Doscumssrn |
Coriaet lerifcson St Arvalabile * | O
[T— §hITH_ JETT & (] For Epciion —
Do of Bith CAMANIEE *| Go SecMum  |SISEDEE G jdFubue Eiechons
Fary Prors | i s © Troes of Dlection
BT GATE WY GRN P
Frree e Rl b EETE N
55 R Dep @ € wgen [
ol Gasde Ao S g
Vilm Fag e | (OO TA4ET ke Siaf Actea
Lipciste Contect /Volminfd | Commants
Election o s [etash =
Homal | ol bt Cig of Mo =
By bof Altemate Chief Inspector okt
Alternate Election Inspector
Alternate Election Inspector - &b Shift
Wi M tlemate Election Inspector - PM Shit
County Clerk
Lash i County Clerk - Deputy
Chief Inspestor
Last Pl Chiief Inspector - AM Shift
Chief Inspectar - Ph Shift ,
L B o ction Inspestor Copared Ony VIV = Crested By
Election Inspector - &M Shift -
Aal L (Baryed i Lt Chard
™ Election Inspectar - PM Shift
Election Inspector - Student
Election Inspector/Special Registration Deputy
Election Inspector/S pecial Voling Deputy
Municipal Clerk
Municipal Clerk - Deputy

Public

Special Registration Deputy
Special Registration Deputy [ED)
Special Woting Deputy

T abulator

]

g. The Sp. Reg. Dep. #, Expire Date, and State Appt? fields are for Special Registration Deputies

only.

h. Information on the Usage History and Training tabs will be entered later. You will not use the

Payment History or Documents tabs.

4. Click the Save and Close button.

3
1

You can now assign your election worker to an Election or a Polling Place Assignment Plan. To be
available for an election, the worker must have a Status of Available and the election must be included

under the type of elections you selected.

If entering a group of election workers, you can create default values for the group. Enter the values
into the fields that will not change, such as Status of Available, and then click the Set Defaults
button on the toolbar. Click on the Use Default button. The default data will be filled in when you open

a new Election Worker record.

Before you enter training information for an Election Worker record, you must Save and
Close the record. Otherwise, the training information will not be saved.

V12/28/2012
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Use Election Workers

Election Workers are assigned to work an election by being assigned to a Polling Place Assignment Plan
(PPAP) or being directly assigned in the Polling Places sub-node of an Election.

1. Find the Election in the Main Menu tree. B\ Elections

Plans
A& Archived Elections

a. Expand (+) the Elections node. =\ 2012 PARTISAN PRIMARY

----- N Auh Gla

b. Expand (+) the specific election. 4 EDIIBootk
""" — ayrnents

----- 51 Record Vates
2. Click on the Polling Places sub-node. i Stecls

The District - Polling Place Location | £ dol ol

-] Absentes Applications
grld appearS. : 5 Abzentee Ballots
: 5 Provisional Ballots
25 Candidate Filings

Contests

7<% Election Results
----- y Feporting Units

3. Click on the Recruit & icon on the

toolbar. The Recruit panel will appear 2l

on the right. The names of all the
Election Workers will appear in the

Recruit

l

Recruit panel on the Election Worker T AT e EL'emZ"m'ke'lL”mm”' D:'”D:'
L - ast Mame: irst Mame: ormal Positi
tab. You can search for one or more Carcs Plce | | S
3 R Election Waorkers ISupphes | Districts | ;
workers by entering a Name, Polling o il Warked As Party MinRaing:  Status:
Place, Normal Position (Worked As), » | | -
BRADLEY. KATHERINE R Include thase people who
Party or Status. CLARK, MICHELLE L
*l ‘ ] Are Available to Wark ] Expressed Interest  [] Warked in An
Al r
B . . -
= 3 Names in red are Unavailable due to a2 Elcion ice pesanced. B | Oew |t |
" their status or because they have been ,
recruited for the election already.
4. Assign Election Workers.
a. Select the Polling Place and expand by clicking on NI‘W”“W " gr”””i“j‘:”‘“m”‘ . [
the (+) to view the Election Workers. This appears in SBLEMAN, JANET ;
pp
a nested grid underneath the District and Polling R ——
1 1 1 ARMOUR, CYMTHIA Tahulator
Place Locatlon Informatlon BOYLE,STEVEM Altemnate Electio.
BRADLEY, KATHERIME Tabulator
. . . CLARK, MICHELLE Chief Inspectar
b. Click on a Name in the Recruit panel to select. CROSSEN, PP pparte Chi |
. lection Inspector b
EVAMNS, KEVIN Election \ns::ectm
. . FOBES. JOAN Election Inspectar
c. Click the Assign button. The BESSLER, LORI Tablzlatm =
Election Worker selected should - et Spol Jegd f
appear on the Polling Place grid. [l 2

d. Repeat steps a through c above for each
Election Worker and Polling Place.

(g i ) See the Polling Place Assignment Plans (PPAP) section in the Election Setup chapter for details on how to recruit
Election Workers into a plan.

V12/28/2012 -4 - Use Election Workers




| statewide

-

W r registration
Y mym e ey

Election Worker

Update Election Worker Usage History

Ij Indicating an Election Worker actually worked for a particular election is done after Election Day, but
before the last Election Milestone, Milestone #9— Election Closed is set.

An Election Worker’s record contains a Usage History tab with two panes: Used in Previous Elections and
Recruited for an Upcoming Election. When an Election Worker is recruited for a specific election or a
PPAP, the election will automatically appear in the Usage History tab, in the Recruited for Upcoming
Election pane.

When an election is completed, the Polling Place information can be updated to indicate which Election
Workers actually worked that election. The information then moves to Used in Previous Elections tab.

1. Open the Polling Place sub-node within the election.

™ aesm

File Edit %iew Tools ‘Window Help

Expand (+) the specific election.

Click on the Polling Places sub-node.

Expand (+) Elections node in the Main Menu tree.

Expand (+) the Polling Place where the Election Worker
is assigned, to display the Election Workers.

=[5 x]

J@ . HE Menu  Shortuts ‘ 2 Quick Tasks - .

= 4]

| =5 i |[#4 4y | active Jurisdiction: | TOWN OF BLODMING GF.. =] vH 9

|

=4} Elections 1=

- Flans
%4} Archived Elections
=N 2012 PARTISAN PRIMARY
g At Glance
8] Folling Places
Pall Book
53 Payments
- 8] Fiecord Yotes
{9 Suppliss
- Z] Ballat Styles
-] Abzentee Applications
=] Absertee Ballats
5] Frovisional Ballots
~E5 Candidate Filings
-¥& Contests

73 Election Results
<2y Reporting Units vI
»

4 |

BR4D, AINE R

oup by that column

.. ~||woked ~||A. ~||Rating ~||Last P..

¥ 43

CLAAK, MICHEELE L

Liection .

Quick Tasks

L] Mark Poling Places
&5 Delete Poling Place

2. Mark the worker’s record.

a. Check the Worked? box in the data grid for all Election Workers who worked that election.

3. The election information in the Election Workers Usage History tab will move from the Recruited for an

Upcoming Election pane to the Used in Previous Election pane.

V12/28/2012
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Setup Special Registration Deputies Using the Election Worker Node

g Special Registration Deputies (SRDs) are tracked in SVRS using the Election Worker node.
To be recorded as a SRD in SVRS, that person must have a contact record.

for his or her municipality. There are only municipal SRDs since the Voter ID law was approved. Each
SRD is assigned a unique ID number by the level of government who appointed him or her. This number
must be written on any voter registration applications they accept and is then entered into SVRS along
with the voter application information.

v A municipal clerk can deputize any properly trained, qualified elector as a Special Registration Deputy

Providers and Self-Providers are responsible for tracking the SRDs whom they or their Reliers have
appointed in SVRS.

Assigning a Special Registration Deputy Number bew B
Aot Welcome to AESM
- Water
1. Open Election Worker record (or create a new one if it does not exist). - Voter Applications

----- ] Abzentee Applications:
H : . . []---\g Elections

a. Click on the Election Workers node in the Main Menu tree. || ~ = ] E lection Workers

----- g Polling Place Locations
----- &7 Contacts

b. Click on Search to bring up the list of Election Workers, 4 Payment
: 'S -5 Dishiicts and Office Types
or use the Search pane to find a specific name. |71 B Cotenda
Reports
c. Double-click on a worker’s record to open the ElectionWorker-Update SE o
form. (-] Administration
2. Enter the Special Registration Deputy Number and the Expire Date.
If you are a state user, you will enter Yes in the State Appt? field.
; : - o x|
J _Eﬂ Save and Close _.:J Save and New x Close J j Cuick Tasks |® |J SetDefaults Use Defaults v|J (7] v|
General |PaymentHistory| Usage Historyl Trainingl Documentsl
Contact [dentification Status: Available j Owher: STATE OF WISC
Name: |-"—'\LLEN. TIMOTHY D @ For Election
Date of Birth: 1241741358 j Soc Sec Mum: HHH-HI Y O Al Future Elections
Party: Fhone: O Tupes of Elections | j
Address: 4123 BRLINS AvE 13008-0013263-1 | Other

MADISOM, Wl 537141303

Sp. Reqg Dep. # 13008-05 Expire Date 1243142014
[ State Appt? Shift Assian?
“Water Reg Mum: Water Status:

Update Contact / Yater Info |E0mments

Election waorker Details j

Momal Position: | Chief Inspe... j Mormal ward Tawn ofBI...j
3. Click Save and Close.

i ;:} Special Registration deputies are appointed for two year terms ending on December 31 of even
ff numbered years. See the next page for details on how to track training and certification information.
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Record Election Worker Certification / Training Information

‘g’ Training and certification requirements for Municipal Clerks, Election Inspectors, and Special Registration
Deputies can be tracked in SVRS using the Election Worker node.

The GAB tracks training requirements for Municipal Clerks. Local clerks may choose to use SVRS to
track the hours and type of training for Chief Inspectors and other poll workers.

+. Before you enter training information for an Election Worker
record, you must Save and Close the record. Otherwise, the training

information will not be saved. If you are working with a new Election o —— x
Worker record, Save and Close and then reopen the record. - Voter

[#-{=5] Voter Applications

H c - SO | B <] Absentes Applications
1. Open Election Worker record (or create a new one if it does not exist). -4} Elections
----- Q Election ‘Workers
----- ;I Palling Flace Locations
----- 47 Contacts
a. Click on Election Workers node. ||~ A hament
-5 Districts and Office Types
. . . N | B @ Calendar
b. Click on Search to bring up the list of Election Workers, or use the E!ebnolrts v

search panel to find a specific name. SE oo endhtalines

[1-[F] Administration

c. Double-click on a worker’s record to open the ElectionWorker-
Update form.

2. Click the Training tab.

Save and Close Save and New,xﬂq('” j Cuick Tasks |4=> 4 Y“ Sek Defaults  Use Defaulks v| J (7]

reral I Payment Hisloryl Uzage HiSt"E}'I Tlainingl D}cumentsl

[ontact | dentification Status: j Owner; CITy OF MONOH

-

lame: |-‘5HHA5. KAREM A Foar Election

iate of Birth: 010141300 = | Sac Sec Mum: Hit-HE-AE O Al Future Elections

sty Phorne: O Types of Elections | j
ddress: 5312 WINNELLAH RD 13238001-1 | Other

MONOMA W 53162516

Sp. Reg Dep # Expire D ate
[ State Appr? Shift Assign?

Fatatatautatateatel i

3. Enter the training information.
a. Select the proper training class from the Training Session drop-down list.
b. Check that the person Attended.
c. Enter the Date Attended.

d. Enter Pass if the person completed the class.

V12/28/2012 -7- Record Election Worker Training
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e. Use the Scroll Bar at the bottom of the grid to move to the right and enter more data.

f.  Enter the Expiration Date of their training (for example, the end of their term as a
SRD or Chief Inspector.

g. Enter the Total Hours earned for that class.

h. Enter Comments. You may enter a class number or a SRD Number in the

Comments field.

Training Sezzion

Genelall Payment His -"'I lUzage History ~ Training |Documents|

=1 here to group by that column

=a

kd Description

= || Attended v || Date Attended = || Pass-Fail ]
e
| ]

GAE Training

SWRS Training

WizgLine Training

B

Annexation Training

Chief Inspector Training
Clerk-Provided Training
County Clerk Training
Election Inspector Training

tunicipal Clerk. Training
Muricipal Clerk Training - Core

Registration Training Its

WEBETS Interface Training

Generall F'a_l,JmentHistolyl |lsage History  Training | Documentsl

er here to group by that column

D ate Paid || Expiration Date

2

|| Comments |

4. Click Save and Close.

Information on Election Workers and Trainings

‘j The GAB tracks Municipal Clerk Training through the Election Worker node.

@

If you would like information on whether you have met your Municipal Clerk Training requirements, GAB
staff can obtain it for you. For assistance, contact the Training Coordinator, your SVRS Specialist or the
GAB Help Desk.

V12/28/2012
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