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Election Set Up

The Election Set Up section outlines the tasks clerks must perform to manage an election using SVRS.

Key Terms

Ballot Style: Ballot Style refers to the unique set of Contests and Candidates that will appear on a given
voter’s ballot. All voters with this exact same set of Contests and Candidates will have the same Ballot
Style in SVRS, regardless of ward. Two voters whose ballots differ by even one Contest will therefore
require different Ballot Styles.

Ballot Styles are created in SVRS at the municipal level, either by a Self-Provider or by a Provider for a
Relier.

At present, the term ‘ballot style’ as used in SVRS is different and independent of the external ballot
creation software. If your external ballot software generates a different ‘ballot style’ based on voting wards
even if they share the same unique combination of contests and candidates, your external software will
generate more ‘ballot styles’ than those generated in SVRS. SVRS does not create or print the actual
ballots.

Contest: A race for elected office or a referendum question.

Election Inheritance: Election inheritance is the concept of sharing SVRS elections administrative work
across government units. For example, the State is responsible for setting up the Spring Primary and
Spring Election and the Fall Primary and General Election. Then counties will ‘inherit’ the election that the
State has created to get the benefit of entry done by the State. Self-Providers and Providers on behalf of
their Reliers then ‘inherit’ the election from the County, thus benefiting from the work done at the State
and County level.

Election Owner (also known as ‘Owner Jurisdiction): The election owner is the jurisdiction that created the
election. An Election Owner will be the State (SEB), a County, or a Municipality, depending on the highest
of these levels with a contest on the ballot at the election. School District contests are at the County
level.

Election Setup Wizard: The Election Setup Wizard collects information about the election, whether you
are inheriting an election or creating an election from scratch.

Milestone: Milestones represent major points in the SVRS election cycle that reflect and can affect the
status of the election. See the following page for more information about election milestones.

Polling Place Assignment Plan: The Polling Place Assignment Plan (PPAP) is a reusable template that
contains information about the wards, workers and supplies used at a polling place for a type of election.

Reporting Unit: A single ward or grouping of wards that collect and report election results entered into
SVRS.

Reporting Unit Plan: Like Polling Place Assignment Plans, Reporting Unit Plans can be created and
saved to be used during Election Setup.

V2/7/2008 -2- Key Terms
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The full SVRS Election Cycle Checklist (See Appendix B) outlines the steps clerks must perform to manage an
election using SVRS. This page presents only those steps of the check list needed to Set Up an election.

I statewide
.

\LSA‘S SVRS Election Cycle Checklist (Election Set — Up Portion)

Milestones and Activities

Details

[ 1 1. Create or Inherit an Election

[ 1 = Counties Inherit the Election from the State;
Municipalities Inherit the Election from their County or
Counties.

O . Assign Polling Place Assignment Plan and Reporting
Unit Plan.

[] 2. check Milestone 1: Election Setup

L] 3 Check Milestone 2: Election Active

[ ] 4. Enter Detailed Election Information
[l = AddContests

[l = AddCandidates

[] 5. Check Milestone 3: Ballot Setup Finalized
Checked to signify that the clerk has accurately entered all
contests and candidates for that election..

[] 6. Generate Ballot Styles

[] 7. Check Milestone 4: Ballot Styles Finalized

e Before creating or inheriting an election, verify that
you have added Polling Place Locations and
created a Polling Place Assignment Plan.

e Before creating or inheriting an election, verify that
you have created a Reporting Unit Plan.

e Milestone 1 is automatically marked complete
when the user completes the Election Setup
Wizard.

e When Milestone 2 is checked, users can proceed
to enter contests and candidates for that election.

= PBefore entering a contest for an elected position,
you must set up a corresponding Office Type.
Clerks only need to create an Office Type for a
position once, and can reuse it from election to
election.

e Clerks may not make changes to contests and
candidates while milestone 3 remains checked.

¢ |n an inherited election, the election owner must be
the first jurisdiction to check milestone three,
followed by any inheriting jurisdictions in the
following order: State -> County -> Municipality.

e Clerks must do this step for voter names to print
on poll books.

e Clerks may not make changes to ballot styles while
this milestone remains checked.

e Do not make any changes to District Combos after
generating ballot styles and before election day.

V2/7/2008 -3-
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Create a Polling Place Assignment Plan

R

A Polling Place Assignment Plan (PPAP) is a reusable template listing the polling place locations,
election workers, and supplies needed for a certain type of election. You can create and maintain

multiple PPAPs if different types of elections use a different number of polling places or different polling
place locations.

Prior to setting up a Polling Place Assignment Plan, you should create your Polling Place Locations and
Election Workers in SVRS. See the Polling Place section for more information.

1. Expand (+) the Elections node.

2. Expand (+) the Plans node.

3. Click Polling Place Assignment Plans.

4. Click the Add New Assignment Plan Quick Task to open
the PollingPlaceAssignmentPlan — Add form.

5. Inthe Assignment Plan Description box, type a

name for the Plan.

6. Select the appropriate District Type based
on the Polling Place Assignment Chart:

Polling Place Assignment Chart

PullingPlaceﬁssignmeanlan - Add -
Save and Close Save and MNew x Close _|J 3 Quick Tasks |¢¢ s

-\ Elections

E& Plans

i ¢ Polling Place Assignmen|

-<ay Reporting Urit Plans
¥ tnchived Elections
[N 2006 GENERAL ELECTION
N 2006 PARTISAN PRIMARY

g Election Workers

ﬂ Palling Place Locations
a3 Contacts

- Payment

-Hi4 Addiessing and Districts

E Calendar

Q Petitions
|

ﬁ Add Mew Azsignment Plan

_|J et Defaults  Use Defaults

| Assignment Plan Description:

GENERAL ELECTION

Setup Polling Places Baged on this District Type: wiard

If you have: If you want this type of resulting ch .
- . . " oose this
Ward(s) Eg::"artli%n(s) Polling Place Assignment Poll Books District Type
In different Each Ward assigned to a distinct e 1 poll book for each ward
. polling place location (e.g. Ward 1 e Alphabetized by voter name
Each ward r)o(z:g?ignmaCe assigned to Fire Station and Ward | ¢  All voters in the relevant ward Ward
2 assigned to Jefferson School)
2or mo':e Walrclis as_3|gned to\;\r;e e 1 poll book for each ward
In 1 polling same physical location. (e.9. Ward | | 5,0 ctized by voter name
Each ward lace location 1 assigned to Fire Station, and . Al in th | d Ward
P Ward 2 also assigned to Fire voters in the relevant war
Station)
e 1 poll book for each polling Ward then
In 1 polling 2 or more Wards assigned to 1 place location Consolidate

Multiple wards

place location

polling location (Consolidated)

e Alphabetized by voter name
(Co-mingled across wards)

Districts (Pg. 7,
this section)

All wards In 1 polling e 1 poll book for each
L place location All wards within an aldermanic aldermanic district
within an I . : - . .
aldermanic for each district vote in the same polling e All voters within aldermanic Aldermanic
district aldermanic place location district, regardless of ward,
district listed alphabetically
. . Regardless of the number of ° 1 po!l .boo.k for entire
All wards in In 1 polling : municipality S
L . wards, all voters vote in same Municipality
municipality place location e All voters, regardless of ward,

polling place location

listed alphabetically

7. Click Save and Close button.

V2/7/2008
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g After creating a Polling Place Assignment Plan, you must add details to tell SVRS which voting districts
that polling place serves on election day. If you do not, your poll lists will not contain any names.

Election Set Up

You may also add details about the election workers and supplies that the polling place needs for an
election. Adding election workers and supplies is optional.

1. Expand (+) the Elections node. T - |
Afat Weloome to AESM =
2. Expand (+) the Plans node. = @ vote

[+-{Z=5] Water Applications
-] Absentee Applications

3. Expand (+) the Polling Place Assignment Plans =\ Elestions

E&E Plars L
nOde . ' ﬁ Palling Flace &ssignmenl

BLOOMIMG GROVE
GEMERAL ELECTIO
madizon schoolz

T BLOOMING GROY

4. Inthe menu tree, click on the name of the PPAP to
which you wish to add details.

5. Assign a Polling Place Location to each district on
the grid.

|ick Tasks ~

V[ 2| 5c[[#8 Gy | Adive disdicton: [ TOWN OF BLOOMING GR.. +| |

= Click in the first empty box immediately below
the Polling Place Location field name.

urnn

District =;jolllng Place Location || Require Workers Edl
Yfard 1 ELEMENTARY SCHOOL
= Click the drop-down arrow and select the e T
Polling Place Location serving the district | : B
f . A Palling Place Locati
listed on that row of the grid. S
PLELIC LIERARY

TOWwHN HALL

= Repeat for each District in the grid.

@Assigning polling places to an assignment plan affects the poll books for elections using that plan. SVRS will print one poll
book for each row in your plan, containing the names of all the voters residing in the district or districts listed in the Districts
column.

If you add the same polling place to two different Districts, you will receive the following message. Click Yes unless the
duplicate assignment is a mistake.

Accenture AES AESH _UIComponents ]

The Palling Place Location ig currently aszigned ko . Do vow wish bo make the azsignment angaay?

1w |

Adding the same polling place to two or more districts listed on two or more rows will not produce a single list containing the
names of all voters in those districts. To combine voters from different districts on the same poll list, follow the instructions for
Consolidating Districts into one Polling Place, starting on page7 of this section.

V2/7/2008 -5- Creating Polling Place Assignment Plan
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6. Assign Election Workers to a Polling Place. (Optional)

Election Set Up

Recrit

. Expand (+) the District to which you wish to
assign poll workers.

here ta group by that colurn —
Election warker | Losation | Disricts |

A ~ || Poling Placs Location

Last Name: First Name: MNomal Positi
Election Workers |Supphes | Districts | waked i |P i -
. - = = ‘orked As: aty: in Rating tatus:
= Click the Election Workers tab. S Bl SRS \ =
= BRADLEY. KATHERINE R Include those peoplz who

|CLARK. MICHELLE L | |

- Clle the RecrUIt icon m'r on the toolbar tO ’:l‘ ‘ | [ : [ e Avallable toWork [ Expressedinterest [ Workedin A
open the Recruit pane. 7x::§ 5,.?:?:3"‘& favanced Clear Assian
*

. In the Recruit pane, click the Election Worker
tab.

= Click on the name of an Election Worker on
the Recruit pane data grid and click Assign.

ere to gioup by that column w5l

Name A -||Nomal Posi. || Paty
[ABLEMAN. JANET | |
. . \WLBERTUS, ROBERT
. Repeat this process for all election workers at HALLEN PR e
each polling place. et
CLaRK, MICHELLE Chief Inspector
. CROSSEM, PHILLIF Altemate Chief |
" Close [x] the Recruit pane. i e oo | |
FOBES. JOAN Election Inspectar
@ . . ) | |GESSLER. LORI Tabulstor
Only the names of contacts with Election Worker records will - e Coscid g
. . - . abulstor -
appear in the data grid on the Election Worker tab of the H 3 Recods) tuned < | st
Recruit pane.
7. Assign Supplies to a Polling Place. (optional)
= Expand (+) the District to which you wish to I
add SUpp“eS. I Palling Place Location || Riequire Waorkers |

T3 B Muricipality MN18
Election Workers  Supplies |Districts I

= Click the Supplies tab.

Supply Description o || Serial Number -]
= Click in the first blank field in the Supply T Deeiien |
Description column. R | |
Chairs
= (Click the drop-down arrow and select a type B balol Enva.
of supply. i Signe
“oter Registration &pp.. |
=  Type an amount of the supply in the Qty box. Eg:::g Boaths B
g x| y

= Type a Serial Number or other identifying
information.

|

= Repeat for each supply at each polling place.

@Any changes made to the details of a polling place assignment plan are saved automatically.

V2/7/2008 -6- Creating Polling Place Assignment Plan
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Any time a polling place location is used by multiple wards that report election results as a single unit,
those districts can be consolidated within a PPAP. By doing this, the poll books you print will contain the
names of all voters in those wards, listed in alphabetical order. If you prefer to have separate poll books
for each ward sharing a polling place location, do not consolidate districts.

Election Set Up

1. BExpand (+) the Elections node.
File  Edit View Tools Window Help

2. EXpand (+) the P|aI’IS nOde J fat 7 “E Menu  Shortcuts | E Quick Tagks = J =i | _di‘| z”] | = _j' ”Em’ | Active Jurisdiction:
Menu x

3. Expand (+) the Polling Place Assignment Plans ~fat Welsome o AESH =

&
Ll

Woter District. Palling Flace Locatian
oter Applications Ward WD1 Tawn Hall
Abzentee Applications Ward WD2

“whard W3

node. e

Town Hall

-

4. Click the name of the plan in which you wish you
consolidate districts.

El"ﬁ
w Archived Elections
= SUN PRAIRIE SCHOG

5. Click on the row in the data grid for one of the
Districts that you wish to consolidate.

= Ix

Yes No | Ca!j_cei

6. Click the Delete Polling Place quick task.

2= 2006 SPRING ELECTION

N
7. SVRS will ask you to confirm your action, click Yes. |, = - W F'F‘.'MAFW o
Ouick Tasks
8. Repeat Steps 5-7 for all other but one of the HuieleT asks
districts you wish to consolidate. [ DeleieFalingFlace

9. Click the Recruit @' icon on the toolbar to open
the Recruit pane.

=ader hete bo group by that columin

Election worker | Location Disticts

Availatia Disticts Mot Assign Search
1o & Poting Placa 4 4

10. Click the Districts tab in the Recruit pane.

11. In the data grid of the Recruit pane, click on the
district that you want to consolidate and drag it to
the District box containing the ward it will join.

12. Repeat step 11 until all wards are assigned to a

polling place.
. “ . ” . . to group by that colurn
= “Cons” meaning “consolidated” will appear in - 5
the District box for any row on which you | T
have assigned multiple districts to a single
polling place.
Driztrict || Palling Place Location v || Require Workers |

|. Conz: WD, W2, WwWh3 T o Hall

@/nstead of dragging a district to the correct row, you can also assign wards to the plan by:
. On the main data grid, click the row where you would otherwise have dragged the districts you wish to consolidate.,

. On the Districts tab of the Recruit pane, click the ward you would have otherwise dragged.
= Click Assign.

13. Close [X] the Recruit pane.

V2/7/2008 -7- Creating a Polling Place Assignment Plan
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Create a Reporting Unit Plan

o

In order to capture election results in SVRS, you must first tell the system how your municipality reports
election results. The first step in this process is creating a reporting unit plan. A reporting unit plan acts

much like a PPAP by allowing you to create a reusable template or templates to which you add details
about how you report election results for a particular type of election.

6.

7. Click Save and Close.

Expand (+) the Elections node.

Expand (+) the Plans node.

Click the Reporting Unit Plans node.

Click the Add New Reporting Unit Plan quick task to
open the ReportingUnits — Add window.

In the Reporting Unit Plan Description, type a
description for your plan. The name can be anything that
you will recognize as a plan to use for a specific type of

election.

" For example, if you report election results differently
based on whether it is a Spring or a General
election, you would want two plans, one named
Spring, and the other named General.

ERepurtingUnits - Add -
J Save and Close Save and Mew x Close _H j Quick Tasks |<3=:> l%._(.,? "H Set Defaults  Use Defaulks v|

Menu

~{ap Welcome to AESM -
- & Voter

[1-{ZE] Woter Applications

<] Absentes Applications

=) \u Elections

E‘_z: Plang

Palling Place Assignmenl

Feporting Lnit Plans

+ Archived Elections
w tadizon School Referendur
Q Madizon School Referendur
Q Madison School Referendur_—
\h recall the milkman
w Board of Director Special Ele
ﬁ 2006 SPRING ELECTION
N 2006 SPRING PRIMARY

g Election \workers

ﬂ Palling Flace Locations -
4| | »

Quick Tasks

] AddNew Reporting Unit Plan

| o

-

Fieporting Lnit Plan Dezcription
Betup Reporting Units Based on thiz District Type

|T OF BLOOMING GROVE FALL

|Ward

El

In the Setup Reporting Units Based on this District
Type list, select Ward.

V2/7/2008
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Add Detail to a Reporting Unit Plan

After creating a Reporting Unit Plan, you must add details about your specific reporting units. These details
list which ward or group of wards are contained in which reporting unit(s).

1. Expand (+) the Elections node.
File Edit Wiew Tools ‘Window Help
‘ r “E Menu  Shortcuts | 12 Quick Tasks = ‘ 7 | [ | B |_fl el ”ﬁ iy | Active Jurisdiction:

-t Welcome to AESM iy

3. Expand (+) the Reporting Unit Plans node. @ Voter Wl

-5 Woter Applications

2. Expand (+) the Plans node.

. T | e ] Absentee Applications
4. Click on the name of the plan to which you =M Elections
wish to add details. -8 Plans _
i Folling Place &zsignment Flans
Elg Feporting Unit Plans
el 1 OF BLOOMING GROVE FALL
Iﬂ\ﬁ Archived Elections
EQ Madison School Referendum A

5. Click in the first empty box under the column
named Reporting Unit Description and type

in the name of a specific reporting unit. : - —
Reporting Uit Descnption j

. The convention for naming a reporting

T f Bloorming Grove - Ward 1
unit is Municipality name — Ward # (or O aming

Wards # - #). Town of Blooming Grove - wWards 2 - 3

. Repeat this step for your remaining
reporting units, entering each name into
successive rows on this screen.

6. Click the Recruit @ button in the toolbar to

open the Recruit pane.

. . - - Districts
7. Inthe Recruit pane, click the Districts tab. TN S| I
" | viarebie Disticis Mo;
. . __lté‘\ | jssﬂéﬂdg ar Ripfﬂjﬁg Linit Assign
8. To associate your wards with the correct G

reporting unit:

 here to group by that column

= Click on a district in the Recruit pane :
data grid and drag it into the box with Tosm of Blooming Brove - Word 3
the name of the Reporting Unit with :
which you wish to associate that ward.

= Repeat this step until all wards are
associated with a Reporting Unit.

@ Alternatively, you can assign wards to a reporting unit by:

. On the main data grid, click the row where you would otherwise have dragged the districts you wish to add.
On the Districts tab of the Recruit pane, click the ward you would have otherwise dragged.
. Click Assign.

9. When you click on any other node in the main menu tree after
making changes to the details of a reporting unit plan, SVRS will ask
whether you wish to save those changes. Click Yes.

V2/7/2008 -9- Create a Reporting Unit Plan
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Setting up an Election

o

In SVRS, you will set up an election in one of two ways: 1) By inheritance, or 2) By creating a new election.

Municipalities will inherit:
= Every election at which there is contest for a federal or state office, or a statewide referendum.
= Every election at which there is a contest for a County or School District office or referendum.
Municipalities will create:
= Every election at which there are only contests for municipal offices or referenda.
Counties will inherit:
= Every election at which there is contest for a federal or state office, or a statewide referendum.
Counties create:

= Every election at which there are contests for County or School District offices or referenda and no
contests for state or federal offices or referenda.

To Inherit an Election

1. Click the Elections node.

2. Click the Setup Election Quick Task to open
the Election Setup Wizard.

3. Select the Select an election to work with
option button.

4. Inthe Select an election to work with box, =
click the name of the election you wish to
inherit. 2006 GENERAL ELECTION

5. Click Next. 2005 SPRING PRIMARY
x| 4
6. Inthe Select an optional Polling Place Poling Place #ssignment Flan
Assignment Plan bOX, Click the name of the Select an optional Palling Place Assignment Flan.

assignment plan you will use for the type of I i
election you are inheriting.

Menu
cfar Welcome to AESHM
a Woter

=| Voter Applications

H A 2 Applications

,}& Setup Election

(O Create a new election

(2 Select an election to work with

2006 PARTISAN PRIMARY
2006 SPRING ELECTION

7. Inthe Select an optional Polling Place Fieparting Uit Flan
Assignment Plan box, click the name of the Zelee vl ol S 2 :
assignment plan you will use for the type of 0

election you are inheriting.

8. Click Next.

9. Click Finish.

By finishing the Election Setup wizard, you will be making this election available to work with, and will
have automatically checked Milestone #1

V2/7/2008 -10 - Inherit an Election
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Create an Election

1. Click the Elections node on the Main Menu Tree.

2. Click the Setup Election Quick Tasks to work within the Election Setup Wizard.

3. Click the Create a new election option button. |EeSRESTALId MI=1Ed

Election Dptions
Choose whether you want to create a new election or add to one that has already been set up

4. Click Next to proceed to the Election Basics
input screen.

@ Create a new election
. . O Select an election to work with
5. Enter the following information:
= Date: Date of election. it Sethurp e P[] 3

Election Basics
Enter a description, date, and other basic information.

= Description: Name the election

* Election Mode: Leave as Advanced Electon Fe: 70 OF BLOD. | Dtz [1073/2006 v
Descriphion:
= Time of Poll Open: 7:00 AM |BLOOMING GROVE SPECIAL ELECTION
Election Mode: Time Pollz Open: Time Polls Close: Last Date for Absent. lszue:
= Time of Poll Close: 8:00 PM |sdvanced  ~| |omooo0em-3| [osonooPM-3|  |hosaso0e v
ater Eligibility
= Last Date for Absent. Issue: One day Reegistration Effective Voter Ag
after the election date. Close Date: Registration Date:  Eligibility D ate: Yater Minimum Ags:
w20 v| [ w| [mcoe -] 18
= Registration Close Date: Set to 20 Advanced Election Details
days before the election date. [ Fun 01 For | ~]

["] Property Owner Election [ Al Mail-Ballot Election

= Effective Registration Date: Set to 20
days before the election date.

Help | < Back | Mext » | Cancel

= Voter Age Eligibility Date: Leave
defaulted to the election date.

@ After printing poll lists for a special election, you must change the Registration Close Date and Effective
Registration Date to the election date or you will not be able to enter Election Day Registrations. If these dates
are not set to 20 days before you print poll lists, you will not have any names appear on your supplemental poll
list. To change these dates:

Click the Elections node.

Click on the name of the election in the data grid.

Click the Change Election Setup quick task to open the Election Setup Wizard..

In the Election Setup Wizard, click Next.

Change the Registration Close Date and Effective Registration Date to the date of the election.
Click Next.

Click Next.

Click Finish.

V2/7/2008 -11 - Set Up a Special Election
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6. Click the Next button to proceed to the Election Detail input screen.

Election Type:
Special Election hd
. . =

7. Inthe Election Type box, select the type of election you Recal Election
wish to create — usually Special or Special Primary. EenealElecion _

General Election - Presiden...
September Partizan Primary
September Partizan Primar.. —f
Special Election

Special Prirnarny -
Ed A
Highest Government Level:

8. Inthe Highest Government Level box, select the =

highest level with a contest on the ballot for that election.
Coalnty

. . . Federal
= Contests for school district offices and referenda are at | Municipality
the County Stale
B /
Poling Place Azsignment Plan
. - Select an optional Paling Place Assignment Plan.

9. Select the Polling Place Assignment Plan and 5
Reporting Unit Plan if setting up at municipal ]
level. Do not select if setting up at County level. GENERAL

GEMERAL ELECTIOM POLLIMNG LOCATIOMNS
PRIMARY POLLING LOCATIONS
10. Click Next. —[Fcheelfeed
Help | Cancel |
. . . ﬂ j

11. On the Participating
Jurisdictions screen:

Election Setup Wizard =]

= Leave the i
Automatically Participating Junizdictions
determine option Select the jurisdictions that can participate in this election.
button selected if there
are any contests for

elected office at that (=) Automahically determing DistrictsAlunsdictions bazed on what contests are on
election. the ballts
) Al Districts/urisdictions in the state
-OR- ) These selected Jurisdictions

. Theze selected Districtz
= If all the contests in the S

election are referenda,
click the These
Selected Jurisdictions
option button.

12. Click Next.

V2/7/2008 -12 - Set Up a Special Election
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13. Type a name in the Short Nickname for Election Setup Wizard _ ol x]
EIeCtion bOX. Finish Election .
14. Click Next.
‘ou're almost finished with this election. Please enter a handy short nickname for
15. C||Ck Finish. referledrﬁ:ing thiz election in the future. You may also enter any optional comments pou
would like:
L. ) ; ; Short Mickname: far Election
= By finishing the Election Setup wizard, 2006 FALL ELECTION|
you will be making this election available Elestion Comments
to work with, and will have automatically =
checked Milestone #1
¥ .
You can edit Election Set Up information by:

" Highlighting the election in the Menu tree.
®  (Clicking the Change Election Setup quick task.

V2/7/2008 -13- Set Up a Special Election
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Check Milestone #2 - Activate the Election

You must check the second milestone - Election Active - for an election before adding any contests or

candidates to it.

1. Click the Elections node.

2. Inthe data grid, double-click the row containing the name of the election for which you wish to set Milestone

#2.

Mer b :
by that column

ok ‘welcome to AESM
a Water Election Description R4l Election Status = || Date Cl. ~ |
oter Applications N 2005 GENERAL ELECTION 11/ E  General Election Active
- Absentes Applications 2008 PARTISAN PRIMARY 912/2006  |September Partizan P.. |Clozed
R El=ctiors 2006 SPRING ELECTION 4/4/2005  |Spring Election Closed
@ Election Workers 014/05/2005 ELECTION 4/5/2005  |Special Election Closed 12/31/2005
;{3 Poling Place Locations 02/15/2005 ELECTION 2/15/2005 _|Special Election Closed 12/31/2005

3. Inthe Election — Update window, click the Events tab.

EElectiDn - Update - 2006 FALL GENERAL ELECTION &

J E Save and Close E Save and Mew x Close _|J E] Quick Tasks | & e v|J Sek Defaults  Use Defaults v| J [ 7] v|

Election Ewents I D'rstlic:lsl Doc:umentsl

Milestones

Election Milestones are pivatal events during an Election Cucle. Mark off esch Milestone as the event is completed.

Completed | Election Milestone Description

| Completed.. | Completed..

[l B aszic Election Setup complete; Election iz scheduled

|4/19/2008

[ |Electio ag u

il [} All Contests are setup; Ballot Style can be generated
] Ballat Styles Finalized Specifies that ballat styles have been created
] Foll Books Printed FPoll book printing is completed for the election
] Election Results Finalized  |&ll Election results entered and completed for the electi.
O Paprments Complete All Payments entered and completed for the election.
O Election D'ay Clozed Election Day has passed but all history not yet recorded.
1 Election Finalized All election tasks are completed; election iz closed

4. Inthe row reading Election Active in the Election Milestone Column, select the check box in the

Completed column.

5. Click the Save and Close button to save the changes.

V2/7/2008 -14 -
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Adding Contests

o

A contest is either a race for elected office or a referendum. Every election must have at least one contest
— otherwise, there would be no point! To manage an election in SVRS, you must tell the system which
contests there are for that election. SVRS uses the contest information you enter to determine ballot styles,
absentee eligibility, and to populate sample ballots on the Voter Public Access website.

SEB creates contests for:
= State and federal offices.
= Statewide referenda.

Counties create Contests for:
= County, school district and technical college offices.
= County, school district and technical college referenda.
= Lake Management and Sanitary district offices and referenda, when the district is in two or more
municipalities within the county.

Municipalities create Contests for:
= Municipal offices
= Municipal referenda

Add a Contest for Elected Office

. £3 ontest Description:
1. Expand (+) the Election node. =W ceoer ~ [ —
- Election Setu
;\t ZEUE GENEHDAL ELECTION - KH
- . . I Ak Glance ice Level -
2. Expand (+) the Election to which you wish to add contests. gp‘um@mam @ oeetes =
Early Voting Sites
Foll Book
3. Click the Contests node. :::z;g Fetions il
Record Votes
W Pl qw P
-2 Ballats
@ ;ﬂ Absentes Ballots Jutisdiction Level | Dffice Posiion | Contest Descrip.
If you inherited this election, you may see contests already entered by B ol
other (state or county) jurisdictions in the data grid. Em
=] Absentes -
| 3|
4. Click the Add Contest quick task.

5. In the Office Position box, click the N ; — =
selection for the office type to be elected. [ffice Positior: [Thiz Cantest not baged an an Office Position] I
[Description: -
@ Official Corkest Fond du Lac County Circuit Court Judge, Branch 5
The selections in the Office Positions box are Na: Forest County Circuit Court Judge
determined by the Office Types you have created. If Gavethar ]
you are not seeing a selection for a particular office, Grant County Circuit Court Judge, Branch 1
see the Districts & Offices tab for instructions on Contest Options — Grant Courty Circuit Court Judge, Branch 2
creating a new Office Type. Gireen County Circuit Court Judge
Party: (areen Lake County Circuit Court Judge o

\V2/7/2008 -15- Add Contests
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6. The Description box will default to the Offics Posiion: | COUNTY CLERK (C013) =]
Egl)c(actlon you made in the Office Position D |COUNTY CLERK €013

] If this contest is for an office with

numbered seats that are elected at-
large, enter the seat number in the Desaiatan |BmHD MEMEER (MADISOM] - TYPE SEAT NUMEBER HERE]

Dffice Position: |BD#3«F|D MEMEER [MADISOM] ﬂ

Description box.

o For example, numbered School
District seats that every voter in
the district votes for.

= [f this contest is for a Partisan Primary
election, type in the name of the political N
party in the Description box. Dizeeripinit

Office Positior: | BOARD OF DIRECTORS (8) -
|BOARD OF DIRECTORS - TYPE PRIMARY PARTY HERE]

7. Leave the Official Contest No box blank. Office Cant, Ma: Ballot Position: | H

8. Inthe Ballot Position box, enter a number
corresponding to that contest’s place on the
ballot for your HAVA-mandated accessible
voting equipment.

@Ballot position is determined by statute. For more information, visit the SEB website at http.//elections.state.wi.us/.

9. Inthe Party box, select Non-Partisan. Paity: Non-Partisan v | No of Seats: 1

10. In the No of Seats box, enter the number of
seats for that contest.

= This will always be 1 unless the ballot
reads Vote for not more than X. In that
case, enter whatever Xis.

11. Click Save and Close.

\V2/7/2008 -16 - Add Contests
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Enter a Contest for a Referendum

1. Expand (+) the Election node. B
2. Expand (+) the election to which you wish to add a contest.
3. Click the Contests node.

4. Click the Add Contest quick task.

5. Select the For/Against Referendum check box.

Elections
3 Election Setup

(=-N3 2006 GEMERAL ELECTION - KH
- % &b d Glance

-2 Polling Places
%5 Early Voling Sites
= Poll Book

£ Payments
& Petitions
8] Recod Voles
3 supplies
-2 Ballats
bsentes Ballots
Eaarly Votes
ravisional Ballots
idate Filngs

Contsst Description:

@ Office Level j ol

p by that column
Jutisdiction Level | Office Position | Contest Desciip.

6. Inthe Description box, type a short description of the

referendum. Y2 AddContest

7. Leave the Party box set to Non-Partisan.

[ Contest - Add -

8. Leave the Official Contest No box blank. | ] saveand Ciose [ Save andNew 3K Close vH 3 Quick Tasks | 4= &2 VH Set Diefits

JR=TES

s Dt _| |e

9. In the Ballot Position box, enter a number

Contest

General | Cancidates | Disticts | Documenis |

[v] Fordisgainst Referendum Qwner:

[DANE COUNTY-13

corresponding to that referendum’s place on
the ballot for your HAVA-mandated Elcten

[ 2005 SPRING ELI

ECTION

Office Posifor: | [1his Cotest not

based on an Office Position]

[
| JuisdetonLevel | <]

accessible voting equipment. Do | Shoud i i
Office Cont. No:

ipality do something by majority vote?

Ballot Position: 6

@Ba//ot position is determined by statute. For more o
information, visit the SEB website at e AT ——
http.//elections.state.wi.us/. Paty [enPatizan =]

[ Federal Office
[ Running Mate Allowed

10. In the Referendum Text box, type the

Mo of Seats:

[ wiite-Ins Allowed

Flefercndum Test | Should this munic

complete text of the referendum.

ipality do something by majority voted

11. If you are adding a referendum for a school Generl | Candidsice istits | Documents
district, technical co"ege district, lake This contest is available to voters in any of the districts specified below:

management d istrict, O r san itary d i stri ct : O Automaticaly selected based on the Contest's Office Pasition

Ourisdiction-wide. Al disticts in Wurisdiction Owner Description]

@ These Selected Districts

= (Click the Districts tab.

[ Bameve

= Select the These Selected Districts D] eelevile
option button. 2] Columtn
[ DeForest
= Expand (+) the district type that is Devarmi
having the referendum. ] Madison

O Marshal

. . . . [ Middletar
= Select the district which will vote on the Cores
referendum. [l Hew Sl

[ Pecaton

12. Click Save and Close. D At v

=) [J Unified Schoal District

Id School District
School District

[ Cambridge Schaol District

s School District

[ Deerfield School Distiict

t 5 chool District

[ Edgerton School District

le Schoal District

[ Lodi School District

School District
School District

[ McFarland Schaol District

n-Cross Flaing Sch. Dist,
Grove School District
oreh 5 chool District

s School District

[ egen Sehool Distict

ica School District

[ Paunette School District

lley School District

[ 5auk Praiiis School District
M1 Stouahton $chool Distict

V2/7/2008 -17 -

Add Contests




I statewide
.

}tr/rugistrmion
systerm

Election Set Up

Search for and Update a Contest

g If information changes or you made a mistake, you are able to revisit a contest record to make changes or
updates.

1. Expand (+) the Election node. | [ [F e shotous | 5 uckTasks= || 7| | 21| 0 3|38 4y | Actveduisdcion: [DANE COUNTY 13 Lo Tl ]
. | — S e
2. E)_(phatnd (;) the election the contest you k§ S0 o e -
wish to change.
23 Payments
i) lsords Retumed 7 e O Cew
3. Click the Contests node. b e = -
o é?::z:::jémg | duisdiction Level | Dffic Postion mlesk Descrip.. | Official Contest. | Ballot Postion | Party [ Mo Ot Seats | For/against lss.
Fiings b State |JUSTICE OF TH.. UUSTICE OF TH.. | [ 1 [NanPartisan | 1]
4. (Cj)_on}estsd Whlt%h r:ja\t/e be_gn entered are i
isplayed in the data grid. BRE =

5. Double-click on a record in the grid to open
a Contest record.

[ Contest - Update - JUSTICE OF THE SUPREME COURT ' -10] =
6. Make ChangeS to the record. J Save and Close SaveandMew MK Close . J =1 Quick Tasks |4=9 B2 . J Set Defauls  Use Defauls J 9
General |Cand\dales| Distiicts | Documents |
7. Click Save and Close. [ For/tgainst Referendum Duner: [ STATE OF WISCONSIN - wi
Contest
Election: |ZUUSSPHING ELECTION ﬂ
Office Positior: |JUST|CE OF THE SUPREME COURT - 2008 - 2018 j Jurisdiction Level | 5tale j

D escription |JUSTIEE OF THE SUPREME COLRT

Office Cont. Mo: B allot Position: 1

Contest Options

Party Mon-Partizar j Mo of Seats: 1

[ Federal Office

] Riunning Mate &llowed [ wirite-ns Bllowed

V2/7/2008 -18 - Add Contests
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Candidate Filing

Before adding and approving a Candidate Filing for an Election, you must have successfully set up the
contest for which the candidate is filing and have a Contact Record for the candidate that is viewable to the
jurisdiction adding that candidate. (See the Contacts section.)

1. Expand (+) the Elections node.

2. Expand (+) the election to which you wish to add a ;';;§ A cleree
candidate f|||ng % FollBaok
L3 Payments
4? Petitions
. N - 2] Record Yotes
3. Click the Candidate Filings node. e i
~Z] Ballats
. i hse.lntee Ballats
4. Click the New Candidate Filing quick task to open the e
CandidateFiling — Add window. i
) g Election Results
w3y Reparting Units |
B Mew Candidate Filing
5. Click the Contacts icon to the right of the Condidae m|
Candidate box to open the Contact Search '
window.
[/ Contact Search =lol x|
6. In the Last name box of the Contact Search B
window, type the candidate’s last name. [ Harmen [Eatbars =l Driorpesn
| Date of Bith, | Soc Sec Num: Parly [ Include R stired Cortast Records
. =]
7. Inthe First Name box of the Contact Search House Na: Sheel Name:
window, type the candidate’s first name. [ L __N
iy ade
‘ = = | M
8. Click Search. . -
9. If the search results include the candidate’s am
Contact record, double-click on that row in the 8 10T CF FOR..  HASEN, JEa FORT wiNG. Wi 556t
. CITY OF GREE.. HAMSEN, BARBARA & 506 MACCAUR DR GREEN BAY, W 543020000
data gl’ld CITY OF GREE HANSEN, BARBARA 1215 TENTH AVE GREEN BAY, W 543040000
@ TOWwWMN OF MILT.. HA&MSEN, BARBARA & WEE7 LOWER EAGLE WALLEY RD FOUMTAIN CITY, W1 546297717
CITY OF OWEM.. \HAMSEM, BARBARA ANN /5355 COUMTY ROAD » W THEE. 'wl 544988679
You can only use the Contact Search window to find a VIUAGER M 60 s i
contact record that is “viewable” to your Active CITY OF SUN P |HANSEN, BARBARA K 412 HARVEST LN SUN PRAIRIE, Wl 53550
Jurisdiction. If the search results do not include the e P, L st
candidate’s Contact record, close [X] the Contact Search TOWM OF CADI. |HANSEN, BARBARA J \r’BdZE FILZ RO BROWNTOWH, Wi 53522 =

window. You will need to create a Contact record for the
candidate. See the Contact tab of this manual for more
information on creating Contact records.

10. In Name on Ballot box, type the candidate’s
name as it will appear on the ballot.

J Save and Cloze Save and Mew x Cloge 'H 3 Guick Tasks |

Candidate Filing |Dther I Activityl Documentsl

11. In the Contest box, click on the contest in which Candidate Detai
the candidate is running. i [ HNSEN, BARBARA JEAN
12. In the Ballot Position box, type a number Election: | 2008 SPRING ELECTION El
corresponding to the candidate’s position on the Contest | [
ballot for that contest, as determined by random Party: NonPartisan | Dfficial Cand Mo:
draw. Ballot Pasitior; |0 WSEB ID#
V2/7/2008 -19- Candidate Filing
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13. In the Status-Reason list box, click the
appropriate value for this candidate.

= |f the candidate is an approved candidate,

choose the status of Approved-Approved.

14. Click Save and Close.

Filing Dretail

Statuz-Reazon:

V2/7/2008
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Search for and Update a Candidate Filing

You can search for and update a candidate filing. Perhaps you noticed a name misspelling and need to

correct the spelling.

1. Expand (+) the Elections node.

Expand (+) the election that has the
Candidate record you wish to update.

Click the Candidate Filings node.

On the search pane, enter search criteria
and click Search.

5. In the data grid, double-click on the row for
the candidate record you wish to update.

6. Make changes to the Candidate record.

Click the Save and Close button to save the
information.

[BaesM

Fie Edi View Tools Window Help

=loix|

| & |[[E Men Shorouts | Guick Tasks - YH 57| [ 2| 8 G [y | Active duisciction: [STATE OF WISCONSIN . =] H 9 il YH ‘ L
X | Last Name: First Name: Party: Filing Status:
D Suppies -l = =

S [ Hansen [Barbara = =
Electon WSEB ID#
2008 SPRING ELECTION =
® Office Level O Oftice Position:

3 I B | L]
[} % Election Results
Reporting Urits Fiecords Retumed: 1 [ Count Only Search Cleat

(- 2007 SPRING ELECTION
BN 2007 SPRING PRIMARY
N5 2006 GENERAL ELECTION
- N5 2006 PARTISAN PRIMARY
=-\3 2006 SPRING ELECTION
(- X3 2008 SPRING PRIMARY
& Election \Workers

22} Paling Place Losations

& Cortacts

 Payment L

Fiing Status Code.

[® CandidateFiling - Update - Filing #70016539
J | SaveandClose ] Save andMew 3 Close v” A Quick Tasks | & &

=101 x]

| setbefats seDetauts | |0 |

Candidate Filing | Other | Activity | Documents |

[ Write 2

‘STATE OF WISCONSIN - Wl

Owrer:

FisTr e @‘ Name on Bl | {aSEN, BARBAFA JEGN

| Running Mate

Candidate Detad
Cordidalz: | HANSEN, BARBARAJEAN

Electing 2008 SPRING ELECTION

Eieit [3USTICE BF THE SUPREME CoURT
Pary [MonPattisan | Gfiial Cand Ho:

a WwSEB IDH

Ballot Positior:

j Fee Dietails

Grant Amount.
Grant Status
Code

Pelition Detals

Filng Dretail

Status-Reason: | Appraved - Appioved

sz x| g;; g:;tus

PETIT Fling Riecsipt No.
Election Resits j DateWithdravn

Filed Or:

Fee or Petition:

=] Nom Papers

1582000 v EJ;TM SPape.

——

| Grant Status =
| Change Date ]

|HANEEN,BAF\EAF\AJEAN -JUSTICE OF THE SUPR j

NotSubmited | Pet-StatusCha [3y80007 |

20085PREL1 Hotices

V2/7/2008
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Check Milestone #3 - Ballot Setup Finalized

g Checking Milestone #3 for an election indicates that you have added all of your jurisdiction’s Contests and
Candidates. Once checked, you will not be able to add contests or candidates to the election without first
unckecking Milestone #3.

In an election created by the State:
= Counties cannot check Milestone #3 until the state checks it.
= Counties cannot uncheck Milestone #3 until it is unchecked by all municipalities in the county.
= Municipalities cannot check Milestone#3 until it is checked by their county or counties.
= Municipalities can uncheck Milestone #3 at any time

In an election created by a County:
= Municipalities cannot check Milestone #3 until it is checked by the county.
= The county cannot uncheck Milestone #3 until it is unchecked by all municipalities in the county.

In an election created by a municipality:
= The creating municipality can check and uncheck Milestone #3 at any time.

1. Click the Elections node.

2. Inthe data grid, double-click the row of the election for which you wish to check Milestone #3.

Menu x

fﬁ Welcome to AESM

8 Yater Election Description ﬂ Election Status

== Voter Applications 2006 GENERAL ELECTION 06

= |
i)

b that column

|| Date CI. =]

Absentee Appiications 2006 PARTISAN PRIMARY September Partizan P.. |Closed

ElE 2006 SPRING ELECTION 4442006 Spiing Election Closed
Election Workers

* )
Q Paolling Place Locations

04/05/2005 ELECTION 4/5/2005 Special Election Closed 1273142005
02115/2005 ELECTION 2/15/2005  |Special Election Closed 12/3/2005

3. Inthe Election — Update window, click the Events tab.

4. Inthe row reading Ballot Setup Finalized in the Election Milestone Column, select the check box in the
Completed column.

Election Ewvents | Districts' Dncuments'

Mileztones

Election Milestones are pivotal events during an Election Cycle. Mark off each Mileztone az the event iz completed.

oup by that column

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

vl Election Setup Basic Election Setup complete; Election is scheduled 3/1342007 harnzeb
[w] Election Active Election Cycle has begun 91352007 hanzeb

» v Setup Finalized Al C ar Jp: Ballo can be generated
O Ballot Styles Finalized Specifies that ballot styles hawe been created
O Pall Books Frinted Pall book. printing iz completed for the election
O Election Besults Finalized ANl Election results entered and completed for the electi..
O Papments Complete All Payments entered and completed for the election,
O Election D ay Cloged Election Day has paszed but all history not yet recorded.
O Election Finalized All election tasks are completed; election is clozed

5. Click the Save and Close.

\V2/7/2008 -22 - Check Milestone #3
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Generate Ballot Styles

H Ballot Style refers to the unique set of Contests and Candidates that will appear on a given voter’s ballot.
All voters with this exact same set of Contests and Candidates will have the same Ballot Style in SVRS.
Two voters whose ballots differ by even one Contest will therefore require different Ballot Styles.

In SVRS, ballot styles are generated at the municipal level, regardless of whether that municipality has
added any contests to the election. If a municipality does not generate ballot styles, the poll books printed
for that election will not contain the names of any voters. Municipalities cannot generate ballot styles

without first checking Milestone #3.

1. Expand (+) the Elections node. Fie

Edit Wiew Tools Window Help

2. Expand (+) election for which you wish to
generate ballot styles.

3. Expand (+) the Ballots node.
4. Click on the Ballot Styles node.

5. Click the Generate Ballot Styles quick task
to open the Generate Ballot Styles pane..

6. If the milestones #1, #2, and #3, the Status [k

148 | |[E v shorues | 5 o

x
Plans ~
Archived Elections
=N 2006 GEMERAL ELECTION
& AbA Glance
£y Polling Places
~¢@# Poll Book
-3 Payments
& Pefitions
- 8] Record Votes
£ Supplies
E-2 Balols =

B B alot Styles

bsentee Ballots
ovisional Ballots
sndidate Filngs
antests

-] Absentes

-4 Election Results | l;l
3

will be Ready. Click Generate Now.

g Generate Ballot Styles

Generate Ballot Styles

| 52

2006 SPRIMG PRIMARY

Status:  FReady

Critical Meszages

@If the Status is not “Ready,” read the Critical Messages and take the appropriate steps.

Fle Edt View Tooks Window Help

7. Within a few moments, line(s) of [ G ||/ e ot | o -,
ballot style descriptions will appear in | FEER SN

S| 2 @A s | Acive dwisdicion: | TOWN OF BLOOMING GF.. = | ,H (CIE, .H _!

. . . 71-N= Board of Director Special Ele Ballot Styls Descript ~ || Pa ~ || Created B: = || Created O

the data grid. Each line on the grid AT e AL GENERAL FLEC || e enlon T B i
: : : ~A§ ALA Glance |2 RED-13008 Non-Parisan 11/4/2008

represents a Un|que Comb|nat|0n Of g';”::‘ggplfm | BREEN-13008 Non Parisan 11/4/2008
LR g] Non Partisan 11/4/2008

contests and referenda. o by g Nopraiin (s

-3 Susples
=) Ballots

@S VRS assigns a description (NP-1, NP-2,
NP-3, etc.) to each ballot style. You can 3B contest:

 Absentes

change this description by typing directly in L il e .

8] RecordVates

Ballot Styles
bsertes Balots

the data grid. The new description must be
unique throughout the state to save. SEB
suggests using a descriptive term followed
by the HINDI number, e.g. “BLUE-02002” or
“SPVSR1-02002.” After changing the
description and clicking on a different node,
you may get the message, “You have made
a change to the grid. Would you like to save
your changes?” Click Yes. The description
prints on the poll book and can be helpful to
the poll workers.

Smant Buttons

E  Generate Ballot Styles
[ Clear Al Balot Styles

ou have mads a change o the grid, Would you like t save your changes?
Ves Mo

Al

5 Recordls) retumed

6. Expand (+) each ballot style on the data. Verify that:

= You have the correct number of ballot styles.
= Each ballot style has the correct contest.

V2/7/2008
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Check Milestone #4 - Ballot Styles Finalized

o

Counties cannot check Milestone #4 until all municipalities in the county also have it checked. Counties
should not check Milestone #4 until after an election, in order to allow municipalities greater flexibility in

changing contests, candidates and ballot styles.

Checking Milestone #4 at the municipal level signifies that you have generated and double-checked your
ballot styles, and are ready to generate poll books.

1. Click the Elections node.

2. Inthe data grid, double-click the row of the election for which you wish to check Milestone #4.

<
i

<@
Q Paolling Place Locations
Hill~1

Election Description
| 2006 GEMERAL ELECTION

by that colurn

v || Election Status

|| Date CI. =]

2006 PARTISAMN PRIMARY September Partizan P.. |Clozed
2006 SPRING ELECTION 4/4/2006 Spiing Election Closed
04/05/2005 ELECTION 4/5/2005 Special Election Clozed 1243142005
02A15/2005 ELECTION 215/2005  |Special Election Closed 12/31/2008

3. Inthe Election — Update window, click the Events tab.

4. Inthe row reading Ballot Styles Finalized in the Election Milestone Column, select the check box in the
Completed column.

Milestones

Elsction Events | Distri-:tsl Document&'

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

up by that column

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

v Election Setup Baszic Election Setup complete; Election iz scheduled 9/13/2007 hanseb
] Election fctive Election Cycle has begun 91342007 hanseb
] Ballot Setup Finalized Al Contests are setup; Ballat Style can be generated 11842007 pedern

3 [ '3 Specifies that ballo ez have been created
O Foll Books Printed Fall book printing 1z completed for the election
O Election Results Finalized (Al Election results entered and completed for the elect...
O Payments Complete Al Payments entered and completed for the election.
O Election Day Cloged Election Day has paszed but all hiztory not et recorded.
O Election Finalized Al election tagks are completed; election iz closed

5. Click the Save and Close.

V2/7/2008

-24 -

Check Milestone #4




