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Manage the Absentee Voting Process

Five Principal Steps to Managing an Absentee Voter’s Record

1) Adding the absentee application (GAB-121).

2) Issuing an absentee ballot (generating or printing a label) and updating the ballot sent date if necessary.
3) Recording a ballot as returned (or not returned).

4) Use the poll book to record a vote cast by an absentee voter.

5) Post-Election cleanup: Cancelling unreturned ballots; adjusting permanent absentee applications.

Step 1 and Adjusting Permanent Absentee Applications are covered in the Absentee Applications chapter. Steps
2, 3, and 5 are covered in this chapter, under Issue Official Absentee Ballots and Manage Absentee Ballots. Step
4 is covered under Recording Votes in the Post-Election Activities chapter.

The following is a simple chart depicting at what time during an election cycle you may do any of the above:

Before Election Cycle During Election Late Election Cycle Post-
Election Begins- Before | Cycle- After (afier firstbatch Election
Absentee Process | Cycle Begins | Ballot Styles are | Ballot Styles are
. . of absentees has (after
Steps in the before electi Generated Generated been sent. u .
Election Cycle (before election (up through (Milestone #4 u T clegion
is inherited or p g - up through Election Day) until
setup) Milestone #3) through sending first | d
batch of ballots) closed)
Add Absgntee v v
Applications
Issue Presidential
Preference Only May be issued v v
Absentee Ballots once Milestone | (issue ballots as a (issuing ballots in
to Military and #2 is checked group/batch) batches & individually)
Overseas electors
Issue Official v v
Ballots and (issue ballots as a (issuing ballots in
Generate Labels group/batch) batches & individually)
Record Returned v

Ballots (Mailings)

Record Vote

Post-Election
Cleanup

*Important Notes:

a. Presidential Preference Only absentee ballots for military and overseas voters are issued every four
years. You cannot issue Presidential Preference Only absentee ballots in SVRS until you have inherited
the election and checked Milestone #2.

b. Official absentee ballots are issued for every election. You cannot issue official absentee ballots before
you have checked Milestone #4. Checking Milestone#4 signifies all contests and candidates have been
added to SVRS and that you have generated ballot styles. Please verify this information before checking
Milestone #4. See chart above.

c. All absentee ballots tracked in SVRS are viewable on the Voter Public Access site. Please see the
Absentee Ballot Information on Voter Public Access section of the Absentee Lite chapter for further
information.
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Issue Official Absentee Ballots
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While you may add absentee applications at any time, you may not begin issuing official absentee ballots
until all contests and candidates have been entered, Ballot Styles have been generated, and Milestone #4
has been checked. See the Election Setup chapter for more information on these steps.

When absentee voters are issued a ballot in SVRS, it updates the Ballot Sent Date on the WI Absentee
Application Ballot Log and creates an “Absentee” watermark next to the elector’'s name on the poll book.
Issuing a ballot also creates an Absentee Ballot Mailing Label. You will print these labels and affix them to

the absentee envelopes. If they are returned through the mail or in your office, you will record them as
returned, which will update your WI Absentee Application Ballot Log with the return date.

Absentee mailing labels can be generated either as a batch or individually. SVRS will print two labels for
each absentee ballot. One label is for the envelope mailed to the voter and the other is for the returned
certificate envelope. Whether you should print labels individually or as a batch depends on when you print

and how you intend to use the label.

By the time you are able to send out absentee ballots, you may have a sizeable number of absentee
applications for that election. You will want to issue ballot labels in one or more large batches. Once you
have mailed out the first large batch(es), you will begin to receive absentee applications from people
coming to vote absentee in your office, and occasional requests by mail. You may choose to generate
these later ballot labels in daily batches, or individually on a small label printer.

Issue Official Absentee Ballots and Generate Absentee Labels as a Batch

.,

I 3 Before you issue ballot labels, make sure all of your absentee applications are entered, and go through the

ttq

Absentee Applications chapter.

¥

Within the election, select the
Absentee Applications node.

Select the Quick Task Send
Ballots to Voters with Approved
Applications.

The Absentees For Approved
Apps pane replaces the Main
Menu tree. If no filter is created,
labels will be generated for all
approved applications.

Unless you have a very small
number of absentee ballots to send
out, you will want to divide up your
absentees into several groups by
filtering. The instructions on filtering
that follow will help you do that. If
you wish to print all of your labels
in one large batch, skip to Step 5.
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El\',;_ 2011 SPECIAL ELECTION £
EI\:_ 2011 SPECIAL PRIMARY EI
EI\:. 2011 SPRIMG ELECTION
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Absentee Applications Data Quality Items checklist and fix any problems you find. See that section in the

O |

Abzentees For Approved dpps

|‘i;.1|i

2011 SPECIAL ELECTION
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Sort By
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Cancellation Reason
| =

Print Options

Frinter Settings

Process

Wiew Log
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Suggested Filters for Batching Absentee Labels (Optional)

i :;« Before you issue each of the batches described below, you may find it helpful to use the Absentee
< Applications search screen within the election. For example, you can search for Approved Military
Applications and check the Count Only check box before clicking Search. If there are 52 Approved Military
Applications, and you generate a batch of Military labels, you should receive 52 labels. SVRS will tell you how
many ballot labels were generated, and if any failed to generate, when it creates the ballot labels. | f you want
to issue your ballots in one big batch, get a count of all Approved Applications, and do not use a filter.
Compare the number of ballot labels issued to the count of all Approved Applications.

General |

Woter Reg Mum:

Last Mame: First Wame: Middle Mame: Suffix:

Drate of Birth: Application Type: Application Status: lication Date:

| | Military ﬂ |Approved j | j
Yoting kethod: Woting Location: Eallot Status: ot Status Reason:

| ~——=_— -

LClear

N

[ Count Only
‘ Count \

4. Filter your Batch of Absentee Labels:

If you have saved the Filters below, you don’t have to recreate them for each election. Instead, you can
select them from the Filter drop-down list. See the Reports chapter for directions on saving a filter.

You may choose to issue your applications with a Vote Location of Via Fax or Via E-mail as a separate
batch. If you do this, you may also print the Official Absentee Ballot Cetrtification mailing. This will

substitute for the certification envelope, and can be emailed or faxed along with the ballot. The voter’s
information will appear on the certification page, along with a barcode that will allow you to record the
mailing as returned. For detailed instructions, see the Issuing Via Email or Via Fax Certificate Envelopes

section in this chapter.

a. For Military Absentees:

i. Click the Custom button next to the Filter for

Filter far Approved Abse

Approved Absentees drop-down list. :
i ] . o ] |[Seleu:t Filter] || Custam
ii. Copy the filter displayed. This filter will generate
labels for all of your Military absentees as a group.
E® FilterForm . s
| & useFiter [ save [ savess K Detete [ clear @ close |
Filter Mame: | j
AbzentesdpplicationzView |
And/Or Field M ame Condition Value
And Application Type Equalz Military [ MIL ]
- b TP ¢

ii. Click Use Filter.

iv. Continue with Steps 5-10.

V12/28/2012
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b. For Overseas Absentees (you will only do this for Federal Elections):

i. Click the Custom button next to the Filter for il fian oo A
Approved Absentees drop-down list. | .
[Select Filker) 1| Custom

ii. Copy the filter displayed. This filter will generate labels for all of your Overseas
absentees as a group. Remember that these voters will receive a special ballot listing

only Federal Offices.

B FilterForm - | ofix|

‘f_ﬁ Use Fiter = Save = 5avere XK Delete ] Clear 8 Close ,‘

Filter M ame: | ﬂ

Abzenteed pplications\isw I
| &nd/0r | Figld Name Condition | Walue |

And |Application Tupe Equals Overseas [ 0WRS )
! _ z L X

ii. Click Use Filter.

iv. Continue with Steps 5-10.

c. For SVD Care Facility Absentees:
Filter for Approved Abze

i. Click the Custom button next to the Filter for |[5'3|'3'3t Filter] ] | Customn
Approved Absentees drop-down list.

ii. Copy the filter displayed. This filter will generate labels for all of your absentee who
reside at a care facility where special voting deputies are sent, regardless of whether they
have Permanent or Regular absentee applications. Please note that for this filter to
work, all of these applications must have SVD Care Facility entered in the Vote Location

field.
FilterFaorm : : —I—I— | _IX
J _&_1 Use Filter H Save ._J Save A x Delete _1 Clear @ Close "
Filter Mame: | j
Absentesdpplicationsisw I
| Andor | Field MName | Condition | Walue
Aind “Woting Location Equals SWD Care Faciliy [ MURS ]
’ z Ll X

iii. Click Use Filter.

iv. Continue with Steps 5-10.
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d. For Permanent Absentees:

Filter for Approved Abze

i. Click the Custom button next to the Filter for -
Approved Absentees drop-down list. |[5‘3l‘3'3t Filter] 7| | Custom

ii. Copy the filter displayed. This filter will generate labels for all of your Permanent
absentees as a group. If you have already issued your SVD Care Facility absentees,
make sure the Cancel Outstanding Ballots checkbox is unchecked. Any SVD Care
Facility application that was already had a ballot issued will be ignored.

FilterF ot =
J_E'_i Llse Filter FQ Save _J Save fs x Celete j Clear B Close =
Filter Mame: | j
AbzenteetpplicationsYiew I
AnddOr Field Marme Caonditian Walue
And Application Type Equals Permanent [ FERM )

. be | EET) ¢

iii. Click Use Filter.

iv. Continue with Steps 5-10.

e. For Regular absentees: _
Filker far Approved Abze

i. Click the Custom button next to the Filter for |[56|E'3t Filter] 1| Custom
Approved Absentees drop-down list.

ii. Copy the filter displayed. This filter will generate labels for all of your Regular absentees
as a group.

iii. Click Use Filter.

iv. Continue with Steps 5-10.

FilterForm R
J f_] Uze Filter F_.; Save _J Save A X Delete _1 clear B Close =
Filter Mame: | j

Abzenteedpplicationst/iew I
And/Or Field Mame Condition Yalus

And Application Type Equals Fegular [REG |

- - X
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Sort and Select Printer Settings, and Generating Batches

5. Sort your Batch of Absentee Labels:

a. Click the Custom button next to the Sort By drop-down list.

Filter far Approved Abze
| (5elect Filer] -

Cuztom

b. Copy the Sort displayed. This will put your labels in order by Ward, then
the alphabetically by voters’ names. If you have multiple ballot styles, this
will help you group together absentee voters with the same Ballot Style.

J _‘B_'1 Use Sork .:d Save

Delete . Close _

=10 x|

Sort Name| j
FieldMame = || Order |
Wwhard asc
M amel azt ASC
M armeFirst ASC
; e Tk 4

c. Click Use Sort.

6. In the Mailing to Send drop-down list, select WI Absentee Ballot Label 2x5.
This will print 2 labels for a voter in each row, and there will be 5 voters per sheet.
If you choose the WI Absentee Ballot Label 2x5, you batch of labels will be sent
to a regular printer. However, if you chose the WI Absentee Ballot Label from

the Mailing to Send drop-down list, then you will create a batch of 2 labels per . 7] [ Custom |
voter to be sent to your DYMO Label printer. ?So:s;smt] 5 B
7. Leave the Cancel Outstanding Ballots checkbox unchecked. As long as this 4b

is unchecked, SVRS will not issue ballots to an application that has already had a .
ballot issued. This prevents you from issuing duplicate ballots because of an

incorrect filter. This box should always remain unchecked.

-
LA

Help Desk before you do this is a good idea.
8. Click the Printer Settings button. The Print dialog box will appear.

9. Verify that the printer selected is correct and click Save Settings.

You may also choose to Export your batch of labels. See the Poll
Books chapter or the Reports chapter for directions on exporting a
file. Make sure if you export your ballot labels to a file, the Render
Format is PDF. This ensures your barcodes will be readable, so you
can scan ballots in as returned.

If the Cancel Outstanding Ballots checkbox is checked, SVRS will cancel any
previously issued ballot that is caught in your current filter and generate new | B
ballot records, Mailing IDs and labels for these voters. In rare cases, you may
wish to do this because your mailing was not generated properly and you need to
cancel those ballots as a group and issue new ballots to those voters. However,
you should use caution when doing this. Calling your SVRS Specialist or the GAB

] 2 G f ud
2012 PARTISAN PRIMARY
[8/14/2012 )

Filter for Approved Absentees

For Voters With E xisting B allots]-

[ Cancel Outstanding Ballot(z]

Cancellation Reazon

Print Dptions:

Frinter Settings |

Frocess
Wiew Log

@ Detault Printer

¢ Specific Printsr [FEEDZ00F on PPWMADOPO7E] (iom Wi_FzNu ~|  Fropetties

© ExportToFile  Gpaws

Type:
Whers

Other Dptions
(D Miack Rizport History | Rizport Was Flun Far m|
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10. Click Process. This will issue PISPE— x|
absentee ballots and generate K
absentee ma|l|ng labels for your \_p Process Completed - Processed 6 applications in bokal, Created S ballots, Failed to create ballots for 1 applications.
voters with approved applications.
This may take several minutes,
depending on the number of
absentes apploations you are
X . [Log Viewer E X
processing. When done, SVRS will — :
. " . 22! EgINNINg Frocess: Send ballots to Volers wil pprov pPs -
20/07/2012 09:2201AM B P Send Ballots to Vot th & ed Ap _l
display a message confirming how »
many ballots were generated and ioces: Infomenon
i i User:  VILLAGE OF ST. NAZIANZ - 36181\muellk
how many failed to generate, if buisdton: _ VLLAGE OF ORFOROVILLE -54165
ancellation Reason:
any. Fiter:  {{[Crit1:
And:AbsenteeApplication: EERM PRES.REG]H}
11. Select View Log to view the list of s
applications failed to generate a ballot. 0%23[:1123]0&22:0% Error Processing Record: HALLMARK, JOANNE W [VoterRegNum:
“ i i i i Error:
Voter ?‘OSS not _I vein (IJISEI'ICtS that < Unable to generate ballot for Voter ID 16733113 because voter does not live in districts that are active for this
are active for this election” means the Negstin
elector does not have a district combo. 20/07 /2072 Completed Process: Send Ballots to Voters with Apoioua
You may also see a notice if the voter is proce S5 Mher)
not Active. Absentee Applications Failed \With Error: 1
lglalAbsi\l;e_Applicagons Pmezesssed: B' |
en sentee Applications Processs uccesstully:
12. Repeat Steps 1-10 for any additional
batches of labels.
[]
%
You can also find the applications that Gererd |
failed to Create ballots by Searching Wlthin Last Mame: First Mame: Middle Mame: |Sulf\x: ﬂ ‘\u‘otelﬂegNum
the election under the Absentee Date of Bith Application Type fpplicalion Status.~ Applcation Date
Applications node. Narrow your search to | [Foguter =l [awpoves 7] | -
matCh the batCh Of ba//OtS yOUjUSt iSSUGd. |Vol\ngMethod: j |Vot\ngLocalmn: j ‘Eal\otStalus j |Ba||ol8latusﬁeasog
You will see a number of application
records appear in the search grid. Recorls Fetuned 12 ooy NS R
. i i oup by that column
Every appllcatlon that was issued a ballot Name A Voter RegMum | App Type | App Status | App Status Frea.. | Election Descrip... | Election | Date
P ; ; HALLMARK, JOANNE W |DITE733113 |Regular [éppraved |Valid Application (2010 PARTISAN... [SINGL 77200
WI/I have_a Wh'te box W'th bIaCk plus J | ‘Elaclmn Descrip.. |Ea||ol Typs |Ba\lol Status ‘Eal\ot Status Re. |Date Ballat Gen. |Dale Ballat Sent ‘Dale Ballot Ret.. |Date Ye
symbol in front of it. A grayed out plus - < ¥
.. H | GTHUNT, JaN 0710175020 Fegular Approved [valid Application_|Recurin AL 7Hz/
symbol indicates a ballot has not been "%NEK’JAMES H |0705473840 Hazu\ar Aszmved ValldAEzhEatmn 2010 P:F\TISAN SINGL 712/
i inafi H G MANERS, JACQUELT.. (0710184520 Fiegular bpproved Valid Application 2010 PARTISAN... |SINGL 7Hz/
Issued f.or that appllcatlon' If you flnd an N F B RONALD | 0016733061 F\azu\ar Agzmved o 2010 PARTISAN . |SINGL 7427
application with a gray plus, double-click 0710133020 Regular Approved c 2010 PARTISAN.. SINGL 712
. . Election Descii Ballat Type Ballot Status Ballot Status Re.. | Date Ballot Gen.. | Date Ballot Sent Ret
to open the appllcat/on and check the 3 :|]1E|Fi~"a.F1TIEis'a.r... 0 5 ':tl.u'n:-- h.lr'ue- : ?,-‘1.a':|:w1|:| .?.a'w.‘-‘:w:m:w ; :
4
VOter Status Reason and Address' | [E SHOEMAKER, KRISTI 0016733216 Regular Approved Walid Application 2010 PARTISAN . |SINGL 7137
[ SMITH, CINDY L 0710198120 Fiegular Approved Valid Application 2010 PARTISAN... |SINGL 712/
. . . STEWART, DOWALD Y |001E733016 Regular Approved Walid Application 2010 PARTISAN . |SINGL 7137
OccaSIonaI/y a voter will not receive a () STEWART, DONALD Y |0016733016 Regular Approved Valid Application 2010 PARTISAN... |SINGL 7
[+] URBAN, SHANNON B 0016057042 Regular Approved Walid Application 2010 PARTISAN . |SINGL 7127
ballot label because they have been [ YEARWOOD.EVAN  [0710366010 F\ezu\ar Assloved ValidAEE\ication Fiecuring ALL 7Hz/
cancelled, inactivated, or moved.

The voter should not receive a ballot,

and the application should be cancelled.

™

E‘E Although you have generated absentee ballots, they have not been printed. To print your ballot

©®

labels, you must follow the directions below.

You can search for newly generated ballots in the Absentee Ballots search screen. For more

information, see the Managing Absentee Ballots section below.

V12/28/2012
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Retrieve and Print Absentee Ballot Labels Generated as a Batch

R

After issuing absentee ballots and generating mailing labels, the next step is to retrieve and print the
absentee labels from the batch in which they were created.

=N

=
o A"

8.

e
¥

Expand (+) the Labels and Mailings node on the Main Menu tree.

Click Queued Batch Mailings.

In the Date Created fields, enter the date on which the ballots were created under From. If you have
generated other mailings on the same date, you may also search using the Mailing Type of WI Absentee
Ballot Labels 2X5 ( - or- WI Absentee Ballot Labels if the batch of labels you created were for the

DYMO printer).

Click Search.

File Edit Wiew Tools Window Help

J'ﬁ‘ i “% Menu  Shortcuts | 3 Quick Tasks ~

J = | El | 2 | & d ”ﬁ Hy | Active Jurisdiction:

e @.|

x
[Ny 2007 SPRING PRIMARY J

[N 2006 GENERAL ELECTION
ﬁ 2006 PARTISAN PRIMARY
----- Q Election ‘waorkers
----- g‘ Palling Place Lacations
----- &3 Contacts
2 Payment
[]--Eé} Addressing and Districts
----- @ Calendar

3 Petitions
2] Repotts
[=1-=1 Labels and Mailings

1:@ Queued Mailings
ed Batch Mailings

] teh Ma
F'nnled I ailings
1= Printed Batch Mailing:

----- = Retum Mailings |

Fl-[T Seheduler _Ij
»

| |

Mailing Type:

Created By:

[ Include batches with anly 1 mailing.
= @ B/18/2009 i

Records Feturned: 1

Mailing Type
..

[ Count Orily Search ‘ Clear

group by that column

Meszage 1

Message 2

Find the mailing in the data grid and
click on it once to highlight. Ensure that
it has the correct number of ltems (this
is the number of sets of labels).

Click the Print Mailing(s) Quick Task.

Click OK to the dialogue box informing

Repeat Steps 3-7 for additional batches.

you that your mailing has been marked
as printed.

you have only generated a single label in a particular batch, you will have to click in the box “Include
batches with only 1 mailing” before clicking on the Search button.

-2 Payment

et EE Addressing and Districts
'@ Calendar

& Petitions

Reports

=- J Labelz and kb ailings

iz Queued Mailings

=41 Oueusd Batch Mailings
=5 Printed Mailings
iz Printed Batch Mailings
“e(] Return Mailings -

Guick Tasks
Quick Tasks

&1 Copy Batch Mailing[s)

i1 Delete Maiing(s)

= Print Mailing(s)

aroup by that colug g

reprint this batch of labels, you will have to expand
the Labels and Mailings node and click on the
Printed Batch Mailings node. Find the batch you

want to reprint and choose the Quick Task Reprint

Printing the ballot labels makes them disappear from
the Queued Batch Mailings node and moves them
to the Printed Batch Mailings node. If you want to

Print Complete

-
“"-lg) Your mailing has been marked as printed. Ta reprint or view this mailing item, please go to the Printed Mailings node.

Mailing(s). Reprinting updates the Ballot Sent Date.

V12/28/2012
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Examine Absentee Ballot Labels

Two labels are created for each absentee voter.

1 por REQUIRED TR
May 08, 2012 DANE COUNTY 3 12108419 ;
CITY OF MADISON Ward:WD052 ;
NP-1 0712487960
MICKEY MOUSE 2 | ;
132 E WILSON ST - ID Provided
APT 202 4 . REQ '
MADISON, WI 53703-3890 = VaMal

T ,

May 08, 2012 DANE COUNTY 12108419
CITY OF MADISON Ward:WD052

9 NP-1 6 0712487960

MICKEY MOUSE
1731 W BRISTOL ST
PHILADELPHIA, PA 19140-1807

1. If POR Required is listed on the upper
right, the voter was a first-time registrant
by mail, and did not supply the required
Proof of Residence. You must send the
voter notice to provide that Proof of
Residence when they return their ballot. (It
must be enclosed in the outer envelope,
not the inside envelope with the ballot.) If
the voter returns the ballot but does not
provide the required proof, their ballot will
become a provisional ballot and may not
be counted unless they provide the
required information to the clerk by 4 pm
the day following Election Day.

2. You will receive two ballot labels. The first
label will display the Home Address and
should be placed on the return envelope.
The second label is for the mailing
envelope, and will contain the Absentee
Address you have entered. If you did not
enter an Absentee Address, the second
label will display the Mailing Address
from the Voter Record. If there is no
Absentee Address or Mailing Address, the
second label will display the Home
Address.

3. The municipality’s ward designation is
listed as Ward:WDxxx.

4. The Photo ID indicators (ID Provided for
Mail-In Absentee or ID Exempt),
Application Type, and Vote Location will
display in the bottom right corner on the
first label for the returned envelope.

5. The Ballot Style will be listed above the
voter's name. You will use this ballot style
or the listed ward to ensure the voter is
given the correct ballot. For instructions on
renaming the Ballot Style, see the

Election Setup chapter.

6. The Voter Registration Number is
displayed on the right side of each label
underneath the Barcode and Mailing ID
number.

7. The Barcode and the Mailing ID number
are the same. To mark the ballot as return,
you can either scann the barcode or
manually enter the mailing ID number. For
instructions, see the Record Returned
Absentee Ballot Mailings section of this
chapter.

If there was a problem generating the
mailing, the Barcode and Mailing ID may
not be activated. See the Search for
Absentee Ballots section for instructions
how to find and fix these labels.

V12/28/2012
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The WI Absentee Application Ballot Log Report

Ij After all absentee applications have been processed, and labels been issued and returned, you must run
the WI Absentee Application Ballot Log and distribute it to your polling place(s) or absentee central count
facility. This report will show all absentee ballots that have been issued or returned. It will not show
cancelled ballots.

L)

) There are two versions of the WI Absentee Application Ballot Log. The WI Absentee Application Ballot

tl;? Log ALD WARD report (listed last) will break up your absentee ballots so each ward begins on a new page
and is subtotaled separately from other wards. The WI Absentee Application Ballot Log report (listed second
to last) will group all of your absentee ballots together and give you totals for the entire municipality. The
directions below will work for either report.

Menu x
o} Welcome to AESH

1. Choose Reports E- g voter
from the Main [#- =5 Wober Applications
-] Absentee Applications
Menu tree. -\ Elections

- i@ Election‘workers

Q‘ Puolling Place Locations
&2 Contacts

~Zzl Payment

F-£3d Districts and Office Types

2. Click on the Print | Calendar
Reports Quick Task.

- =1 Labels and Mailings
=-[3 Scheduler
B[] Adrinistration

3. Inthe Category
drop-down list,

SelectReport

=4 Prirt R t Step1of2
select Absentee. e et :
Create Report ; ’—v
a Lategoy: | Absentee &l Selected Repot ———
Reports W7 Absenfee Aoplicafion Satof fog
CLERKOFF Absentee Label.. ﬂ
|

CLE Public Report

Abzentee Application Ball.

. ‘ Wl dbsentee Application Ball. Bepostoptions
4. In the Reports drop-down list, select WI Fier
Absentee Application Ballot Log, or WI W Artce loaton ol o "=
Absentee Application Ballot Log_ALD_WARD. foine Sort By
[Select Sart] j M
More Report Options
V¥ Show Protected Information
5. Click Next.
Frinter Setup
Delete | Modify Lapout | Print Options
Mt &) Preview
O Frint Mow
6. Filter your report: O Scheduls
i . [Select Sch.. - Cuztom
a. Click the Custom button next to the Filter drop-down. El 4
Back | Preview |

V12/28/2012 -1 - WI Absentee Application Ballot Log Report
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b. Copy the filter displayed below. Type the correct election date in dd/mm/yyyy format.

[ Y

Save .:J Save ds x Delete _1 Clear M Close .‘

Filker Marne; | j
RPT4iew_WwW_AbzentestpplicationListing |
AndA0r Field M ame Conditioh Y alue
And Elec Date Equals 44742009

=a

- XK

‘g The filter displayed will produce a list of all issued or returned absentee ballots for the election
date you entered. You may also choose to filter this report by Abs App Type Code to see only
Permanent, Regular, or Military absentees, or Abs Bal Vote Location Code to see only
Nursing Home absentees, but these partial absentee logs are for your own use only, and should
not be sent to the polling place on Election Day.

c. Click Use Filter.
7. Sort your report:
a. Click the Custom button next to the Sort drop-down.

b. Copy the Sort displayed. This will put your report in order by the voters’ names.

,-' Save Delete . Close T‘

Sart Mame ﬂ

Fieldt ame = || Ordex |
I pwiard =z m m

Lazt Hame ASC
First Mame Asc

Application Ballot Log. The WI Absentee Application Ballots Log ALD WARD report
will automatically divide up your report by wards.

@ The first line, Ward, ASC, is only necessary if you are running the WI Absentee

c. Click Use Sort.

V12/28/2012 -12 - WI Absentee Application Ballot Log Report
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8. Click the Printer Setup button and verify that your Printer Setup |

printer settings are correct. Once they are correct, click
Save Settings.

Print Options

O Preview
) . ) & Print Mow
9. Click the Print Now radio button. O Schedule
10. Click the Print button. (oot Sch.. v| _ Custom |
Back ‘

11. The Print Notification dialog box will open. Click OK.

Printing Motification il

-
\“]:) Report Print or Export is Complete!

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

A sample of the WI Absentee Application Ballot Log report is shown below.

CITY OF MADISOMN WA_R_ABS_LOG
] E/4/2012 4:62:37 PM
rl[.} t,‘?#_\i., Absentee Applications Ballot Log
Ml izes~
CITY OF MADISON ELECTION: 2012 MAY 8 RECALL PRIMARY/ELECTION (May 08,
2012)
App. Ballot Ballot Ballot Vote Ballot
Woter ID MName and Address Ward Received Issued Returned Status Recorded ~Combo
0712487980 Deville, Cruella W01 05042012 DS/042012 1SSU MP-1
INIEERMmIINEY 409 Palominoe Ln Apt 3
Hot T : OF
App. Type: REG Madison, Wi 53705-3471 Eslor Typa b Cl:

Vole Location: Wia Mail

0712488000 Hood, Robin WEO0Z 0SM04/2012 0SM04/2012 Issu NP1

INIaniIenam 101 River Bend Rd Apt 5711

App. Type: REG Madizon, W1 53713-4201

Vole Location: Wia Mail

Ballot Type: OFCL

OF 12487390 Pan, Pater WDO38 05042012 0S/O042012 ssu NP-1
R o an 2010 Gulseth St
T : F
App. Type: REG Madison, W S3704-6187 Ballot Type: OFCL

Waole Location: Wia Mail

0712487960 Mouse, Mickey W52 05042012 05M04/2012 1SsU MP-1
ININI RN 132 E Wilson St Apt 202

App. Type: REG Madison, WI S53703-3890 Ballot Type: OFCL

Wole Location: Via Mail IS

This report shows Voter and Absentee Application information, as well as when the ballot was
sent and returned. The Voter ID column contains the Voter ID number, Absentee Application
Type and Vote Location. The Ballot Combo column contains the Ballot Style for that voter,
and the Vote Recorded column shows whether the voter participation has been entered. Ballot
Types are: OFCL = Official Ballot; FED = Federal Ballot; PRES = Presidential Only Ballot; PRES
PREF= Presidential Preference Only Ballot. Underneath the ballot types the Photo ID indicators
(ID Provided for Mail-In Absentee or ID Exempt) are displayed.

2 S0

V12/28/2012 -13 - WI Absentee Application Ballot Log Report
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Issue Clerks Office Absentee Ballots

O

You must have contests and candidates entered, Ballot Styles generated, and Milestone #4 checked to

begin issuing absentee ballot labels. After you generate your first big batch(es) of labels and have mailed
them to voters, you will need to generate labels on an ongoing basis. For example, you will issue
absentee ballots to electors who vote in person in your office. These absentee electors will be entered
with a Vote Location of Clerks Office. Since you are issuing an absentee ballot and it will be immediately
returned to you, SVRS will automatically mark the Clerks Office ballots as returned when processing the
absentee application. This section gives details on processing a clerk’s office application, printing
individual labels, and running a batch label for clerk’s office absentee electors.

1. Open a new Absentee Application form. Send Ballat Opti
‘ote Location: Clerks Office j)
2. Enter the absentee elector’'s name. The voter’s information Harne: 203 .
will populate. Address ORFORCWILLE ., Wl 53576

3. Select the Vote Location of Clerks Office. )
i :{i When entering a Clerks Office application, you must have only a single election selected under the
S;’- For Election section of the application. If you have more than one election selected, or a date range,

you will see the message below. If a voter votes in the clerk’s office and would like to request an

application for any future election(s), they should fill out two forms that will be entered separately.

Clear Existing Election Options? &

Only single-election absentees are allowed for Clerk's Office. Any multiple-election options that have been selected will be cleared. Waould you like ta proceed? {dick No to keep your existing multiple-election options selected)

uo|

4. App Type will always be Regular.

5. Enter the Date on App.

6. Select the Quick Tasks button at the top of the
Absentee Application.

7. Select Process Absentee Application quick task.

8. Select Approved — Valid Application from the

Application Status — Reason drop-down.

/

Vg
Application Status - Feazon
Approved - Y alid Application j

A PRI wed - YWalid A |:l|:l|il:: ation
Cancelled - Administrative A

Cancelled - Deceased
Cahcelled - Permanent Stat...
Cancelled - Woter Initiated
Denied - Mot Eligible

x|

Quick T
L
‘. @ Process Absentee Application

& Update Ballot Sent Date
Felzsue Balot
FieFrint Ballot
Fiecord Yate
Cancel Ballat
Frint Cledk's Office

a3 Returned

e O o

Smart Butty

NEN

" Process dhsentee [ Cluick Tasks

Ab

Options

[ Create an Application D nly

MOTE: When processing an
application with a Waote Location of
Clerk's Dffice, a ballot is
automatically iszued and marked
az returned

Clerk's Dffice Labels————

[ <Na Labet> -
Printer Settings
Frocess

V12/28/2012 -14 -
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9.

-l"

Select the type of label you want from the Clerk’s Office Labels drop-down. If you select

<No Label> skip to Step 15.

In order to process clerk’s office labels more quickly, SVRS is
treating clerk’s office labels as small reports. This means that printing
a label will happen more quickly but also that you DO NOT need to
print a label if you do not want one. SVRS will still “issue” a ballot for

Clerk"s Office Labels—
<No Label> -

that elector and mark it as “returned” even if you do not physically
print a label.

Your label options are for Dymo Printers. WI Absentee Voter Label

— Single will print one Dymo Label. WI Absentee Voter Label -

Double, will print two Dymo Labels. Both labels are of the elector’s

home address. <No Label> will not print a label. All three of these
options will process the absentee application, Issue a ballot in
SVRS, and mark the ballot as Returned.

Wl sbzentes Waoter Label - Single
Wi Absentes Water Label - Double

x| Y
Process

@ Clerks Office labels can also be printed in batches on sheet labels through the Reports node (See the next

chapter section - Print Clerks Office Labels in a Batch).

10. Click the Printer Settings button. The Print dialog box will open.

11. Click the Specific Printer radio button and choose your DYMO printer from the drop-down.
H H Print B = 7 =
12. Click Propertles. e Prmter Settings — | I:Ilil
" DefauitPrer f Settings for Printer. DYMO Labefwiter 330 Tubo ISE
¥ Specific Printer IDYMD Labehiiter 330 Tubo LIS i Iml \.\.?I IE&EF.?;H\:mne;:I'KiTa] in sisiinn”‘l?lr Hhe ffrom
© ExportToFile  Sias:
Tupe: .
whers: Paper Size | 3025E Shipping =]
Comment:
Copies I 1
i Other Options Frint Quality ; i = = -
[] Track Report History  Report 'as Run FDr| B]‘ I[PllntElHESD|utIDn>< 300°=300] _I
Color -
Save Seftings Cancel
Duplex I Simplex LI
. A . Callate o
13. Set the Printer Settings to match the screen to the right.
Paper Size should be 30256 Shipping; Print Quality Page Source | Auto =l
300 X 300; and Orientation should be Landscape. il
14. Click OK and Save Settings. Once this information is ox Concel_|
o ; ; Y
saved, it will be the default setting anytime you choose
to print the type of label you selected in step 9.
Clerk’s Office Labels —
|WI Absentee Woter Label - Si. j
15. Select Process. Ipiieisatngs1|
16. $e|ect Yes if you would fibsentee Application il
like a new absentee
application or No if you Application successfully processed. Waould yvou lke to open a new data entry form?
are done.
Yes Mo
| Process Ahsentee [ Quick Tasks
V12/28/2012 -15- Issue Clerks Office Absentees
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Print Clerks Office Labels in a Batch (Optional)

g You do not need to physically print a label for the Clerks Office absentee electors. When creating a Clerks
Office absentee application, the only print options are to print to a Dymo printer. If you wish to print the
labels in a batch on 2X5 sheet labels, you are able to do so from the Reports node. The next section
includes instructions on printing Clerks Office labels in a batch on 2X5 sheet labels by date.

1. Select the Reports node from the menu tree.
2. Click on the Print Reports Quick Task.

3. Select Absentee from the Category drop-

down.

4. Select CLERKOFF Absentee Label 2X5
Double or CLERKOFF Absentee Label 2X5
Single from the list of Reports.

----- 43 Cartacts
----- < Payment

frnl
)

----- & Calendar

----- T CTECHOT 7 OFET
il Falling Place Lacations

34 Addressing and Districts

[]--- Labels and Mailings
-3 Scheduler
B[] Administration

=%

. ‘: = Print Reports

; L,f The “Single” version of this report will give you Create Repart
only one label per voter, containing the voter’s
home address. The “Double” report will give you

two labels per voter, and both labels will indicate
the voter’'s home address.

5. Click Next.

6. Filter your report:

a. Select the Custom button next to the Filter drop-down.

SelectReport

W Ahszanter Annlicatinn Ralat | an Al T
— —

Category: hbsentes j

Absentee Ballat Listing
CLERKOFF Absentee Label 245 Double
CLERKOFF Absentes Label 245 Single
Wl Absentee Application Ballat Lag

Abszentee Application Listing

Delete | tdodify Layaout |

Next

b. Enter the following filter with the desired date in the Value field. This filter will get you labels for all

Clerks Office absentee ballots issued on the date specified.

I FilterForm

J:Bj Use Filter = Save = cavesns &K Delete ] Clear @@ Close ,‘

Filter Mame: | ﬂ
AbzenteedpplicationsYiew |
AndA0r Field Mame Condition Walue
And Application D ate Equals B/2042012
] M| T b ¢

LRLLA

c. Select Use Filter.

If you want a report of all Clerks Office ballots issued in a single election, you may also filter for And
ElectionDate Equals 8/14/2012 (or whatever election date you specify).

V12/28/2012
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7. Sort your report:
a. Select the Custom button next to the Sort drop-down.
b. Enter the sort displayed.

B =1olx]

J _&_'] Lise Sort Save pelete @ Close ‘_‘

Sort Name| j
FigldM arne || Order |
i ard A5C
Mamelast A5C
MameFirst A5C
Hametdiddle A5C
: T T (X

{ 13 This sort will put records in order by Ward, then by voter name. If you wish to sort the
fv;' report by name only, you may omit the first line.

c. Click Use Sort.

8. Click the Printer Setup button.

9. Select where you would like to print your labels. You may choice to export them to a PDF file.
10. Click Save Settings.
11. Click the Print Now radio button.

12. Click Print.

@ All absentee ballots tracked in SVRS are viewable on the Voter Public Access (VPA) website.
Please see the Absentee Ballot Information on Voter Public Access section of the Absentee Lite
chapter for further information.

V12/28/2012 -17 - Print Clerks Office Labels in Batch
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Issue Via Email or Via Fax Ballot Certificates

o

Electors may request to receive an absentee ballot through email or fax. The ballot and absentee
envelope must be copied/scanned and sent to the elector. SVRS allows you to print an absentee
certificate envelope with the voter’s information instead of a mailing label. This allows you to print
and fax the certificate to the elector or export and attach it in an email to the elector. You can print
the absentee certificate envelope when processes individual absentee applications or if running a

batch of Via Fax and/or Via Email ballots.

Print the Official Absentee Ballot Certification from the Absentee
Application

¥

-u"

Begin by following Steps 1-13 in the Adding an Absentee Application section of the Absentee
Applications chapter (pages 4-9). You may use either the Absentee Applications node outside
the election or the Absentee Applications node within an election. Make sure that you select

either Via Fax or Via Email in the Vote Location field.

Click Quick Tasks, then Process Absentee Application. You will see the
Process Absentee pane.

Uncheck the Create an Application Only checkbox.
Select the Application Status — Reason of Approved — Valid Application.

Select Official Absentee Ballot Certification from the Send Ballot Document
drop-down.

Click the Printer Settings button. Verify that the correct printer is selected, and
click Save Settings.

Click the Print Now radio button.

Click Process and Print.

You will receive a messing informing you that your mailing has printed. Click OK.

Print Complete

.
\ ll) Your mailing has been marked as printed, To reprint or view this mailing item, please go to the Printed Mailings node.
-

Absentee Ophions

[[] Create an Application Only

Application Status - Reazon

| Approved - Walid Application ﬂ
[l Send Mailing
W

< Official Absentee Ballot Certi.. = >
b ailing

[Select Message] ﬂ Custom |

Print Options
Prirter Settings |

O Queue for Printing Laker

Process and Print

If you issue a set of Via Email ballots as a batch, all of the Ballot Certifications will be combined together
into one PDF. You could print them all, then scan them page by page into PDF files with only one voter’s
information. Or you could use Adobe Acrobat Pro to split the document into individual pages. Otherwise,

you may want to issue Via Email ballots one at a time.

V12/28/2012
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Issue Non-Clerks Office Absentee Ballots in Daily Batches (Optional)

g You must have contests and candidates entered, Ballot Styles generated, and Milestone #4 checked to
begin issuing absentee ballot labels. After you generate your first big batch(es) of labels and have mailed
them to voters, you will need to generate labels on an ongoing basis, either in daily batches, or individually
using a label printer. This section covers daily batches, and the next section covers issuing and printing
individual ballot labels.

; l;i If you do not have an individual label printer or do not wish Send Ballot Options
(E' to use one, you can continue to use your sheet labels to Ve Location: | AR =
print batches of absentee ballot labels on a daily or twice ; = =]
daily basis. To do this, simply put the entry date in the pie -
Date on App field in the absentee application. Choose a e QSB ?:\;?EEFZEEEC'W
Vote Location of, Via Mail, Via Email, or Via Fax. Urknown
Yia E-ail
If you wish to run one batch of labels for the morning and Voter Maiing | | iaF a4
another for the afternoon, enter AM or PM in the Batch e \wrong Poling Place e
Name field. When you process the application, leave the x| L
Create an Application Only checkbox checked, and
leave the Send Mailings checkbox unchecked. When all Ahsentes
of your applications have been entered, follow the Address
directions below.
=

i Remember that Clerk’s Office absentee X | &bzentees For Approved Apps

|'i;.1\i

applications create a returned ballot at - 2012 SPRING PRIMARY - | I D © =

the time you process the application. If -\ 2011 SPECIAL ELECTION £ —

you wish to run a batch of clerk’s office NS 2011 SPECIAL PRIMARY EI 2011 SPECIAL ELECTION

labels, see instructions above. SR @1 Lfgg'l“ﬁ ELEETIC AISEMBLY 4B (543201 )
o ance

w2y Polling Places !
Poll Eook Fllter for Approved Abzentess

-3 Papments |[5 x| Custom

El Fecord Votes | |
j Supphes Sart By

;1 Ballot Styles |[Selec:t Sort] ﬂ Cuigtom

Absentee Dptions

1. Within the election, select the
Absentee Applications node.

2. Select the Quick Task Send Ballots
to Voters with Approved

Applications.
PP Mailing To Send

3. The Absentees For Approved Apps ¥R Contests ad
pane replaces the Main Menu tree. Il % Electlo_n Flewlts ForVoters With Existing Ballo(s)-
¢ b Reporting Units -
4 I [] Cancel Outstanding Ballatz)
Cancellation Reason
i
¥  Add New sbsentee Application i B
Print O ptions
~@Eallnts Tao Voters With Appro
Printer S ettings

‘3 Send Pres Pref Only Ballots

Process
View Log
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4. Filter your Batch of Absentee Labels:

a. For all absentees except Clerk’s Office:

b. Click Custom next to the Filter for Approved ey o7 Al ey

Absentees drop-down list. | (5 elect Filer] ﬂ Custom

c. Copy the filter displayed. Replace the Value of the Application Date with the correct date in
mm/dd/yyyy format. This filter will generate labels for all applications entered on a single day
that are not Clerks Office absentees. Optionally, if you entered AM or PM in the Batch
Name on the application, add a third line of And; BatchName; Equals; AM (or PM).

B FitterForm - O] %]
J_&_'] UseFilter ld Save = avess XK Delete ] Clear B Close ,|

Filter M ame: | j

bbzentestpplicationsyiew |

And/Or Field Mamne Condition Walug
Aind Application Date Equals B/20/2012

I X

=o

d. Click Use Filter.

This filter will not generate Clerks Office absentees. This filter will print labels for all absentee applications
entered on the date you enter in the Value field. You can further filter to only get labels for a specific Vote
Location such as Via Mail by adding an additional line to the filter.

LR

You may wish to issue Via Email and Via Fax ballots in a separate batch, so you can print the Official
Absentee Ballot Cetrtification instead of a regular label. For directions on Via Email and Via Fax batches,
see the Issuing Via Mail or Via Fax Ballot Certificates section.

®

5. Follow the directions above for Sorting, Setting Printer Settings, and Generating Batches.
Remember to always keep the Cancel Outstanding Ballots checkbox unchecked so you do
not accidentally re-issue ballots for applications that already have a ballot.

For¥oters With E xizting B allol{s])-

( [ Dhncel Dutstanding Ballots)

Cancelation Reazan

| E

6. Follow the directions above for Retrieving and Printing Absentee Ballot Labels.

V12/28/2012 -20 - Issue Non-Clerks Office Absentee in Daily Batches
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g After you have printed your daily batches, you can use the search screen in the Absentee Applications

node to verify that all of your applications have been issued ballots.

Enter an Application Status of Approved and an Application Date in mm/dd/yyyy format, then Search.
Make sure that each application has a black and white plus sign, meaning a ballot has been generated.

A gray plus sign means no ballot was generated for that application, and you should further investigate.

vick Tasks = _|J || 2| S |[# s | Active duisdiction: [VILLAGE OF DRFORDVIL.. | ,H o [ _

General I
Lazt Mame: First M arne: Suaffis: Water Reg Mur:
Drate of Birth: Application Type; Application Status: Application Date;
| | x| [7n2e0
Woting Method: Yoting Location: Ballot Status Feaszon:
Fecords Returned; 8 [ Court Orly Search | Clear

07 10

Approved

Date on App fpp Status Rea.. |Election Des
10 % alid Application

7 Recurring
7Az22mo

 sosost —

0710175020 Regular Approved “ alid Application Recurring
JACKSOM, ANTHONY .. |0703232720 Permanent Approved 7422010 " alid Application Recurring
FELLY, KRISTIMNG M. O E704281 hilitary Approved FAzse2mo W alid Application Recurring
MILLER. REBECCA & 00 E7.33033 Permanent Approved JAzszmo W alid Application Recuring
MILLER. TERRY M OME733100 Permanent Approved 7Azsemo " alid Application Recuring
THOM, SUSAMN K. 00 E7 23026 Military Approved 7Azszmo " alid Application Recuring
YEARWOOD, EVAN 0710366010 Regular Approved 7A2/2010 "alid Application Recurring

V12/28/2012
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Issue and Print Individual Absentee Ballots (Optional)

¥

\.
3

1

1 If you have an individual DYMO label printer, you can issue a ballot label at the same time you process a

voter’s absentee application. This may be useful for Overseas, Fax, or Email requests that you want to
handle on an individual basis. Since absentee ballots issued in your office will already issue an individual
ballot and mark it as returned, you cannot use the steps below to issue a Clerks Office label.

From the Absentee Applications or Absentee nodes

1. Begin by following Steps 1-13 in the Adding an Absentee
Application section of the Absentee Applications chapter. You Absenten Ot
may use either the Absentee Applications node outside the z "” _
election or the Absentee Applications node within an election. [ Cieste an Applcaion Ony
You may also open the form from the Voter node or from the Application Status - Reasan
Voter Application form. See the Absentee Applications chapter [ &pproved - valid Application  ~ |
for more details.
2. Click Quick Tasks, then Process Absentee Application. You EE
will see the Process Absentee pane.
y
3. Uncheck the Create an Application Only checkbox. W [ torentee Vot Label 5
M ailing
4. Select the Application Status — Reason of Approved — Valid (Sekect Message) [ | Custam |
Application. Print O ptions
PFrinter Settings |
5. Select WI Absentee Voter Label to print just two labels to a - N
DYMO Label printer. O Queus for Printing Later
6. Click the Printer Settings button. The Print dialog box will open. Pracess and Print
7. Click the Specific Printer radio button and choose your DYMO
printer from the drop-down. |
8. Click Properties.
) =] 5 5
9. Set the Printer Settings to match the screen to the right. M printer Sottings =2l x|
Paper Size should be 30256 Shipping; Print Quality Settings for Printer. DYMO Labehwrier 330 Tuba-USB [fiom
300 X 300; and Orientation should be Landscape. W KRR pavinaTKiTalin sesson 11
Paper Size | 30256 Shipping |
Cories 1
_P(T tzefau" St =\ it Qi |[PrinteiResolution x=300v=300] = |
% Specific Printer IDYMD Labehwriter 330 Turbo-LUISE j Properties > Colar r
© ExportToFile  Stats: {
Type Duplex I Simplex LI
Wihere:
Comment: Collate 5l
r— Other Options Page Source IAutD LI
["] Track Report History  Report Was Run For. m| Orientation
Save Settings Cancel QK | Cancel |
4
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[

10. Click OK and Save Settings. Once this information is saved, it will be the default setting anytime
you choose to print the WI Absentee Voter Label.

iu#

Before you use your DYMO printer, you also have to make sure to set the Printer Settings outside
of SVRS. See the Check Printer Settings section in the Getting Started chapter and follow the
directions there. If you have further questions about DYMO setup, contact the GAB help desk.

-
Fa

Print Options

11. Click the Print Now radio button. Frinter Settings
< ) Print Maw >

12. Click Process and Print. The label may take 20 to 30 Ol bR
seconds to print on your DYMO.

Process and Frint
13. You will receive a messing informing you that your mailing has Q

printed. Click OK.

Print Complete ) ll

-
1 ‘our mailing has been marked as printed. To reprint or view this mailing item, please go ko the Printed Mailings node.
S

lm"

To print one absentee label, instead of the set of two, from your DYMQO LabelWriter, choose
WI Absentee Voter Labels 2X5 as the mailing type, but choose the DYMOQO LabelWriter as
the printer. Remember, if you later issue a batch of absentee ballots that you want to print on
sheet labels, you will have to change the Printer Settings for the WI Absentee Voter Labels
2X5 back to a regular printer.

-
#h

1
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Issue Presidential Preference Only Absentee Ballots

Presidential Preference Only absentee ballots are sent every four years to military and overseas voters
for the April Presidential Preference Spring Election. You cannot issue Presidential Preference Only
absentee ballots in SVRS until you have inherited the election and checked Milestone #2.

W Before you issue Presidential Preference Only ballots, you want to make sure you have entered all of
your military and overseas absentee applications. See that section in the Absentee Applications chapter
for details on entering applications.

@ For tracking purposes, you should also ensure that each voter has the correct UOCAVA Status (Military
or Overseas) designated in their voter record. For information on how to edit a voters UOCAVA Status,
see the Voter chapter.

CET,
: - 2012 SPRING PRIMARY ;I
EQ 201 SPECIAL ELECTION &
EQ 201 SPECIAL PRIMARY EI 2011 SPRIMG ELECTION
E Q 201 SPRIMG ELECTION [4/5/2011 ]
ﬁ &2 Glance

1. Within the election, select the
Absentee Applications node.

g Fualling Places

2 Pall Eoak Filter for Approved Absentees

¥ Payments ||5e!act Filter) ~|  Custom
E Record Wotes
9 Supplies b Sort By

ﬂ Ballot Styles |[S elect Sart) 1| Cuistam

2. Select the Quick Task
Send Pres Pref Only Ballots.The
Send Pres Pref Only Ballots pane
replaces the Main Menu tree.

Absentee O phions
ﬁ Provizional B allots Mailing To Send
. . . = Candidate Filings
3. If nofilter is created, labels will be ; —:: S ? | d
generated for all approved military | 7% Election Results o
and overseas absentee | L] g Repoting Urits = horfetersdinbxisting aRozl:
applications. LI 4 [[] Cancel Outstanding B allat(s]

D"'“j::' viidh ﬂ Cancellation Reazon
Quick Tasks | ﬂ
¥ Add Mew Absentee Applicat
= | ew Ahzentee Application Print Options
i) Send Ballats To Waters “With Approe
Printer Settings |

<‘§ Send Pres Pref Only B allats >

Process
Miew Log

Fana®

Military and overseas electors receive different types of Presidential Preference Only ballots. Military electors
are sent a full ballot while overseas electors only receive a ballot with federal contests. So you may want to
filter for the different absentee application types. If you do not need to filter your applications, please
proceed with steps 5 thru10 under the Issue Official Absentee Ballots section of this chapter,

pgs. 7 and 8.
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: ;3 If you have saved the Filters below, you don’t have to recreate them for each election Instead, you can select
‘f them from the Filter drop-down list. See the Reports chapter for directions on saving a filter.

4. (OPTIONAL) Filter your batch of Pres. Pref. Ballots:

a. For Military Absentees:

i. Click the Custom button next to the Filter Filter for Approved Abse

for Approved Absentees drop-down list.
PP P [Select Filter] || Custam

ii. Copy the filter displayed. This filter will generate
labels for all of your Military absentees as a

group.
E FilterForm - T x|
J _‘B_] Use Filter Save ,_J Save Az x Delete _1 Clear B Close -
Filter Mame; | j
AbsenteedpplicationsView |
And/0r Field Mame Condition Yalue
And Application Type Equalz kdilitary [ MIL |

+ - X

iii. Click Use Filter.
iv. Continue with Steps 5-10.

b. For Overseas Absentees:

i. Click the Custom button next to the Filter for izt fo7 ~EpIEEe A

Approved Absentees drop-down list. | [Select Filter] =] | Custom

ii. Copy the filter displayed. This filter will generate labels for all of your Overseas
absentees as a group. Remember that these voters will receive a special ballot.

=8 FilterFarm - lo] x|
J _2'_] Uze Filter H Save _J Save As x Delete _] clear M Close ,‘
Filter Marme: | j
Abzentesbdpplicationz\isw |
[ &nd/0r | Field Mame Condition | alue |
And Application Type Equals Overgeas [ VRS )

; . X

iii. listing only Federal Offices.
iv. Click Use Filter.

v. Continue with Steps 5-10.

All absentee ballots tracked in SVRS are viewable on the Voter Public Access site. Please see the
Absentee Ballot Information on Voter Public Access section of the Absentee Lite chapter for further
information.
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Manage Absentee Ballots

2

Once absentee ballots are issued, you may have to:
e search for absentee ballots
reissue absentee ballots
reprint absentee ballots
update the actual ballot sent date
cancel an absentee ballot
record returned mailings or mark mailings as returned

All absentee ballots tracked in SVRS are viewable on the Voter Public Access (VPA) website. Please see
the Absentee Ballot Information on Voter Public Access section of the Absentee Lite Chapter for further

information.

Search for Absentee Ballots.

File Edit Yiew Tools Window Help
Expand (+) the Elections node | 45 || e shorteuts | 12 quekTasks = || 7 | | 21| 0 1[4 5 | Active dursdiction: [CITY OF WEST BEND 67 | ,H o .|| .
. . x| General
in the Main Menu tree. 3 Flors 5 !
Yok A—— Last Name: First Name: Middlle Mame Sulfi: Applcation Type: ward
N3 2012 FRESIDENTIAL PREFY I = Bl |
-~
\- ’;‘f G‘;’I‘“ Vater Reg Nur Date of Birth Ballot Type: Vating Methad ‘ating Locatior
. oling Places
Expand (+) the current election. Pl Book | | | H ol |
23 Payments Ballot Status Stalus - Reason DateBallotlssued  Date Ballot Retuned  Ealol Style: Ballot Number
- P fled 3| H | | = H
. . = Ballot Styles 7
Highlight the Absentee s ipkaon Records Retunc 277 1 Coun Oy Seach toa
Ballots node. tovsins|Eaots
andidate Fiings ot o that coluron
= Contests ~||Ballot Type = |/ Ballot 5. ~||Ballat Statu.. ~ || Date Ballat Gen.. - || Date Ballot 5
%E\Echon Results I T . |Nomal hot Feturned k]
. : -2y Reparting Units BAUER, ALLEN E 2009 GEMERAL... [Namal Issued Mot Fetumned 5/18/2009 8/19/2009
4. Enter the criteria you want to i 'I?\l: 202 SF'F”ING FRIMARY _IL| BRABENDER, GARY v 2003 GEMERAL.. |Namal Issued Nat Retumed /1872009 5/19/2009
H g D BALINI, DOLOFES 2009 GENERAL.. |Nomal Issued Not stumed |5/18/2009 5/18/2009
search for and click Search. DELANEY, MILDRED 2003 GENERAL.. |Nomal Issued Not stumed |5/18/2009 5/18/2003
ESPEN, LUELLAM 2003 GENERAL. |Nomal Issued Not Rstumed |5/18/2003 5/16/2003
KERN, BARBARA 2003 GENERAL. |Nomal Issued Not Rstumed |5/18/2003 5/16/2003
i 4 Cancel Balot KERN, RICHARD 2003 GEMERAL. |Nomal Issued Nol Fictumed 51872008 5/18/2008
a. Search fora VPter using the [ RoPint Ballot BAUER, HELEN D 2003 GENERAL... [Nomal Issued Not Fietumed |5/18/2009 5/15/2003
Last Name’ First Name, or . BURROUGH, DONALDE 2009 GENERAL.. [Nomal Issued Not Fietumed |5/18/2009 5/18/2003
. 2§ Updale Eallot Sent Dt BURROUGH, VIRGINIA R 2009 GENERAL.. [Nomal Issued Not Retumed 5/12/2008 8/18/2003
Voter Reg Num fields. L] Relssue Balkt |DEMMON, DOROTHY 2008 GEMERAL.. |Nomal Issued NotRetumed |8/18/2009 51872008
|KNUEPPEL, JOSEPHINE D 2009 GENERAL.. |Namal Issued NotFletumed  |8/18/2009 5/18/2009

b. Search for groups of voters using the Vote Location, Ballot Status, or Date Ballot Issued fields.

The Application Type and Ward drop-downs have been recently added, and are useful as well.

After you have generated a batch of

labels, you should search for those

ballots and verify that each ballot has @ = e Dy that column

a Date Ballot Sent and a Mailing ID. v || Date Ballat Gen. ~||Date Balldt. A ~||MailinglD A = || DatsBallot Retumed < |
These fields may be empty if the | [8/19/2003

mailing was not generated properly. Bl 0

If these fields are empty, you will not :; 1 :j ;Egg — —

be able to scan the barcode on the T e T

absentee label to record the ballot as AR/ 27182000 —

returned. You will need to Reprint B/15/2003 5/18/2009 oaTE

the ballot or update the Date Ballot
Sent.

Date, you will use the Quick Tasks menu.

\i Unlike absentee applications or voter records, you cannot double click to open an absentee ballot record. If
you need to Cancel, Reissue, Reprint, Mark as Returned, Mark as Unreturned, or change the Ballot Sent
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Reissue Absentee Ballots

Reissuing an absentee ballot cancels the original ballot and creates a second ballot record. Reprinting
does not create a new ballot, simply reprints the current record. If you just need another copy of the ballot

label, you should reprint the label.

E ".
=]
ST,

There are two cases when you will
" Reissue a ballot. First, the voter
may request a second (or third)
ballot because they spoiled a ballot
or changed their mind. Reissuing a
ballot will record the fact that the
first ballot has been cancelled and
another has been issued
(Reprinting will not). Second, you
may have to Reissue a ballot
because there is something wrong
with your mailing and you are

ZE

Archived Elections
= 2012 PRESIDEMTIAL PREF

AN ALA Glance

iy Paling Places
- Pall Book
-2 Payments

E Record Yaotes
49 Supplies

Ballot Styles

<] hbsentes Ap
(=1

ee Ballots
rovizional Ballots
Candidate Filings
= Contests

_: Election Results
<1 Reparting Units

plications |

#- N3 2012 SPRING PRIMARY |

unable to Reprint. - |

1.

Expand (+) the selected

election 4 Cancel Balot

25 RePrint Ballot

;)[ Update Ballot Sent Date

Click Absentee Ballots.

1 Relssue Ballat

General |
Last Mame: First Mame: Middle Hame: Suiffi:
| | | E
“oter Feg Mum: Drate of Birth: Ballat Type: “oling Method: 4
Biallat Status: Statuz - Reason: Date Ballot lzsued Date Ballot Returned |
[Issued H | H | H | M [
Fecords Returned: 112 [[] Count Only Sl
-P;ader here to group by that column
Narne = || Election De.. || Ballot Type = || Ballot Status = || Ball
ADLER. KATHLEEM & 2006 TEST ELE.. |Mormal Iszued Mot |

AMENT. ARLINE M

2006 TEST ELE..
2006 TEST ELE
2006 TEST ELE

Mormal lssued

Marmal

Mormal lssued

Mat |

ARMSTROMG, JOHN N

2006 TEST ELE..

Mormal lssued

Mat |

BAHLER, &RLEME L 2006 TEST ELE.. |Maormal lssued Mat |
BALIM, JANE 2006 TEST ELE.. |Maormal lssued Mat |
BERRY, JOANN b4 2006 TEST ELE.. |Maormal lssued Mat |
BERTIM, ELEAMNOR B 2006 TEST ELE.. |Maormal lssued Mat |
BERTIMN, “ERME H 2006 TEST ELE.. |Maormal lssued Mat |
BEYER, JEROME F 2006 TEST ELE.. |Mormal lssued Mat |
BEYLER. RICHARD E 2006 TEST ELE.. |Mormal lssued Mat |

Use the voter’s name or other criteria to search for
the ballot record.

Click on the ballot record once to highlight it. You
may only Relssue one ballot at a time.

Click the Reissue Ballot Quick Task. The Reissue
Ballot task pane will open.

Select the Cancel Outstanding Ballot checkbox and
choose a reason from the Cancellation Reason
drop-down menu.

If the ballot you selected to reissue was issued in the
clerk’s office, the reissuing process is different than
all other ballots. If you see the “Clerk’s Office
Labels” drop-down in the task pane, skip to Step 10.

Make sure the Send Mailing checkbox is selected.

Select the Mailing to Send from the drop-down list.

[ Cancel Outstanding Ballat(s)

Cancellation Reaszon

Options

[w] Cancel Outstanding Ballat{s)

Cancellation Reason

|Ball0t Fe-lssued j |Ballot Re-lssued j
vl Send Mailing

M ailing ta Send

| W Absentes Voter Label j

Later Printing

Relssue ahd Print Mow

Frinter 5 ettings

Relszue

You will choose WI Absentee Voter Label if you are printing
the label to a DYMO printer and WI Absentee Voter Labels

2X5 if you are printing to sheet labels.

i :{i Remember if you Reissue or Reprint an absentee label, the Mailing ID number on the barcode will change.

= This means that if the original ballot label comes back to your office, you will not be able to scan it as returned
because the Mailing ID will have changed. See the Record Returned Absentee Ballot Mailing section for
instructions on looking up the correct Mailing ID.

V12/28/2012
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9. Print Options:

a. Click the Print Now radio button to print immediately.

Print Options

i. Click Reissue and Print Now.

ii. A dialogue box will appear informing you that your
mailing has been printed and can be found in the |
Printed Mailings node. Click OK.

Print Complete il

-
our mailing has been marked as printed, To reprint or view this mailing item, please go to the Prinked Mailings node.
\_1 ¥ iling has b ked inted. T ink ar view thi ilirg it I ko the Prinked raili d

Absentee Applicat il
iii. You will see a dialog box saying Application successfully

processed. Click OK. Application successfully processed.

b. Click the Queue for Later Printing button to send this ballot
label to the Queued Mailings node.

i. Click Reissue and Queue For Later. Print Optionz
O Print Mow
ii. You will see a dialog box saying Application & Tueue for Later Printing |

successfully processed. Click OK.

Relzsue and Queue Faor Later

Continued from Step 6 above for ballots issued in the Clerk’s Office.

10. Select the WI Absentee Voter Label — Single or WI Absentee
Voter Label — Double from the Clerk’s Office Labels drop-down.

11. Click the Printer Settings button. The Print dialog box will open. Options
[w] Cancel Dutstanding Ballat(s)
12. Click the Specific Printer radio button and choose your DYMO [Eancellstion]e ssony

printer from the drop-down. [Ballt Ressues El

Clerk's Office Labels————————————

13. Click Properties. |WI Abzentes Voter Label - SL. j
Printer Settings
Print ]
7~ Prirter
" Default Printer h‘
% Specific Printer |DYMD Label/riter 330 Turbo-JSB \v! Properties ‘>

" ExportToFile  Staps
Type:
“where
Cormment:

— Other Options
[] Track Report History  Report Was Run For: B]|

Save Settings Cancel Relssue |
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14. Set the Printer Settings to match the screen to the right. Paper Size should be 30256 Shipping;
Print Quality 300 X 300; and Orientation should be Landscape.
15. Click OK and Save Settings. Once this information = -
is saved, it will be the default setting anytime you rintor S =lalx]
choose to print the label you choose in Step 10. Settings for Printer; DM Labelwiter 330 Tubo-USE [hom
Wl EnRF. 720l naTKIT Al ik zeasinn 11
16. Click Relssue. S [5525% Shoers =
17. You will see a dialog box saying Application Copies [T
successfully processed. Click OK. Print Qualty [[PrinterResotion =300 v=300] ¥
Color 'l
Collate r
Application successfully processed.
Page Source IAutD LI
Orientation
QK Cancel |
Y

5 ,_,g Even though you must Reissue absentee ballot labels one at a time, you can print multiple labels on one
page. To do this, make sure you select WI Absentee Ballot Labels 2X5, and select Queue for Later
Printing.

Meri X | Maing Type Fiom To nchde Maiings that are in a back
1. Expand_(:l-) the Labels \5 ZDDEPAHT\SANPH\MAHYJlivl smecoset | 3] [ 5] LilmteNaiali e b
and Mailings node. e ommcr | oo e, Lot Pt
@ EIE?Imnkaers ‘ j ‘ ‘ ‘
ﬂ Paling Place Locations
-39 Cantacts Fiecords Retumed: 133 LI Caunt Only Search Clear
2. Se|eCt Queued ]«[‘ﬁ EiytT:t?tand Office Types ‘l
Mailings. ﬁggjﬂﬁf’ =
TILUS D.. |3
HUELER, EDITHB ) INDIG.. |
o g ; u TRD
3. Fillin the Date Created -tk T D
fields and Search. m iy 1
#- cheduler ||
#-[]) Adnminitiation -l
« | A 2l
4. Select all of the ballot g of8
records you wish to print || s s [l
using Ctrl-A (selects all) || 5 s 1
or Ctrl-click (selects i P Hein) -
individual records as [} MakMaing o Pited [
you click on them).
5. Click the Print Mailing(s) Quick Task.
6. You will see a confirmation dialog box informing you that the labels have been printed.
The selected labels will print 5 voters per page.
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Reprint Absentee Ballots

)

Reprinting an absentee ballot label does not create a new ballot, simply reprints the current record.
Reissuing an absentee ballot cancels the original ballot and creates a second ballot record. If you need to

record the fact that the voter requested a second ballot, or you are unable to reprint, you should reissue
the label. You may reprint only one ballot label at a time. If you need to reprint several ballot labels from
the same batch, you can do this from the Printed Mailings or Printed Batch Mailings node.

Al

You may need to reprint an

absentee ballot label if the first

5T

File Edit View Tools ‘Window Help

label was accidentally deleted
before the label was printed or a
label that was printed was ruined.

5 Y

Remember if you Reissue or
Reprint an absentee label, the
Mailing ID number on the
barcode will change. This means
that if the original ballot label
comes back to your office, you will
not be able to scan it as returned
because the Mailing ID has
changed.

See the Record Returned
Absentee Ballot Mailing section
for instructions on looking up the
correct Mailing ID.

O,

1. Expand (+) the selected election.

Click the Absentee Ballots node.

J{g} . J|% Menu  Shortouts | 2 Quick Tasks - _

|2 || 2| =4 2 |[#a 4y | Active Jurisdiction: [CiTy oF MO

x

-\ Archived Elections ;I

% 2012 PRESIDENTIAL PREF
AN At A Glance
-2 Polling Flaces
- Poll Book
= Payments
- /#] RecardVates
j Supplies
Ballot Styles
Abzentes Applications

e Ballots

Provizional Ballots
H Candidate Filings

Gereral |
Last Mame: First Mame: Middle MName: Suffiw:
Water Reg Mum: [rate of Birth: Ballot Type: Woting Method:
Ballot Status: Status - Reason: D ate Ballot |z3ued Date Ballot Retumed  H
e 5| = = =
Records Returned: 112 [ Count Only cd
o group by that eolurmn
MHame '~ || Election De.. ~||Ballot Type  ~ || BallotStatus  + || Ball
ADLER, KATHLEEM A 2006 TEST ELE.. |Marmal lzzued Mot

AMENT, ARLINE M

2006 TEST ELE..
2006 TEST ELE..
2006 TEST ELE..

Marmal lssued

Mormal

Marmal lssued

ARMSTRONG. JOHN N

2006 TEST ELE.. |Momal lssued

BAHLER. ARLEME L 2006 TEST ELE.. |Momal lssued Mot
BALIM, JANE 2006 TEST ELE.. |[Marmal |ssued Mat
BERRY, JOANM b 2006 TEST ELE.. |[Mormal lssued Mot
BERTIM, ELEANOR B 2006 TEST ELE.. |[Mormal |ssued Mot

Click on the ballot record once to highlight it.

Use the voter's name or other criteria to search for the ballot record.

Clerks Office absentee ballots are processed differently than all other

----- ] Absentee Applications

= ee Balloks

Frowisional B allats
Candidate Filings
Contests

[]% Election Results

----- 7 Reporting Urits

i

[
Quick Tasks

f,;: absentee ballot labels. Due to this difference there is a separate Quick Task
(Print Clerk’s Office Labels) for reprinting Clerks Office ballot labels. 5a  Cancel Ballat
Please go to the next section for instructions on reprinting Clerks Office , ,
pallot labels. = FiePrint Ballat
2] Update Ballot Sent Date
_1 Relssue Ballat
A Frint Clerk's Office Label
5. Click the RePrint Ballot Quick Task. The Reprint Ballot task ~
pane will open. _] Record Returned Mailings
=] Mark Ballot(s] as Retumned
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6. Select the Mailing to Send from the drop-down list. You
will choose WI Absentee Voter Label if you are printing
the label to a DYMO printer and WI Absentee Voter
Labels 2X5 if you are printing to sheet labels.

Reprint Selected Ballat(s]

Options
7. Print Options: Mailing To Send
|WI Abzentes Voter Label j
a. Click the Print Now radio button to print immediately. o .
rint O ptions:
i. Click Reprint Ballot(s). Lo T

{3 Queue for Later Printing

ii. You will see a dialog box saying Application

. Frinter Setti
successfully processed. Click OK. iverSetings |

ii. A dialog box will appear informing you that the ERE—
mailing has been marked as printed. Click OK.

b. Click the Queue for Later Printing button to send this
ballot label to the Queued Mailings node.

Print Options
i. Click Queue Ballot. O Print Now
{& Queue for Later Printing
ii. You_ will see a dl_alog box Absentes AP x| _ .
saying Application g Printer Settings |
SUCC&SSfu"y processed_ Application successfully processed.
Click OK.

Glueue Ballot

Reprint Clerks Office Absentee Ballots

1. Select one, and only one, Clerks Office ballot

record in the search grid. ek Tl Print Clerk's
Quick Tasks
2. Click the Print Clerk’s Office Label Quick Task. 53 Cancel Ballot Print Options
The Print Clerk’s Office Absentee Label(s) By ReFrin Balet _
task pane will open. |WI Absentes Voter Label - S0 j

2 Update Ballot Sertt Date ErE—

3. Select WI Absentee Voter Label — Single or WI ] _Felssugfa Ofcen
Absentee Voter Label — Double from the drop- @ Prirt Now

down.

J Record Returned M ailings :
Print

4. Select the Print Now radio button. For Printer 0 Mark Balot(s] as Retumed

Setup information, please see the Reissue ) Mark Ballotfs) as Unretumed
Absentee Ballots section.

5. Select the Print button. x|

6. A dialogue box will appear informing you that the Label(s) x_i,) Label(s) successfuly printed.
successfully printed. Click OK.
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Update Absentee Ballot Sent Date

You should record the date absentee ballots are actually mailed if different from the day you issue the
ballot and generate the label.

1. Expand (+) the Elections

node in the Main Menu

tree.

2. Expand (+) the current

election.

3. Highlight the Absentee

Ballots node.

4. Enter the criteria you want

to search for and click

Search.

5. Select all of the ballot

records you wish to

update. Use Ctrl-A to

select all ballots or Ctrl-
click to select one by one.

6. Click the Update Ballot Sent Date quick task to open the Update

File Edit iew Tools Window Help

Candidah
= Contests

C

ovisional B allots

/5 Election Resuls
43y Reporting Units
B-AE 2012 SPRING PRIMARY =

e Filings

|

2] Update Ballot Sent Date

| e shortnuts | 5 quick Tasks - || 7 [ 220 ) [ gy | actve wredicton: (o oF vonone- 138 <] || @
¥ | General |
Archived Elections -
E\\Q 2012 PRESIDENTIAL PREF Last Mame:; First Name: Middle Mame: Suffis:
NS AL Glance ‘ j
% Poling Flaces Woter Reg Num Date of Birth: Ballot Type: ‘Yaoting Method, “oting Location: oting Rea
Pall Bk
Lo | | Bl El Bl el
Ej Fecord Yotes Ballat Status; Status - Reason: D ate Ballat 1zsued Date Balot Retuned  Ballat Style: Ballat Mum
Supplies |\ssuad j ‘ j | j ‘ j | j ‘
=| Ballot Styles
Absentes Applications  ——
2 5 Fiecords Retuned: 113 [ Count Orly Search Clear

=

ELE.
ELE.

Ballot Status  + || Ballot Statu

3t Retu

ned

|| Date Ballot

i 00E TES . |Mo ssued ot Returne 0B
DERSIN BETTY) 206 TEST ELE Nomel lswed NotFeuned 772005
DERSOM, BETTY J 2006 T . M |ssued ot Ret

BERRY., JOANN M 2006 TEST ELE.. |Nomal lssued Mot Retuned 1/6/2006
BERTIN.ELEANOR B 2006 TEST ELE.. |Momal lssued Mot Retumed 7/6/2006
BERTIN. VERNE H 2006 TEST ELE.. |Nomal lssued Mot Retuned 7/6/2006
BEVER, JEROME F 2006 TEST ELE.. |Mamal Issued Mot Retumned 77642006
BEYLER. RICHARD E 2006 TEST ELE.. |Momal lzzued Mot Retuned 7/6/2006

Ballot Sent Date task pane.

7. Enter the correct date in the Date Ballot(s) Sent box. The Date

Ballot Sent cannot be changed to a date before the date the ballot

was generated.

8. Click Update Date. The new Date Ballot Sent is entered in the

highlighted records.

9. You will see a dialog box stating “Ballot sent date updated

successfully.” Click OK.

File Edit “iew Tools Window Hel

Option:

5

Election

| 2008

TEST ELECTION - KH

Date Ballot(z) Sent

E

that colurir

200 5T ELE
2006 TEST ELE.

Hormal

Balict Statu.. = | Date Ballt.

~|| Date Ballot..

~Ic

|I7742008

E

Update Date

BERRY, JOANN M Mormal lssued Mot Returned 7/6/2006
BERTIN, ELEANOR B 2006 TEST ELE. [Momal lzsued Mot Retuned 7/E/2006
BERTIN, VERME H 2006 TEST ELE. [Momal Izsued Mot R eturned T/BS2006
BEYER. JEROME F 2008 TEST ELE. [Momal Izsued Mot R eturned 7/6/2006
BEY'LER, RICHARD E 2008 TEST ELE. [Momal Izsued Mot R eturned T/BA2006
V12/28/2012 -32- Update Date Ballot Sent




I statewide
-

v r registration
Faystam

Absentee Ballots

Cancel an Absentee Ballot

o

There are two ways of cancelling an absentee ballot in SVRS. You may cancel a ballot directly from the
Absentee Ballots node for deceased or otherwise ineligible voters, or if you accidentally issue a duplicate

ballot label. For ballots returned as undeliverable by the post office, you may use the Record Returned
Mailings screen, described in the next section.

; Y Remember, absentee ballot information now displays on the Voter Public Access (VPA) website, including if

17

the ballot is Cancelled because the voter is Deceased or the ballot is Undeliverable. However, if you select

Cancelled — Administrative Action, the ballot record will no longer appear on VPA.

Also, remember when you cancel a voter’s absentee ballot in SVRS, their voter record will not be
automatically cancelled. Therefore you will have to cancel the voter record using the voter node. For detailed
instructions on how to cancel a voter record, see Change Voter Status to Inactive or Cancelled in the
Voter Record Chapter.

Cancel a Ballot Using the Absentee Ballots Node

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

2. Expand (+) the selected election.

3. Click the Absentee Ballots node.

4. Enter the
criteria
you want
to search
for and
click
Search.

g Poll Book
----- Zd Payments
----- Q?‘ Petitioris
----- 51 Record Yotes
----- ] Supplies

Ballat Styles
Ballots

Provigional Ballots

H Candidate Filings

- Contests

----- <1 hbsentes

[]---% Election Results

..... 3y Reparting Urits

x
[=

[N 2006 FALL GEMERAL ELEC
[N Board of Director Special Ele
(- 2006 SPRING ELECTION
[

]Q 2006 SPRING PHlMAHY_Ij
4 | »

2 Update Ballot Sent Date
] FRelssue Balot

General |
Last Mame: First Mame: Middle Mame: Suffie:
| | | | ]
Woter Reg Mum: [rate of Birth: Ballot Type: Woling Method Wote Location:
| | H | H | ] E
Ballot Status: Statuz - Reason: [rate Ballot 1ssued Date Ballot Retumed  Ballot Style: Ballot Mumnber:
[Isued M | M | M | H | H |

Records Retuned: 1 [J Count Only Search | Clear |

ANDERSON, BRIAN R

to group by that column

Date Ballot

Ballot Status Re..
Mot Returned

Ballat Status

lszued

Ballot Type
Marmal

Election Descrip...

Date Ballot Gen..
2006 FALL GEM..

107242006

5. Highlight the ballot you wish to cancel. You can select multiple ballots by holding down the Control key
and clicking each record. Ctrl-A selects all records.

6. Select the Cancel Ballot Quick Task. The Cancel Ballot task pane will appear.

V12/28/2012
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Cancel Ballot

7. Choose the appropriate Cancellation Reason
from the drop-down menu.

Cancel Selected Ballot[z)

Options

Cancellation Reazon

8. Click Cancel Ballot(s). Deceased v

Cancel Ballot[z]

luu-‘

If you cancel an outstanding ballot for a voter, it will deactivate any Mailing ID previously assigned
to that ballot. If you mistakenly issue a duplicate ballot to a voter, you will cancel the second ballot.
However, the voter may return either ballot label, and you will not be able to record the mailing as
returned if the Mailing ID (and Barcode) is cancelled. You can look up the Mailing ID for the active
ballot and record that mailing as returned. See the Record Returned Absentee Ballot Mailing
section for directions on looking up a Mailing ID.

=
-
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Record Returned Absentee Ballot Mailings

g All returned absentee ballots need to be recorded. There are two ways to record an absentee
ballot as returned or undeliverable. One is by scanning or typing in the mailing ID from the label.
This method is ideal for municipalities with a large volume of returned mailings. The other is by
marking the absentee ballot as returned in the data grid. This method is ideal for recording
individual returned mailings or a small number of mailings.

L-<_] Absentes Applications
=& 2 Ballots
=] Pravisional Ballats
Candidate Filings

Recording Returned Mailings Using the Mailing ID

1. Expand (+) the Elections node in the Main Menu tree. 3 E;T;;;SHW“&

2. Expand (+) the current election. % Hep?'“"gun"s _'|j
3. Click the Absentee Ballots node.

4. Click the Record Returned Mailings Quick Task.

5. In the Record Returned Mailings screen, enter the following information: FiePtint Balct

Update Ballot Sent D ate
a. Position the cursor in the Mailing ID field and scan the barcode on

the mailing label. You may also enter the Mailing ID number
manually.

Relssue Ballat

Print Clerk.'s Office Label

< i Record Returmed M ailings >

In rare cases, the Barcode and Mailing ID number on the label may not work, 2] Mark Ballotfs) 25 Fetumed
for instance if you reissued or reprinted a voter’s ballot label. You can find the
correct Mailing ID in two places:

Lisnr

In the Absentee node of the election, search for the voter. Expand (+) the Absentee Application record
So you can see the Absentee Ballot record(s) in the nested grid. The Mailing ID is in the rightmost
column of the nested grid.

x| General |
Pl -
g rohived Elestions Last Name: First Name: Middle Name: Suffix ‘ater Reg Num
=N 2009 GENERAL ELECTION [aLeNGER I I I =1
3 At Glance Date of Bith: Application Type. Application Status: Application D ate:
- olling Places = = =
b Jhericat | \ = | =l =
5 Papments Woting Method \oting Location:
& Petitions 3 -
E] Record Votes | ‘
&F Supplies =
= Ballots Records Returnsd: 1 [ Caunt Only E— (Bl
|E] Absentee Ballots
Provisional Ballots il
Candidate Filngs
Contests

=

Elzction Aesults

Fieparting Units . R
< B 03 Alder 1 6723

< |

In the Absentee Ballots node, search for the voter. Scroll to the right to see the Mailing ID column.

General |
E‘rac';\isve AElections = LastName First Hame Middle Hams Suffic #pplication Type wad:
-\ 2009 GENERAL ELECTION |ALB|NG ‘ ‘ | j ‘ ﬂ | ﬂ
NG AtA Glance oter Reg Mum: Drate of Birth: Baliot Type: “ating Method: “oling Location:
Palling P
olling Places
E o | | = = = =
ZH Payments Ballot Status: Status - Reason: D ate Ballot Issued Date Ballot Retuned  Ballok Style: Ballot Mumber:
- i | o 5| 5| 5| 5|
B] RecordVates
J Supplies b
- Ballots Fiecords Returned: 1 LI Count Only Search Clear
Ballots
Provisional Ballots by th '
Candidate Filings  hatccin
Contests Date Ballot Rel. Aaingln TG House Mo Suffis | Street Name Unit Humb
- #haerte: Alder 1 57291 1 .. filieE 502 BENDER
[+-72y Election Results
Repaorting Units -
| 3
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B Fecord Retumed Mailings | 5 =) | x |

Hde-i‘grlswd.| _

20 2MAYREC Auto-Recond
Mading ID: Rissponce Tippe: Responee Diate:
12118188 - | |57 F2N2 - Hecond

FATZER. ROMAN 5. SR | Canceled
Hieme: Carusaled - Undelneabls

« Inaciive Voles

3 | Fletumed - Balot Rietumed
ot Fietumed - Balo: Too Lats Clear
Febumed - Balol Urnoted

| Date Reeoid . = || Marms Fetumed - Updste Voler Recceded By = || Mading ID =

Lt b

. \'.
i

E‘E;'

Select the appropriate Response Type from the drop-down menu.

Returned — Ballot Returned is used for voted ballots returned to your office.

Returned — Ballot Too Late is used when the ballot is delivered to your office after the deadline
(after Election Day for most voters).

Returned —Unvoted is used when the ballot is returned unvoted; or when the voter deceases
before their returned ballot is sent to the polling place (i.e., in that case the ballot is marked
rejected at the polling place and not cast).

Cancelled — Undeliverable is used when the post office was unable to deliver the ballot to the
address on the absentee mailing label. This will record the mailing as returned, and automatically
cancel the ballot at the same time.

For some other situations, for example when a voter is deceased or identified as a felon, you will
cancel the ballot directly from the Absentee Ballots node. You may have to cancel or inactivate
the absentee application and voter record as well.

Enter the Response Date.

Click the Record button. The mailing will be recorded as returned.

(Optional) You may check the Auto-Record checkbox after you record your first ballot as
returned. If Auto-Record is checked, the mailing will be recorded as returned automatically as
you scan each barcode.

i If you made a mistake and would like to UnRecord a mailing, click once on the record in the

data grid and click UnRecord. Or you can reenter the Mailing ID number In the Mailing ID field,
and the UnRecord button will become active.

Record Mailings | Search I

| 2003GEN vl Auto-Record
Mailing 1D: Responze Type: Responze Date: UnRecord |
047075 | Feturned - Eallat Fetuned Fecord
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6.

If you search under the Absentee Ballots node for the ballots you have recorded as Returned,

the Ballot Status column will read Returned. A Returned Date will also appear on the WI

Absentee Application Ballot Log.

-
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Periodically, you should search for all Clerks Office absentee ballots issued for a certain date
and verify they have been properly scanned. Each ballot record should have a Ballot Status of

Returned and a date listed under the Date Ballot Returned column. If any ballot records are
missing this information, you will have to note the Mailing ID and record the mailing as returned.

The Mark Ballot(s) as Returned Quick Task

|

———r
- Z] Ballot Styles

1. Expand (+) the Elections node in the Main Menu tree. i Absentes Applications
+ .
2. Expand (+) the current election. 3 Condlidate Fiings
B2 Contests
3. Click the Absentee Ballots node. <4y Election Results
-y Fleparting Units
. . A 2009 SPRIMG ELECTION | =

4. Enter the criteria you want to search for and click « =G | _'|_I

Search.

N . Quick Tasks

5. Highlight the ballot(s) you wish to mark as returned. You e

can select multiple ballots by holding down the Control 54 Cancel Ballat

key and clicking each record. Ctrl-A selects all records. 25 RePrint Ballot

. 2 Update Ballot Sert Date

6. Select the Mark Ballot(s) as Returned Quick Task. The

Mark Ballot(s) as Returned task pane will appear. 1 Felssue Balot

Marking a ballot as Returned does not automatically Bg Print Clerk's Office Label

record a vote. _1 Record Returned Mailings

‘:. 3 Mark Ballots] as Returned p
j b ark B allotz] as Unreturmed
V12/28/2012 -37 - Mark Ballot(s) as Returned Quick Task



I statewide
-

mt'/"“"-"f**“"?'"' Absentee Ballots

7. Choose the appropriate Returned Status
Reason from the drop-down menu.

Mark Ballot(s] a5 Retumed
(00 @

Options.

8. Select the appropriate Date Ballot(s)

Returned. Feturned Statuz Reazon

[Fietumed - Retumed iv
[ ate Ballotz] Returmed
| 742172010 -

Return Ballot(s]

9. Click Return Ballots.

Ballots Returnec il

10. Click OK on the Ballot(s) returned successfully dialog box. L) TElUTmeE) U

11. If you would like to mark a Returned ballot as Unreturned, changing the ballot status back to Issued:

a. Search for the desired ballot in the Absentee Ballots grid.

i g T IS TTE: _I
: Absentes Applications

Provisional Ballotz
d Candidate Filings
= Contests

-4 Election Results
0 Reparting Units

+ AN 2012 SPRING PRIMARY -
| »

b. Select Mark Ballot(s) as UnReturned.

c. When the Mark the selected ballot as unreturned? dialog box
appears, click Yes.

d. The grid will refresh with the
updated information. [y RePrint Baliot

34 Cancel Ballat

Mo | 2 Update Ballot Sent Date

_] Felssue Ballot
.'.é Print Clerk's Office Label

Fecord Retuned M ailings

s

4
=] Mark Ballot{s) as Retumned
a

ekl

Marking absentee ballots as Returned or Unreturned in the grid will track ¢
the ballot in SVRS and for VPA purposes however, the change in status is
not updated in the Record Returned Mailings Quick Task.

Mark Ballot(z] as Unreturned '|
R
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Post-Election Management of the Absentee Process

There are a number of steps you should take after the election to manage your absentee voters:

= Normally, you may not enter absentee applications after Election Day, but that deadline can be extended if

you need to make some additions or corrections. This involves changing the election setup, so you will need
to contact the GAB Help Desk for help

= You will record all of your absentee voters who returned a ballot as having voted absentee. Directions can be
found in the Post-Election Activities chapter

= Forinformation on adjusting permanent absentee applications for voters that did not return their ballot, see
the Absentee Applications chapter

= You should cancel all of your issued absentee ballots that were not returned. Occasionally, you may
have issued a ballot for a voter, and they did not return it, but instead registered and voted in another
municipality. That municipality will not be able to process the voter's GAB-131 Voter Registration Application

form if they still have an active (issued) ballot in your municipality. Cancelling your ballots as a group will
prevent this problem

1. Within the election, highlight the Absentee Ballots node.
2. Under Ballot Status, select Issued, and Search.

3. Highlight all ballot records using Ctrl-A.

4. Click the Cancel Ballot Quick Task.

General |
Last Mame: First Mame: HMiddle Name: Suffis: Application Type: i ard:
| 6N 202 MY BRECALL PRIk \ [ \ [ = | =l =l
Lk \‘:i\i}iP:EIS‘DENT'AL il Woter eg Mum: Diate of Bith Ballot Type: Wating Methad Voting Lacation
i NS ArA Glance
<4y Poling Places ‘ j ‘ j | j ‘ j
Pall Bogk Biallot Status: Status - Reason: D ate Ballot Issued Date Ballot Retuned  Ballat Style: Ballot Mumber:
3 rares =] 5| 5| 5| |
- B RecordWotes
-9 Supplies o
=] Ballot Styles Records Retumed: 263 [ Count Only Search Clear
1 Absentee Applications Q Q
- ptee Balots| = T
rovisional Ballots A fsiex bihet column
=4 Candidate Fiings Mame = | Election De..  ~||BallotType = || Ballot Status = || Ballot Gtatu.. = Date Ballet.  ~||Date Balot. ~|

Contests » BURROUGH, VIRGINIA B

% Election Results

P Reporting Units [
gl | L2

,f Cancel Selected Ballat(s)
L 33 Cancel Ballot Options
SNS~—

Cancellation Reason

Ballot Mot Returned j
Under the Cancellation Reason, select Ballot Not Returned.
Cancel Ballolz]
Click the Cancel Ballot(s) button. g

You should see a dialog box that says Ballot(s) cancelled
successfully. Click OK.

Printing Notification ll

\_i/] Report Print or Export is Complete!
@ Late ballots may still be recorded as Returned — Ballot Too Late, even after
they have been cancelled. See the Record Returned Absentee Ballot Mailing
section for instructions.
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