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UOCAVA Introduction

The Military and Overseas Voter Empowerment Act (MOVE), passed in October 2009, requires that all military
and overseas absentee voters have a “free access” system in order to track the status of their absentee ballots.
Since the MyVote Wisconisn website already made some information in SVRS available online for free, and
SVRS can be used to track absentee ballot status, the G.A.B. decided to use SVRS and MyVote to meet the
MOVE Act requirement. Beginning in August 2010, all municipalities will use SVRS to track military and overseas
absentee ballots and will have this information displayed on MyVote.

There are, however, many small municipalities (called Reliers) that rely on their county, or another municipality, to
enter data into SVRS for them. The portion of SVRS that tracks absentee ballots has many useful features for
municipalities that enter their own data, but it would be very unwieldy for counties needing to enter absentee
ballot information for a few dozen Reliers. A new absentee module, called Absentee Lite, has been built for
Providers using SVRS. Until November 2011, municipalities that enter their own data into SVRS, called Self-
Providers, may also use Absentee Lite.

Two Ways to Track Absentee Ballots in SVRS

Full Absentee is the module in SVRS that tracks absentee ballots at the municipal level.
Full Absentee is covered in the Absentee Ballots and Absentee Applications chapters.

e Full Absentee is managed at the municipal level

e Full Absentee tracks all forms of absentee ballots, not just military and overseas. A
single application can be entered for multiple elections

o Full Absentee will print absentee labels for valid voters, but will not produce labels if the
voter has moved, or has been marked as a felon or deceased

e Use of Full Absentee allows the user to print the Absentee Ballot Log required at every
polling place on Election Day

o Full Absentee will allow every absentee voter in the municipality to track the status of
their ballot using the MyVote website

Absentee Lite is a module in SVRS that tracks absentee ballots from the municipal or county
level. It is quicker and easier to use, but lacks many of the features available in Full Absentee.

o Absentee Lite is very basic and easy to use. It allows users to enter absentee tracking
information for multiple municipalities at the county level

¢ Absentee Lite is meant to track only military and overseas voters, and works for a
single election only, so ballots must be re-entered for each new election

o Absentee Lite will verify if the voter is valid once the ballot record is entered, but the
ballot may have already been mailed. Absentee Lite does not allow for the printing of
absentee ballot labels

o Absentee Lite will not allow printing of the official Absentee Ballot Log

o Absentee Lite will not allow regular absentee voters to track their ballot status online,
only military and overseas voters

V5/21/2013 -2- UOCAVA Introduction
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Key Terms

The Uniformed and Overseas Citizens Absentee Voting Act (UOCAVA) is a federal law passed in 1986. It
established requirements for military and overseas voting in federal elections. UOCAVA voters are either military
or overseas voters.

The Military and Overseas Voter Empowerment Act (MOVE) is a federal law passed in 2009 amending
UOCAVA. It requires earlier transmission of ballots to voters, electronic means to accept applications and send
ballots, and a free method for military and overseas voters to track their absentee ballot status.

Military Absentee Voters are members of the army, navy, air force, marines, the coast guard, the merchant
marines, civilian employees of the United States serving abroad, and Peace Corps volunteers. Spouses and
dependents are included.

Overseas Absentee Voters are U.S. citizens who live abroad. They no longer qualify as residents of Wisconsin,
but last lived here before leaving the country. These electors may only vote for federal offices (Congress, U.S.
Senate, and President).

The Federal Post Card Application (FPCA) is a postcard that military and overseas voters can use to both
register and request an absentee ballot.

The Official Absentee Ballot is the printed ballot, containing contests and candidates, usually available about 30
days before an election.

Electronic Requests include absentee applications that are sent by email or fax. The MOVE Act requires that
municipalities accept electronic requests from military and overseas voters, and send the ballot electronically if
the voter so desires.

Z For more background on military and overseas absentee voting, consult the Military and Overseas Voting
Manual, available online at http://gab.wi.gov.
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Recording a Voter’s UOCAVA Status

Before Absentee Lite users can enter absentee ballot information for military and overseas voters, they
must first mark the voters’ records with their military or overseas status. This will allow SVRS to produce a
report listing all military and overseas voters.

UOCAVA Status in the Voter Record

-

A,

Although Military voters do not legally have to register before receiving an absentee ballot, you do have to

%‘; create a voter record in SVRS in order to record the fact that they received an absentee ballot. If you receive
a Federal Postcard Application (FPCA), that functions as both a voter registration application and an
absentee request. If you receive only an absentee request, and the voter is not yet registered, you will have to
process a Voter Application using the information you have.

When adding a Voter Application for a
new UOCAVA voter, select the correct
UOCAVA Status from the drop-down list
on the Other tab.

If the voter is already registered, you
must change the UOCAVA Status in
the Voter record:

1. From the Main Menu, click on the

Overseas voters must be registered like any other voter.

VoterApplication - Add Yoter Application ;Iglll
J ] Saveand Close [ Save and New x Close _“ 3 Quick Tasks |<:=:> 4 -H Set Defaults  Use Defalts _‘ J 9
Vater Application Ulherl Activity I Documents |
Other Information
Person dasisting: | E Lpplication Status
Email: | First Processed ,7 Last Processed: ,7
Comments: | Created On: ’m Created By: W
Last Changed On: ,7 Last Changed By ,7
‘ j Owiner: ,m Batch Mame: ,7
és:clliltasted | j
Pollworker O
Intrrest
Custorn Fields
LIOCAWA Status: | j ID Check Date: lij 1D Chk. Method: lij
1D Check Result | j
ter- Update - SMITH, MICHAEL : - o] x|
J _EJ Save and Close _J Sawe and ey x Close | J 3 Quick Tasks ‘@ #L{’ Yoter Initiated | J Set Defaults ’:J o
General IUther I Acllwlyl Dlstnclsl Voting Acllwtyl Registration Hlsluwl Ducumanlsl
Hame [SMITHMICHAEL wiaNE Voler ReaMum — [o7onsngpan et [TOWHN OF BER
Address “ater Status

Home Address | | 1628 COUMTY ROAD

smzaotarey | SAHEREAON[ackve - Registered | [arzsiz008 |

Voter node VOSINEE WISHERENT Sttus Commert: |
G Water Activity
2. Enterin the desired criteria and click Maiing Addre Date Registered: | gy12/2005 | LastDateChngd 570012 =)
Search. In this case, enter the Datelastioted [amiamiz
voters Last Name and/or First Q
Name 'oll Ywarker [nterest [ Federal Vater
: Identiication vocava S [ o
i Date of Birth ,m Assistance Req j 5
3. Double-click to open the Voter Divetslinse [ EROSE [ < bwiecobe  [worona. Wad T
record. Soc Sec Num: ,7 Neither ,ﬁ Signature
Language: English j Pratection Scheme: lij Confidential 1D # ’—
4. Cllck on the UOCAVA Status drop_ Contact Infarmation Fost/Renewal Dt. ,7 Prot. Ord. Exp. Dt ’—
down list and select Military or Fime Toperas || MosGeeelie | Ewiedas [
Overseas_ Motices Change Reason: | j
vl Phata |D Pravided for Mailin Absentee
. [[] Phata ID Exempt
5' CIICk Save and Close ["] Unable to sign Poll baok due ta physical disability
V5/21/2013 -4 - UOCAVA Status in Voter Record
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UOCAVA Status in the Voter Search Grid

o

Before generating absentee ballots for each election, you will have to

remove the UOCAVA Status for any

Active voters who no longer qualify as Military or Overseas. Any Inactive and Cancelled voters will be

excluded from receiving absentee ballots.

AESM 3
File Edit ‘iew Tools Window Help
| & .|| menu Shorteuts | 5 quick Tasks - H | A A (88 4y | Active uwisdiction: [CITY OF waUSAU - 37281 =] “ o [E _
_ General I Districts  Jther | Elections I
wielcome ho AESK
2 ter Date Registered Between: Diriver's License: Language: ID Check Result:
Water Applications | and - - -
<] Abzentee Applications | J | J | | J | J
-\ E:EC“U”SW 5 Age Fange: Harme Phote: Place of Birth: E -mail:
----- i Election workers
ﬂ Falling Place Locations B | | |
5 @i Eontac’tf Last Changed Betwesr: Changed By User: OCANA Status:
aymen —
33 Districts and Dffice Tupes | j e | j | & |M|||tal}' j
j Calendar
~£3] Reports \/
F- =4 Labels and Mailings . In _ o
B[] Scheduler Recaords Returned: 10 | CITY OF WallSall - 37291 J ] Court Qnly S | Tlken
[ Administration
at column
Jurisdiction = || Name [_\.‘ ~ || JOCAVA 5t x| )tatus v || Status Reas. + || Address
.I b |37291 ABITZ, SHERRY L ket A ctive Registerad 1201 5 7TH &
37291 ALLEM, MICHELLE L Hilicary Active Registered 7IHEMERSO
il acks 37291 PIG, PORKY Military Lctive Fegistered 5301 PACKER
@ AddNewVoter I SMITH, ALANA E Military Active Registerad E21 1/2 ADAM
@ Add Propery Owner 37291 SMITH. AMDREW J Hilicary Active Registered 166 LAKE WIE
e Federal v 37291 SMITH. BARRY MICHAEL  |Military Inactive 4 Year Maintena.. |1135 2ND AWV
a sderal votst 7291 SMITH, BEVERLEY J Military Bictive Susperded [4 ¥.. 714N T1TH 5T
B, Delstevoter 37291 SHMITH, CHAD S Military Inactive 4 “Year Maintena.. (5203 SHERMA|
] SendMaiings 37291 SHMITH. CHRISTIAN S tilitary Inactive Matice From Clerk. | 714 BROAD WS
a2 SMITH, HEATHER LORR.. |Military Active Registered 5175 7TH AVH
j Create Abzentee Application
j Merge Voters

To search for Military and Overseas voters in the data grid:

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

2. Select Military or Overseas from the UOCAVA Status drop-down list. Then click Search.

@ The UOCAVA Status column is also displayed in the data grid.

V5/21/2013
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The UOCAVA Voter Listing Report

The UOCAVA Voter Listing Report

was designed to facilitate
communication between Providers
and Reliers about the status of
absentee ballots. To appear on the
UOCAVA Voter Listing, military and

overseas voters must be correctly
labeled in the voter record. It can be
run from the county or municipal

level.

1.

Loilr

From the Main Menu, click
on the Reports node.

Select the Print Reports
quick task.

Leave the Category set on
Voter.

&

At Welcome to AESM

H-- 2 Woter

H-{Z5] Woter Applications

----- <] Abzentes Applications
]W Electionz

----- Q Election Workers

----- g Palling Flace Locations
----- 43 Contacts

----- <24 Payment

:I-EE Districts and Office Types
----- ‘@ Calendar

Reports
H- =" Labels and Mailings
o[ Scheduler

([ Administration

Cuick Tazks
7

azks

= Print Repaorts

Under Reports, select UOCAVA Voter Listing.

Click Next.

Filter your report:

SelectRepont

gplof2

Address Fange Listing
Addrese Ranges by Address...

Cateqony: |4ater -
Reportz

B
Merged Yoter Information
LI0C; “Woter Listing

Witer hw Selerted Dist j
LD Cava Water Listing

Modify Layout |

Mexst

Delete |

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

Selected Report
LIOCAVA Vofar L iatimg

Report Options

Filker

[Select Filter) - Custom

Sort By

[Select Sort] j Custom
More Report Options

Frinter Setup

Print Options

O Previ

@r

O Schedule

[Select Sch. j Cuztom

Back | Print |

b. Copy the Filter displayed. If you are working at the county level, replace the “MARATHON*”
with your county name, followed by an asterisk. Municipalities may omit the first line. The
report will automatically be limited to voters that live in the municipality.

The Filter displayed will produce a list off all Active voters with a UOCAVA Status of Military or Overseas.
The list will be limited to voters who live in municipalities that rely on Marathon County for SVRS services

(self-providers like Wausau and Mosinee will be excluded.) In order for the ProviderJurisdictionName filter
to work, every Relier must have the Provider Jurisdiction selected on the Other tab of their Jurisdiction
record. See the Update Clerk Information section of the Getting Started chapter for more information.

g

B 3 If you wish to filter for just one category, you may add the line And UOCAVA Status Equals MIL* to limit
< your list to military voters. You may choose to add the line And UOCAVA Status Equals OVER* to limit your
list to overseas voters instead.
B FilterFarm _ = =
Ji] Use Filter i'. Save _J Saye AS x Delete _1 clear B Close ,|
c. Click the Use Filter Filter Name: | ﬂ
button. .
RPT'iew 'Wwi_LIOCAWS
And/Or Field Mame Condition Walue
And Provider urisdiction ame Equals MaRATHOM®
And Status Code Equalz ALCT
: - X
V5/21/2013 -6- UOCAVA Voter Listing Report
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7.

LAl

10.

11.

12.

s

ekl

s

&

LA

Sort your report:

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

b. Copy the Sort displayed.
This sort will group voters
by municipality, then by last
and first name.

The sort displayed will work well
for counties. If you are running
this report at the municipality
level, you may omit the first line.

c. Click Use Sort.

:E'j Use Sort [Jo] Save Delete W Close

-

Sart Name j
FieldN arne || Order Bd
JungdictionName A5C
Last Mame A5C
First Mame A5C
; he ) ¢

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

Click the Printer Setup button to verify your

printer settings.
Click the Print Now radio button.

Click Print.

A dialogue box indicating that the Report (Gelect Sch. =] Custam
Print or Export is Complete! will appear.

Click OK.

More Report Options

Printer Setup

Print Options
O Preview
@ Frink Naw

O Schedule

Back |

Retrieve the document. You should see a report that looks like the sample below. When this
report is distributed to Reliers, they should double check that all military and overseas voters are
listed, and communicate to the Provider the dates when they sent and received the Official ballot.
Although, the report list a column for State Write-In Ballots, clerks are no longer required to mail

write-in ballots to UOCAVA voters.

Each Relier municipality will be
listed on a separate page.

The barcodes can be scanned
as voters’ ballots are entered
into the Absentee Lite.

MARATHON COUNTY ____
UOCAVA Voter Listing 26200 w2 AN

¥l AN { TV i _WT_LCAYA Providan furéactesimVoma EICE LOURATIOM ) AT (AT Vinse_9]_UOCAFA [Sie Coe] ELKE 9ETVN )

Votsr Reg Numiber Vodsr UOCAVA Statua Witts In OMcial Ballot Comments
TOWN OF BERGEN - 37002
NENnEInrm ANDERSON, SCOTT ERMNEST Mifiary Sent Sant
1653 LAKEHURST RD
= iz \
rosassTon MOSINEE, W1 54455 Recalved Recetved
JOHNSON, DOROTHY S Miary sent
LT LY g S 0 p—
DOHES1DET MOSINEE, W1 542550305 Recalved —
SMITH, MICHAEL WAYNE  Cverssas Sent,
LI D SMITH, MICHASL IYNE =5 send
TTo0sasssn MOSINEE, W1 54455 Recaived —
Subtotal: 3

Sent and Received will always print as blank lines. If you wish to see a list of dates entered into
SVRS, you can run the Absentee Ballot Listing report. See that section in this chapter for

directions. Reliers may use the Comments section to record if a ballot has been returned
undeliverable, or for other communications about the voter or ballot. Reliers will also use
Comments to indicate whether the ballot was sent Via Mail, Via E-Mail, or Via Fax.

V5/21/2013
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Add UOCAVA Ballots

Before adding UOCAVA Ballots in SVRS, Providers must have created or inherited the Archived Elostions "d
election in their county and inherited the election in all of their Relier municipalities. The * 2012 MY 8 RECALL PRIM,
county and all Relier municipalities must have Milestone #2 marked in the Electon || =~ 3 AtA Glance
Record. Self-Provider municipalities must inherit their own election and mark Milestone :’% EE::'EQD:LE'CES
#2. See the Election Setup chapter for more details. || . -.? Papments

----- Record Wotes

ﬁ Supplies b
£ 1 You may add UOCAVA Ballots from the municipal or the county level. If you will | - 5 Balot Syies

ek

to your county.

1. From the Main Menu, expand (+) the Elections node. |
2. Expand (+) the election you are working with. Quick Tasks
3. Click on the Absentee Ballots node.

4. Select the Add UOCAVA Ballots quick task.

5. Enter the Voter Reg Num
by hand, or scan the
barcode from the UOCAVA
Voter Listing report. When
you hit the Tab key, or
click into another field, the
voter’s information should
appear in the center of the
form.

6. You may also click the
Search by Name
button to open a voter
search screen.

a. Enter the voter’s Last
Name and First Name
and click Search.

b. Double-click to select
the correct voter.

LY

be working with multiple municipalities in your county, set the Active Jurisdiction

-] Abzentee Applications

==}

Provigional Ballots
Candidate Filings
ontests

-2 Election Results
----- v Reparting Units _Ij
| »

VN

R ecord Returned Mailings
[ 3 AddUOCAYA Balots D
¢ Update UIOCAYA Ballots
¢ Cancel IOCAWA Ballots

Water Reg Mur: Date Ballat Sent: D ate Ballat Returned:

- o] x|
=[5l

| 0700309840 iE

(

i RN Add Ballat
Ballat Type: Yote Location:
Search by Name |]| jﬂ | jﬂ Clear

M arme: LIOCAYA Status:

Haome Addrass:
unicipality: Status: |
|\-"oter Req N.. ﬂ| M arne ﬂ| Date Ballat.. ﬂ| Date Ballat.. ﬂ| B allot Type L” Yate Location ﬂ|

Voter_SearchContainer ;Iglil

General |Dist|icts| Other | Elections |

People Included in the Search 1

Last Name: First Name: Middle Name: Suffix: O

= Cancelled # Monalid Voter:

b | CHAS -

|SM”H IH_H L | J ["] Federal Registrants Only
Woter Reg Mum: Date of Birth Soc Sec Mum: Status: ] Property Ovwners Orly
| | | j Search Opliohs ———
House Mo: Street Mame: City: State: ZIP Code: [ Prior and &lternate M ames
| | j | j | j | j [[] Sounds - Like Search

[ Include pending Yoter Apps

—_—
N | M&RATHON COUNTY - 37 v | [ Count Orly Clear

group by that colurn

v ||Date DFBith || UDCAWA St. = |
SMITH, MICHAEL WaYNE  01/01/1500

TH, MICHAEL LEONA
3723 [SMITH, MICHAEL ANTHO.. |01/01/1300 | |active |Register=d |1836 PARDEE ST

@ The UOCAVA Status is listed to help you.

V5/21/2013
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é é If you receive a Existing Absentee Ballots Found ll
‘non-cancelled

absentee ballot”

message:

1 E A non-cancelled absentee ballot (ballot type = 'State \Write-In Absentee’) exists for this voter For the selected election. Are you sure you want to proceed?
L

Im"

This means that the voter has an existing ballot for this election. If you have already issued a ballot
and later want to re- issue another ballot, you will see this message. Click Yes to proceed to re-issue.
If you believe you are accidently creating a duplicate, click No.

ol

FE add U0 allots :
7. The Date Ballot Sent | EREEEERATAEEIEE E el x]
will default to the Water Reg Num: Date Ballat Sent: Date B allot Retuned:
current date. You | 0700303840 |5/772012 [~ v| Add Ballat
. . Ballot Type: “ote Location:
Change it bytyplng a Search by Name |- | |- Clear
date or by clicking the .
?r:op-dr?;,vn gutton otr;_] WETT SMITH . Federah0rl UDCaWA Status: | Military
erl anda usin e FRrlh P —
| gd id dg Home Address: | 1628 W' O Fadaral wiite-In Absentse R8310
calendar provided. Municipality: TOwN OF Dfficial ive - Fegisters

Prezsidential-0nly
Presidential Preference Only Ballat

Vater Reg M.. || Mam State Wite-In Absentee llot. ~||Date Ballot.  ~|/BalatType = || Wate Location ~ ||

8. Select the correct
Ballot Type. [ 4

a. Federal-Only is the equivalent of the Official ballot for overseas voters, because they are only
eligible to vote for federal level contests.

b. The Federal Write-In Absentee (FWAB) is not a ballot that clerks send to voters. Instead, the voter
may pick up a FWAB at a military base, embassy or consulate overseas. The voter then sends the
ballot to the clerk. Note that there must be a valid absentee request on file for the FWAB to be
accepted. When a FWAB is recorded, you will record the Date Ballot Sent and the Date Ballot
Returned at the same time.

c. You will send the Official ballot to military voters when those ballots have been printed and are ready
to send out.

d. The Presidential-Only choice will not be used in Absentee Lite.

e. The Presidential Preference Only Ballot is sent every four years to military and overseas voters for
the April Presidential Preference Spring Election.

f. State Write-ln Absentee ballots are no longer required to be sent to military and overseas voters.
Therefore, you can ignore this ballot choice.

B Acd L z‘ _ | o | % |
Woter Reg Mum: Date Ballat Sent: Date Ballot A eturned:
9. Select the Date Ballot 0700309840 |5/72m2 [~ [~ Addd Balot
Returned |f app|icab|e_ Ballot Type: Wote Location:
. 5 h by M v|w — = Cl
If the ballot was just == EE] ElE| Iéea'
sent OUt’ you may M ane: SHITH . MICHAEL WayYME l- Milit
leave this date blank. o : At ol iy
Home Address: | 1628 W COUNTY ROAD C . MOSINE Cierks Dffice
Municipality, | TOWN OF BERGEN - 37002 Courthause
10. Select the Vote Hosgtel
. an are Facility
Locatl_on from the drop- |\.-"0ter Feg M.. ﬂ| M ame -~ SYD Care Facility Ballot Type ﬂ|\u"ote Location L”
down list. Generally, you o,
. . . ia E-Mai
will be choosing Via E- Via Fa
Mail, Via Fax, and Via ViaMaly
. ‘wiong Polling Place
Mail. x| =

V5/21/2013 -9- Add UOCAVA Ballots
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11. Click the Add Ballot button. The voter’s ballot record will appear in the lower grid.

| |Voter Reg N.. ~ || Name ~ || Date Ballot.  ~| Date Baliot.  ~ | Ballot Type  ~| VoteLocation ~|
[3 0700303840 SMITH, MICHAEL WAYNE 711372010 Official

.

¢ If you receive a “milestones” error:

(SF,
(E AESM Warning

X|
. i ' [The milestones currently set for this election do nat allow ballats at this time. ;I

Make sure the correct milestone is checked and try L2y
to add the voter’s ballot again. See the Election
Setup chapter for further details on election
milestones.

Ad|
e You will also receive this error if you are trying e

to issue an Official or Federal-Only ballot before
the municipality has Milestone #4 checked.

e You cannot issue a Presidential Preference Only ballot or a Federal Write-In Absentee ballot
until the municipality has the election inherited and has Milestone #2 checked.

“1i  Ifyou receive this “UOCAVA Status” error:

Non-UOCAVA Yoter Found X|

L } The selected vaker does not have a valid UOCAYA Status, Ballobs can only be addedfupdated For UOCAVA vokers From this screen,
L3

You must open the voter record, and update their UOCAVA Status to Military or Overseas.
See the Recording a Voter's UOCAVA Status section in this chapter.

12. Repeat for each UOCAVA voter. You will also use the process described above to record Official
(and Federal-Only) ballots when they have been printed and sent out and Milestone #4 has been
checked in each municipality.

E ,;5 The Clear button will clear the Voter Registration Number so you may Clear
" enter or scan another voter, but it will not clear the Date Ballot Sent,
Ballot Type, or Vote Location fields. Those fields can be changed individually.
¢ .:’ Please note that Absentee Lite verifies that the voter is Active and lives in a jurisdiction you

have access to, but it does not verify districts. For example, if you had a special congressional
election that only covered part of your municipality or county, you could record ballots for
everyone, even if they didn't live in the congressional district It is the municipal clerk’s
responsibility to verify the voter’s district before sending them a ballot, and Absentee Lite should
not be used until after those ballots have been sent.

V5/21/2013 -10 - Add UOCAVA Ballots
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Update UOCAVA Ballots

You may record UOCAVA Ballots as returned any time after you have added them. R —— = |

E\\: 2012 Ma 8 RECALL PRIM,
N A A Glance

You may update UOCAVA Ballots from the municipal or the county level. If § Paling Places
you will be working with multiple municipalities in your county, set the Active || -4
Jurisdiction to your county. (8] RecordVoles

] Supplies =l
5 Ballat Styles
-] Absentee Applications

™,
]

-
Mo

entee Balots
5 Provizional B allots
Candidate Filings
Contests

[#-43y Election Results

-2 Reporting Units _Id
. . 4 3

1. From the Main Menu, expand (+) the Elections node. __ — |

Guick Tasks

Quick Tasks

Expand (+) the election you are working with. T

Click on the Absentee Ballots node. ) Addlnca

| Update UOCAVA Ballotz

Ll

Select the Update UOCAVA Ballots quick task.

)  Cancel UOTAVE Ballots

Update LG . Ballots ] [ EER ]
“oter Reg Mum; Date Ballot Sent: Date Ballot Returned:
| 0700309840 |5/7/2m2 | =| 582012 v|- Update Ballot
Ballot Type: Wate Location:
Search by Mame | Official || [viaE-Mai Rahd Elear

Marne: |SMITH . MICHAEL ‘WAYME UDCAWA Status: | Milikary
Home Address: | 1628% COUNTY ROAD C, MOSINEE, w/ 544558310
Municipality: | TOwM OF BERGEN - 37002 Status: |Active - Registere

| Weter Reg M. ;I| Name || Date Ballat.. < || Date Balat.. j| Ballot Type: ;I|Vote Location j|

5. Enter the Voter Reg Num by hand, or scan the barcode from the UOCAVA Voter Listing report.
You may also use the Search by Name button. When you hit the Tab key, or click into another
field, the voter’s information should appear in the center of the form.

6. If you have issued more than one ballot to this voter, you will see the Select Absentee Ballot screen.
Click to highlight the ballot you want to update, then click OK.

7. The Date Ballot Sent, Ballot Type, and Vote Location will be filled in. You may edit these fields if you
selected an incorrect value when you added the ballot.

8. The Date Ballot Returned field will be defaulted to the current date. You may adjust it as
needed.

9. Click the Update Ballot button.

V5/21/2013 -11- Update UOCAVA Ballots
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Cancel UOCAVA Ballots

This quick task will allow you to cancel a UOCAVA Ballot, for example, if it has

been returned as undeliverable. = =___f'?°gl°"s B
@ Archived Elections
ey =K
‘14 You may cancel UOCAVA Ballots from the municipal or the county level. -k Dmp : Hﬁgfff FRIMARY
(E If you will be working with multiple municipalities in your county, set the % Poling Places
Active Jurisdiction to your county. - Fol Bock
= ayments
----- 8] RecardVates
™ . . S | S SR N P Supplies
== Keep in mind that if you cancel a ballot, that does not remove the UOCAVA | - E| Balot Sles .
g Status from the voter record. If a voter will no longer be receiving ballots, you | = = a2t
should also clear their UOCAVA Status so they are not accidently sent S| Provisional Ballots
ballots, or counted in your UOCAVA voter statistics. Eandidate Fiings
ontests
1. From the Main Menu, expand (+) the Elections node. E fection Pesults

Reparting Unitz -
< | »

Expand (+) the election you are working with.

Quick Tasks

_1 Fecord Returmed Mailings
Select the Cancel UOCAVA Ballots quick task. 3 AddUOCAVA Ballots

¢ Update UOCAVA Baliots

I —
[ & Cancel UDCAYA Ballots >
[ ———

=

2
3. Click on the Absentee Ballots node.
4

Cancel UOCAVA Ballots _ ol x|
Woter Reg Mum; ancellation Reazon;
| 0700305840 ﬂ Cancel B allot
Search by Mame y Clear
e Administrative Action
Ballat Mot Returned |
Mame: SMITH . M Deceased LIOCa&WA Status: | Overseas
Home Address: | 1628w of Inactive Voter 5
Ballot Re-lssued —_—
Municipality: TOWN OF Rejected dictive - Registere
Undeliverable
x| Y
Yoter Reg M. L” M arrie ree wrere-Balat . L” Date Ballot.. L” Ballot Type L” Yote Location L”

5. Enter the Voter Reg Num by hand, or scan the barcode from the UOCAVA Voter Listing report. You may
also use the Search by Name button. When you hit the Tab key, or click into another field, the voter’s
information should appear in the center of the form.

6. If you have issued more than one ballot to this voter, you will see the Select Absentee Ballot screen.
Click to highlight the ballot you want to update, and then click OK.

7. Select the correct Cancellation Reason from the drop-down list.

8. Click the Cancel Ballot button. Information from the cancelled ballot will appear in the lower grid.

i :\i Cancelled ballots will not display on the Absentee Ballot Listing report, or the Wi Absentee Application Ballot
‘1,;" Log described in the next section. Most cancelled ballots will display on the MyVote website, so the voter can
see the ballot status. If you use the Cancellation Reason of Administrative Action, the ballot will not
display on MyVote.

V5/21/2013 -12 - Cancel UOCAVA Ballots
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The Absentee Ballot Listing Report

(Optional) The Absentee Ballot Listing report is a lot like the WI Absentee Application Ballot Log report, but unlike
the Ballot Log, it can be edited. It also uses fewer lines per voter than the WI Absentee Application Ballot Log.
Either report will allow you to track ballots entered into Absentee Lite. The filter shown below should work for both
reports. Municipalities may choose to use the WI Absentee Application Ballot Log ALD WARD, which puts each
ward on a separate page and gives appropriate subtotals. Counties should not use the “ALD WARD” version of
the report.

Ean
===}

=

URLLY

it

Municipalities using Absentee Lite should note that ok \‘ff‘wme o AE M
this is not an official absentee ballot log. The official S% L —
absentee ballot log must be sent to the pollson || 1 Absertee Applaions SelectReport
Election Day and must list all absentee ballots, not [?j}é- S Steplaf2
Just military and overseas ballots. You must use Full || - £} Polling Place Locations Category: [
Absentee if you wish to print the official absentee :g gz;‘::;f '
ballot log out of SVRS. See the Absentee Ballots 521 Disticts and Office Types ot B
. P | R Absentes Application Listing
chapter for more information. Cderix e
ieports
. . = Labels and Maiings < e
1. From the Main Menu, click on the Reports node. || & 5 scheduer s "B
[]___ﬁ Administration Il FREMNFF &hzenter | ahel
2. Select the Print Reports quick task. Absentes Ballot Listing
3. Change the Category to Absentee.

4. Under Reports, select Absentee Ballot Listing.

5. Click Next.
6. Filter your report: Delete | Modify Lapout |
a. Click the Custom button next to the Filter drop-down list. Mest
b. Copy the Filter iz F=CFET
displayed. th_'i useFiter [ save =l Savers 3 Delete ] Clear B Close |
Enter the Filter M ame: | ﬂ
correct
election date in RPTiew AESH_Absenteel sllotlisting I
mm/dd/yyyy And/Tr Field Mame Candition Yalue
format. And Pravider Jurizdiction Name Equals MARATHOMN®
find Election Date Equals oa/08/2M2
: I U

The Filter displayed above will produce a list of all ballots issued for that election, for the specified
municipalities. If you are running this at the municipal level, omit the first line. You will see only your
municipality’s voters. If you are running this at the county level, replace the “MARATHON*” under the
Value column with your own county name, followed by an asterisk.

The list will be limited to voters who live in municipalities that rely on Marathon County for SVRS services
(self-providers like Wausau and Mosinee will be excluded.) In order for the Provider Jurisdiction Name
filter to work, every Relier must have the Provider Jurisdiction selected on the Other tab of their
Jurisdiction record. See the Update Clerk Information section of the Getting Started chapter for more
information.

V5/21/2013 -13- Absentee Ballot Listing Report
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g (OPTIONAL) Other filters you may want to use when generating the Absentee Ballot Listing Report are:

EH FilterForm = I
J _‘a_'1 Use Filter Save |my Savefs x Delete | ] Clear B Close =
Filter Marme: | ﬂ
RFTView AESKM_aAbsenteeB allotListing I
And/Or Field Manne Condition Walue
Aind Election D ate Equals o4/035202
i -
% Falze
True

i. The filter above will produce a list of absentee voters who either provided (True) or did not
provide (False) a copy of their photo ID for an Election ( i.e., note - replace the 04/03/2012 date
with the actual date of the Election).

EE FilterFarm

J:B_'] Ise Filter Save = Save fis x Delete ] Clear B8 Close v|

Filker M ame: | ﬂ

RPTYiew &ESH_AbsenteeBallotListing |

And/Or Field Mame Condition Walue
And Election Date Equals 04/03/2012
i3 -
¥ Falze
True

ii. The filter above will produce a list of absentee voters who are (True) or who are not (False) photo
ID exempt (replace the 04/03/2012 date with the actual date of the Election. Also, military and
overseas are the only type of absentee voters who are exempt from providing photo ID).

EH FilterFaorm

J 3 UseFilter [}

Save |mj Save s x Delete ] Clear B Close v‘
Filter M ame: | j

RPTView AESM_AbzenteeB allotListing |

C.

And/Or Field Mame Caondition YWalue
And Election Date Equalz 04/0352m 2
And Abg Bal Statuz Code Equalz Returned [RET |

s

iii. ~ The filter above will produce a list of absentee voters who are ballots were returned.
(Replace the 04/03/2012 date with the actual date of the Election.)

Select the Use Filter button.

V5/21/2013
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7. Sort your report:

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

b. Copy the Sort
displayed. This sort
will group voters by
municipality, then by
last and first name.
Municipalities may

J :5_'] Use Sark F;" Save

Delete . Close ‘_|

J

Sort Name| ﬂ
Fieldh ame || Order |
Jurigdictionl D ASC
Last Name ASC
Firgt Mame ASC
; he T ETh

=|of x|

omit he first ine.
c. Click Use Sort. J_&'_] Use Sort ] Save Delete W Close _|
SortName| j
FieldM arne = || Order |
Last Mame ASC
First M ame ASC
b ~ X |

8. Click the Printer Setup button to verify your

printer settings.

9. Click the Print Now radio button.

More Report Options

[ Frinter Setup

PrintOptions

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

Printing Motification

.
\‘l) Repott Print or Expart is Corplete!

O Preview
10. Click Print. @ Piint Now
O Schedule
11. A dialogue box indicating that the Report (Select Sch.. ~|  Custom
Print or Export is Complete! will appear.
. Back
Click OK.
I CITY OF MADISON AR
£ S/TI20012 11:48:07 AM
ﬂr& Absentee Ballot Listing
H E, { I=1 AND [ RPTView_AESM_AbsenteeBaliotListing. [Election Date] = 05082012° ) }
ELECTION: 2012 MAY 8 RECALL PRIMARY/ELECTION (5/8/2012)
APPLICATION REG
TYPE:
District Ballot App. Ballot Ballot Vote Ballot Style Vote Loc ID D App
ID Number  Name and Address Combo Type Date Sent Returned Recorded Provided Exempt Type
0712487980 DEVILLE, CRUELLA 13251-001- OFCL 05/04/12  05/04/12 NP-1 Via Mail REG
3269-1
DOB: I/1/1960 409 PALOMINO LN
MADISON, WI
537053471
0712488000 HOOD, ROBIN 13251-002- OFCL 05/04/12  05/04/12 NP-1 Via Mail YES REG
3269-1
DOB: 1/1/1985 101 RIVER BEND RD
MADISON, WI
537134201
0712487960 MOUSE, MICKEY 13251-052- OFCL 05/04/12  05/04/12 NP-1 Via Mail YES REG
3269-1
DOB: 17171970 132 E WILSON ST
MADISON, WI
537033890
0712487990 PAN, PETER 13251-038- OFCL 05/04/12  05/04/12 NP-1 Via Mail YES REG
3269-1
DOB: /111975 2010 GULSETH ST
MADISON, WI
537046187
V5/21/2013 -15- Absentee Ballot Listing Report
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12. Retrieve the document. The sample report shown below was exported to a file in Excel format
(note, when exporting to Excel, the first tab of your spreadsheet may be blank and the report
information will appear on the second tab).

On the Sample Ballot Listing Lite report the following will be displayed:

Voter ID Number
(i.e. Reg. Number)

Voter Name and

Address
@ H9- |= Sample Ballot Listing Litexls [Compatibility Mode] - Microsoft Excel o B B

District Combo m Home Insert Page Layout Formulas Data Review  View v @ =
Ballot Type A ____~ k| _ _ _ _ _ _ -

| A [B] c e e = R T | e sl M | N S
Application Date 2 ELECTION: 2012 MAY 8 RECALL PRIMARY/ELECTION (5/8/2012) i
Date Ballot Sent ID Number  Name and Address District  Ballt  App.Date Ballot  Ballot  Voie Ballot Style VoteLoc DD ID Exempt App Type J
Date Ballot Returned 0712487980  DEVILLE, CRUELLA 13251-001- FCL 050412 0504112 NP-1 Via Mail REG

5 3269-1
Vote Recorded § DOB 11360 400 PALOMINOLN |
(populated after an 0712488000 HOOD, ROBIN 13231-002- OFCL  05/04/12 050412 NP-1 ViaMail YES REG 5
election when I 32691
the voter history is § DOB VLTSS 101 RIVERBENDRD
recorded ) 0712487960 MOUSE, MICKEY 13251-052-  OFCL 050412 050412 NP1 ViaMail YES REG
9 3269-1

DOB: VU/1970 132EW {
Ballot Style 10 . 132 F‘. JTLSON 5T : _ i __ ;

0712487990  PAN, PETER 13231038 OFCL  05/04/12 050412 NP1 Via Ml YES REG
Vote Location 1 3891 -

12 DOB: V1973 2010 GULSETH ST

Whether the voter 3 Totals: 1 4 0 0
provided photo ID 1 Election Totals: 1 4 0 0

Whether the voter is
photo ID exempt

Application Type

V5/21/2013 -16 - Absentee Ballot Listing Report
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Absentee Ballot Information on MyVote Wisconsin

Once you have entered the voter’s information into Absentee Lite and recorded that the ballot was
sent or returned, military and overseas absentee voters can check the status of their ballot online on
MyVote. For municipalities that use Full Absentee, all absentee voters will be able to check their ballot.

1. Enter the web address https://myvote.wi.qov.

2. Choose your voter
status: Regular,
Temporary Overseas,
Military or Permanent
Overseas Voter.

Solect A Voter Category To Proces

Far rigaired el ron-sngiuiired ulgils voters in Wisssnain

Regular Voter Temporary Overseas  Military Voter Fearmanent
y (isichanis whe P Vioter [T s A
ot in the millary

3. Enterin the correct Last
Name, First Name, and Date [EALL
of Birth, then click Search.

You must start by searching for your name and date of birth,

Last Name * RIGES
KARLA,
Daate of Birth © 0331953

First Mame *

4. Any possible voters that
match the information
provided will appear . Address . Birth date
underneath the search
panel. Double-click on
the voter Name to open
their record. Please select an option:

i34 CATTAIL CIR

SUN PRARRIE 3363

=-Home

5. When the Voter Information :-

screen appears, you will on I
the side menu a link that =Request Ain Alsentos Dallot

allows you to view your -Update Voter Registration
Absentee Ballot Status. | Election & Polling Place Info

Click on that link. |-sample Ballot

|-Clerk & Office Holder Info
Er-Ahse ntee Ballot Status
+Vioting History
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6. The Absentee Ballot Status screen shows information on the Election Date, Election Name,
Ballot Type, Vote Location, Ballot Status, Ballot Status, Date Ballot Sent, and Date Ballot
Returned.

Ballot Status

Absentee Ballot Status

e e e
tiEantz [2ZERESTETIAL AND Efl‘f:“" Online  Retumed Retumed 1122012 11/2/2012
452011 2011SPRINGELECTION  Offidal gore  Cancelled poloii® 3282011 3282011
1122010 2010 GENERALELECTION  Official  or™  Cancelled Dol0tR® 10282010 10/2872010
1142008 2N TEESDENTAAND  oficial  GEe  Cancelled palou T 10/152008 101502008

BALLOT STATUS DEFINITIONS

Issued: This means the ballot has been sent to the vater but has not yet been returned to the clerk

Returned: This means that the voter received the ballot from the clerk and returned it so that it can be counted
Cancelled: This means the ballot was cancelled and is no longer valid for this election.
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