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Introduction to Reports

Reports can be generated at any time in SVRS. At the time a report is run, the information is retrieved directly
from SVRS.

The two main ways to generate a report from SVRS are:

1. To use the search function and resulting data grid, available in most SVRS nodes;
2. To use the Reports node to generate a report.

Key Terms

Filtering is a way of controlling the data that appears on a report. Only the records that match the filter criteria will
show up on the report or search. For example, for a report which should return only active voters, users can
create a filter to select only the records for which the voter status is active.

Sorting is a way of ordering how records are listed on a report or returned from a search.

Data Grid is a place where information appears from a data search in SVRS.

Data Grid Reports are created from data search results in many of the SVRS nodes. Data search results can be
filtered, sorted, grouped and formatted, then exported or printed.

Ad Hoc Report is the name of a standard report as defined in SVRS. Within each report category there is a list of
standard Reports available to print.

Report Category is an organizational grouping of Ad Hoc reports, as defined in SVRS. The categories available
are:

Absentee

Applications (Voter Registration)

Contacts

Elections

My Saved Reports (reports saved by a user)

Poll Worker

Polling Place

Saved Reports (reports saved by a user, available for all users in their jurisdiction)
System Reports (used by Administration only)

Voter

Modify Layout is a feature within the Print Reports Quick Task. It is a way to adjust the arrangement of columns
on an Ad Hoc report. The modified layout can be saved either in the My Saved or Saved Reports Category for
future use.

Create Reports is a quick task available from the Reports node. It allows users to create new reports that are
loosely based on existing Ad Hoc reports. These reports give the user more flexibility because they may change
the formatting of the original report. The modified layout can be saved either in the My Saved or Saved Reports
Category for future use.

The Scheduler is found under Print Options. When the SVRS system is busy, any report or mailing can be
redirected to the Scheduler to run when resources are available. Reports processed through the Scheduler will
always be written to the My Documents folder on the server.
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The Voter Transfers Data Grid Report

e Customize Reports
e Format Reports
e Print or Export Reports

g Data Grid Reports can be created from any set of data that appears in a search results grid in SVRS.
The only limiting factor is that the search results grid can hold a maximum of 1000 records. Any search that
results in more than 1000 records will not display all of the desired records. It may be possible to further
filter your report, to limit the number of records to less than 1000. This will allow you to create a report with
2,000 or 3,000 records, by cutting and pasting multiple searches from the data grid.

Customize Reports from the Search Grid

1. From the Main Menu, expand (+) the Voter node and click on the Voter Transfers node
(the same procedure will work from other nodes as well).

8 AESM

s B Iy
o B T T \
| & [[[& menu shoruts | 5 auickTaske~ .|| 7 | 1| 21 |=# < |[# ay | Actveurseistion: [Town oF soscoseL - z2. -] || @ 10 | ]

2. Enterin the desired criteria and |
click Search. In this case, enter '
your own municipality into the
From Jurisdiction box and, if
desired, a range of dates in the

Transter 4pp Date Between: To Juiisdiction:

Fiom Juisdction
o e = [Town oF Boscoee. 7 [ =

Transfer App Date Between
d d Approved jl Sort Descending BOS. ICITY OF BOSC, |9/25/2008
Somicned AL Sonbescendng LR or aan oo
ropdown. - CopEmR el o o ararts
Bepiove Gire oF s05C11naranns
Approvec EE\@W OF BOSC.. [11/4/2010
x Approver 05 ILLAGE OF BL.. [11/18/2010
>~ ICITY OF BOSC. 2118/2010
cpioue - o
Approves < ClearFilter WVILLAGE OF W 10/27/2010
‘Approver TOWN OF ARE. 11.47/2008
oo BectEENeolrne) £ FRAIRL [11/3/2010 e
. . Approver Transfer Approved TOWN Of ICITY OPgQSC. 11/4/2010
3. Customize the view on the data fepor Tronsfor Beproved Towl o T oF 502008
Bepiove 2 o e oF sose s
1 H ‘Approver 12 Ot [CITY OF BOSC. e
grid to display only the columns ; o T o
. Approver Ot CITY OF BOSC. 1174/2010
Sepioe z o T OF La £ s/t
that are to be included on the L o
. ‘Approved Tre TOWMN OF BOS. TOwN OF GRE. 4413/2011
data gr|d report_ Approved T TOWN OF BOS.. |CITY OF LA CR.. |8/22/2011
St i A A A

Smart Buttons. 41 Recard(s) retuned

a. Right click on the column
header row to display the
menu. Select Runtime

tornizati
WVaoterdpplicatio...

JurigdictionlD

Column Customization. : !
SignatureDocu... R
. R . BatchlD /
b. This will display a box listing all the data columns NOT LinkedVoterlD .
currently displayed. You may drag column headers from this e !
box to display them in the data grid, or drag column headers AddressChang.. |||/

from the grid to the Runtime Column Customization box to
hide that column.

ﬁl Sort Ascending
4} sort Descending

= Group By This Field

; :‘E Other helpful menu choices are Best Fit and Best Fit (all columns). =] eroup By Box
These will widen the column(s) so you can see all of the data. # Runtime Column Customization
4 BestFit
T, Clear Filter
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c. Ifdesired, add a column to the data grid. Search the Runtime Column Customization box for the
name of the column you wish to add, then drag and drop it into the data grid. In the example below,
we are adding the AppSourceCode column to the grid. The black box (in this example Approval
Deadline) indicates where the new column will appear.

Tranisfer Status A v || Transfer Status Reaso.. « || From Jusdi. « || To Jursdicti. || Transfer &p.. J Approval Deadine Il

b |Approved Transfer Approved CITY OF BOSC.. |WILLAGE OF HI. |2/26/2008 ]
Approved Transfer &pproved CITy OF BOSC.. |TOWM OF MARL. 11/19/2008
Approved Tranzfer Approved CITY OF BOSC.. |CITY OF RICHL. (12/4/2008
Approved Tranzfer Approved CITY OF BOSC.. |CITY OF LA CR.. [12/2/2008 .":".I:II:IS ourceCode :
Approved Transfer &pproved CITy OF BOSC.. |CITY OF MaDIS.. 10/27/2008 E
Approved Tranzfer Approved CITY OF BOSC.. |CITY OF MaDIS.. 10/18/2008
Appraved Transfer Approved CITY OF BOSC.. |TOWMN OF ‘WaT. |4/411/2007 h .
Approved Transfer &pproved CITy OF BOSC.. |CITY OF PRA&IRL. 10/10/2008 H
Approved Tranzfer Approved CITY OF BOSC.. |TOWM OF SCO.. |9/29/2008 H
Appraved Transfer Approved CITY OF BOSC.. |TOWM OF SCO.. |4/4/2003 .
Approved Transfer &pproved CITy OF BOSC.. |CITY OF La CR.. |3/10/2008 -
Approved Tranzfer Approved CITY OF BOSC.. |CITY OF BLACK.. |2/19/2008 .
Approved Transfer Approved CITY OF BOSC.. [CITY OF WHITE.. [4/3/2008 H
Approved Transfer &pproved CITy OF BOSC.. |CITY OF FEMMIL. (12/4/2006 -
Appraved Tranzfer Approved CITY OF BOSC.. |WILLAGE OF DE.. |9410/2008 2
Approved Transfer Approved CITY OF BOSC.. [CITY OF PLATT.. [10/12/2008 w =l
Approved Tranzfer &pproved CITY OF BOSC.. |TOWM OF Oak. (11/24/2008 —~ =
Approved Transfer Appraved CITy OF BOSC.. |CITY OF PLATT.. [11/26/2007 I AppSourceCode
Approved Transfer Approved CITY OF BOSC.. |[TOWM OF MARL. |12/1/2006 ElectionDayRe..
Approved Tranzfer &pproved CITY OF BOSC.. |TOWM OF MaRIL. 12//2006 CancelReason..
Approved Transfer &pproved CITY OF BOSC.. |TOwWH OF wWoO.. [11/30/2008 USCitizenCode
Approved Transfer Approved CITY OF BOSC.. [CITY OF WHITE.. [10/14/2008 WolingSteetPo..

g [ _______ 3 F S —— ATw Ar Roee CiTee A Ca o 44 s mnon TR LI

81 Record(z] returned

d. To remove a field, drag and drop the column header to the Runtime Column Customization box.
In the example below, all but 5 of the original columns have been removed.

Fle Edit Yiew Tools MWindow Help |

| b |[[Bs e sherteurs | 1) quiskTasks ~ || | (| &) [ |88y | Active urisdictions [CiTY 0F enscoeel - 222 +| || @ T || |
Henu x Tiansfer App Date Between From Jurisdiction: To Jurisdiction:
e} Welcome to AESM \ = ad | = [orv oF poscoeeC. o] | =
o s Transfer Status: First Name: Last Mame: Yoter Reg Num:
[ H |

‘oter Applications
Abzentee Applications
N Elections

g Election \workers

% Ez:ﬂr‘izace Lacatians Records Returned: 81 Search Clear

23 Payment
-+ Districts and Office Types &
-] Calendar
5 Reparts Tiansfer 4pp Date ¥ = || AppSourceCode  ~ || Mame || Date Of Bith  ~ || Yoter Reg Mum = |
2] Labels and Mafings » [4/16/2003 EDR WRIGHT, STEVEN DWEN 1711900 00N E538273
{3 Scheduer 4/3/2009 EDR WICHOLSOM-JOMES, JACQUELINE P [1/1/1900 0016588594
-] Administration
12/15/2008 EDR MARK, JEFFREY HILL 1/1/1900 0701991930
(30 Admiristration 12/4/2008 EDR BECKER, KATHERINE A 14141800 0705860750
12/4/2008 EDA LORENZ. STEVENJ 1/1/1900 0019232345
12/2/2008 EDR BECWAR, ENRIGUE & 1711300 0704736520
11/30/2008 EDR FRALICK, STEFHEN M 1/1/1300 0016588564
11/26/2008 EDR GAGE, MYRA R 1/1/1900 0046702190
11/25/2008 EDR GAGE, RANDY JOSEPH 1/1/1900 0701029430
11/25/2008 EDA OLSON. MICHELLE LYNN 1/1/1900 0031621035
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4. Arrange the data so it is displayed in the order you desire. This means you may need to filter and sort the
data, or rearrange the order of columns.

a.

=

T

To change the order of
columns, click on a column
header and drag and drop into
its new position.

(In this example, the Name
column is being moved to the
first position.) The black box
indicates where your column
will be placed.

If you wish to limit your results
further, but are unable to use
the search fields in the upper
part of the screen, you may
be able to filter your results in
the grid.

To do this, click the square

button ! at the right hand
side of the column header.
This will display a list of all of
the available values in that
column.

| File Edit Yiew Tools Window Help

; Jf;} o H% Menu Shorteuts | 5 Quick Tasks -

J 2 24 |48 sy | Active Jurisdistion: [CITY OF BOSCOSEL

Menu X

Transter &pp Date Between: From Jurisdiction: Ta Jurisdicti
Gl | B S =] om0 g
o " Transfer Status: First Name: Last Mame: Vater Reg M
-4 Yoter Match [ = \ \
[ Yoter Applications
<1 Absentes Applications
W Elections
p Election Workers
-7 Polling Place Locations Records Retumed: 243 Search
a-| Contacts
Papmert
[+ [—f Dls):ncls and Office Types et D
] Calendar Transter Status Reason  ~ || Name =
5 Fieports N ame “ITransfer Approved ACKERMAN, PAMELA
(- =1 Labels and Maiing Transter Approved (ANDERSON, DONALD T
- (3 Scheduler rpre o [Transter Approved ASHLEY, GEORGE P
- ([] Adriniststion | [epproved | 'u- Transter Approved AUER. JOHANH PETER
|Appmved Transter &pproved BASSETT, RACHEL M
o group by that column
B brofp. vl Appsmta OFBith || Vater Reg Nurn =
pPpSo...
» |[BNDERSOM. . 005 EDR 1900 0701865720
ARCHER. Mad| ['.’_'.'"] 2002 EDR 14141500 0702042010
BECKER, KAT' 00z EDR 14141900 0705860750
BECwAR. ENI| (Custom] i EDR 1141900 0704796320
BLOVER, WL [Elank_s] 007 EDR 14141500 0702015410
BROWH, DIRY [NDI"I blanks] 00z EDR 14141500 0016588346
BROWM. 5TE 03 EDR 14141900 0016588406
BYERS. JUST ] EDR 1411500 0700632550
EALLAHAIﬁ! EDF 00z EDR 14141500 0704229710
CORCORANY 03 EDR 14141900 0701475960
FELDHACKER E 2008 EDR 1411500 0702055650
FISCHER. JERE pg 5| 006 EDR 14141500 0016588527
FISCHER, SHY 006 EDR 14141900 00716588291
FRALICK, 5TE REGDR 2008 EDR 1411500 0018588564
GAGE.MYRAN SPCRD 2002 EDR 14141500 0045702130
GAGE, RAND 2002 EDR 14141900 0701029430
GALLAWSY, J§ ﬂ ] EDR 14141900 0016588292
GRAHAM, CHEr 02 EDR 14141500 0016588322
HAINES, ELIZABETH M 11/13/2008 EDR 14141900 0704309380
HAINES. TIMOTHY FRANK 1112/2008 EDR 14141900 0702014430
HAMEY, JEREMY 11427 /2008 EDR 14141900 0016588235
pt . 11/24/2008 EDR 14141500 0701335470
( rx

In this example, the column AppSourceCode has been filtered by selecting EDR, so
only Election Day Registrations are displayed in the grid.

When a filter is applied, the square button at the right of the column header turns blue. g
The filter also appears at the bottom of the data grid.

V5/4/2014
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c. If you want to sort your re_sults, right click on the mmt Ascending

column header of the desired column and select - _
Sort Ascending or Sort Descending from the &} sort Descendin
menu.

You may also left-click on the column header.
Clicking once sorts the column in ascending order,
and an upwards-pointing triangle appears on the
column header. Clicking again sorts the column in
descending order, and a downwards-pointing
triangle appears on the column header.

At the right, the Transfer App Date column is sorted in

ascending and descending order. Ascending order puts (| Trarsfer.. & ~| nesier.

dates from oldest to most recent, and descending does

the opposite. 11/13/2006 4/9/2009
11/27/2008 12/15/2005
11/28/2006 12/4/2008
12/1/2008 12/4/2008
124142006 12/2/2008
12/4/2006 11/30/2008
12/26/2008 1142642008
12/26/2006

i 1\,’: It is possible to sort by more than one criterion. In the example below, the Home_StreetName
‘column has been added to the Voter data grid from the Runtime Column Customization box.
Then the user clicked on the Home_StreetName column to sort by the street name.

A secondary sort was applied by holding down the Shift key and clicking on the Address column header.
Now the records are in order by street name, then street number. The Home_StreetName field can be
removed from the data grid by dragging and dropping it info the Runtime Column Customization box,
while retaining the sort.

M arne Home Steetbame A« || Address AT
b FARRELL, MARK JAMES THRWAMS 105 ADAMS 5T L

KMOBLE, DOUGLAS J ADAME o T

KMOBLE, CYMTHIA JAME  |[ADAMS 106 ADAMS 5T

STITZER. WEMNDI ANNE ADAMS 107 ADAMS 5T

RaY, JUDY MARIE ADAMS 208 ADAMS 5T

R, wWILLARD W ADAMS 208 ADAMS 5T

V5/4/2014 -6 - Custom Data Grid Reports
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Format Reports from the Search Grid

1. To format the report:

a. Select Preview from the File
menu, or click the Preview

button on
the top
menu bar.

Q|

b. Inthe Preview screen, select
Page Setup from the File

menu.

File Edit Wiew Tools Window Help
T =

Quick Tasks =

-

P
J = | = | 2] | & | Lm T | Active Jurisdiction:

7 Cpen Record(s) Chrl+O
o Save Chrl+5
- _Print Chrl+F
_.1 Preview
_—

Exit Al+Q
_[ ober Applications

-] Abgentes Applications
[]---\u Elections

----- Q Election Workers
{_;]-l Palling Place Locations
----- 49 Contacts

----- 23 Payment

I:I"E-E Districts and Office Types
----- E Calendar

5 Reparts

x|

Tranzfer App Date Between:

From Jurizdid

Transfer Status:

E

| - CITY OF B
First Marne:

Lazt Name:

Records Returned: 81

Tranzfer &pp Date Ll AppSource... ﬂ

H | |

Mame
EDR AND OM, KELLI MM
ERCHER. MARY LYMN

BECKER, FATHERIME R

Prink

Export To
Send As

Exit

Transfer App Date

Al

2/26/2002

El

11/18/2008

El

12/4/2008

El

12/2/2008

El

10/27/2008

i

BECWAR, ENRIGUE A
FERGER.SUEE
“BERNIER, NICOLE E
BLOVER, WiILLIAM CLAYTO
BRANDES, JOYCE L

Yoter Reg Mum

0701865720

0702042010

0705860750

0704736320

0016588068

10/18/2008 M 0701177680
4/11/2007 Ei EEl 0702015410
1041072008 Cl | Sizs [Letter =l 0016588148
9/29/2008 El 0016566346
41442000 £l Source: I Automatically Select LI 001 E5G0406
3072008 El 0700632650
2/19/2008 £l [ Orientation Margins [inches) 0704229710
4/342008 El | ¢ Pohai Lee  [1 R 1 0701475950
120472006 ol 0701298120
9/10/2008 bl | & Landscape Top: |1 Bottom: |1 0016568326
10/12/2008 5l 0705341280
11/24/2008 El [ o | 0702055650
11/26/2007 ol K Cancel I U | 0016586310
1201/2006 EOF [FIECHER, JERRY GENE 177774900 0016588527

c. Adjust the Paper Size, Source and Margins if necessary.
to display your data.

Select Landscape if you need more space

d. Click the Printer button to select a printer or set other options particular to your printer.
Click OK to return to the Preview screen.

V5/4/2014
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Even if you change to Landscape, the data will not automatically adjust to the larger page size.
You must click on the dotted margin line at the right or the left of the page, and drag the line to
adjust the margins. Then the data will expand or contract to fill the new space.

Transfer App Date AppSourcelode  (Mame Date Of Birth Woter Reg Mum
2/26/2008 EDR ANDERSON, KELLI ANN 14141300 0701869720
11419/2008 EDR ARCHER, MARY LYNM 14141300 0702042010
12/4/2008 EDR BECKER, KATHERINE R 14141300 0705860750
12/2/2008 EDR BECWAR, ENRIGUE A 14141900 0704796920

e. If you want to add a title or other information to the Header and Footer,

click the Header/Footer button F in the top menu bar.

File Wiew Background

0

DEHLIDP 2L M v W [BA[ D&y

Header

qu aff | @l Fant... | IMicrosofl Sans Serif, 8.25pt

| | Sample Title |

Faater

I“F o} | @l Fant... | IMicrosofl Sanz Serif, 8.25pt

[Uzer Mame] [D ate Printed][Time Printed]

’ [Page # of Pages #]

allal el I
oK |

Cancel |

Position the mouse in the right, center, or left of the Header or Footer

and add text.

Use the buttons at the bottom of the Header/Footer screen to add page numbers,
your user nhame, or the date or time the document was printed.

@ Make changes with other options using the Report Designer. Have fun experimenting!

V5/4/2014
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Print or Export Reports from the Search Grid

6. Print or Export your report:

f.  From the File menu, select Print... or use the Print... button %

(this allows you to choose a Printer). You may also select Print or the direct Print button %
(this immediately prints to the default printer).

Expart Ta
Send As

Exit

g. If you would like an electronic copy of this report, you may use the Export button Lﬁ
in the top menu bar, or go to the File menu and select Export.

30

The only exports available are to PDF or graphics files — you cannot produce an Excel
spreadsheet or Word document. Therefore an exported file is an electronic picture of the report
that you cannot change. If the data needs to be in another format (usually an Excel spreadsheet),
follow the directions starting with Step 7 (page 10) to “copy and paste” the data.

o

File “iew Background

PageSetup... B | 3 B 2 o~ M 4 b M| B3| -] w
Prink. ..
Frint
PDF Docurnenk | Sample Title
F iaraphic Documenkt
E:xik | i
?l x_l
Save in: I ) My Documents LI = &% FE-
. . 523 Absentes Label
h. The Save As dialog box will appear. (T Absentes Label
In the File Name, you may rename EPD" Book - Limited - 005-01 CUSTER HIGH SCHOOL
the document. EPD" Book, - Lfm!ted - 011-01 RUFUS EIMNG HIGH SCHOOL
EPD" Book - Limited - 182-11 MILWAUKEE SPAMISH IMMERSION SCHOOL
BPD" Book - Limited - 183-11 MILWALUKEE SPAMISH IMMERSION SCHOOL
o] Supplemnental Repart
Fils narne: IDDcumend ;I Save
Save as wpe: IPDF Docurnent [*. pdf) ;I Cancel |
A
V5/4/2014 -9-
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i. When you click the Save button, the file will be sent to the My Documents folder in the Citrix
Login page.

Applications

o] el

AESM C Drive

50

My Documents

WEDC Windows Explorer

Hint: Click Reconnect to resume any paused published resources.

ai?

Lot

You may also type V:\ in front of your document name and export the file directly to your C: drive without
going through the Citrix screen.

i N
File name: G\f:k@named Dacument j

—

LRLLA

See the section below on Exporting a Report for further directions on retrieving your document.

7. To copy search results from the data grid into a Microsoft Excel spreadsheet (i.e., instead of printing
search results directly from SVRS as shown above):

a. Select Ctrl A to highlight the data information from the data grid,
b. Select Ctrl C to copy the information from the data grid,

c. Open a spreadsheet in Microsoft Excel;

d. Then select Ctrl V to paste the data information into the excel spreadsheet.

tdenu

x Tranzfer App Date Between: From Jurizdiction: To Jurigdiction:
D‘%‘ \"ff’mme 6L Sh | v e | -] [om oF eoscoseC. 7] | |
=" ater
il T Tranzfer Status: Firzt Marne: Last Mame: Woter Reg Mur:
4= Yoter Match | ﬂ | | |
[ Woter Applications
] Abzentes Applicationsz
£ Elections
d Election ‘workers
£ Poling Place Locations Records Retumed: 81 Search | Clear
Contacts
2 Payment b
Ao : that cal
[-F34 Districts and Office Types e
----- & Calendar ~ || Date Of Bith  ~ || Water Reg Mum
Reports

[+ =4 Labelz and Mailings
[#1-[30 Scheduler
-] Admiristration

V5/4/2014 -10 -
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5.

?
T

have to recreate new columns, column arrangements, and sorts in Excel.

Whenever you paste information from the data grid into a Microsoft Excel spreadsheet, the data columns,
column positions, and sorts will not appear in the spreadsheet as they do in the data grid in SVRS. You will

A | B C o | E | F | 6 | H |
1 [CLRKO  #### 7 02E+08 9/23/2008 YUNGHANS, ELEANORE E
2 |CLRKO | st 7 02E+08 9/23/2008 YUNGHANS, CHARLES E
3 |EDR ki 16508279 4/16/2009 WRIGHT, STEVEN OWEN
4 |EDR i DB37335 demRiaR WINGER, STEVEN L
& |EDR i 7 02E+00 #riR WINGER, CARLA A
E |LATE it 16558260 4/9/2007 WILLIAMS, ARTHUR R
7 |EDR st 16540135 #tiit WETTER, GAIL MARIE [ _I
8 |EDR st 7 02408 #esia WETTER, DAYID RODNEY
9 |EDR i 6500207 #eiiR WASHBURN, BRIAN E
10 |EDR st 7 01E+00 #iis#t TRANEL, KARI LEE
11 |EDR kb 18222076 #tiii TRANEL, CHRISTOPHER D
12 |[EDR i 16500474 fearis TMMERMAN, GREGORY DAWID
13 |REGDR | #### 7 12E+00 #eiss SPEAKER, HUGO A

V5/4/2014
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Ad Hoc Reports

g Ad Hoc Reports are a set of standard reports available at any time in SVRS. Ad hoc reports can be
filtered, sorted, and then printed or exported to a file. The report layout can also be modified and saved for
future use.

more easily use SVRS. These reports all have the prefix of “WI” to help identify them. Please refer to The

w Special reports have been created for Wisconsin to comply with G.A.B. reporting needs and to help clerks

Reports Reference Guide at the end of this chapter for a list of commonly used Ad Hoc Reports.

Introduction to Filters and Sorts

Print Ad Hoc Reports

Create Custom Filters
Create Custom Sorts

Other Print Options
Retrieve Report Files

Introduction to Filters and Sorts

1. A Filter controls what data appears, or doesn’t appear, in the report.

2. A Sort controls the order that the data appears in.

3. To build a filter in SVRS you need four components:

a0 oo

The And/Or logic criteria

The filter Field Name
The filter Condition
The filter Value

I3 When building a filter always start the filter with the And logic criterion. Note, when you use the And,

L& 10

the Or logic criterion only one of the filter criteria must be met.

-
L
Ty

every single criterion within the filter must be met to for the data to appear on the report. When you use

For example, the filter below will pull only active voters who also have a 1/1/1900 date of birth.

AND/OR FIELD NAME CONDITION VALUE
And Voter Status Equals ACTIV*
And DOB Equals 1/1/1900

While the following filter will pull all voters who are Inactive or Cancelled.

AND/OR FIELD NAME CONDITION VALUE
And Voter Status Equals INACT™
Or Voter Status Equals CANC*

When combining multiple filters as seen in the examples above, you can also use the And( and Or({,

which will treat the filter criteria inside the parentheses as one line. For example, And( Ward Equals WD1;

Or Ward Equals WD?2) will give return a list of voters who live in Ward 1 or Ward 2.

5. To build a sort in SVRS, choose the field name and then chose the order you want the data to sort. For
example, the sort below will arrange the data by last name in ascending (alphabetical) order.

FIELD NAME

ORDER

LastName

ASC
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Print Ad Hoc Reports
- (Example) The Voter Listing with Districts Report

M enu x
1. Click on the Reports node from the menu tree. {3} Welcome to AESM
- B, Woter
[#-{Z=5] Woter Applications
-] Abzentes Applications
E]—--\&E Elections
g Election ‘wWoarkers
f='| Paolling Flace Locations
| Contacts
L4 Payment

rt1

t-+ Districts and Office Tepes

:IEE Scheduler
f1-[[l Administration

2. Then click on the Print Reports Quick Task.

Ruick Tasks

=3 Print Reports
Create Repart

3. Choose the report Category. In this example,
we have left the default Category, Voter, selected.

SelectReport

Step 1 of 2

Categony: |\.l'gte[

The Ad Hoc Report Categories available are: Feports
“Yoter Demographics by Distri.. d

- Ti=tory
e Absentee e Poll Worker <' Woter Listing
Waker Listing with Districts

. . 3 ) “iabers with mee District Camnhi
e Applications (Voter Apps) e Polling Place o T T
e Contacts e Saved Reports
e Elections e System Reports
e My Saved Reports e Voter

4. Select a Report from the list. To see the full title of the Delste | M adify Layout |

report, expand the menu pane or click on the name in the Mest

list box. The full title appears below the box. In this
example, we have selected Voter Listing With Districts.

V5/4/2014 -13- Print Reports
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5. Click Next. At this point, Report Options, More Report Options and
Print Options are available. The options available in these areas are
explained over the next several pages.

6. Report Options include Filters and Sorts. For more information, see
the sections on Custom Filters and Custom Sorts below.

7. More Report Options include the Printer Setup button which allows
you to choose a specific printer or enter a name for a file to export it to
Excel or PDF. More Report Options also include a checkbox for
displaying protected information.

-
a®

Unchecking this checkbox will not automatically remove confidential
information like the voter’s date of birth or driver’s license number.

If information like this is included in your report, you cannot share it with
the public. You will have to delete that column from your file, or manually
redact it from your paper copy.

8. Print Options include Preview, Print Now or Schedule.

Selected Report
IFonfear f s waffr Chveficfe

Public Report

Report Options

ﬂ Eustnml
| (5elect Sort] | Custom

More Report Ophons

¥ Show Protected Infarmation

Printer Setup

Print Options

(& Preview

O Print Now

O Schedule

[Select Sch.. j Cuztam
Back | Freview |

@ More information on the Printer Setup and Print Options can be found in the Print Options section below.
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Create Custom Filters for Ad Hoc Reports

g A Custom Filter allows you to select the particular records you want to include on or exclude from

your report. Most reports will require a filter to make the report useful.

1.

2.

To create a custom filter open the custom FilterForm by clicking
the Custom button next to the filter drop-down box. Note: if you
have previously created a filter and saved it, it can be selected
from the drop-down menu.

For each line of a filter, enter a value in all four columns.

Report Options
Filker

[GelectFiten =]

Cusgtom

a. Alllines start with And/Or, with the first line always starting with “And”. You may also use the And(
or Or( functions if you use the same Field Name multiple times, for example if you want voters from

Ward 1 or Ward 2 or Ward 3.

@ For an example of how to use the And( see the Voter Listing Report in the Voter chapter.

[ FilterFarm =

b The Fleld Name iS J _‘Z_'i Lize Filter _.:ﬂ Save ,_] Save As x Delete _1 clear B Close v|

the second column. lenllns: | 5

These are the RPTVien_AESH_VopRIDRUet [N

names within the And/Or FisldName ) Conditon Value

system for a data I 2 LI X

fi * US Citizen Cade 4

ield. “ender Mumber

WoteLocation

“oter Status
ZIP Code Z‘

c. The Field Name must come from the dropdown list; it can not be free typed. Field Names can vary
from report to report, so often you will have to scan through the list to determine which Field Name

you want to use.

d. The Condition is BB FilterFarm [ R
the third column.
YOL_J will use Equals Fiter Name: | -
for items like the _ o)
Voter Status. YOU RPTWiew &ESM_‘oterListDistrict e
will use And/0r Field Mame Q_ [ condiion ) Value
And ober Status Equals ACTIV

IsGreaterThan or

AsGreaterThan|

IsLessThan for

date fields, like
Date Registered or

Application Date.

i,i The filter displayed above will produce a list of active voters who registered after 1/1/2012. You may filter
by other fields if desired. The Voter Listing section in the Voter chapter has more information on filtering
and sorting — because the two reports share many of the same fields, the same filters may work in both.

V5/4/2014 -15-
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e. The Value is the fourth column. Enter the specific data value that you are filtering on. Note how
asterisks * are used as wildcard characters. In the example below, if the DistrictCombo Code
Equals 32246*, the asterisk means “and anything that comes after it.”

This filter will select all voters with a DistrictCombo Code that starts with 32246, or all voters in
the City of La Crosse. The asterisk is also included after codes like ACTIV* in the Voter Status
line. Some reports use “ACTIV” and other reports use “ACTIVE” as the value for Voter Status (or
Status Code). Placing the asterisk after the ACTIV* will work in reports that require “ACTIV” and
in reports that require “ACTIVE”.

Equals

B FilterFarm =
J 12_1 Lise Filter [Q Save ,_J Save As x Delete j clear M Close o
Filker MNarne: | j
RPTiew AESh_VoterlistDistrict |
L —
And/Or Field Mame Condition Walue )
And DistrictCombo Code Equals 32248

{INTp ¢

™
‘II:% When you are trying to figure out the correct filter value to use:

e Click in the Value field and see if you can select the desired criteria from the drop-down list.

e Ifno drop-down list is provided, try to enter part of the code or description with asterisks

before or after.

e Ifyou need to filter by a District, you may try the District Type, District Code, or District
Description available in the Districts node. You can also use the Runtime Column
Customization box to add the DistrictlD column to the District Details grid, and try to filter
by the DistrictID number.

o [fyou still are not seeing the records you expect to see, call or email the GAB Help Desk

for assistance.

x
Elﬂ Districts :I . group by that column
""" B3| District Camnbios District Type || District Code = || Description A || DistrictlD ~||Mormal Poli.. ~|| Owne
""" i /ard whard w1 City of La Crosse - Ward 1 2427 [1- ROOSEVELT.. |CITY
""" EE| Congressional District ward Wh10 City of La Crosse - Ward 10 2426 [10 - HOGAN AD . |CITY
""" Ef| State Senate Distict ward WO City of La Crosse - ward 11 2423 |1 e o
""" EB| Assembly District Ward W12 City of La Crasse -ward 12 2430 [{ -
----- @ Court of &ppeals District . ContactiD
_____ @ Muliurisdictional Judge wdard WwWh13 City of La Crosze - ward 13 2431 T
_____ @ County ward W14 City of La Crozze - ward 14 2432 1 —
_____ BB Courty Supervisory Distr ‘whard wD15 City of La Crosse - 'ward 15 2433 1 e -"rlq
_____ EE] Muricipaiiy 'wiard wh1E City of La Crogse - \Ward 16 2434 |1 | LISHEE HpETiUm
..... 8] Aldemanic Distict ward wD17 City of La Crosse -Ward 17 2435 [1| DeletedFlag
..... EA| Commen 5 chool District — ‘ward D18 City of La Crosse - ward 18 2436 |2
..... @ Union High School Distri ward w19 City of La Crosze - 'ward 19 2437 1
----- E_EI Unified School District ward /D2 City of La Crasse - ward 2 2438 | T HARAY T OCTCITY |
V5/4/2014 -16 - Create Custom Filters



I statewide

Reports

3. After entering a row of criteria for the filter, click on the next blank line. Multiple lines can be entered. Use
the blue arrow button to add a line in the filter above the selected line and the red X to delete the selected
line. To add a line below the current line, click on the next line.

J _a_'i UseFiller |z Save =

Save fis x Deletemlose

RPTYiew_&ESk_oterListDistrict |

|
( Filker Name: ’ctive Woters w Default DOB j

And/Or Field Mame Canditiorn Yalue
And DistrictCombo Code Equals J2248"
And “oter Statuz Equals ACT
And Date OfF Birth Equals 14141900
H _ﬂ X |)
p—

4. To save the custom filter, enter a Filter Name, then click on Save.
When the confirmation box opens, click OK. Then click Use Filter.

If you do not wish to save, you may just click Use Filter.

Create New Filter

Fleaze enter a unigue Filter Mame

J _‘E_"| Lise Filker

oK

Cancel

)i

|Aclive ‘aters w Default DOE|

5. Saved Custom Filters can be reused. Just select the saved filter from the Filter drop-down box when

running this report again.

L2 £

If you no longer wish to use a saved filter, you may select the filter from the Filter drop-down box, click
the Custom button to open the filter, and click the Delete button to delete it. You may only delete a filter if

you were the user who created it. Changing saved filters is not recommended. Instead, you should delete
the filter and create a new one.

V5/4/2014
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Create Custom Sorts for Ad Hoc Reports

To put the records in the order you desire, you will create a Custom Sort.

T
F

i

-
Fma

1. Open the custom sort form by clicking the Custom
button next to a Sort By drop-down box. If you have
previously created and saved a sort for this report, you
can select it from the drop-down list.

2.

Sort By

| [Select Sart)

ﬂ Cuztom |

The Sort form allows you to select a Field Name and indicate ascending (ASC) or descending (DESC)

Order for each field. Multiple lines of sort can be entered. Use the blue arrow to add a line in the sort
above the current line and the red X to delete the selected line.

= ol x|

J _&'_'1 Use Sort =] Save pelete [ Close _|
Su:urtName| j
FieldM ame || Order =]
Jurizdictionl D ASC
DiztrictCombo Code ASC
Lazt Mame ASC
First Mame ASC
; - LiIX

3. To Save the sort, enter a name for the sort, and click Save.
Click Yes at the confirmation box. Then click Use Sort.

You can also click Use Sort without saving.

: The Sort displayed could be used for a Voter Listing with Districts report run for La Crosse County. It would
{E' sort all of La Crosse County by municipality, then by ward, then by the voter’s last name and first name.

AESM SortForm il

D ywou want ko save the changes?

Mo | Cancel |

If you no longer wish to use a saved sort, you may select the sort from the Sort drop-down box, and click the
Custom button to open the sort. You may need to click in the Sort Name field, then in the field underneath
the FieldName or Order column to make the Delete button active. Then you may click Delete to delete the
sort. You may delete a sort whether or not you were the user who created it. Changing saved sorts is not
recommended. Instead, you should delete the sort and create a new one.

If you select a saved filter or sort, the name of the sort will be visible in the
drop-down box. If you create a custom filter or sort and select Use Sort
without saving, (Custom Filter) or (Custom Sort) will appear in the drop-

down box.

Report Options
Filter
Achive Voters w .. j Cuztom
Sart By
|[Cust0m Sort] j

V5/4/2014
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Print Options for Ad Hoc Reports

Ig The Report Options let you decide how you will print or view your report. You can use the Printer Setup
button to control which printer you print your report to, or you can export it to a file instead. You may
Preview your report, Print Now, or Schedule it to print later..

Printer Setup: before printing or exporting a report, click on Printer Setup.

iu-‘

The settings that are saved for a report will remain until Printer Setup is changed and saved again.
It is a good practice to check the Setup each time you run a report.

—
n

e  Print Directly to a Printer e  Preview e Schedule Reports
e Export to a File e Print Now

Print Directly to a Printer

— Printer

" Default Printer
' Specific Printer |GABD200P on PPWwMADOPOTSET (from ‘W’I_B><Eik;|

1. Click on Printer Setup to
open the Print dialog box.

" ExportToFile  giatue

2. |If Default Printer is selected, Tupe:
the report will automatically Wwhere:
print to the default printer. Comment:

3. If Specific Printer is selected, [~ Dther Dptions

you may select your printer [ ] Track Report History  Report %fas Bun Far: m|
from the drop-down list.

4. Click on Save Settings. semite | [ Bl
Export to a File
This option will create a file that can be saved and printed later, or emailed.
i pioc
1. Open Printer Setup. - =
— Frinter
2. Select Export to File. € DefauktPrinter
" Specific Printer
3. Enter a name for the file. In the example at the @ BosiTe s |iﬁ::iii:;:;m o010 e
right, a date has been added to the file name. E———
You may not use slashes /\ in a file name, but EXCEL B
dashes are allowed.
—Other Options E?EJL
E"é In the example to the right, the file will be = T[aCkHethismdr|FF M
exported to the My Documents folder on you Lsv :
Citrix Metaframe page. . ST [N
E A

V5/4/2014 -19- Report Print Options
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In the example below, the file name is preceded by “V:\”. In most cases, this will export the file directly to
your C: drive, meaning you will not have to log into the Citrix Metaframe page and move the file from the

My Documents to the Client C: Drive folder. In some networks, your hard drive is not called the C: drive,
it is called the H: drive or another letter. In that case, you can try using “H:\” instead, or another letter as

appropriate.

Browse

Sending files directly to your C: drive may not work if you do not have rights to save files to your
C: drive, the specific file you want to generate is too large, or the system is too busy. If the file is
too large or the system is too busy, you will receive a message that the file will be immediately
scheduled. If you see this message, the export has failed, and you should remove the V:\,
and export the poll list to the My Documents folder instead.

rl

If you want to save your file to a
special sub-folder in the My
Documents folder, you can click
the Browse button to the right of
the file name.

=

% Export Ta File

Export File Mame:

|i\-’0tets with Diztiicts 7-1-2010.L5
Render Format;
EXCEL -

Browse

First, you must create the new folder:

In this example, the new folder will be
named Reports.

e Click on the New Folder button.

o Rename the New Folder to Reports.

e Click the Open button to open the new
folder.

e  Enter the name for the file.

e Click Save.

i In the future, the new folder will be visible
under the My Documents folder.

You may use the Browse button to find the
folder and save your documents there.

Filename

21 x

Save in: I D My Documents

j«@v

1My Pictures

EM\; Videos

- | Absentee Ballok Log Madison 4-7-09
EGREENFIELD Lok FOR HURLEY
_‘jMadison Absentes Log by ward

S Milwaukes 4-09 Perms Ballot Log

@Milwauk&e Abs Apps for Feb

) 5ample Yokers no DC

E] Skakewide Mew and Pending Apps
E;_] Statewide wote counts
@WARDS 1-3 APRIL 2009

mfcw Folder

File name: I j Open I
Save az ype: |ﬁ|| Files LI Canhcel |
Help |

A

Save jn: I ' Reports

| & ® e E-

File name:  [vioter Listing w Disticts 7-1-2010)

Sawve

Save as type: IAII Files

[
=

i

Cancel

'

S

Help

V5/4/2014
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4. Choose a Render Format.

a.

You will use PDF for documents that
contain barcodes, like poll lists and
absentee ballot labels.

You will use Excel for most lists. This will
allow you to rearrange your data after the
report is exported.

The CSV option has three benefits. First,
you can export larger files that will not fit
into the Excel format (Excel 2003 is
limited to 64,000 lines). Second, the CSV
format removes the formatting, so each
record takes up only one line. This is
useful if you want to fit more records on
each page. Third, CSV is a smaller file
and will export more quickly. CSV files
can be open in Notepad, Excel, or
Access.

i Printer
" Default Printer
" Specific Printer
¥ Export Ta File

Expart File Mame:
ith Districts 7-1-2010

Render Format:

Browse

r—Other Options ———
[ Track Report Historl

1}

Save Settings

Cancel |

Based on the settings above, when you click the Print button, the file will export to the My Documents folder
on your Citrix Metaframe screen. This is the My Documents folder on the server in Madison, not a My
Documents folder on the computer in your office. To transfer the file to your own computer and use it, you
must follow the directions below on how to retrieve the exported file.

5. When you have finished setting up your file for export, click Save Settings.

Save Settings

Preview

With the Print Option Preview selected, click on the Preview button. There are
several things to remember about the Preview screen

a. The Preview may not have exactly the same formatting as a printed or
exported report. If data or titles seem to be in the wrong place, go ahead
and print or export, and the printed document or file should be properly

formatted.

Print Options
& Freview
O Print Mews
QO Schedule

[Select Sch. v |

More Report Options

Printer Setup

Custam ‘

Back

Preview

b. A Preview is limited to 50 voter records, so you will not be able to preview your entire report.

c. There is a Printer button and Export button available from the top menu bar of the Preview. You
should not use these options. Instead, you should us the Printer Setup dialog box to create your print

or export settings.

d. You should usually preview your file to make sure records appear, and that they are in the correct
order. If no records appear, something may be wrong with your filter or sort. Check them and make
sure records appear in the Preview screen before you print or export your file.

V5/4/2014
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A sample of the Preview screen is shown below. Notice that the filter you created is displayed between the title
and the report data, so you can tell which records should appear in the report.

‘Warning! Previews are limited 1o a masdmurm number of 50 records, Howesar, due lo groupings on selected records repar

i i I of 1 i ||.;||:.=..-= =1 | |l Famxn | Select a farmat _-I- il | = =
LA CROSEE COUNTY

- .
Voter Listing with
Districts
{1=1 AND [AFT s AESH Vobard i lCeslras. [ty Shatves ] LIKESOTN 9 T AND [RFTLGew _AESH_ Lot LishTiit nas . [Disfre e b Ooda] (MRS
AR (RPN iy | Wotarl et fete of Sirth) = 170 T8I

Woiey Beg  Veber Name Wadrr Addrees WARD CONG SEN  ASSN 2 CODA RELD co COsIE
QNS0 TRl S MYERS ELAINE M =115 CHARLES 5T LA CROGIE. W] 54400 e B 0 812 o HCA] Chs a3 =01
COMCrede 23 WIEST, FLAINE Tn HIT OO0 IT LA CREOSIE, Wl 5400 g o SE0E 5323 ATEE ChAd o533 Efap
OIS TS WINEET, THOMAE P ZIT? /OO0 ET LA CEOESE, W1 344010 Wl CETE pot=c i AIEE CAd o033 ol
OOB00421 78 AHGELL, BAERY WK 1703 LERERTY 5T Li CROSE, WT 54600 W2 SN $9a i Chd S im
Qa7 30 BLASCHEE, JERCME & &00 CALLETTE 3T LA CROGESE, W] 58600 L = oS 3812 AL TR L=n i F ) HAEF]
2. You must close the Preview using the X in the upper right hand corner before you - /}::D
can print the file.

Print Now
1. Verify that your print or export i % Printing Notificatio &
settings are correct. O Scheduls k
I:.) Report Print or Expart is Complete!
Select Sch. - I3 =
2. Select Print Now. L J e
Back ‘ Print ‘

3. Click on Print.
Unless the system is too busy or your report is large, the report should go directly to the
selected printer or the exported file.

4. A dialog box will appear telling you the Report Print or Export is Complete! Click OK.

kD

If you see the error message below, the system is busy or the file is too large to print or export immediately.
If you tried exporting your file directly to your computer’s C: drive using V:\, you should click No. Go back to
your Printer Setup, remove the V:\ and export the file to the My Documents folder on the Citrix Metaframe
screen. If you exported the file without the V:\, or you set it up to print directly, you can just click Yes. The
report will appear in the My Documents folder after a few minutes.

Please note if a report has over 65,000 lines (the limit in Excel 2003) and you try to export it in Excel format,
it will never appear. Export it in CSV format instead, or divide it into a few smaller reports. (Later Excel
versions have a support window of over 100,000 lines.)

Printing Motification pa I

-
\‘l) The report size is boo large bo interactively prink at this time, Would you like to run this report as an immediately scheduled report?

es Mo I
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Schedule Ad Hoc Reports

You may choose to schedule your report to run later, at a specific time. Because SVRS runs more slowly during
peak business hours, you may want to have your report print later instead.

Print Options

1. The scheduler will use the Printer Setup options, to print directly O Preview
or export. Check the Printer Setup before proceeding O Print Now
@ Schedule |
2. To send a report to the scheduler directly, in the Print Options (Sekect Sch. v] | Custom |
panel, select Schedule. e S ‘

3. Click on Custom button to open the Schedule Details form.

a. The Name of the report will populate, ] schedute Details - [ol x|
but you can edit the name if you wish. | H saveandcose X _|

Narme: |V0ter Listing with Diistricts|

[] Stop running if one task fails

b. Set the time under Daily Frequency. — ocurs weekly

Please note: The scheduler works o
better if you do not set the time to run

on the hour. Try 5:01 or 8:10 instead. O weekly
The Scheduler will run your report just O Monthly
once, at the specified time.

—Daily Frequency

Oeeurs at: 070100 Pk il

r—Duration

Start Date: E/27/2010 j @ End Date: E/28/2010 j

O No end date

4. Click on Save and Close.

5. Click Schedule to complete.
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Retrieve Reports Exported to a File

e W
o

4 If you have used V:\ in front of the file name and successfully exported your report, skip to Step 10.
H;: Otherwise, follow the steps below.

1. Log in to SVRS. Even if you have been v e EEH

actively working in SVRS, you may still Password:
have gotten logged out of the Citrix : - Domain: g v 2

Metaframe page.

Log On

2. The Citrix Web Interface screen displays.
This screen contains several icons

including the AESM icon, Client C Drive, ] 29 a ay

and My Documents. . Te—
3. Click the My Documents icon to open the Hirvk: Cck Recenned b sesume any pausied publisthed sessunces

folder.

. My Documents

Edit  Miew Tools Help

CLEERAS R

Address I_} Z:\My Documents

o B

b i

T

¥ ¥

Folders

4. You will see Z:\My Documents. Highlight the
exported report by single clicking on the file(s).

Reports Sample Voters CEETENE
no Do

R Voler Lisking
with District. .

5. Click on Edit and select the Copy to
Folder or Move to Folder command.

a. Select Copy to Folder to copy the file to
your workstation or a network directory.
The original file remains on My
Documents.

=N ober Lisking
with District. ..

b. Select Move to Folder to move the file.
This removes it from My Documents.

CamvasilUple

: ,\5 You can move or copy multiple files at the same time. Highlight specific multiple files by holding the Control
"t key while clicking on the files to be moved or copied. You can also move sequential files by clicking on the
first file, holding the Shift key, and clicking the last file to be moved or copied.
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6. A dialogue box will open. Expand, or hit the plus sign (+) by the C$ on Client (V:). This will display the
folders on your computer.

| Ry Do
7. Choosethe location | i M

Folders

within the C drive to Edt ‘View Tools Help
move or copy the files. Qeec - © - j‘ 3 3 X 19 ‘ )

Address [ Z:\My D t
You may choose to IJ:I iy Documents

Y

leave the C$ on Client p o . = i L = T
sl IR A, S

. ) hatvea's My Pictures Repatts Absentes
moves the file to your C: Videos Ballot L... | Seleck the place where vou want to copy "oter Listing w Districks
drive, or select a 7-1-2010', Then click the Copy button,
subfolder. El El .,.E
@' Deskiop
Statewide  Woter Listingw Wober Listing  WaRDS 1-3 lEI Mew Folder
H H vote counts  Districks 7-1... with District,..  APRIL 2009
Hit the plus sign (+) by D My Dacuments
a folder to see available = My Computer
subfolders. =4 C 5 on 'Client (i)
| Documents and Settings
I Drivers
. 1= 386
8. Click the Move or Copy IC5) Program Files
button. D Temp
15 WINNT
22 harvea on 'Sebwbdbal 7pmfhomed’ (20

9. The file is moved or
Copied to the local hard To view any subfolders, click a plus sign abowve.

drive.
Make Mew Folder | Copy I Cancel

10. From your hard drive, use your file menus, or Windows Explorer, to access your report. You
may print the file, open and edit it, email it, etc.

You may have difficulty transferring files from the My Documents folder if your office uses
network directories only (so you do not have permission to access your local C: drive). Contact
the GAB Help Desk to determine if the problem can be addressed through SVRS, or if your local
IT staff has to help you.

(kKD
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Modify Ad Hoc Reports
(Example) The Voter Listing Report

g You may modify most reports in SVRS in order to change what information the report displays. You can
access the Modify Report functionality through the Print Reports quick task

Following the examples below will produce a Voter Listing report with two added fields, POR Required, and
Voter Status. That way you can check on your voters who will have to provide Proof of Residence at the
polls, and fix errors, or send them a notice with their absentee ballot.

Modify Layout i

ot wielcome to AEGM SelectReport

1. To modify a report’s Iayout: first select 5§ voter Step1 o 2
Reports node, then the Print Reports -] Vioter Applications
Quick Task. -] Abzentes Applications Categony
[]---\;5 Elections
- i Election Warkers Reports
& H H vy T
2. Select the Category and the Report. £ Poling Place Locations Veter Listing
. . a7 Contacts Woter Listing with Districts
In this example, the Category IS V_Ot_el', -8 Payment Woters with no District Combi.. |
and the report selected is Voter Listing. #1531 Districts and Dffice Types Wl HAVA Check Repart
‘E Calendar Wil Water Match Bennrt j
Reports Water Listing
s . . #- =4 Labels and Mailings
e {n some rgpon‘s, the Modlfy Layout option (3§ Scheduler
r Isnot available and will be grayed out. 1-[7) Adrinistration

3. Click the Modify Layout button.

4. The Create New Report form appears, Duick Tasks
with the selected report’s layout displayed. Quick Tasks
3 Delete | Modify Layout |
5 Print Reports
5. At this point, fields can be added to the Create Report Next

report, or deleted from the report.

a. Right-click at the top of the column above the data field. A menu will appear with the options to Insert
Column to Left, Insert Column to Right or Delete Column. Alternatively, when a column is
selected, the options appear as icons above the report. In this example, we will be deleting the Voter
Reg column, because we do not want the Voter Reg Num to appear in the final report. Right-click on
light gray space above the column header and select Delete Column.

Create New Report |

Modify Report - Custom - Voter Listing

Available Fields = ‘ o of 3 ||Ar|a\ =2 ) K |

Address_Format_Code
Address_Line_1a
Address_Line_Lb
Address_Line_Z
Address_Line_3
Address_Line_4
Admin_Change_Flag

-

I t Cob to the Left
B0 tnsert Column o the Le ort AAESMIReports/Headers/_headerPartr:

Voter Reg nsert 0 < Right Voter Address
— Fields!Vot&UI ih  Delete Column er+", = Ucase(IIf{Fields| Address_Line_la.Value <=

V

N EEE]

ALDERMAMIC_DISTRICT _DESCR

Application_Date
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I :i Sometimes a message will appear saying that the field cannot be
%{- deleted, because it is merged with another field. The values in the
column can be deleted. (See C. be/OW) ﬁ Cannot delete beginning part of a mergad cell

Microsoft Internet Explorer ﬂ

b. To add a column, first decide where you would like the new
column to appear. Right click at the top of the column to the left
or right of where the new column will be placed on the report.
Select Insert Column to Left or Insert Column to the Right. In this example, add a column to the right
of the last column. Right-click on the second Voter Address column header and choose Insert Column
to the Right. Repeat this until 2 new columns have been added at the end of the report.

Create New Report

Modify Report- Custom - Voter Listing

Avvailable Fields bl (IS | I of 4 | B | |

Address_Format_Code y ;l

Address_Line_la |
s/Headers/_headerPortrait B0 Insert Colurn to the Left

Address_Line_1b

Address_Line_2 e i e T
= Fields! 55 Value TolTpper
Address_Line_3 R 14 {h  Delete Column

0¥ Insert Column to the Right

Address_Line_4
Admin_Change_Flag
ALDERMANIC_DISTRICT_DESCR
Application_Date

c. To delete a field, but keep the column to use for another data
field, click in the cell that contains the title, highlight the title and
hit the Delete key. Do the same for the field description in the cell
below. In the example to the right, the title has been selected and
can now be deleted. This will leave an empty cell which can be
used for a new data field. We will skip this option in the current
example.

=FieldsILast Narne Value TolUpper+",

SLOELE
g

Modify Report - Custom - Voter Listing
d. Move a new data field into e e | [ | | |
. Murmeric_House_Mumber '
the report. Click on the = |
Column name in the Ph i e fReportsiHeaders/_headerPortrait
=4 Phone_Number

. . = = (— = = =
Avallable Flelds panel on 8 Phone_Humber_Type_Code se_Line_la Value < = Fields! Address_Line 3 Value Tollpper = PORRequired
the Ieﬂ Drag and dl’Op the & photolDExempt J— - P ‘ — —
field into the second cell, or = phatolDprovided == | w‘
the cell below the title, in an P -=" ‘
emply column. <

In this example, we will drag and drop the PORRequired field. That data will be inserted into the
report at this location.
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Drag and drop the column Status Code into the middle row of the last column.

Create New Report

Modify Report - Custom - Voter Listing

Political_Party
PORRequired
Primary_Mumber_Flag
Property_Owner_Flag
Pravider Jurisdickionarne:

PUBLIC_INLAND _LAKE_PROTECT

Rare_Code

[

= |

| |Times Mew Roman

=110

= Bl - c

aderPortrait

Por Required
=Fields!PORReguired. Value

Tollpper

Voter Status |

=Fields!5tatus_Code Value

__________________

Edit the Title. This appears above the data field. The text will be bold. In this example, we will add a title
for POR Required and a title for Voter Status in our two new fields.

To format the font in a title or data field line, click in the section and select the font name, font size,
B for Bold, I for Italics, and U for Underline. You may also use the Justification Icons to make the
selected test left-justified, right-justified, or centered.

Before continuing, you must ensure that all columns fit entirely within the black-dotted vertical line
at the right of the page. This is the page margin, and if columns extend beyond it, your report will not be

formatted correctly.

To fix this, hover your mouse above the line that divides two columns, or at the right edge of the final
column. When the mouse becomes a double arrow icon, click down and drag to the left to make the
column shorter. Repeat for each column until all columns fit within the margin line.

Create MNew Report

Modify Report - Custom - Voter Listing

&5 status_Peason_Code

= Stat -
&4 State _I "] | | |.0.rial _TI i _'I |/\
STATE_SENATE_DISTRICT_DESC v (
|
= STATEWIDE _DESCRIPTION | -)
ders!_headerPorrait
= Status_Code = \
red Yoter Status

FRecuired. Value =Fields|5tatus Code Walue
Street_Marme
&5 street_PostDirectional_Code |1
—

6. When you have finished deleting data, adding data, and adjusting the column sizes, click Next>>

to continue.
Mest »»
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7. Name the report. When the report is saved, this name will appear under the Saved Reports or
My Saved Reports category.

Keep the report name under 60 characters and do not use symbols like & or #. To make the name
unique throughout the state you may need to add your Hindi number or initials to the report name.
If you get an error when saving the report, you should check the report name first to make sure you
followed all of these rules.

Create Mew Report

Report Options - Custom - Yoter Listing

.‘_
= j
s

5|

Report Infarmation

Feport Mame: | vater Listing with 1D Heq and Statusl

Filter/Sort

Default Report Filker: | [Select Filker] ﬂ Custom
Defaul Sort By: | Select Sor] ~|  Custom

8. Default Report Filter or Default Sort By fields are not used. Instead, you will save the report and
add the desired filters and sorts before you print it.

9. Click Next>> to continue.

Create New Report

Sawe and Print Preview - Custom - Address Ranges by Address Range Type

10. Use the Preview
Report button to
verify that the data
appears correctly
before you save it.

[] Save report for future use

O Save for Me Orly

QO Save for Everyone's Use

11. Check the Save report for future use checkbox and choose Save for Everyone’s Use.
This will make your modified report available to everyone in your municipality. You will find
it under the Category of Saved Reports.

g SVRS users at the state and county levels will want to use the Save for Me Only option.
This will allow you to use the report in all of the different jurisdictions you have access to.
You will find your report under the Category of My Saved Reports.
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12. Click Finish to complete. When you see Y
a dialog box confirming that The report E— | - _I
has been saved, the modified report is Ul rappst e reer ezl
now availale to run.
ilé If you get an error message when trying to save your file, first try
and change the file name. If you are still having trouble saving
the file, contact the GAB Help Desk for assistance.
13. To print or export the modified report, return to the Main Menu.
From the Reports node, select the quick task Print Reports. Then
select the report Category of My Saved Reports or Saved SelectReport
Reports' Step1of 2
Categany: |y Saved Reports ﬂ
14. Select your modified report from the list. st
Yater Listing with 10V Req and Status ﬂ
15. You may now use any of the options available in the reports node.
You may click the Modify Layout button to further change the j
layout, or create a custom filter or custom sort. You can print this
report directly or export it to a file. Water Listing with ID Freq and Status
txd  Ifyou no longer wish to use the report, you may highlight it and
select the Delete button.
A sample of the report is displayed below. This report was run in the City Delete | Modify Layout |

of Rhinelander and filtered for POR Required equals “Yes.” A clerk might
use this list to double check voters with POR Required, and update them
if they had already provided Proof of Residence. The voters with Inactive

or Cancelled statuses can be ignored.

Microsoft Excel - Rhinelander ID REQ

Mext

IE_] File Edit Wew Insert Format Tools Data  Window Help
NS E RS ST RSB S8 E -] Rl 100% - @ @ TimesNewRoman =10 - B T
G268 - A 639 ALBAN ST
A | B | C | D [E] F
1 |Voter Mame Voter Address ID Required Voter Status

| 2 |BAKER, CALAH MAE 216 EFREDERICE 5T FHINELANDER, W1 54501 YE3 ACTIV
| 3 |BELLILE, MARGARET M 1207 MASON 3T APT 318 FHINELANDER, W1 54501 YEZ ACTIV
| 4 |BOUCHER, MARGARET ROSE 227 DAHL 3T FHINELANDER, W1 54501 YEZ ACTIV
| & |BROKAW, MARGARET & 801 ETIMBER DR AFT 7 FHINELANDER, W1 54501 YEI ACTIV
| B |CARLSON, CAROLI 171 WESTHILLRD & FHINELANDER, W1 54501 YE3 ACTIV
| 7 |CHARTIER, EENJAMIN MEREITT 325 M PELHAM 3T APT 2 FHINELANDER, W1 54501 YE3 ACTIV
| 8 |CLAY, JOSEFHF 926 BRUNER 3T APT 10 FHINELANDER, W1 54501 YE3 ACTIV
| 9 |DOLENSHEK, WILLIAN 421 ZPRING LAKE ED FHINELANDER, W1 54501 YE3 INACT
| 10 |FRIEDERICH, S4RAH ANNE 1642 W DAVENPORT ST APT 15 FHINELANDER, W1 54501 YES ACTIV
| 11 |GERRITTS, RICHARD JOHN 718 W PHILLIF 3T APT 210 FHINELANDER, W1 54501 YEZ CANC
| 12 |HAMMONSE, WANDA J 610 JOHN 3T FHINELANDER, W1 54501 YEI ACTIV
| 153 |HANSEN, JENNIFER D 327 HILLANDALE AVE FHINELANDER, W1 54501 YE3 ACTIV
| 14 |HUBER, LACEY MARIE T30 W DAVENPORT 3T FHINELANDER, W1 54501 YE3 ACTIV
| 15 [JERMIGAN, DAVID ERIC 807 THAVER 3T FHINELANDER, W1 54501 YE3 ACTIV
| 16 [KLUG, LORRAINE] 713 W PHILLIP 3T APT 206 FHINELANDER, W1 54501 YE3 ACTIV
| 17 |KNACEK, JENNIFER PAMELA 603 M PELHAM 3T FHINELANDER, W1 54501 YES ACTIV
| 18 |KIOST, KILEY MICHELLE 203 PLEASANT 3T FHINELANDER, W1 54501 YEZ ACTIV
| 19 |KUEHN, ELLA& M 811 WiOODLAND DR FHINELANDER, W1 54501 YE3 ACTIV
| 20 |LAFOND, MARY L 1620 BALSAM 3T FHINELANDER, W1 54501 YE3 ACTIV
| 21 |LEMMENS, HELEN MARIE 713 W PHILLIF 3T APT 102 RHINELANDER, W1 54501 YE3 ACTIV

22 |LIFECHUTZ, JOSHU A CHARLES 123 PARK FIDGE CT FHINELANDER, W1 54501 YE3 ACTIV
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Create Reports

(Example) The WI Voter Participation Report

g The Create Reports option in SVRS is much like the Modify Reports option. Modify Report keeps the same
basic formatting, so while you can eliminate extra columns of data, you cannot eliminate extra rows. Using

Create Reports, you can design a report with a single record per line.

&l

1 The WI Voter Participation Report is very useful to provide information to candidates, and track voter
participation after an election. However, each voter’s address takes up two lines, and most users would like a

single line per voter. There are other formatting issues which may mean it is easier to create a new report

than to try and modify the old one.

The Create Reports Wizard

{a} Welcome to AESM
- Woter
-5 Woter Applications

-] Abgzentes Applications

1. To create a new report based on a current report, first select the Reports -\ Elections

node, then the quick task Create Reports.

2. The Welcome to the Report Wizard screen will appear. Click Next to
proceed.

Welcome to the Report izard

Cick e next bt 1 begin the Fepon Wt

MHext »=

it =]

3. The next screen will display a Report Category dropdown list
and a list of existing reports that fit under the selected category.
In this example, we have selected the Voter category and the

Voter Participation report.

e,
Lid

You may notice that many of the reports listed here have slightly
different names from the reports that appear in the Print Reports
quick task. You may need to select the report and go to the next
step to verify that the data fields you need are available within that

----- @ ElectionWarkers

g Paolling Place Locations
Contacts

Payment

53 Districts and Office Types
Calendar

= Labels and Mailings
-3 Scheduler
B[] Administration

=j Frint Reparts

Create Fepart

Report Category:

oker ﬂ
Select a Report View:
Yater Count By District ﬂ

Yoter Count By District and Party
Woter Count By Election dnd Digtrict
“Water Count By Primary District
Yater Count Per City By EP

“oter Demographics

Water Ligt with Districts

“Water List with Ma DistrictComba
“oter Lizting

Woter Mon - Participation 4 s
Yater Mon-Participation by Election

“oter Registration History

Water Stahstice By Junisdiction
WaterList Mumber OF Returned Ballots
WoterList Undeliverable B allots

particular report. Woters Azsigned Altemnate Polling Flace
Yaters with Multiple B allots
“oting History By Yoter
wards Comprising Districts
wards Comprising Reporting Units
V5/4/2014 -31- Create Reports
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Click Next
The Report .

Data Fields Report Data Fields - RPTYiew_Wl_VoterParticipation
screen WI" Select the data fields you want to appear on wour report.

appear.

Fieport D ata Fields Orientation

‘Woter Home City -

oker Home District (D

“oter Home District Name O Portrait
oter Home DistrictCombo Code

“oker Home DistrictCombo (D

“oter Home House Number

“oker Home House Number Suffiz

“Yoter Home Numernic House Number

“oker Home State |

5

@ Landicape

“Yoter Home Street Name
Woter Home Street PostDirection
“oker Home Street PreDirection
‘oter Home Street Tupe Code
“oker Home Uit Mumnber

=]

R T

Custom Layout 11" wide

to group by that colurmn

Middle M ame
Middle Mame

YaoterCurent... | Last Mame First Mame

Election Date | “oter Home.. | %oter Home.. | Voter Home...

Mame Suffix
Marmne Suffix

WoterCument..  Last Mame First M arne Election Date  oter Home..  “oter Home..  Woter Home &

a. Select the desired Orientation by clicking the radio buttons in the center right. Portrait
means the top of the page will be 8 and %z inches wide, Landscape means the top of the
page will be 11 inches wide. If you exporting your new report to a file, the orientation will not
make much difference.

b. Search through the data fields listed in the Report Data Fields and find the first piece of data
you want to add to the report. Click on that field, then drag and drop it into the Custom
Layout grid at the bottom of the screen.

In the example above, we have added the VoterCurrentReg Voter Reg Num, Last Name, First
Name, Middle Name, Name Suffix, Election Date, Voter Home Address Line 1a, Voter Home

Unit Number, Voter Home Address Line 3, and we will also add Voter Home Address
DistrictCombo Code. This gives us a nice set of information on the voter, voter’s districts, and the
election in which they participated.

Election D'ate

5.

c. You may resize the columns shown here by clicking on the line that forms the border
between two columns and dragging it to the left or right to make the column shorter or wider.

d. You may reorder the columns by clicking on the column header and dragging and dropping it

into a new position. In the example below, we are moving the Election Date column to the
beginning of the report.

Cusgtorn Layout 11" wide

o group by that column

Middle Ma..
Middle Mame

Yoter Hom.. | “oter Home. | Waoter Hom.

Joter Home...

oterCurme.. | Last Mame I arme Suffiz

Firzt Manne

(H=TF

Joter Home...

AU LA

Mame Suffix

b P/ oterCunen.. Joter Home... Vater Home..

N -

— _—
o o o mm mm mm s Em o =

When all of the columns are properly arranged, click Next.
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6. Inthe Report Description and Options screen, you will enter the Report Name. The name
must be less than 60 characters, should not include symbols, and must be unique statewide.
You may need to add your Hindi number or initials to make the name unique.

Create New Report

Reporn Description and Options .

Repaort Description

Report Mame: | v oter Participation Custom Hepnrd

Filter and Sort

Default Report Filker. | [Mo Filter] ﬂ Custom
Diefault Sort By, |[Se|act Sart] j Custom

< Back ‘ Mext > > | Cancel |

’M You will not use the Default Report Filter and Default Sort By fields. After you have saved your
T report, you can create filters and sorts before printing it.

7 Click Next

Sawve and Print Preview - Custom - Address Ranges by Address Range Type

8. Use the Preview
Report button so
to verify that the
correct data
appears before
you save.

[ Save report for future use

Q Save for Me Only

O Save for Evevone's Use

9. Check the Save report for future use checkbox and choose Save for Everyone’s Use. This will make
your modified report available to everyone in your municipality. You will find it under the Category of
Saved Reports.

f,{ SVRS users at the state and county levels will want to use the Save for Me Only option. This will allow
T you to use the report in all of the different jurisdictions you have access to. You will find your report under
the Category of My Saved Reports.
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10. Click Finish to complete. When you see a dialog box

confirming that The report has been saved, the
modified report is now availale to run.

A
IV

H
Firizh
The report has been saved,

If you get an error message when trying to save your file, first try and change the file name. If you are still

having trouble saving the file, contact the GAB Help Desk for assistance.

11. To print or export the modified report, return to the Main Menu.
From the Reports node, select the quick task Print Reports.
Then select the report Category of My Saved Reports or Saved

Reports.

12. Select your modified report from the list.

13. You may now use any of the options available in the reports node.
You may click the Modify Layout button to further change the o
layout, or create a custom filter or custom sort. You can print this ]
report direCtly or eXport it to a file. Woter Participation Custom Report amh
; :{ If you no longer wish to use the report, you may highlight it and
select the Delete button.
Delete | b odify L ayouk |

SelectReport

Step1of 2

Categony: My 5 aved Feports ﬂ

Reports

Mext

A sample of the report is shown below. This report was run in the City of Rhinelander, filtered for Election Date
Equals 4/6/2010, and sorted by Last Name and First Name. A candidate might request this report to get a list
of all voters in her district who voted in a specific election. You may also wish to add the County Sup District

and Aldermanic District columns to this report.

Microsoft Excel - Rhinelander Yoter, Part

I”—_‘_le File Edit ‘Wew Insert Format Tools Data  Window  Help
N EEH RS S AIVE S B 98 b A0 - @l Tmeshewronn 12 (|[B]Z U[E|S =58 %
Al - # Election Date
A | B | © \ D [ E] F | G [ H | | | J
Election Date VoterCwrrentRe Last Name First Name Mid Name Voter Home Address Voter Voter Home Address Voter Home
o |4/6/2010 12:00:00 AT 0018165265 ADAMS AT 421 DOYLE 5T RHINELANDEE, WI 44276-008-1
?4]’61’2010 12:00:00 AM 0701419890 ATEBERETSON  BEETT ZTE 320 3 EASTEEN AVE FHINELAWDEE, "WI 44276-019-1
T4f6f2010 12:00:00 AM 0018172363 ATEEECHT- CHEEYL J 046 LYWNHE 3T FHINELAWDEE, W1 44276-006-1
?4]’61’2010 12:00:00 AM 0707029770 AMWDEESEN WVIGED [ AWIBOYCEDE 211E  EHINELAWDEE, WI 44276-015-1
?4]’61’2010 12:00:00 AM 0018169526 AWDEESCH  VIOLET FEA 1000 DAY 2T 02 FHINELAWDEE, "WI 44276-013-1
T4f6f2010 12:00:00 AM 0018167053 AMGELL GECEGE E 715 5 EEENAN 5T FHINELAWDEE, "WI 44276-018-1
?4]’61’2010 12:00:00 AM 0018165017 AMNIZ DEMNMIZ [ 1323 EAGLE 3T FHINELAWDEE, "WI 44276-002-1
?4]’61’2010 12:00:00 AM 0018165018 AMNIZ DOMNMA 1323 EAGLE 3T FHINELAWDEE, "WI 44276-002-1
H4f6f2010 12:00:00 AM 0018170463 AZCHEMEEEN EOBERT E 338 HIGHVIEW FHINELAWDEE, WI 44276-014-1
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SVRS Data Reports Pricing

In order to ensure uniform treatment of requests from candidates and the public, all users must follow
the data pricing guidelines. Full information on data pricing is available at http:/gab.wi.gov/clerks/svrs,
under Voter Data Requests.

If you receive a request for data from a member of the public, candidate, or organization, you must charge them
a $25 flat fee plus $5 per thousand voter records (rounded to the nearest thousand). This means that every
report should cost at least $30. The maximum charge for SVRS data is $12,500, which will apply to any request
for records of 2,495,000 voters or more. See Wis. Stat. §6.36(6) and Wisconsin Administration Code §GAB 3.50
for additional information about charges for SVRS data.

BADGER Voters

The G.A.B. now offers BADGER Voters, (http:/BADGERVoters.gab.wi.gov), a website designed to allow users
to request, generate a price quote for, purchase, and download Wisconsin voter registration and election
participation data from the Statewide Voter Registration System (SVRS). Users can complete this entire
process online and independently 24 hours per day, seven days per week. Clerks can fulfill data requests on
their own or ask requesters if they would like to obtain the data directly through BADGER Voters.

The Wisconsin Government Accountability Board's

1

Voter Registration and Election Participation Data Request Site

This site allows you to:

= submit a request for voter data from the Wisconsin Statewide Woter Registration System;

= receive a quote (estimated cost and number of voters that meet the request criteria);

« pay for the data using a credit card or through an automated clearing house {ACH) using a checking or savings
account;

= and download the requested file upon successful payment.

If you are a first-time user? Already have an account?

Account Setup Instructions
(requires Adobe Acrobat or Reader) =

The BADGER Voters M | and Help Guide al ith related guid i ilabl .
e | oters Manual and Help Guide along with related guidance is available BADGER Voters
on the website, see Help and FAQs.

BADGER Voters

Help and FAQs
Contact G.A.B.
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Commonly Used Data Reports

Listed below are commonly used SVRS reports and where you can locate instructions in the application
manual for generating, filtering, sorting, and printing them. Also listed are definitions and help tips (if any)
for each report.

. Voter Transfers
Data Grid Report

. Merged Voter
Information

. Voter Listing

. WI Voter
Registration
Batch List
Report

. WI HAVA Check
Report

. WI Voter Match
Report

. District Combo
Listing

8. The Voter Listing
with Photo ID
Indicators Report

9. Voters with No
District
Combination

Report Category and Definition

SVRS data grid report generated from the Voter
Transfer node. Report shows those voters that have
moved to a new municipality and submitted a new
registration application.

SVRS report located in the Voter category.
Report displays voter records that have
been removed from your jurisdiction
through the voter merge process in SVRS.

SVRS report located in the Voter category. Report
returns a list of registered voters and addresses.
It can include the voter's mailing address, POR
Required, voter status, date registered, driver’s
license, social security number, and other info.

SVRS report located in the Applications category.
Report tracks the information entered into voter
applications.

SVRS report located in the Voter category. Report
tracks the HAVA check results for a municipality.

SVRS report located in the Voter category.

SVRS report located in the Polling Place category.
Report lists the district code for each district that
makes up a district combination in SVRS.

SVRS report located in the Voter category. Report
returns a list of registered voters and indicates
whether the voters must provided Photo ID or are
exempt from providing Photo ID.

SVRS report located in the Voter category. Report
lists all voters whose district combination is equal to

1, whose residential address is not validated and who

will not appear on the poll list.

Helpful Tips (if any)

Should be generated
regularly to track all
voters who moved out of
your jurisdiction.

This report can be
generated from both the
municipal and county
levels in SVRS.

This report can be
generated from both the
municipal and county
levels in SVRS.

Designed for Providers to
verify info of newly
registered voters with
Reliers.

This report can be
generated from both the
municipal and county
levels in SVRS.

Finds Duplicate Death &
Felon Matches.

Also shows whether the
voter is required to
present Proof of
Residence,.

Should be run before
every election to ensure
all voters appear on a poll
list.

SVRS Application
Manual

See Reports, page 3.

See Voter, page 23.

See Voter, page 25;

and Reports, page
26.

See Voter
Application, page 20.

See HAVA Interfaces,

page 2.

See HAVA Interfaces,

page 8

See Districts and

Offices Type, page
11.

See Voter, page 32.

See Mapping

V5/4/2014

-36 -

Common Reports



| statewide

Reports

10. Polling Place
Listing

11. Vote Count by
Voting Method

12. WI Voter
Participation

13. Canvass
Reports

16. Absentee
Application
Listing

17. WI Absentee
Application
Ballot Log

18. Voter Listing
With Districts

Report Category and Definition

SVRS report located in the Polling Place category.
Report generates a list of polling places for a
municipality or county.

SVRS report located under the Elections category.
Report shows the number of votes cast in an election,
broken down by ward. Within each ward, shows
whether the vote was recorded as being cast At the
Polls, Absentee, or Other.

SVRS report located in the Voter category. Report

lists the name, address, ballot style description and
ward for each voter who cast a vote in a particular

election.

Reports generated from the GAB Canvass Reporting
System

SVRS report located in the Absentee category.
Report lists absentee applications entered in SVRS
by Election. Within each Election, applications are
organized by Application Type.

SVRS report located in the Absentee category.
Report lists, by election, the Name of each Absentee
Applicant, along with the Application Type, the
Applicant’'s Address and Ward, when the Application
was received, the Date Ballot Issued, the Date Ballot
Returned, and the date the vote was recorded for that
Applicant.

SVRS report located under the Voter category.
Report shows the voters names and addresses, along
with a list of the districts they live in.

Helpful Tips (if any)

Report can be used to
help reconcile vote counts
recorded after an

election.

Report can be used for
candidate data requests
or to help reconcile vote
counts recorded after an
election.

Report can be used to
manage Permanent
Absentee voters who
have not returned a ballot
for a specific election.

Report should be
generated before an
election and distributed to
the polling place to help
track absentee ballots on
Election Day.

Report can be used to
verify both voter and
district information.

SVRS Application
Manual

See Polling Places,
page 7.

See Post Election
Activities, page 15

See Post Election
Activities, page 17;

and Reports, page
31.

See Canvass.

See Absentee

Applications, page
22.

See Absentee
Ballots, page 11.

See Voter, page 29.
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