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Post Election Activities

D SVRS Election Cycle Checklist

(Post Election Portion)

This chapter of the participant manual covers the tasks in this checklist (including entering
Election Day Registrations, Recording Votes, etc.). See Appendix B for the complete checklist.
Instructions for additional steps are contained in other election-related chapters.

Milestones and Activities

Details

O O 0O 0O O

[

1.

12.

13.

14.

15.

16.

Process Late Registrants, Election Day Registrations and
Update Proof of Residence.

Record Voter Participation from Poll Books using Barcode
Scanners or manual entry of Voter IDs.

Record Contest Winners and Update Office Holders.
Check Milestone 6: Election Results Finalized

If checked, all election results are entered for the election.
Check Milestone 7: Payments Complete

If checked, all payments are entered and completed for the
election.

Mark Polling Places Used (Optional)

. Check Milestone 8: Election Day Closed

If checked, the election day has passed, but all voting
activity is not yet recorded.

. Check Milestone 9: Election Finalized

If checked, all election tasks are completed and the election
is closed.

e Corresponds with the election status of closed.
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Tasks to Complete after Election Day

There are a number of tasks to complete in SVRS following an election. You must complete all of the steps
below, but may choose to complete them in a different order based on the needs of your office.

days after an election. For more on EDR, see the Voter Application chapter of this manual.

w The deadline for entering Election Day Registration (EDR) applications and recording voter history is 30

Enter Canvass Results into online G.A.B. Canvass Reporting System (Counties Only)

L1 As of September 2010, counties will use the G.A.B Canvass Reporting System to submit canvass results to

the state. Instructions on how to access this system and enter information is given in the Canvass chapter.

Process Election Day Registrations

O

Election Day Registration is when a voter registers to vote on election day at the polling place and fills out a
GAB-131 Voter Registration Application. Be sure poll workers record, on the paper copy of the application
(GAB-131), the proof of residence information (type, number and issuing entity) and enter that information
into SVRS. Processing a GAB-131 voter application with the status reason of Election Day Registration will
automatically record voter participation for that person. See the Voter Application chapter for instructions.

Process Late Registrations

O

Late registrants who were manually added to the Supplemental Poll List need to be entered into SVRS. Write
the voter’s registration number on the voter application form and on the Supplemental Poll List. After entering
and processing the late registrants in SVRS, use the information from the Supplemental Poll List to Record
Votes. You will have to enter these voter numbers manually because there will be no barcode to scan. See
the Record Votes pages in this section.

Update a Voter Record — Edit Proof of Residence — Sunset of the “POR Required” Field in SVRS

O

First time Wisconsin voters who registered by mail prior to April 4, 2014, and did not attach proof of
residence, should have had their voter record marked “POR Required” when their application was entered
into SVRS. This marked the poll book with a “POR Required” watermark. On Election Day, poll workers
should record the type, number, and issuing entity of the proof of residence on the poll book. After an
election, review the poll book. Enter proof of residence information on each voter’'s record in SVRS. Go to the
Other tab and change the value in the “POR Required” to No. If this is not done, subsequent poll books will
have “POR Required” beside voters’ names, even though they have already provided proof of residence.
See the Voter chapter for instructions.

Scan Voter Barcodes on the Poll List to Record Voter Participation

L] After Election Day, each participating voter will have a voter number written by their name in the poll list. You

must go to the Record Votes node of SVRS for the correct election and scan the barcode or enter in the
Voter Registration Number for each participating voter. You will have to specify a voting method of At Polls or
Absentee, and the correct polling place. You will also have to specify a Ballot Type. In most cases the Ballot
Type will be Regular, but Overseas voters will have to be marked as Federal Only ballots, and in Presidential
Elections, voters may vote a Presidential Only ballot. See the Record Votes pages in this section.
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Review Poll Lists for Voter Data Corrections

1 Often, poll workers will write corrections on the poll list, such as corrected last names, typos in the address, or
if a family member tells them that a voter has moved or is deceased. You should review your poll lists and fix
this information in SVRS, or follow up as necessary.

Reconcile Voter Participation

[] Before you close your election in SVRS, you should verify that the number of votes recorded matches the
number of votes on your GAB-190 form and on your canvass. See the Reconcile Votes section in this
chapter.

Enter in an Election Results Set and Printing a Canvass Report from SVRS (Optional)

L1 If you have correctly setup a Reporting Unit Plan (see the Election Setup chapter), you may enter an Election
Results Set in SVRS. This will allow you to record the vote totals for all candidates, including write-ins (or
scattering), and also vote totals for and against a referendum. You may produce a Canvass Report from
SVRS to pass on to the County or State, as appropriate. As of April 2009, these steps are optional, but they
may be required in future elections. See the Entering Election Results section in this chapter for instructions.

Enter Office Holders

[] Voters can use the MyVote Wisconsin website to view their registration information, including each district
they live in, and any office holders in those districts. After the election is complete, you must enter office
holders in the correct districts. The GAB will enter state level office holders, counties will enter county level
office holders and school board members, and municipalities will enter municipal office holders.

See the Add or Update Office Holders section in this chapter for more details.

Fill out the GAB-190 online

[ Wisconsin now collects the GAB-190 form, covering your municipality’s election data, on an online system
called the Wisconsin Election Data Collection System (WEDCS). Instructions on how to access this system
and enter information are given in the WEDCS chapter of this manual.

Make Adjustments Related to the 4 Year Voter Record Maintenance

0 No later than June 15" after a November General Election, all voters who have not voted in the previous
four years must be mailed a notice that their voter registration will be suspended. If a voter does not respond
within 30 days, their voter record in SVRS will be inactivated, and they will no longer appear on the poll list.
Currently, the GAB identifies voters, mails the required notification, and collects responses. The GAB also
inactivates voters who do not respond within 30 days. However, local clerks may receive questions about this
record maintenance from voters. Clerks may also have to reactivate voter records and absentee applications
if any Military Absentee voters are incorrectly inactivated. Finally, municipal clerks will have to pull the hard
copy of the GAB-131 Voter Registration Application for any voter that is inactivated, and mark it for
destruction in four years time.
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Process Problem Election Day Registrations

GAB-131 forms will occasionally have missing information, or the voter will have registered in the wrong
ward or wrong municipality. The section below gives information on how to deal with these issues. For
information on processing complete and correct GAB-131s, see the Voter Application chapter.

You must process each Election Day Registration, even if it is incomplete or incorrect. Processing the EDR
records the voter’s participation, and ensures that the number of voters in SVRS matches your GAB-190

report and canvass totals.

Incomplete Election Day Registrations

Voter applications may be incomplete because they are missing:

Name
Date of Birth
Residential Address

Certification that they are 18, a US Citizen, and not otherwise ineligible to vote

Valid Wisconsin Driver’s License or Wisconsin State ID number. The voter may provide the last four digits
of their Social Security Number only if he or she has not been issued a WI driver’s license or state
identification card. If the voter has neither a driver’s license nor state ID, nor a Social Security Number,

the voter must indicate that fact
Proof of Residence
Applicant’s signature

If any of the above are missing, you should make an immediate effort to contact the voter and obtain the
missing information. If you cannot reach the voter, or they do not respond in a timely manner, you will follow
the directions below for entering the voter application. After an incomplete or problem application is processed,
you must open the voter record and change the voter’s status to Inactive — Incomplete EDR, and send a
notice to the voter stating that they must contact you with the missing information or re-register before the next
time they vote.

R
-

It is very helpful if the poll workers write the Election Day voter number on the GAB-131 form as well as the
Election Day Supplemental Poll List. This allows you to check off EDR voters as you enter them, sometimes

provides missing information, and helps you identify voters on the supplemental list who have not had their
history recorded.

Enter Incomplete and Problem Registrations in SVRS

1.

2. Fillin a placeholder for the missing information.

Fill out the application with as much information
as the voter provided.

a. If the Name is missing, use a placehoder
name, such as NLN (No Last Name), NFN
(No First Name), or NMI (No Middle Initial).

b. If the Date of Birth is missing, enter a
default date of 1/1/1900.

Yoter Application I Other I .-’-'«c:tivit_l,ll Documentsl

Application D etail:

[l EMew [ Addr [ Mame
Diriver's License: Ex=pr D ate: ﬂ
Soc Sec Mum: I eithier Meither ﬂ

Marme: [ NLH.NFN NMI
Drate of Birth: 1711900 ﬂ Phone: |
Address

WO ADDRESS GIVEN 1
JAMESVILLE /1 53545

Harme Sddr

-
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c. Ifthe Residential Address is missing, enter “No Address Given.” You will be unable
to validate the address. The vote will be assigned to the municipality, but will not be
assigned to the correct ward or reporting unit, so you will have to adjust your
numbers appropriately. See the Reconcile Votes section.

d. If the Residential Address is in your municipality, but they voted in the wrong ward, enter
the application and process it as normal. SVRS will credit the vote to the ward the voter lives
in, not the ward they voted in, so you will have to adjust your numbers appropriately. See the
Reconcile Votes section for more information.

e. Ifthe Residential Address is outside of your municipality. You will still enter the registration
in order to record the voter history. You will not be able to validate the address. SVRS will credit
the vote to your municipality, but not the correct ward, so you will have to adjust your numbers.
See the Reconcile Votes portion of this chapter. Do not forward the application to the correct
municipality. State statutes provide for Election Day Registration only in the ward you live in, so
these voters are not properly registered. They will have to re-register in their correct municipality.

f. Ifthe 18 Yrs or Citizenship
information is missing, enter Citizenzhip Affirmation
Unchecked_in the appropriate 115 Citizen Unchecked ﬂ 18YR5? Unchecked ﬂ
drop-down list. You can process
the application as normal.

Meither Heither j

g. Ifthere is no Driver’s License or Social Security Number, and they haven’t selected Neither
on the GAB-131, check the Neither box anyway. This will allow you to process the application
without running a HAVA Check.

h. If there is incomplete or no Proof of Residence (POR) information the application must be
approved to record the vote. In these cases both the Date on App and the Effec. Reg Date must
be entered and those dates must be the date of the election. Process the application as normal,
however the voter record should be made inactive after the vote is recorded and a letter sent to
the voter regarding their registration status Once a new registration form and POR are submitted,
link the two voters together as in any other voter match.

See Voter Matches Found: Match and Link Voter in the Voter Application chapter.

i. If the Signature information is missing, enter and process the application as normal.

3. Ifthe voter provided a Driver’s License or Social Security Number, -
you will still run the HAVA Check. Process the application as e 3
Approved, entering in the correct election and polling place to record —
voter history. Application Details
Status - Reason
|Approved - Mew Yater ﬂ
EDR Election
4. Once the application is processed, search for the new voter record in 2008 SPRING ELECTION -
the Voter node. Open the record. Remove incorrect information like Palling Place Lacation
“Neither” or a date of birth of 1/1/1900. Some incorrect information, like [WASHINGTON SCHOOL -

the name, you cannot remove.
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5. Chan-ge the VOter Status tO J H EJHUJ and Mewy x Close _ J 2] Guick Tasks \G—? &2 \;Dter\mtiated & J Set Defaults - ?erj
Inactive — Incomplete EDR General | Other | Activity | Districts | vating Activity | Registration History | Documents |
and Save and Close. e [KLHBFN b VolerRegum:  [o7izzzee0 | Qune [EITv o JBES
Address Woter Status
Horme Address TEN?%SITE?F \E\I\éggﬁ | 2:::::10;[ Jnactive - Incomplete EDR - |5/22/2mz -
6. You must send the voter @ Vambety o e
notification that they are not Maing adre.. | B i 50 D ot
properly registered and must -8 %E:JXZHiEﬁi}??‘f‘f‘*:t”u“”]
contact you with the missing 1 Poliaks g ool - o s 0 f St
information. If the voter Identification UOCAYA Slalus: | Cancelled - Deceased - Leter of T estament
registered in the wrong e e omall -
municipality, send them notice SooSantian [l ,ﬁ :g':cmb
to register in the correct place. Ee N & P“T ;
If they registered at the wrong E::‘::””'”'m“w S S:;:H[::wa\m e
polling place, send them notice e E— —Z
to vote at the correct location. S e 1 Phta 1D Proided o M Aberios
If they are miSSing POR’ Send EE::;ZE:QE:SLH (et bl sl bl T
them a new GAB-131 Form and
a list of acceptable proof of

residence documents, as the
voter will have to re-register.

Other Problems Processing Election Day Registrations

1. If you receive an error that states: “Outstanding ballot exists,” the ||| | lED X|
voter has an active absentee ballot in their previous municipality.

This ballot must be cancelled before the new voter application can 3 Dukstanding ballat exists
be processed. You may either contact the voter’s previous
municipality, or the GAB Help Desk.

2. If you receive an error that states: A vote has already been recorded for this voter,”
contact the voter’s previous municipality to verify that the voter has indeed voted twice.
If there has been a mistake, the vote must be deleted in the previous municipality and
entered in your municipality. If the voter has indeed voted twice, you must contact the
District Attorney. You may contact the GAB Help Desk for further help.

Voter Application il

Application successFully processed, Wober Feg Mumber is 0051417539, Would vou like to open a new data entry Form?
Additional Message: A vote has already been recorded Faor this vater. The system does not allow recording duplicate wotes.

es Mo

ekl

Often this happens within a municipality because a voter is already on the poll list on
Election Day, but re-registers because of a name or address change If the poll workers
record the voter number twice (once on the GAB-131 form or supplemental list and once
in the poll list), and the poll list has already been scanned, you will receive this error.
Double check the poll list and GAB-131 to verify the voter has not voted twice.
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Record Votes

Recording voter participation in an election is done through the Record Votes node. Before recording votes
for an election, Milestone #5 — Poll Books Printed should be checked. To record votes, you must have the
poll books from the election available.

The deadline for recording votes is 30 days after an election. This is also the deadline for entering any
Election Day Registration (EDR) forms. For more on EDR, see the Voter chapter of this manual. For help
with problem EDRSs, see the Processing Problem Election Day Registrations section.

1. Expand (+) the Elections node ' I x|

on the Main Menu tree. o} Weloome to AESM =\ Elections =

- B Voter -8 Plans

B2 Woter Applications - A4 Archived Elections

-] Abgentes Applications [—]Q 2012 JUNE 5 RECALL ELEC
_t ions AN ALA Glance
2 % Palling Places

2. Expand (+) the selected election. | Palling Place Locations Foll Book.

i| Contacts -2 Payments

Payment
Districts and Office Tupes
& Calendar --[=] Ballot Styles

£ Reports -] Abzentes Applications
=4 Label: and Mailings 5 Abzentes Ballots
[T Scheduler =] Frovisional Ballats
[]—--@ Admiristration

3. Click on the Record Votes node.

A5 Election Fesults
-2 Reporting Units b7
| > |

4. Click the Record Vote Quick Task.

B] RecodVote

5. Click the Record Votes tab to begin.

SearchWdes Record Yotes |

[ Add Farty [ Auto-Record Caunt: 0
Yoter Reg Mum:  Party: Method: Ballot Type Cast; Polling Place Location:
Election:
|2EIEIB FRESIDEMTIAL FREFEREMCE AND SFRI.. ﬂ Clear Record |
Mame ¢ Address Ward

| District Combo —

| | Delete Yaote
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6. Select the fields as follows:
a. Add Party: Not used —
unchecked.

Check the Auto-Record
box: This automatically
records the vote, so you
won’t have to click on the
Record button after
scanning each barcode.

Polling Place Location:
Enter the polling place
location (printed on the
poll book) where the
votes were cast.

Search Yotes  Record Votes |

[] Add Party
Voter Feg Num: — Party:

vl &uto-Record
Method:

Count: 0

Ballot Type Cast: Palling Place Location:

[

[ |

]|

]

Abientee
At Poll

Name / Address

Provisional
“wéalk-Out

IDENTIAL PREFEREMCE AND SPRI.. j

Clear

Record

[ |

Delete Yate |

Select the Ballot Type Cast from the list.

Select the vote Method: Absentee votes must be recorded using the Absentee method and polling
place votes must be recorded using the At Polls method.

SearchVotes RecordYoles |

] Add Party
Voter Reg Mum:  Party:

vl Auto-Record
Method:

Court: 0

Ballat Type Cast: Palling Place Location:

[]

| ]

Ell

[i]

Mamne  Address

W ard

Diigtrict Combn —

Y ND SFRL. v|

HMilitary Absentes

Clear

Record

Presidential
Prowisional
Regular

Rejected Absentee

Delete Wote

f. Enter the Voter Reg Num: The voter number can be entered manually or scanned in from the poll
book with a barcode reader. If you enter the number manually, you must then hit Enter, Tab, or the
Record button, to record the vote.

When you begin recording votes using a bar code scanner, be sure to click inside the data entry box
immediately below Voter Reg Num. With the cursor in this box, the voter registration number being scanned
is entered in this box. If the cursor is not in this field, the scanner is unable to enter the scanned number and

no vote will be recorded.

the number of voters scanned.

Each recorded vote is displayed in the data grid. The Count field at the top of the tab will keep a tally of

If the vote has been incorrectly recorded, highlight the record in the data grid and click the Delete Vote

button. You may also go to the Search Votes tab, search for a voter by Last Name or Voter Reg Num,

select the vote record, and use the Delete Vote button there.

SVRS may not be able to process voter history as fast as you can scan barcodes. Best practice is to scan a
set number of barcodes, for example 50, make a mark in your poll list, and wait for SVRS catch up. When the
Count reads 50, you can scan the next 50 voters.

If the count reads less than 50, double check the list of scanned voters in the lower grid against the
participating voters in your poll list, and scan any voters you missed. You may also choose to work letter by
letter. For example, if you count 28 participating voters with the last name starting with “A”, you should scan
them all and make sure your Count reads 28 before you move on to voters whose name begins with “B.”

V8/1/2014
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Troubleshoot Problems while Recording Votes

There are some common issues you may run into while scanning voter history. Try the suggestions below.
If this doesn’t solve your problem, call the GAB Help Desk, or your SVRS Election Specialist.

1. Scanning barcodes is too slow.

a. As the Count of scanned voters increases, SVRS will scan barcodes more slowly. You can
increase scanning speed by closing the Record Votes screen and reopening it. You will have to
reenter the criteria in Step 6 above and begin scanning again. With your Count at 0, scanning
will be faster.

b. Ifitis possible to record voter history outside of business hours (nights and weekends), it will also
make your scanning go faster.

=[ol %]
SearchVote: Fecord Yates I
[[] Add Party [l Auto-Record
Yoter Reg Mum:  Party: I ethod: Ballot Type Cast: Palling Place Location:
[ | =) |atPals =] |Regular »| |EDISON MIDDLE SCHOOL ~|
Election:
| 2009 SPRING ELECTION | Clear Fecod |

2. If the barcode reader is not reading the voter’s barcode:

a. Make sure you have the original print out (not a copy) of the poll list. Sometimes the barcode
reader will be unable to scan copies.

b. You can always enter the Voter Registration Number (listed above the barcode on the poll list)
by hand. This may be necessary if the barcode has a hole punched in it, or has a piece of tape
over it, etc. Hit Enter, Tab or the Record button after you enter the number.

c. Ifthereis no barcode (for example, the voter is a Late Registrant who has been manually
entered on the supplemental poll list without a barcode), look up the Voter Registration Number
in SVRS and enter it by hand.

3. If the barcode reader reads the barcode, but the vote is not automatically recorded:

In order for the Auto-Record function to work, your barcode scanner must be programmed to enter a
Tab or Enter after it scans each barcode. You can press Enter or Record yourself after each barcode
is scanned, but it is more helpful to contact your local IT support and have them reinstall the barcode
scanner with the correct settings.

4. If the voter has been inactivated or cancelled:

_ . o Accenture.AES.AESM.UICo x|
Sometimes voters are incorrectly cancelled or inactivated :

between the time you print your poll lists and the time you scan ﬁ voter insligile to vate in this slection,
their participation. If this happens you will see an error like the J

one at the right. Go to the Voter record, change the Voter
Status back to Active, and try scanning the barcode again.

V8/1/2014 -10 - Reconcile Voter Participation
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5. A message displays “voter registered too late”.

This error means the voter's Registration Date is Accenture.AES.AESM.UICumpcﬁi ﬂ
after Election Day. Often this happens because Late B
Registrants are entered after Election Day, with the 3 The voter registered koo late to woke in this election,
Registration Date set to the day the application was z

entered, instead of the date the voter registered. Go
to the Voter record, correct the Registration Date,
and try recording the vote again.

6. If the voter has been moved to another municipality: ll
CCenture. - - 111}

If the voter is no longer in your jurisdiction, you will see an

error like the one at the right. There are two possibilities: ! \  This vater is not n the correct Jurisciction.

a. The voter has been merged into another voter record.

i. If you have made the merge within your municipality, and it is correct, find the voter’s current
registration number, and enter it by hand.

ii. If another user has incorrectly merged the voter out of your municipality, follow the directions in the

Voter chapter to search for the voter statewide, open the record, and use the Unmerge quick task
to restore the voter to your municipality.

b. The voter has been linked (through a new Voter Application) and pulled into a different municipality:

You will need someone with SVRS access to both municipalities to fix this. Call the GAB Help Desk
for assistance.

n

{3 Todiscover whether a voter has been moved out through the Merge Voters quick task, or transferred out via
{IC a new Voter Application, see the Voter chapter under the subheading: “Check Voter Transfers and
Merged out Voters.

7. You receive a Duplicate Vote error message:

Duplicate Yote il

' 'j # vote has already been recorded For this woter, The syskem does not allow recording duplicate waotes.
-

Often this happens because a voter is already on the poll list on Election Day, but re-registers because of
a name or address change. If the poll workers record the voter number twice (once on the GAB-131 form
or supplemental list and once in the poll list), and the EDR has already been entered, you will receive this
error. Double check the poll list and GAB-131 to verify the voter has not voted twice.

V8/1/2014 -11- Reconcile Voter Participation
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Reconcile Voter Participation

After you finish recording voter history in SVRS, you should check each reporting unit to make sure that
the number of votes in SVRS matches the number of votes on the poll list as closely as possible. Any
discrepancies should be accounted for and noted in case of future questions.

Remember, voters can view their voting history through the MyVote website, and candidates and other
organizations may request reports based on voting history, so these numbers should be as accurate as
possible.

Separate steps while entering in Voter Participation

=  When entering Voter Participation, City of Madison Votar Participation Reconcilistion Farm
you must record every voter with Polling
— a voter number on the poll list, Rt et Bletion. Werdlel  lecstien
— every Election Day Registration,
— any other voters, (usually Late Plulﬂ-(
Registrants), on the supplemental s 5;,:::; O el ot £-typad
list who have voted. e — El—
— If you have central count for Initisls of Persons] Entering
absentee ballots, you may record
Absentee Voters separately. [Eatsy of Election Duy Regiatration
Fumber [8hould squal total f on
Date Completed Entared New Registration Lint]

= Larger municipalities may want
to keep track of each of these
areas as they enter in voter

Initials af Person(s] Entering

participation. This will help P"""“"”"M e I
pinpoint problems more quickly N A T
and make reconciling votes Diate Commint) e s poR bl
much easier. Initinls af Parson(s] Entering

* The form at the right is a sample [rotals _—
form used by the City of _ Last Votar # [A) Taures (Should aqual Last Voter 1)
Madison to reconcile votes. It is —
only a sample, and may not be
perfectly adapted to your Fow Ripiwtaation List Tecas )
municipality. Municipalities that Supplemental Target [C)
use central count for absentee i —
votes may need a separate T
section to account for absentee Date Completad

voter participation.
Initinls of Person(a) Entering

. . NOTES:
= Once you have finished entering

voter history into SVRS, use the

fO”OWing pages to Verify that Plaass document any reason the total numbaer of voters recorded in SVRS doss not squal the total
your Voter COUn’[S are Corl‘ect number of peoples who voted on Election Day.

V8/1/2014 -12 - Reconcile Voter Participation
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Use the Voter Node to Reconcile Voter Participation

Using the Voter node to reconcile voter participation works well for municipalities that have a single poll
book for each ward, or one poll book for the entire municipality. If you combine multiple wards into one
poll list, you may wish to use the Vote Count by Voting Method and WI Voter Participation reports
described later in this section.

1. Inthe Voter node, go to
the Districts tab.

2. Select the Ward you
wish to obtain
information for. If you
have multiple wards
combined into one poll
list, you will have to
search by single wards,
and total the wards
yourself. If your entire
municipality is on one
poll list, skip this step.

General Districts | Other I Electionsl

Diztrict Combo:

| [~

Wwhard Congressional State Senate Aszzembly

I o | [ 1 [ § ||
|; Co Supervizon

H | E

|| City af Jaresville - wWard 1
City af Janesville - wWard 10

City af Janesville - Wward 11
City of Janesvills - Ward 12 J ! Count Only Search Cear |
City af Jaresville - wWard 13

City af Janesville - wWard 14
City af Jaresville - wWard 15

City of Janeaville - Ward 16 Place OF Bir.. ﬂ| Paty ﬂl Eam, ﬂl i

City af Jaresville - wWard 17
City af Janesville - wWard 18
City af Janesville - wWard 19

City of Janesville - Ward 2 j
x| 4
3. Gotothe General | Districts | Other  Elections |
Elections tab. _| ~\ Description || Election Date = || Election Type v ||~ Includs Voters who Yated in —
B 202 JUNE 5 RECALL ELECTION 52012 Recall Election vl &ll of the Selected Elections
L1202 MaY & RECALL PRIMARY/.. |5/8/2012 Recall Election [C1 &ny of the Selected Elections
4 . CheCk the 2012 PRESIDEMTIAL PREFERE.. |4/3/2012 Spring Election - Presidential Pref...
[ |2012 SPRING PRIMARY 2aremz Spring Primary
CheCkbox the [1 |2011 SPRING ELECTION 4/5/2011 Spring Election
left of the O] [2011 SPRING PRIMARY 21167201 Spiing Primary
deSlred [1 2010 GEMERAL ELECTION 11/2/2010 General Election 65
election’s . \
Description In | CITY OF JAMESWILLE - 54 j bl Count Only : Search Clear
R T—
5. Check the
Count Only
checkbox.

6. Click Search. The number of voters who were recorded for the ward and election you specified will be
displayed in the grid. This number should match the last voter number (the total of all voters, including
Election Day Registrants) on the certification page of your poll list. If your totals match for the ward or
municipality (or you have added up the wards in one poll book and reached the correct total), you have
successfully reconciled votes for that ward or municipality. Repeat the steps above for all wards.

V8/1/2014
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7. To see a list of voters’ names, uncheck the Count Only checkbox and hit Search. The resulting list
will show all participating voters, including records scanned from the poll list, and Election Day
Registrants.

Records Retuned: 343 In |CITY OF JANESVILLE - 54 j [ Caurt Ordy Search | Clear |
der here to group by that column

Yoter Reg M. = || Name A || Address || City = || State = || District Cornbo

» 0051337044 ABRAMSOM, MICHAEL H. |2323HARVARD DR, APT 41 JAMESVILLE WAl 54247-001-1
0051357434 ALWIM, THOMAS GREGG 725 N ARCH ST JAMESYILLE il 54241-0011
0051337538 ANDERSON, JAMES ERIC (316 N OSBORME AVE JAMESYILLE il 54241-0011
0051337715 ANDERSON, TERRI AMM 316 N OSBORME AVE JAMESYILLE il 54241-0011
00513875830 ARMSTROMNG, CHRIS ML |2420'W MEMORIAL DR JAMESVILLE il 54241-0011
0051338109 AURIT, NORBERT L 2008 MYRA AYVE JAMESVILLE il 54241-0011
0051388180 AYEN, RICHARD L. 2447 DAK. BROOK CT JAMESYILLE il 54241-0011
0051388181 AYEN, SCOTT C. 2445 0AK, BROOK CT JAMESVILLE il 54241-0011
0051388249 BACKEMKELLER, JULIA., |719M GRANT AVE JAMESVILLE il 54241-0011
0051388250 BACKENKELLER. FIM D. 719N GRANT AVE JAMESYILLE il 54241-0011
0051388329 BAILEY, LARRY DON 2542 RIDGEWDOD DR JAMESYILLE il 54241-0011
0051388339 BAILEY, STEWEM B. 2542 RIDGEWDOD DR JAMESYILLE il 54241-0011
0051388363 BAKER, CHARLES SIDMEY 2222 SUMMIT DR JAMESYILLE il 54241-001-1

L3 For further information on using the Voter search grid, and organizing names alphabetically, see the

Voter chapter of this manual. Please note the grid is limited to 1,000 records. If more than 1,000 voters

voted in a ward or other district, you will have to go to the General tab and enter in a letter like “A” in the
Last Name field. This will limit the search to voters whose last name begins with A, and you should be
able to see each name. When you have verified the voters whose last name begins with A, you can move
on to the letter “B.” You may also use the WI Voter Participation Report as described below.

8. Compare the list in SVRS with your poll book, including the list of Election Day Registrations. If you
find any voters that are not on both lists, add the missing voter history or delete incorrect history.

Remember that voters who voted in the wrong ward will show up in the ward they live in, not the ward
they voted in, so you may have to add or subtract numbers accordingly. Voters who voted in the wrong

municipality will not show up in any ward, because their addresses were unable to be validated, so you
will add these numbers to the appropriate ward. Voters who have moved to another municipality by the
time you reconcile votes will also not show up in any ward, at least in the Voter search grid. Since the
Voter node does not display voters that have moved, if you are reconciling votes some time after an
election, it may be better to use the Vote Count by Voting Method and WI Voter Participation reports
described below. These two reports will list voters even if they have moved from your municipality.

9. When the numbers for the entire municipality match what has been recorded in your poll book(s), you
have successfully reconciled voter participation.

V8/1/2014
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Use the Vote Count by Voting Method Report

Vote Count by Voting Method

Menu

1. Click the Reports node. -4 Welcome to AESM
I:I---g Woter
=5 Voter Applications SelectReport
-] Absentee Applications Step 1 of 2
. . I:I---w Elections
2. Clickthe Print Reports | § Elecion Workers Cotog [Fectors 5]
Quick Task. g Paling Place Lacations
----- 43 Contacts Reports
----- = Payment .
434 Districts and Dffice Types
----- | Calendar
3. Change the Category to ..:
Elections. [#-/=9 Labelz and Mailings
[]'"EE Scheduler Wote Count by Yaoting Method
[]---@ Administration
4. Under Reports, make sure
Vote Count by Voting
Method is selected.
(: &3 Piint Reports
5. Click the Next button. Create Feport Dtz | Modify Lapout |
l Mest |
6. Filter your report: e e e
Vata Cown by Fokimg Meffod
a. Click the Custom botton next to the Filter drop-down list.
ReportOptions
b. Copy the Filter displayed. Enter the correct Election Date in Fiter
mm/dd/yyyy format. faelect Fiter] = || Custom |
Sort By
(Select Sor) =] Custom |
BB FilterFarm = | ol | X |
J:E_'] UseFilter [ Save o] Savess K Delete ] Clear B Close '| More Report Options
Filter Mame: | j
Fiptview AESM_ReportByvotingtethod | Frinter Setup
And/Or FieIdIName Condition Y alue Print Options
And ElectionD ate Equals 04/07/2009 .
f he | D ¢ oo
- O Print Mow
O Schedule
[Select Sch. j Cugtom
c. Click the Use Filter button.
Back | Preview |

V8/1/2014
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7. Click the Custom button next to the H sort
Sort drop-down to sort your report. | 2 UseSort [ Save  Delete @ Close _

Sort Name| j

a. Select District Description = Bl =
from the drop-down under the DistrictDastription 250
FieldName Column. £ = LIX

b. Select ASC in the Order
column.

c. Click Use Sort.

@ For further information on filtering,
sorting, printing, and exporting a

report, see the Reports chapter. 4
8. Click the Printer Setup button More Report Options

and verify your printer settings.

This report is only a few pages < s S D

long, and can be printed directly

. . Print Options
if you wish. OF
eF
O Schedule
9. Click the Print Now radio button. e
Back Prift |
10. Click Print. Printing Motification ll
\_i) Report Print or Export is Complete!
11. A dialogue box indicating that your '
printing or export is complete will appear.
Click OK.

12. Retrieve the document. You should see a report that looks like the sample below. Use this report to verify
that the voter participation numbers in each ward are correct. You may have to manually add wards
together if they are combined in a single poll book. If you find a ward with incorrect numbers, use the
Voter node or WI Voter Participation report to get a list of voter names to check against your poll list.

CITY OF JANESVILLE L G
BRI 1:55:37 T

Vote Count by Voting Method

1=l AND Ry Ve AT Reporifylodtmpldeibod [Elecion Do) = G407 7065 | )

Election: 2000 SPEING ELECTION (4/7/2008)

Precinct Absentee At Polls
Wol 26 307
wWolo 55 330
Woil 42 nm
woi2 M ES]
Woi3 i3 EE
wWo4 47 190
Whls i BE
Wol6 B a1

V8/1/2014 -16 - The Vote Count by Voting Method
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Use the WI Voter Participation Report

You may use this report to verify vote counts, or for data requests from candidates or
other parties. You can run this report as is, or alter it to show information like the voter's
mailing address, the phone number, or whether the voter voted via absentee ballot or at
the polls. If you need to alter this report, it's best to use the Create Report quick task.
See the Reports chapter for more information.

Click the Reports node.

Click the Print Reports
Quick Task.

Leave the Category set
to Voter.

Under Reports, make sure
WI Voter Participation is
selected.

Click the Next button.

Filter your report:

a. Click the Custom botton next to the Filter drop-down list.

b. Copy the Filter displayed. Enter the correct Election Date in

Menu

-} Welcome to AESM

- Voter

(5] Voter Applications
-] Absentee Applications
w1} Elections

----- g Election workers
Q Palling Place Locations
----- 49 Cartacts

----- < Payment

EE Districts and Office Types
----- @ Calendar

[l
.2}

[l
R

- =4 Labels and Mailings
[]---EE Scheduler
[]---@ Adriniztration

Quick Tasks
(: & Print Reports
Create Report

SelectReport

Step1of 2

Category: |voter

Reportz

El

Wi Vater Participation

Voter Participation

teril Water Hame woler Andress
THRER ALEN, Euaus TENET
Faguaee [0 BHE
I LOSERCACLE AehazD 63D FARM AND
KSR 20 3R
Dielete b odify Layout

l Mext I

Selected Report
Vata Cound by Fofimg Mefhod

ReportOptions

mm/dd/yyyy format. L ——
{Select Flter] )
8] FilterForm _ 0 [T [ Sort By
= iter [ Select Sart) | Custom
J__1 Lze Filter ! Save ,_,] Save As x Delete _1 clear B Close v| [
Pl s | j More Report Options
RPTYiew 'Wl_‘oterParticipation |
And/Or Field M ame Condition Walue
And Election Date Equals 02/19/2013 Frinter Setup
m E Print Options
&) Preview
O Print Mow
. . " . . O Schedule
c. Click the Use Filter button. (Note that this filter will give you a report
for your entire municipality. Filters to limit the report to one or more (Select Sch. v|  Custam
wards are given below.) ey | R |
V8/1/2014 -17 - The WI Voter Participation Report
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7. To Filter by ward or wards:

a.

Click the Custom button next to the Filter drop-down to filter your report:

If you want only one
ward listed on the
report, copy the filter
to the right.

If you want to list
more than one ward,
grouped together like
your poll list, use the
And(, Or, and)
operators like the
filter to the right. This
will produce a list
containing voters
from all 3 selected
wards, which you
can put in order by
last name, then first
name.

B FilterFarm - |lol x|
J _a_i Use Filter =] Save ,_-J Save A x Delete j Clear W Close e
Filter M ame: | ﬂ
RPTWiew_wl_aterParticipation |
And/Or Field Name Condition Walueg
And Election Date Equals 02/419/2013
And ‘wiard Equals City of Janesvile - Ward 1 [

: - I X
FilterFarm S (=
J _‘Z_i Lse Filter Save H Save Az x Delete _1 clear B Close i

Filker Mame: | j

RPTWiew_wl_‘oterParticipation |

And/Or || Field Name || Condition v || Value ~]
Aind Election D ate Equals 02/19/2013
And| ‘wiard Equals City of Janesville - Wad 1 [..
Or ‘ward Equals City of Janesville - Wad 2 [.
ar “wiard Equals City of Janesville - waid 3 [.
] Election D ate Equals 02/1942013
‘ he | ) ¢

§ :3 Something must be typed in each field on the last line, after the ) (closing parenthesis),
f,;' but these fields are placeholders only, and will not actually affect your final report.

d. Click the Use Filter button.

8. Sort your report: E-EXE—— —lol x|
J ,&_'1 Lse Sort Save pelete [ Cose v|
a. Click the Custom button by the Sort Soit Name| |
bOX Fielddame j Order j
LfastNama ASC
b. (Optional) If you are printing a report 1 g
for your entire municipality, and would
like it sorted by ward, then by voter
name, on the first line, select Ward
from the drop-down under the
FieldName column, then ASC.
c. Select Last Name from the drop-down
under the FieldName column. 4
d. Select ASC in the Order column.
e. On the second line, select First
Name, then ASC
f. Click Use Sort.
V8/1/2014 -18 - The WI Voter Participation Report
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O,

10.
11.

12.

13.

(KD

R

For further information on filtering,
sorting, printing, and exporting a
report, see the Reports chapter.

More Report Options

< Frinter S etup >

Print Options
© Previ
@
O Schedule

Click the Printer Setup button
and verify your printer settings.

Click the Print Now radio button.

[Select Sch. j Cusztom
Back I Frint '

Printing Notificatio

Click Print.

-
\ 1(] Report Print or Export is Complete!
-

A dialogue box indicating that your print
or export is complete will appear. Click
OK.

Retrieve the document. You should see a report that looks like the sample below.
Compare this report to your poll list and list of Election Day Registrants. If you find any
voters that are not on both lists, add the missing voter history or delete incorrect history.
The final page will show the total number of voters.

CITY OF JANESVILLE WI_R_VOT_VP_1
. . 22008 2:23:47 PR
Voter Participation
Election Jurisdiction VoterID  Voter Name Voter Address Ballot Combo Ward
2013 SPRING CITY OF JANESVILLE 0051387044 ABRAMSON, MICHAEL 2323 HARVARD DR APT 41 54241-2009- WD1
5
ELECTMMEEhS, 201 PR JANESVILLE, Wl 535452770 "PR'NE,E; EB‘ERAL
0051387261 ALBERS, PAULA JANELLE 830 HARDING ST APT 206 54241-2009- WD3
5
JANESVILLE, WI 535451682~ oo CEDERAL
5
0051387434 ALWIN, THOMAS GREGG T25 N ARCH ST 54241-2009- WD1
5 SPRING GENERAL
JAMESVILLE, W1 53548-2303 JVL SD
0000298082 AMES, ANN MARIE 725 CORMELIA ST 54241-2009- WD3
G SPRING GENERAL
JAMESVILLE, Wl 53545 il 5
0051387529 ANDERSON, BONNIE J. 233 BAWOOD LN 54241-2009- wD2
t SPRING GENERAL
JAMESVILLE, W1 535450705 VL SD
0051387570 ANDERSOM, DORLAND 930 N WASHINGTON ST APT 322 54241-2009- WD2
5
KENNETH e JPRII‘-ﬁLGEBJERAL
5
0051387598 ANDERSON, JAMES ERIC 916 N OSBORNE AVE 54241-2009- WD1
5
JANESVILLE, Wi 53548.2348 ' NG GENERAL

Remember that voters who voted in the wrong ward will show up in the ward they live in, not the
ward they voted in; you may have to add or subtract numbers accordingly. Voters who voted in

the wrong municipality will not show up in any ward, because their addresses were unable to be
validated; you will add these numbers to the appropriate ward.

Voters who have moved to another municipality by the time you reconcile votes will show up on
this report, but be listed in their new ward, not the ward where they lived in your municipality.

14. After you have fixed any discrepancies, rerun the Vote Count by Voting Method report, or
check the Voter node to verify the number of participating voters. When the numbers for
the entire municipality match what has been recorded in your poll book(s), you have
successfully reconciled voter participation.
V8/1/2014 -19- The WI Voter Participation Report
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Use the WI Voter Participation - All Voters Report

You may use this report to also verify vote counts, or for data requests from candidates or other
parties. Unlike the standard WI Voter Participation Report, this report includes ward detail and those
voters merged out the municipality. You can run this report as is, or alter it to show information like
the voter’'s mailing address, the phone number, or whether the voter voted via absentee ballot or at
the polls. If you need to alter this report, it's best to use the Create Report quick task.

I
o} Welcome to AESH

. - B Voter

7. Click the Reports node. E]% Yoter Applications
-] Absentee Applications
[]---w Elections

----- g Election \Workers

8. Click the Print Reports 2y Poling Placs Locations

Quick Task. I~ 43 Contacts FRieports

----- = Payment
434 Districts and Dffice Types
----- & Calendar

9. Leave the Category set =] Labels and Malings
to Voter.

{1 ' oter Participation - All Woters
o

'l Woter Participation by “oting M.
Wil W ards Carnrizinn Districks ﬂ

[]"'EE Scheduler Wl Woter Participation - Al Yoters
[]---@ Administration

Srticipation by Y
i ||

10. Under Reports, make sure WI
Voter Participation - All Voters
is selected.

p L
<. =) Piint Reports
Create Feport

11. Click the Next button.

Delete | Modify Layout |

l Nexst |

12. Filter your report:

a. Click the Custom botton next to the Filter drop-down list.

Selected Report
lfofe Court by [Vofing Meathod

b. Copy the Filter displayed. Enter the correct Election Date in ReportOptions
mm/dd/yyyy format. Fiter
{Gelect Fiter] ﬂl Custam |l
B FilterFarm ) : - o] x| Sort By
Jfbj UseFilter (= Save = savers K Detete ] clear B ciose | |[SE|ECtS°”] j M
Filter Name: | j More Report Options
RFTYiew #_oterParticipation_all |
And/Or Field Mame Condition Y alue .
find Election Dale Equals 08/05/2012 __ PinaSep |
I ] T X FLa0 9o
(& Preview
O Print Now
. . — . . O Schedule
c. Click the Use Filter button. (Note that this filter will give you a report
for your entire municipality. Filters to limit the report to one or more (Seleot Sch. v|  Custom
wards are given below.) = | e |

V8/1/2014 -20 - The WI Voter Participation - All Voters Report
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15. T

a.

y
T b

C.

o Filter by ward or wards:

Click the Custom button next to the Filter drop-down to filter your report:

report, copy the filter
to the right.

S

If you want only one [ FitterForm E _ ol x|
Ward ||Sted on the J _&j Use Filter Save ,._J Save As x Delete _1 Clear B Close .
Filter Name: | ﬂ
RPTView_WI_VoterParticipation |
And/Or Field Mame Condition Walue
And Election D ate Equals 44772009
And Wwhard Equals WD
’ % LI X

Click the Use Filter button.

16. Sort your report:

g.

Click the Custom button by the Sort
box.

(Optional) If you are printing a report
for your entire municipality, and would
like it sorted by ward, then by voter
name, on the first line, select Ward
from the drop-down under the
FieldName column, then ASC.

Select Last Name from the drop-down
under the FieldName column.

Select ASC in the Order column.

On the second line, select First
Name, then ASC

Click Use Sort.

omething must be typed in each field on the last line, after the ) (closing parenthesis),
ut these fields are placeholders only, and will not actually affect your final report.

EE—— MIEET

J _&_I Use Sort: Save Delete [l Qose v|

Sort Name‘ ﬂ

FieldM arne: || Order il

Last Hame ASC

Firzt Name A5C

b T ¢

Vv8/1/2014
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For further information on filtering,
sorting, printing, and exporting a
report, see the Reports chapter.

More Report Options

< Frinter S etup >

17. Click the Printer Setup button Print Options
and verify your printer settings. O Provi
@
18. Click the Print Now radio button. O Schede
[3elect Seh. j Custom Printing Motificatio

19. Click Print. Back I Print ' -

i % “IIJ Report Print or Export is Complete!

20. A dialogue box indicating that your print

i il appear. G
or export is complete will appear. Click
OK.

21. Retrieve the document. You should see a report that looks like the sample below.
Compare this report to your poll list and list of Election Day Registrants. If you find any
voters that are not on both lists, add the missing voter history or delete incorrect history.
The final page will show the total number of voters.

TOWN OF BLOOMIMG GROVE WI_R_WOT_WP_1_aLL
FM72012 12:19:46 PM
Voter Participation -
All Voters
Election Jurisdiction VoterID  Voter Name Voter Address Ballot Combo Ward
2012 JUNE 5 RECALL TOWN OF BLOOMING 0000040002 ABEYTA-MARTINEZ, SALLY E 3324 THURBER AVE NP-1 WDl
ELECTION Jun 05, 2012 GROVE WMADISON. Wl 53714-1632
0711538640  Adams, Stacey Anne 3T MEMPHIS AVE MP-1 W1
MADISOM, W 537 14-1615
0000040011 ADLER, GARY L 4273 SEVERSON DR NP-1 WWD2
MADISOM, W 53718-8641
0000040012 ADLER, JANICE M 4273 SEVERSON DR MP-1 D2
MADISOM, Wl 537 18-6641
0000399586 AESCHLIMANN, BE11 MEMPHIS AVE NP-1 WD
CLESICRLER MADISON, Wl 537141514
0000040014 AIKEM, LOREM F 409 RETHKE AVE MP-1 WDl
MADISOM, YWl 53714-1627
0000040017 ALEXANDER, JOMATHON H 521 RETHKE AVE MP-1 W1
MADISOM, W 537 14-1520
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Enter Election Results

g If you have assigned a Reporting Unit Plan or setup Reporting Units within your election, it is possible to
create an Election Results Set within SVRS and enter vote totals for each candidate and referendum
question. This is optional, but you may find it useful to have your election results saved electronically in

SVRS.
e > ||
. =9 Elections =
Create an Election Results Set | m% Plars
C BN Archived Elections

- =\ 2012 PRESIDENTIAL PREF

1. Expand (+) the Elections node on the Main : N A Glance
Menu tree. ; % Paling Places
Pl T Pall Boak,
’a‘.‘ﬂ Payments

2. Expand (+) the election for which you wish to
record results.

B Record Yates =
Supplies
Ballat Styles

3. Click on the Election Results node.

Provizional Ballats

4. Click the Create New Election Result Set Cendelere i

Quick Task to open the ElectionResultSetForm
Screen.

Guick Tasks
Quick Tasks —

L% Create Mew Election Result Sel

\/

5. Enter a Description for your results set. - ol x|
6. Select Reporting Unit from the Results N— — "
Reported by drop-down menu. Description; |FALL ELECTION RESULTS
Resultz Reparted by: | Feparting Lnit j

7. Click Save and Close.

[w] Bctive Election Besults Set

Pualls Repaorted: of [tatal):

Comments

V8/1/2014 -23- Enter Election Results
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Enter Results by Reporting Unit (Optional)

1. Expand (+) the Elections node on the Main Menu

tree.

2. Expand (+) the election for which you wish to record

results.

3. Expand (+) the Election Results node.

4. Click on the Election Results set you wish to update.

5. Choose the Reporting Unit whose results you
wish to record from the Election Results by
Reporting Unit drop-down menu.

H | 2[5 |18 | active durisdiction: | TOWN OF BLOOMING GR.. =] vH @ [ .

=

- !\ection Results By Reporting Unit:
TOWN OF BLOOMIMG GROVE WARDS 1-2 j

0% Reparting Urits Reparted (0 of 0]

Refresh |

TOWN OF BLOOMIMG G 2
TOWwh OF ELODMING GROVE WaRD 3

~ | Candidate
PETERSON, KIMBERLY &
RENWT, CLARK S

Non-Partisa, .

Nor-Partisan

x| 4

[HARVEY, SUSAN L

|Nun-Parl\san |

ML DOICC D

Do I |

6. Enter the number of votes received by each

candidate directly into the Total field.

7. Repeat Steps 5-6 for each of your reporting units.

Clear an Elections Result Set

(This records 0 votes for all Candidates)

1. Click on the Election Results set you wish to

clear.

2. Click the Clear all Election Results Quick

Task.

When asked “Are you sure
want to clear the selected
Election Results Set?” click
Yes.

Your results will then look like
this.

L, ~

=8 a Waber =
[-ap Vater Transfers
L= Vater Match
[#-Z25] Wooter Applications
-] Abgentes Applications
[—]--Q Elections

-3 Plans

B\ Archived Elections

H \E 2012 My 8 RECALL PRIMARY/ELE
EQ 2012 PRESIDEMTIAL PREFEREMCE
ANt A Glance
<2 Palling Places

Poll Book |
L Payments
E] Record Votes
ﬂ Supplies

Candidate Filings

Contests

ﬁ Election Fesults

geu] F4L L ELECTION RESILTS

[ il Reporting Units i
Kl I '

"= Provisional Ballots
Candidate Filings
Contests
Election Results
S| FLL ELECTION RESULTS
<4 Reporting Uitz

Delete Election Result Sg

Update Election Result Set

Election Results

izdict.. || Contest || Candidate || Party [ Total =]
tate ] riakor IMBERLY A

U5 Senatar KENT, CLARE. S MHan-Partizan 0

State Governorn HaRWEY, SUSAM L MHon-Partizan I
State Governorn WwWis'hE, BRUCE B MHon-Partizan I
County Drare County Clerk ROBERT OHLSEM Mon-Partizan 0
County Dane County Clerk ELISA L WEST Mon-Partizan 0
Caunty Date Caunty Clerk FRIMCE, DIAME W/ Mon-Partizat 0
DAYLIGHT SaVINGS TIM.. [FOR 1]

DAVLIGHT SaVINGS TIM.. [AGAINST I

County SCHOOL BOARD MEMBE . [AMDERSOM, AMITA G Mon-Partizan I
County SCHOOL BOARD MEMBE . [AMDERSOM, BROOKE M Mor-Partizan 1]
Caunty SCHOOL BOARD MEMBE . [BROWM, BRAD | Maon-Partizan 1]
Courty SCHOOL BOARD MEMEE . [BROWM, CELETUS A Man-Partizan ]
County SCHOOL BO SCHOOL BOARD MEMBER MC FARLAND | MNan-Partizan i}
County SCHOOL BOARD MEMEBE . [DUPOR, DEBRA & Mon-Partizan I
County SCHOOL BOARD MEMBE .. [EATOMN, COMMIE L Mor-Partizan I
Couinty crHOOl posgn bFRMBE  IFSRS EEEFNY b Mown-Partizarn 0
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Delete an Elections Result Set (Optional)

j Frovisional Ballats

== Candidate Filings

Contests

Election Results

4 ﬁ FALL ELECTIOM RESULTS
i Q Reparting Units -

1. Click on the Election Results set you wish to delete.

2. Click on the Update Election Result Set Quick Task to open the
ElectionResultSetForm.

Update Election Fesult Set

= | O | .S |
3. Deselect the checkbox that reads Active Election
Description FaLL ELECTION RESULTS
Resu“s Set Results Reported by: | Reporting Unit ﬂ
4. Click Save and Close.
Polls Repaorted: of [tatal]
Corrnents
B
E

j Frovisional Ballats
== Candidate Filings
= Contests

5. Click on the Delete Election Result Set Quick Task.

Election Results
S FLL ELECTION RESUILTS

------ ﬁ Reporting Units it
| » |

Update Election Result Set

Election Results

6. When asked “Are you sure you want to delete the
selected Election Results Set?” click Yes.
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Close Out the Election

Once all information is entered in to SVRS for an election, the election needs to be closed out. This
involves checking the remaining Milestones on the Events tab of the election.

1. Expand (+) the Election node on the Main Menu tree.

2. Click the name of the election.

1
= & Woter
v Yaber Transters
-mp Woter Match
[+ =5 Yaoter Applications
-] Absentes Applications
! Elections
¥ Plans
W Archived Elections
W 2012 GENERAL ELECTION
Yo 2012 PARTISAN PRIMARY

3. Double click on the selected

File Edit Yiew Tools Window Help

election from the data grid.

At Welcome o AESH

] Woter

=| Water Applications

<] Absentes Applications

E| \L Elections

\ -3 Plans

| Archived Elections
[ERS] 2012 GENERAL ELECTION
@\ 2012 SPRING PRIMARY
-8 2011 SPRING ELECTION

J—éﬁ - J|E Menu Shorteuts | 5] Quick Tasks - ,H = | &3 | S Q

| 24 Gy | Active Jurisdiction: |CITY OF JAMESWILLI

that column

Election Description
2012 GEMERAL ELECTION

General Election

Election - Upda

I |dm =l Save and e x Close _

“ Set Defaults  Use Defaults v|J (7] v|

J j Quick Tasks |<::>

4. Click the Events tab.

General Election Setup

Description;

Election Date:

Election &s OF
D ate:
Election Details

11/6/2012 = |

|2012 GENERAL ELECTION

114642012 j Calendar Color:

Mickname: |2U12GEN

State MNickname:

B

[ Color [Empty]

5. Check the remaining B Elmrtinn 1 tmdata - 2012 GENERAL ELECTION ol x|
milestones, |A Save and Close el Jave and Hew x Close “ 2] Quick Tasks |<‘.=3 H SetDefaults Lse Defaults J (7] '|
Milestone #6 M Dncumentsl
Election Results e
Finalized through
Milestone #9 Election Milestones are pivotal events duiing an Election Cycle. Mark off each Milestone as the event is completed.
Election Finalized. e

Completed | Election Milestone Description Completed.. | Completed..

=] Election Setup Basic Election Setup complete; Election is scheduled 91022 wulfie

Il Election Active Election Cycle has begun 9/29/2M2 shehac

7] Ballot Setup Finalized All Contests are setup; Ballot Style can be generated 9/30/2012 shehac

v Ballot Styles Finalized Specifies that ballot styles have been created 101142012 |shehac

6 ) Click the Save and close vl Poll Books Printed Poll book printing is completed for the election 11642012 shehac
vl Election Results Finalized |4l Election results entered and completed for the electi. |1/5/2013 saluc
button tO save the Changes vl Papments Complete Al Payments entered and completed for the election, 1/8/2013 zaluc
A Election Day Closed Election Day has passed but all histary not yat recorded. 1/872013 zaluc

\ Election Finalized All election tasks are completed; election i

V8/1/2014 - 26 -

Close Out an Election



I statewide

Post Election Activities

Reopen a Closed Election

Occasionally you will have to reopen a closed election to correct a mistake in voter history.

1. Expand (+) the Election
node on the Main Menu
tree.

2. Click the name of the
selected election.

3. Double click on the
selected election from
the data grid. You will
receive a warning
message that you are
accessing a closed
election. Click OK.

4. Click the Events tab.

5. Uncheck only
Milestone #9, the
Election Finalized
milestone.

If the county has also
closed this election, you
will receive an error that
SVRS is unable to open
this election because
the “parent jurisdiction”
has it closed. Contact
the county and have
them follow these
directions to open the
election.

5D

6. Click Save and Close.

File Edit Yiew Tools Window Help
J'L";‘J - J|E Menu  Shorcuts | 3] Quick Tasks = ,“ ;}’| ,_Jl =] |

G0 ||an gy | Active Jurisdiction: |CITY OF JAMESYILLI

[ %

£t welcome to AESM ‘group by that column

B voter
“Yoter Applications
< Absentee Applications

= ’Q Elections

BB Plans
3 Archived Elections

-
-

ioE- SEMERAL ELECTION
-
-

_| Election Description
GENERAL ELECTION General Electio

2M2 SFRING PRIMARY
2011 SPRING ELECTION

Accenture.AES. AESM.UIComponents ll

‘fou are attempting ko modify a closed election. You must First uncheck the election milestones in order to edit this election.

K I Cancel

& CTIOM ;I_

| 2 cuickTasks | = & .“ SetDefaults Use Defaults .|J ) .|

W ' Save and Mew x Close _

General Election Setup
Description: | 2012 GENERAL ELECTION Mickname: |2o126EN

11/6/2012 ﬂ Calendar Color: State Mickname: ]
Election Az OF liv
S 162012 = |

Election Details

Election D ate:

[ 1Calor [Empty] ﬂ

Election - Update - 2
[l Save and Close =Y Save and Mew #K Clase |

SERERAL ELECTION

I Set Defaults  Use Defaults _|J L)

| B cuickTasks | &= B |

o nctsIDncumanlsl

Milestones

Election Milestones are pivotal events duing an Election Cycle, Mark off each Milestone as the event is completed.

p by that column

ar stone Description Completed.. | Completed...

Election Setup Basic Election Setup complete: Election iz scheduled 9/10/2012 wiulfje
Election Active Election Cycle has begun 9/29/2012 shehac
Ballot Setup Finalized Al Contests are setup; Ballot Style can be generated 9/30/2012 shehac

Ballat Styles Finalized Specifies that ballot styles have been created 10/11/2012  |shehac

Foll Books Printed Pall book printing is completed for the election 11./6/2012 shehac
Election Fesults Finalized |4l Election results entered and completed for the electi.. |1/5/2013 saluc
FPayments Complete All Payments entered and completed for the election. 1/5/2013 zaluc

Election Day Closed

Election Day has passed but all history not yet recorded, 1/5/2013 galuc
N EE inalized % o s

sed

Now you may fix voter history or make other changes as necessary. When finished, close the election as
described previously, and notify the county if necessary.

V8/1/2014
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Post Election Activities

Add or Update Office Holders

f

Current Office Holders need to be added to the SVRS before voters will be able to view their contact
information on the MyVote website. Municipalities enter the Office Holders for local offices. Counties
add Office Holders for County offices (including Supervisors and School Boards). The State enters
Office Holders for State and Federal offices.

----- @ Electionworkers -
To add or update Office Holders, expand (+) the Addressing 5 Poling Place Lacations -
and Districts node on the Main Menu tree. |~ = g:;‘::;f
| Districts and Office Types
H [N | Districts
Expand (+) the Office Type node. @ Dmtce‘wpe
=, GOVERMOR RWISOR
In the Menu tree, click on the Office Type you wish to update. “E. STATE SENATE
The offices will appear on the data grid. _ % peiinsien o N
Some office types have one line on the data grid, such as a Mayor. Other office types have
multiple lines, such as School Board Member. The number of lines should correspond to the
number of seats for that office type.
On the data grid, expand (+) :n —— | |[# sy | acwe usction: [asHLanD coNTY 02 v || @

the Office by clicking on the
plus sign to the left of the
record (under the For
District column).

a.

Click within the white
space below the Office
Holder.

Click on the three dots
(ellipse button) to reach
the Contact Search
panel.

Enter the office holder’s
name and click Search.

Double click to select
the contact record from
the data grid.

Office Holders will be visible
on the Voter Public Access
website, and will usually want
voters to see their office
contact information, not their
home phone and address.
You may need to create a
new contact for this purpose.

o o
|| menu shorteuts | 3 quickTasks ~ || 7|
ﬁx

1 Address Ranges

=2, Secretary of State:

=5 State Assembly

=2, State Senate

“E. State Superintendent of

= || Dwiner
ASHLAND.
|| TemEnd

173172012 schuth
= || Appoirted

1/31/2012

+ || Tem Start

~||Create. =||Cr. ~||lastC. ~|[L

L, State Treasurer 2] I

2. Statewide Referendum | _‘£ ] i _ = 1

=2, US Congress | Bayfield School |Board Member (Bayfield) ASHLAND.. [1/31/2012  [schuth  [1/31/2012 s

. US Senate I Butlenut Sch.. 1Bazsd Member (Hutter) ASHLAND.. 172172012 |schuth 173172012 s

=E ber Glidden School | Board Member [Glidden) ASHLAND.. [1/31/2012  |schuth  [1/31/2012 s
| Mellen School  |Board Member (Mellen) ASHLAND.. [1/31/2012 Iscmlh 1/31/2012 &

"%, County Board Supervisal | I

File Edit Yiew Took Window Help

| b _||[Bs menu shorteuts | [ Quick Tasks + _| |

x
=2, State Assembly :]
"5, State Senate
2. State Superintendent of
=2, State Treasurer
%, Statewide Referendum
==, US Congress
=, US Senate
“&= CLERK OF COURT
2. CORONER
i COUNTY CLERK.
“&. |DWwA COUNTY SUPER
“=. REGISTER OF DEEDS
& SCHOOL BOARD MEME

= GHFRIFF

| E&mtact Search _I— _ID _IX =
{ =
f Last Mame: First Mame: tiddle Mame: Suffis Search Optiong -
“k\usandmf | | | j [ Mon-Person

Date of Birth: Soc Sec Mum: Paity: [ Include Retired Contact Recards

House Mo: Street Name: ﬂ

City: State: ZIP Code:

| j | ﬂ | j M

o [ Court Oriby
- Search Clear ‘

i) For more details, see the i T g
Contacts chapter of this manual. E - L e A e
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e. Enter the term start date and the term end date directly in the grid.

J‘ﬁ - J|% Menu  Shorkcuts | j Quick Tasks ~ _

x

", CLERKOFCOURT -
-2, COROMER

= EEEEETS
2 10w COUNTY SUPER
=, REGISTER OF DEEDS
2, SCHOOL BOARD MEME
= SHERIFF
==, SURVEYOR
==, TREASURER

;f Addresz Ranges
=

| 2] 2| ]88 ay | active aurisdtion: | 10w COUNTY - 25 .

here to group by that column

...... ffic; Position Description
COUNTY CLERK [CO25)

(YW |o0wea County
Office Holder
GREG KLUSENDORF

—

f. Itis possible to enter multiple Office Holders, including past Office Holders whose terms have
ended, on the other lines in the data grid. Only Office Holders with current terms will appear on the
MyVote website.

,
hj Click in the Appointed box only if the office holder was appointed, not elected. This function allows entry of
appointed officials, in addition to those who are filling a position mid-term.

5. Click on the Menu tree when complete.
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