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Setting Up a Polling Place Location

R

Before setting up a Polling Place Location, identify a person or office to be

section in the Participant Guide.

@

must be entered in SVRS in order to generate poll books.

the Primary Contact for that

location and create a record within the Contacts node in SVRS for this person or office. A Primary

Polling Place information — including address and accessibility information — will be available to voters
through mailings and the Voter Public Access website (when activated). Additionally, this information

= aesm

1. Click on the Polling Place Locations node from the Main Menu.

File Edit ‘iew Tools

Window Help

2. Click the Add New Polling Place Location Quick Task.

Vater

3. Enter polling place location information into the
PollingPlacelLocation - Add form.
a. Enter a name or Description for the Polling Place.

-2 Paument

J|E Menu  Shortouts | j

‘welcome to AESM

=| Vioter Applications

Quick Tasks
Quick Tasks

QI Add Mew Folling Place Location

ﬁ Delete Palling Place Location

@The description can

be up to 20 characters

I boltingP laceLocation - Add
long. =

M [=]

J _EJ Sawve and Close _EJ Save and Mew x Close 'H 3 Cuick Tasks |~JE> Col ‘H Set Defaults  Use Defaulks v| J 9
b. Enter the Gereral | Contacts And F'aymentsl Other Detailsl Usage Histor_l,ll Documentsl
Address. It does
not have to Diseipiier: [T 0N HALL | Duirer TOwHN OF BLOD
validate, so close Status
the validation bOX, Bl Eqdfgéérnqu&ﬂguﬁg‘[) Statuz Cade: Dverall F ating: li
if |t appears, b){‘ § ' Peation Phone: I[BDB]5551234—|
glI;szgAc()jndtrf;SX _ . Frmaty Contast: — [CERTMAN. MYRON | M|
Range Matches Location Details
Search screen. Clazsification: Wu [] Early Vote Lacation?  Losation Comments: ﬂ
c. Select the Building Size: 50 ft. [w] Accessible?
bU|Id|ng Parking Spaces: [] Key Meeded? j
Classification
from the drop down menu.
d. Only select Accessible? if the location meets all of the ADA
compliance requirements.
e. Select Status Code of Available.
f. Enter a Location Phone number for the Polling Place or to call the
Primary Contact.
g. Forthe Primary Contact, the person or office needs to be set up prior

details. Click on the address book icon to bring up the Contact Search
screen, enter in appropriate search criteria, and double-click on the
correct contact name in the contact search data grid.

4. Click the Save and Close button.

@Status Code of Available is required for a location to appear when assigning Polling
Place to an Election or a Polling Place Assignment Plan.
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Updating the Polling Place Location - Accessibility Information

®

Municipalities can now use SVRS to complete the required post-Election Polling Place Accessibility
Report. Doing so will not only allow the State Elections Board to view the information, but will make the

report available to voters via the VPA website. Reliers should complete the survey and forward the
answers to Providers for entry into SVRS.

1. To update any
information for a Polling
Place Location, click on
the Polling Place
Locations node in the
Main menu.

@When the search panel
appears, click on the
Search button. All
current Polling Place
Locations will appear in
the data grid.

@To find a specific Polling
Place, enter search
criteria and click the
Search button.

File Edit Wew Tools window Help

-] Voter Applications
] Absentee Applications

[ Include those Polling Place Locations located in:

A HE Menu  Shorteuts | 2| Quick Tasks = _ I = R B = Hﬁ 4y | Active Jurisdiction: | TOWwWN OF BLODMING GR.. R v“ 9 |
| Description: Classification: Status: Min Rank:
-ﬁ Welcome to AESM w | | Availabl R
"]--a Water | _l | e _‘ |

E%} Addressing and Districts
Training
| Calendar
- Pefitions
J-- Reports
¢l =1 Labels and Mailings

Records Retumed: 1

District Type: District:
-\ Elections
= @ Election W orkers | j ‘ Ll
by 1 Include those Palling Place Locations used in:
. Q) Election Type: @ Election
e

o« |

[ Count Dnly

- [

[T Scheduler o
[ Administation it

Description

¥ :Town Hal

Huick Tasks

Quick Tasks

2l Add Mew Polling Place Location

Yl‘ Delete Palling Place Location

2. Double-click on the Polling Place Description to open the Update form.

3. Click on the Other Details tab to work with the Accessibility information.

4. Select each Accessibility Item from the drop down list and select a value from the associated Available?

List.

@If you select an

Accessibility Item, you
must also select an
Available? value.
Otherwise, an error
message will appear
when you Save and
Close the record.

i ﬂglpollingplaceLucation - Update - TOWN HALL

J Save and Close Save and Mew x Close

J 3 Quick Tasks |¢=9 &L-) v“ Set Defaulks  Use Defaults v| J (7]

IS [=1 E3

: Generall Contacts And Papments  Other Details |Usage Historyl Documentsl

Aiccessibility Optionz

-eadal here to group by that column
Accessibilty [tem || Available? =]

I
Dezcription Iﬁl

1.1 One space is designated as van-accessible parking
1.2 One accessible parking space for every 25 spaces
1.3 One van-accessible space for every 8 accessible spaces

[*]

NOTE: The Accessibility
Options gnd is for
informational purpose._ If
thiz Polling Place
Location is ADA
compliant please check
the ADA compliance

1.4 Accessible spaces are on level, paved ground = c":"khox on the General
. ﬂ Z tab.
5. Click Save and Closeto |
complete your changes.
V11/13/2006 -2- Accessibility Information
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Polling Place Accessibility Report Items

Polling Place Accessibility Item

Polling Place Accessibility Item

1.1 One space is designated as van-accessible parking

3.8 Doors at the entrance > 36" wide

1.2 One accessible parking space for every 25 spaces

3.9 Doors at the entrance are unlocked on election day

1.3 One van-accessible space for every 8 accessible spaces

1.4 Accessible spaces are on level, paved ground

1.5 There are curb cuts for any curbs in the parking area

1.6 There are clearly visible signs for accessible spaces

1.7 Accessible spaces are located near the accessible
entrance

3.10 Doors can be opened with a closed fist or power
opener

4.1 Route to the voting area is clearly marked

4.2 Doors along the route are unlocked on election day

4.3 Door thresholds are less than 1/2" high or beveled

4.4 Doors can be opened with a closed fist or power opener

1.8 There is a fully accessible passenger drop-off area

4.5 If there are stairs, there is a chair lift or an elevator

2.1 There are clearly visible signs for accessible spaces

4.6 Stairways are well lit and free of obstacles

2.2 Pathway is 48" wide and never less than 36" wide

4.7 Corridors are well lit

2.3 Pathway is free of hanging objects < 80" from the ground

4.8 Corridors are 48" wide or never less than 36" wide

2.4 Pathway from the parking area to the building is paved

4.9 Corridors are free of objects extending > 4" from the wall

2.5 Pathway is free of breaks or edges over 1/2" high

2.6 Pathway is free of inclines greater than 1:20 feet

2.7 If there are stairs to building entrance, there is a ramp

2.8 Ramp has a non-slip surface

2.9 Ramp has a slope no greater than 1:12 feet

2.10 Ramp has a railing or edge border > 2"

2.11 If the ramp is > 6", it has a handrail 32-36" high

2.12 Accessible route is clearly marked by large print signs

2.13 All pathways are well lit

2.14 Pathways are cleared of hazards, e.g. snow, leaves

3.1 If there are stairs, there is a chair lift or a ramp

3.2 Ramp has a non-slip surface

3.3 Ramp has a slope no greater than 1:12 feet

3.4 Ramp has a railing or edge border > 2"

3.5 If the ramp is > 6", it has a handrail 32-36" high

3.6 Landing areas have a railing or edge border > 2"

3.7 All doors have 5x5 space to allow for wheelchair
movement

4.10 Corridors are free of hanging objects < 80" from the
floor

4.11 All rugs and mats are securely fastened or removed

4.12 All rugs, mats, and carpets have a low pile

5.1 If needed to reach voting area, route has elevator

5.2 If there is an elevator, the cab is at least 4 x 5’ wide

5.3 If there is an elevator, its door is at least 36" wide

5.4 Elevator controls are < 56" high

5.5 Elevator controls are marked with raised lettering

5.6 The elevator is close to the accessible entrance

6.1 Instructions and notices are in 18 point font or larger

6.2 There is 5 x 5’ or larger space for wheelchairs to
maneuver

6.3 The entrance to at least one voting booth > 36" wide

6.4 A seated voter can reach all parts of the voting system

6.5 If voting is at a table or counter, the top is 28-34" high

V11/13/2006
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Associating a Polling Place Location with a Ward (District)

R

Normal Polling Place has been assigned for his or her Ward.

®

(when available).

After Polling Places are set up, you can assign or change a Normal Polling Place location for a specific
ward. A voter will have access to Polling Place information on the Voter Public Access website after a

Once each ward in your municipality is associated with a normal Polling Place, voters will see the
information for their ward on Mailings, Voter Verification Postcards, and the Voter Public Access website

1. Expand the Addressing and
Districts node from the Main
menu.

. Expand the Districts sub-node.

. Click on the Ward district. Wards
for the active Jurisdiction will
appear in the data grid.

. To associate a ward with a
Normal Polling Place Location,
double-click on a Ward from the
data grid to open the District -
Update (Jurisdiction) Ward
form.

Or, you can select the Ward and
then choose the Quick Task
Change a Ward Detail.

File Edit “ew Tools wWindow Help

Jﬁ‘ i HE Menu  Shortcuts | 2 Guick Tasks ~

[&d

2 |0 (/48 4 | active Jurisdiction: [ TOWN OF BLOOMING GR.. =|

Districts
| Distiict Combos

roup by that column

_~ || District Code leescript\on Aﬂl Mormal Poll.. j‘ Cwner

jl Marmal D)

haressional District
State Senate District

owh of Bloomin.. |Town Hall

Town of Bloomin..

TOwN
T

TOWwMN OF BLO..

Azzembly District

Ef| Court of Appeals District
Multi-J urisdictional Judge
County

EB| County Supervisory Distii
unicipality

Aldermanic District
Common School District =
Union High School Distri
Unified School District
Sanitary District
Technical College Distric:

EA| Lake Management DTid
| 3

| Add aMew 'Ward Detal

] Changs a'ard Detail

Bl Delete a'\ward Detail

5. From the Normal Polling Place Location drop-down menu,

select the
usual Polling ﬂgDistrict - Update Town of Blooming Grove - Ward 1 : — | I:Illl
Place J [] save snd Close [ save andmew JK Close _ J | Quick Tasks |<3=> b v|J Set Defaulks  Use Defaulks v| J o
location for District Details
the Ward.
District Details Twner: TOWN OF., = |
6. Click on the District Type: | ward ﬂ Jurisdiction Lewvel: | Municipality j
Save and Digtrict Code: | WD1 Description: |Town of Bloorming Grave -Ward 1 Official Digt Code; ’7
Close Mormal Palling Place Location: | j Delivery Route: Delivery Stop:
button. Metes and Eounds i
7. Repeat steps Town Hall B
4-6 for each
Ward.
V11/13/2006 -4 - Associating a Polling Place Location with a Ward
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Using a Polling Place Location in Elections

Polling places can be attached to an election by two different methods. Preferably, they can be included
in a Polling Place Assignment Plan (PPAP), which is then attached to an Election during Election Setup.
If your polling places remain the same for all elections or for all elections of a certain type, you will want
to create one or more Polling Place Assignment Plans (PPAPSs). Alternately, polling places can be
directly selected within an Election. If a polling place changes upon short notice, it can be changed within

an Election.

Method 1 (Preferred): Assign Polling Place Locations to a

Polling Place Assignment Plan (PPAP)

1. The Polling Place Location can be assigned to an election by
including the polling place in one or more PPAPs. When a
particular PPAP is selected during Election Setup, the
information is copied from the PPAP and connected to the
Election. Creating PPAPs usually saves time in future

elections.

Method 2: Assign Polling Place Locations directly to an

Election

Polling Place Locations can be directly added or
changed within an election.

1. Expand the Elections node from the Main

Menu.

2. Expand the specific Election sub-node and
click on the Polling Places sub-node.

3. From the Polling Place Location drop-down
menu, under the Description, select the
name of the Polling Place Location. Each
Ward or District must be assigned a polling
place within the election.

(9 aEsM

File Edit Yiew Tools SWindow Help

Jﬁ; . J|E Menu  shortcuts | 5 Quick Tasks -

||

3 | H | 2 ‘ S 4 ”E e | Active Jurisdiction: |TDWN OF BLOO

~{p} Welcome to AESH -
- 8 Woter

[#-Z5] Yoter Applications

<1 Absentes &pplications
-V} Elections

---\ * Plans
Archived Elections

A 2006 FALL GENERAL ELECTION

51 Flecord Votes

=] Absentes Balots

r here to group by that column

Diistrict || Polling Place Location || Wk
‘wiard 1 ELEMENTARY SCHOOL
“iard 2

e

FPUBLIC LIBRARY

zsign Poling Place Location|

Description

Aszign Polling Place Location
ELEMENTARY SCHOOL
PLELIC LIBRARY

TOWN HALL

[

@While the information within the selected Election is changed, the

actual PPAP (if any) does not change.

V11/13/2006
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Updating Polling Place Location Usage History

E After election day, you should mark your Polling Place Location(s) as “Used” for an Election, before
checking the Election Closed milestone. For future elections, a Polling Place is automatically
“Assigned for an Upcoming Election” whether using a PPAP or directly assigning the location within an

election.

To Mark the Polling Place(s) as Used

1. Expand the Elections node and expand the specific Election. Click on Polling Places.

2. To move the Election
history from Assigned
to Used, select the
Polling Place
Location on the data
grid, and then click on
the Quick Task Mark
Polling Places. Only
the selected locations
will be updated.

@The data grid does not
change, but if you open
the Polling Place from the
Polling Place Locations
node, and select the
Usage History tab, the
polling place election
history and assignments
for future elections will be
displayed

File Edit View Tools ‘Window Help

‘ fat y “% Menu  Shorteuts | 3] Quick Tasks =

| || 21| 9 0 [[#8 4y | Active durisdictions: [ TOWN OF BLOOMING GR.. o

At welcome to AF S -~
w8 Voter Diigtrict = || Palling Place Location j| Workers Meeded

=a

=5| Yoter Applications whard 1 ELEMENTARY SCHOOL

] Abzentee Applications al PLELIC LIER®RY -
SR Electi = :
=l \k Elections Ward 3 TOWHN HALL

-2 Plans = | |
N Archived Elections

H\E 2006 FALL GEMERAL ELECTION
----- 5 AbA Glancs

Pall Book
..... s’.:g FPayments
----- Petitions
__j Record aotes
Supplies

Mark Polling Places >

ﬁ Delete Polling Place

ollingPlaceLocation - Update - FESTIVAL PARK HALL

J Save and Close Save and New x Close v|J 3 Quick Tasks | & b v|J Set Defaulks  Use Defaulks v| J 7] v|

Generall Cortacts And Paymentsl Other Details  Usage Histary | Documentsl

Azsigned for an upcoming Elect

iy that column

Confirmed

=[]

=]

Election Description ﬂ E lectio Agsigned D

Uzed in previous Election

iy that colurin

|| Assigried District
] s 006 C 1. 3
2006 SPRING ELECTION Cons: WwWD1, WwWD2, wD3

V11/13/2006
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Available Standard Reports on Polling Place Locations

Polling Place Listing by Election

TOWN OF BLOOMNG GROVE e
Report category: 10/5/2006 4:31:19 PM
Polling Places Polling Place Listing by Election
Report name:
Polling Place
Listing by Election
Suggested filter: ELECTION: BODSE(8/29/2006)
Election District(s) City: Poll# Polling Place Name Phone # Details
Description or Cons: 1,2, 3 RADISON 70000061 TOWH HALL 6082231104 Unconfirraed

. 1880 5 STOughton RD Tnassigned
gleggce)g?ea(;eso rt WADISON, WI 53716
u :

Polling Place Name

Polling Place Listing with Contacts

00000-FPLAC004-

TOWN OF BLOOMING GROYVE ‘Wednesday, April 26, 2006
Rer’,o” category: Polling Place Listing with Contacts
;OI | I ng Places {I=1 AND) { RPTView_AFSM_FollingFlaces. FlecionDate = '$/42005) )

eport name:
Eics)ltlil::g vSilfrlfe ELECTION: 2006 SPRING ELECTION(4/4/2006)
C onta?cts Poll # Location ;ﬁ;i‘:? Contact Name and Phone # ?;;l:l':t ::sl)ection D
Suggested filter: 70000001 Town Hall 6052231104 MIKE WOLF Muicipality MN3
EleCtion DeSCfi pt|0 n 1880 3 3TOughton RD GOE2260806
. LIADISON, W 53716
or Electiondate
Suggested sort: Polling Place Name
Polling Place Listing
TOWN OF BLOOMING GROVE OUND-FELAC.007-5

10572006 5:01:43 PM

Report category: Polling Place Listing
Polling Places

Report name:
Polling Place Listing

Suggested filter: Poll No. Polling Place Description Location Phone Numher
Election Descri pt|0 n 0000062 ELEMENTARY SCHOCOL 4449 COTTAGE GROVE RD MADISOHN, WI (608) 555-1212
. 53718
or Electiondate
) 0000063 PUBLIC LIBRARY 3115 THURBER. AVE MADISON, WI 53714 (608) 555-1111
Suggested sort:
70000061 TOWN HALL 1880 5 STOughton RD MADISON, WI 53716 (608) 223-1104

Polling Place Name

V11/13/2006 -7- Available Standard Reports



