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SVRS Election Cycle Checklist (Post Election Portion) 
 

 
This section of the participant manual covers the tasks in this checklist (including entering 
Election Day Registrations, Recording Votes, etc.). See Appendix B for the complete checklist. 
Instructions for additional steps are contained in other election-related sections. 
 

 Milestones and Activities Details 

 11. Process Late Registrants, Election Day Registrations and 
Update Proof of Residence  

 12. Record Voter Participation from Poll Books using Barcode 
Scanners or manual entry of Voter IDs  

 13. Record Contest Winners and Update Office Holders  

 14. Check Milestone 6: Election Results Finalized 
If checked, all election results are entered for the election.  

 
15. Check Milestone 7: Payments Complete 

If checked, all payments are entered and completed for the 
election. 

• Using SVRS to generate payments to Workers and 
Polling Place Locations is optional at this time. 

 16. Mark Polling Places Used (Optional)  

 
17. Check Milestone 8: Election Day Closed 

If checked, the election day has passed, but all voting 
activity is not yet recorded. 

 

 
18. Check Milestone 9: Election Finalized 

If checked, all election tasks are completed and the election 
is closed. 

• Corresponds with the election status of closed. 
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Process Late Registrations, Election Day Registrations and Update Proof of Residence 

 
There are a number of tasks to complete in SVRS following an election. 

 

The deadline for entering Election Day Registration (EDR) applications and recording voter history is 30 
days after an election. For more on EDR, see the Voter section of this manual. 
 

 
Election Day Registration 

 Election Day Registration is when a voter registers to vote on election day at the polling place and fills out an 
EB-131 Voter Registration Application. Be sure poll workers record, on the paper copy of the application (EB-
131), the proof of residence information (type and number) and enter that information into SVRS. Processing 
an EB-131 voter application with the status reason of Election Day Registration will automatically record 
voter participation for that person. See the Voter Application section for instructions. 

 
 
Election Day Registration – No Valid Address Range  

 If, while processing Election Day Registrations, the address cannot be validated because the Address Range 
has not been set up, extended, or the voter voted in the wrong jurisdiction: 1) Process voter application as 
“Pending – Address Not Verified;” 2) Create or extend the address range; 3) Reopen voter application to 
validate the address and process as an approved Election Day Registration to record the voter history. If the 
voter voted in the wrong jurisdiction, contact the Help Desk. See the Voter Application section for instructions. 

 
 
Recording Incomplete Election Day Registrations 

 A voter who cast a ballot and has an incomplete Election Day Registration must first be processed as an 
approved application in SVRS to record voter history. Once the voter registration application is processed 
and the vote recorded, the voter status should be changed to “Inactive”. Clerks should contact the voter to 
obtain the missing information, and only when the needed information is received can the status of the voter 
record be changed back to “Active.” See the Voter Application section for instructions. 

 
 
Update a Voter Record – Edit Proof of Residence 

 First time Wisconsin voters who registered by mail, and did not attach a proof of residence, should have their 
Voter record marked “ID Required” when their application is entered into SVRS. This will mark the poll book 
with an “ID Required” to the left of the voters’ names and will alert the poll worker to require proof of 
residence before giving the voter a ballot on Election Day. Poll workers should record the type and number of 
the proof on the poll book. After an election, review the poll book. Enter Proof of Residence information on 
each voter’s record.Go to the “Other” tab and change the value to No. If this is not done, subsequent poll 
books will again have “ID Required” beside voters’ names, where applicable. See the Voter section for 
instructions. 

 
 
Voter Application – Late Registrations 

 Late registrants who were manually added to the Supplemental Poll List need to be entered into SVRS. Write 
the Voter’s registration number on the voter application form and on the Supplemental Poll list. Keep all of 
the late registrants’ forms together. After entering and processing the late registrants in to SVRS, use the 
information from the Supplemental Poll List to Record Votes. See the Record Votes pages in this section.  



�

Post Election Activities 
 

 

V2/8/2008 - 4 -                      Record Votes 

Record Votes 

 
Recording voter participation in an election is done through the Record Votes node. Before recording votes 
for an election, you should first have checked Milestone #5 – Poll Book Printed. Have the poll books from 
the election available for this step. 

 

The deadline for recording votes is 30 days after an election. This is also the deadline for entering any 
Election Day Registration (EDR) forms. For more on EDR, see the Voter section of this manual. 
 

 
 
1. Expand (+) the Elections node on the 

Main Menu Tree. 
 
 
 
 
 
 
 
 
2. Expand (+) the selected election 
3. Click on the Record Votes node. 
 
 
 
 
 
 
 
 
 
4. Click the Record Vote Quick Task.  
 
 
 
 
 
 
5. Click the Record Votes tab to begin. 
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6. Select the fields as follows: 
a. Add Party: Not used 
b. Check the Auto-

Record box: This 
automatically records 
the vote without clicking 
on the Record button. 

c. Select the vote Method: 
Absentee votes must be 
recorded using the 
“Absentee” method and 
polling place votes must 
be recorded using the 
“At Polls” method 

d. Select the Ballot Type 
Cast from the list.  

e. Polling Place 
Location: Enter the 
polling place location 
(printed on the poll 
book) where the votes 
were cast.  

f. Enter the Voter 
Registration Num: The 
voter number can be 
entered manually or 
scanned in from the poll 
book with a bar code 
reader. 

 

When you begin recording votes using a bar code scanner, be sure to click inside the data entry box immediately below 
Voter Reg Num. With the cursor in this box, the voter registration number being scanned is entered in this box. If the cursor 
is not in this field, the scanner is unable to enter the scanned number and no vote will be recorded.  

 
7. Each recorded vote is displayed in the data grid.  
 
8. If the vote has been incorrectly recorded, highlight the record in the data grid and click the Delete Vote 

button.  
 

To spot check the votes 
recorded:  
1. Go to the Voter node 
2. Search for a voter using the 

voter’s name or registration 
number 

3. Open the voter record by 
double clicking on the data 
grid 

4. Click the Voter Activity tab 
to view the voter’s voting 
history. 
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�

Post Election Activities 
 

 

V2/8/2008 - 7 - Entering Election Results 

Entering Election Results 

 
After each election, you will want to capture your election results in SVRS.  Doing this will allow easier 
access to the information by members of the media and of the public, and will eventually become the sole 
way to report your elections results to the SEB. There are three steps to entering results: 1) Creating an 
Election Results Set; 2) Entering results by reporting unit; and 3) Printing your canvass report from SVRS. 

 

Creating an Election Results Set 
 
1. Expand (+) the Elections node on the Main Menu `
 Tree. 
 
2. Expand (+) the Election for which you wish to record 

results. 
 
3. Click on the Election Results node. 
 
4. Click the Create New Election Result Set Quick 

Task to open the ElectionResultSetForm Screen. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
5. Enter a Description for your results set. 
 
6. Select Reporting Unit from the Results Reported by drop down 

menu 
 
7. Click Save and Close. 
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Entering Results by Reporting Unit 
 
1. Expand (+) the Elections node on the Main Menu 

Tree. 
 
2. Expand (+) the Election for which you wish to record 

results. 
 
3. Expand (+) the Election Results node. 
 
4. Click on the Results set you wish to update. 
 
 
 
 
 
 
 
 
 
 
 
 
 
5. Choose the Reporting Unit whose results 

you wish to record from the Election 
Results by Reporting Unit drop down 
menu. 

 
 
 
 
 
 
 
 
 
 
6. Enter the number of votes received by each 

candidate directly into the Total field. 
 
7. Repeat steps 5-6 for each of your reporting units. 
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Clear Your Recorded Elections Result Set  
(records all Candidates as receiving 0 votes) 
 
1. Click on the Election Results set you wish to clear. 
 
2. Click the Clear all Election Results Quick Task. 
 
3. When asked is you are sure you want to clear the 

selected Election Results Set, click Yes. 
 
4. Your results will then look like this: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Delete an Elections Result Set 
 
1. Click on the Election Results set you wish to delete. 
 
2. Click on the Update Election result Set Quick Task 

to open the ElectionResultSetForm. 
 
3. Deselect the check box that reads Active Election 

Results Set. 
 
4. Click Save and Close. 
 
 
 
 
 
 
 
 
5. Click on the Delete Election Result Set Quick Task. 
 
6. When asked if you want to delete the selected 

Election Results Set, click Yes. 
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Print your Canvass Report from SVRS 
 
1. Click on the Reports node. 
 
2. Click on Print Reports. 
 
3. Choose a Category of Elections. 
 
4. Choose a report name of WI Canvass 

Reporting Unit Detail – Recount General. 
 
5. Click Next. 
 
 
 
 
 
 
 
 
 
6. Click the Custom button next to the Filter 

Drop Down to open the custom filter form. 
 
7. Create the following filter: 
 

i. And/Or = And 
ii. Field Name = Election Date 
iii. Condition = Equals 
iv. Value = Date of election in MM/DD/YYYY 

format.  Months or days below 10 do not 
require a leading zero (e.g.: 04/04/1900 
should be entered as 4/4/1900) 

 
8. Click Use Filter 
 
9. Check your printer settings, if necessary. 
 
10. Click in the Print Now radio button and click 

Print. 
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Close Out the Election 

 
Once all information is entered in to SVRS for an election, the election needs to be closed out. This 
involves checking the remaining milestones on the Events tab of the election. You are able to uncheck 
milestones if changes are necessary at a later date, but the election can only be viewed for historical 
purposes so long as Milestone 9 remains checked.  

 
1. Expand (+) the Election node on the Main Menu Tree. 
2. Click the name of the election, that is the selected election, in the Menu 

Tree.  
 
 
 
 
 
 
 
 
 
 
 
 
 
3. Double click on the selected 

election from the data grid. 
 
 
 
 
 
 
 
 
 
4. Click the Events tab.   
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5. Check the remaining 
milestones through 
Milestone 9 Election 
Finalized. 

 
 
 
6. Click the Save and Close 

button to save the changes. 
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Add or Update Office Holders 

 
Current Office Holders need to be added to the SVRS before voters will be able to view the 
information on the Voter Public Access (VPA) website. Municipalities enter the Office Holders for 
local offices. Counties add Office Holders for County offices (including Supervisors and School 
Boards). The State enters Office Holders for State and Federal offices. 
 

 
1. To add or update Office Holders, expand (+) the Addressing and 

Districts node on the Main menu tree. 
2. Expand [+] the Office Type node.  
3. Click on the Office Type to update. The offices will appear on the data 

grid. 
 
 
 
 
 
 
 
 

Some office types have one line on 
the data grid, such as a Mayor. Other 
office types have multiple lines, such 
as School Board Member.  
 
4. On the data grid, expand [+] 

the Office.    
a. Click within the white 

space below the Office 
Holder. Click on the three 
dots (ellipse button) to 
reach the Contact search 
panel. Enter the office 
holder’s name in the 
search panel. Double click 
to select the person from 
the data grid.  
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b. Enter the term 
start date and 
the term end 
date directly in 
the grid. 

c. If there is 
more than one 
office holder, 
such as a 
School Board 
office, another entry line will appear in the data grid when you 
select the just entered office holder’s name. 

Click in the Appointed box only if the office holder was appointed, not 
elected. This function allows entry of appointed officials, in addition to those who 
are filing a position mid-term. 
 
5. Click on the Menu tree when complete. 

All School Board positions will appear in the Office Position Description 
column. If the previous data grid was not edited to show the school district name, 
the DPI-assigned school district numbers will appear in the parentheses after 
each board member position. 
 


