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2019 ELECTION 
PREPARATION
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Introductions

 Jodi Kitts, Senior Elections Specialist                          
(Subject Matter Expert)

 Michael Sabaka, Training Officer                          
(Presenter)

 Michelle R. Hawley, Training Officer               
(Presenter)
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Training Overview

Clerk Contact 
Updates

Polling Places 

Election Plans

Reporting Units

Adding Candidates

Adding Contests

Ballot Styles

Data Quality

Poll Books

Questions
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Clerk Contact Updates

• Verify Clerk Contact Information 

• New Clerk and/or Deputy?

• New/updated physical address, phone number, email 
addresses?

• Complete the EL-362 (WisVote Clerk/Deputy Contact 
Information Update Form)

• Return to the WEC Help Desk (elections@wi.gov)

• Help Desk updates WisVote, Clerks Directory, and MyVote
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Polling Places 

• Only assign 1 polling place to an address (unless polling place 
has multiple rooms used for voting)

• Election Plans may be adjusted to accommodate different polling 
place assignments for different elections or election types 
(wanting to combine locations for School District contests, contact 
WEC immediately for assistance)

• Prior to setting up Election Plan, review Polling Place locations  (if 
applicable, new polling location should be added to WisVote via 
Polling Places tile before it can be included in Election Plan)

• Accurate polling place information essential and tied directly to 
MyVote Wisconsin 5 6
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Election Plans

• Election Plans tile (not Elections tile)

• Reusable templates –

• Every election type is set up in WisVote

• My be edited once set up to change reporting 
units and/or polling locations
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Election Plans

• My be edited once set up to change reporting 
units and/or polling locations

• Information contained generates correct ballot 
style(s)

• Correct election plans ensures MyVote users 
receive correct polling locations and sample 
ballots – cannot see until plan is set up
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Reporting Units 

• Verify with County how the electronic voting 
equipment is programmed to determine how to set up 
reporting units

• Plan will already be there for most municipalities

• Municipalities with population < 35,000 will create 
reporting units and assign each to a polling place

• Municipalities with population > 35,000 . . . WisVote 
will automatically create individual Reporting Units for 
each ward and will assign each ward to a polling 
place
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Reporting Units 

• Poll books will print by reporting unit

• Reporting units cannot combine Congressional, 
State Senate or State Assembly districts

• Reporting units cannot cross county lines

• Add new polling place if necessary before 
setting up/editing an election plan
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Contests

37

• Let WEC know about any special elections

• At this point, only entering referenda
• If any races look missing or out of place, let us know
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Candidates

61

• Only enter candidates for races that are in your 
municipality

• Candidates can be entered through Candidates 
tab or the Contests tab

• If there will be a primary, enter candidate from the 
general election
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Ballot Styles

• Review Ballot Styles
• Automatically created when an election is created

• Re-generated after Contest Complete Checkpoint 
checked (if any new added)

• Use “compare” feature from Ballot Styles Associated 
View

• If you rename ballot styles, update and Name and 
the Name on the Poll Book

• Renaming (based on State/County action with 
checkpoints)
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Data Quality

**PRIOR TO PRINTING POLL BOOKS**

• Complete address data quality to verify voters 
are assigned to the correct district combination 
and appear in the correct poll book

• Address Registration List Alerts (duplicate, 
death, and felon alerts) to ensure accurate 
voter data

• Conduct DMV checks
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Address Data Quality

**PRIOR TO PRINTING POLL BOOKS**

• My Addresses Missing DC (District Combo)

• My Geocode Exceptions

• My Geocode Warnings
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Voter Data Quality

**PRIOR TO PRINTING POLL BOOKS**

• Duplicate Voter Record Alerts

• Death Alerts

• Felon Alerts
• Felon Alerts and Ineligible Voter List

• Merged Out v. Transferred Out
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Names
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John Smith

John Smith John Smith

1234567 1234567

1/1/1970 1/1/1970

S123-4567-8901-01 S123-4567-8901-01
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John Smith

John Smith John Smith

1234567 1234567

1/1/1970 1/1/1970

S123-4567-8901-01 S123-4567-8901-01
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Annexations

• Aware of any new annexations?

• Complete the EL-100 (Annexation 
Checklist/Information)

• Contact the Wisconsin Elections Commission

• WisVote mapping update scheduled for last week in 
January – let us know asap!
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DMV Checks

121

• Run any time there is a new voter registration
• Run anytime there is something updated in the 

Name, DOB, DL, or SSN
• Run on an nightly basis

• Run only for data quality, not as a test for voter 
eligibility

122

123 124

121 122

123 124



1/14/2019

32

125 126

Poll Book Reminders

• If you rename ballot styles, do so before printing 
poll books

• If ballot styles have been renamed earlier, check 
them again before printing poll book

• Recommend that you wait 7 days after close of 
registration to print poll books 

• Poll book vs supplemental poll book vs post 
supplemental poll book vs EDR
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Three Ways to Print            
Poll Books

• Single

• Bundling
• Generates multiple polls book files with a single 

request

• Scheduling 
• Will automatically generate poll book file(s) at a 

specified number of days before an election 

• In effect for every election until changed
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Direct PrintSave to File
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