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Setting Up an Election Worker

Ij In SVRS, a person must have a Contact Record before you will be able to set them up as an Election
Worker. All registered voters have Contact Records, but the voter record should not be used to create an
Election Worker Record. A new Contact Record should be created for these individuals. See the
Contacts chapter of this manual for information on creating contact records.

g The Election Worker record can be used to track not only work history by election, but also training. The
GAB uses Election Worker records to keep track of municipal clerk training and Special Registration
Deputies.

Add an Election Worker Record.

MERL

ot Welcome to AESM

@ Before you add an Election Worker, you should make g Vo
sure the worker has a contact record on file that is not e et
a voter contact record. If you are given lists of 4
potential poll workers from local political parties, you
must also make sure that the contact record has the || 4 Contacts
y . T T T S U TR L3 Payment
worker’s partisan affiliation. See the Contacts chapter e £ Addtessing an Disticts
of this manual for further information. % Training
----- | Calendar
----- 3 Petitions f
#-£2] Reports ks
. . . =1 Labels and Mail .
1. In the Main Menu, click on the Election Workers node. 0 Sy & Adswaer
51T Adminizhration S ———
2. Click the Add Worker Quick Task.
i X i i Contact [dentification ,‘h
3. Enter election worker information into the 0
ElectionWorker form. Namme: || k
a. Attach a Contact Record. [l Contact Search _|ol x|
Last Name: First Mame: Middle Name: Suffix: Search Options
. [smiTH [viRGN \ [ | I NonPerson
e Click the Address Book Icon next to the Ee— —— - [ Include Relred Conlact Records
Name field. | | \ L
House Mo: Street Mame:
| =
e Search for the worker's Contact record. Ciy State 2P Cote
| = = = Ol |

(] Count Orly

Clear

e Double-click on the correct name in the
grid to select, which fills in the Contact
Identification section of the form.

& to group by that column

|| Address

'State/Z|P Code
500 GRAND &VE APT 314 4

| 544036431

¢ This will bring the contact information into
the Election Worker record. If you have
selected the wrong contact. Click the
Address Book Icon again and select the
correct one.
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Enter the Normal Position, for reference only. The election worker can be assigned a different position

Many fields, like the Needs Transportation checkbox, Miles to Work, Overall Rating, Shift Assign? and

Comments, are optional. Remember that any Comments you enter may become public information.

b.
within an election.

c. Enter the Normal Ward.

d.

e. Enterthe Status. For new workers, enter
Available.

f.  Choose which elections the worker will be
available: All Future Elections or specific
Types of Elections such as Partisan
Primary.

g. The Sp. Reg. Dep. #, Expire Date, and
State Appt? fields are for Special
Registration Deputies only.

h. Information on the Usage History and

Training tabs will be entered later. You will
not use the Payment History or Documents
tabs.

4. Click the Save and Close button.

@ You can now assign your election worker to
an Election or a Polling Place Assignment

Plan. To be available for an election, the worker

must have a Status of Available and the
election must be included under the type of
elections you selected.

If entering a group of election workers, you can

ol S Oome o] Sreandien 0w || ) GukTass | ok b Set Delmity Une Dofindy
Dievwal |Fw-l6m! Urnage bliskory | Erasrarsy | Eocamenn |
Contuct lerifcsion Saghn v kit = Dot
[ SMITH.JETF & | For Eiecion
Dis of Biesh AP0 % | CocSecMum BSSEEEEIS (Tl Futus Eimcars
Py Phora [ e O Tioes o Diectorn
kb e A e iy LEVPRARE
S5 Flag Dl 8 Epem Dt
ol Sshe Agpi S gy
Vokm Flog Hum | DOOCTA4ET o Sl Actrva
Lipiaty Contec! SVipke s | Pommenis
Tlechion. e [latsh =
finml Poshon palf], 1 L
Almniahe Cheef Inspachor
My b | ) et Ebaectoon Inspesciod ]
tl:}ld-r'l.":lﬁ.'lu
Wk MY (el lppesciion - AM Shall
Last Eie| el Ervepechor - PM Shalt I
Elechion bupector
Lo Proaf
4 By i
Lt Pl E'ipt.m_r-,p-eu:h:r A || Eoared i WINN% | CreatedBy
Elsciion brppactor - P St I =
Ao E st biepaschet - Shudsnd || e T
E&mfwmm.'gmﬂeg:lldmﬁm,
Elecion bnspechon 'S pecal Viotng Depuly
| Specid Fegetshon Deputy
—====| Special Regairaion Deputy [ED
| Special Yoling Deputy
Tatudabor
create

default values for the group. Enter the values into the fields
that will not change, such as Status of Available, then
click the Set Defaults button on the toolbar. Click on the
Use Default button. When you open a new Election

Worker record, the default data will be filled in.

Before you enter training information for an
record. Otherwise, the training information will

Election Worker record, you must Save and Close the
not be saved.
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Using Election Workers

R

Election Workers are assigned to work an election by being assigned to a Polling Place Assignment Plan
(PPAP) or being directly assigned in the Polling Places sub-node of an Election.

1. Find the Election in the Main Menu tree.
a. Expand (+) the Elections node.
b. Expand (+) the specific election.

2. Click on the Polling Places sub-node. The
District - Polling Place Location grid appears.

E\&:‘ Elections
735 Plane

A4 Archived Elections

Elﬁ 2003 5PRIMNG ELECTION
----- % At Glance

----- Puolling Places

Poll Bock.

----- 23 Payments

-3 Pefitians

----- B Recard Vates

----- P Supplies
Z] Ballats

- 5 Absentee Ballots
Prowizional Ballats

Candidate Filings

3. Click on the Recruit & icon on the

I

toolbar. The Recruit panel will appear on

the right. The names of all the Election
Workers will appear in the Recruit panel
on the Election Worker tab. You can
search for one or more workers by entering
a Name, Polling Place, Normal Position |l
(Worked As), Party or Status.

El

3

Name

ERADLEY, KATHERINE R

ion Wworkers |Supplies |Dis icts |

_~|| Position = || Party

CLARK, MICHELLE L

*

A

| Ewad2

Election Office

@Names in red are Unavailable due to

‘wiard 3

Town Hall

their status or because they have been s
recruited for the election already.

4. Assign Election Workers.

a. Select the Polling Place and expand by
clicking on the (+) to view the Election
Workers. This appears in a nested grid
underneath the District and Polling
Place Location information.

b. Click on a Name in the Recruit panel to
select.

c. Click the Assign button. The Election
Worker selected should appear on the 2l

Polling Place grid.

[ 3 Record(s] returned

it

Election Worker |Lﬂcatlnn| Dlslnctsl

Last Mame: First Mame:; Momal Positi
Worked &s: Party: MinRating:  Status:
| | .| |
Inchude those people wha
[] Are Available toWork ] ExpressedInterest [ 'Worked in Ay
Advanced... Search Clear | Assigh |
-
i header here to group by that column —
Name &« | Momal Posi. ~ || Party

ABLEMAN, JANET

WALBERTUS, ROBERT

-

ALLEN, PALILA

Alternate Chiaf 1.

ARMOUR, CYNTHIA Tabulator
BOYLE. STEVEN Altemate Electio..
BRADLEY. KATHERINE Tabulatar
CL&RE, MICHELLE Chief Irnspector
CROSSEN, PHILLIP Alemate Chief |
DAY, SEAM Election Inspector
EWAMS, KEVIM Election Inspectar
FOBES, JOAN Election Inzpector
GESSLER. LORI Tabulatar
JOHMSTON, LAURA Special Registrat...
FRANZ. CHRIS Tabulator

d. Repeat steps a through c above for each Election Worker and Polling Place.

@See the Polling Place Assignment Plans (PPAP) section in the Election Setup chapter for details on how to recruit Election

Workers into a plan.

V9/1/2009

Using Election Workers



| statewide
E.

W r registration
Y mym e ey

Election Worker

Updating Election Worker Usage History

Indicating an Election Worker actually worked for a particular election is done after Election Day, but

before the last Election Milestone, Milestone #9— Election Closed is set.

An Election Worker’s record contains a Usage History tab with two panes: Used in Previous Elections
and Recruited for an Upcoming Election. When an Election Worker is recruited for a specific election or a
PPAP, the election will automatically appear in the Usage History tab, in the Recruited for Upcoming

Election pane.

When an election is completed, the Polling Place information can be updated to indicate which Election
Workers actually worked that election. The information then moves to Used in Previous Elections tab.

1. Open the Polling Place sub-node within the election.
a. Expand (+) Elections node in the Main Menu tree.
b. Expand (+) the specific election.

c. Click on the Polling Places sub-node.

d. Expand (+) the Polling Place where the Election Worker

is assigned, to display the Election Workers.

2. Mark the et TEl=
WOI’keI”S File Edt Wiew Tools ‘Window Help
record. | b _|[[Be tmenu shertcus | ﬁxQuickTasks == @ | 3 |[@n | Active durisdiction: | TOWN OF BLODMING GR. | _H ol || .
=\ 2006 SPECIAL JUNE ELECT~ s e Gl
a. Checkthe B .. || Pals 0
WO r ked ? - § Earl ot\ng Sites 0 N e 07 Ab
b . th' &P Poll Book
ox In the 3 Payment:
: 3 Pattine.
da’ta grld - 8] RecordVotes 5
fOf a.” () Suppies — Elaclion i
- 2] Ballots
E|eCtIO n % Absentee Ballots ;: I '
- =] Early Wotes T —
WOTkerS E F’ru\fisiunalEalluls & ‘
WhO = Candidate Filings
-~ 38 Contests
worked that -] Absentee
. [(#-y Election Results
6|eCtI0n. % Reparting Ulnlls _'LI
3. The election Quick Tasks
information in [§ Mark Poling Placss
the EI eCtI on ﬁ Delete Paliing Place
Workers
Usage History
tab will move
from the

Recruited for
an Upcoming
Election pane to
the Used in
Previous
Election pane.
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Setting up Special Registration Deputies using the Election Worker node
g Special Registration Deputies (SRDs) are tracked in SVRS using the Election Worker node. To be

recorded as a SRD in SVRS, that person must have a contact record.

g A municipal clerk can deputize any properly trained, qualified elector as a Special Registration Deputy for
his or her municipality. The Government Accountability Board can train and deputize SRDs for the entire
state. Each SRD is assigned a unique ID number by the level of government who appointed him or her.
This number — whether state or locally-issued — must be written on any voter registration applications
they accept and is then entered into SVRS along with the voter application information.

Providers and Self-Providers are responsible for tracking the SRDs whom they or their Reliers have
appointed in SVRS; while the GAB will enter the tracking information for SRDs appointed at the state
level. See the Elections Division website, http://elections.state.wi.us/, for more information.

Assigning a Special Registration Deputy Number
1. Open Election Worker record (or create a new one if it does not exist).
a. Click on the Election Workers node in the Main Menu tree.

b. Click on Search to bring up the list of Election Workers, or use the
Search pane to find a specific name.

c. Double-click on a worker’s record to open the ElectionWorker-Update
form.

2. Enter the Special Registration Deputy Number and the Expire Date. If

you are a state user, you will enter Yes in the State Appt? field.

3. Click Save and Close.

File Edit Vew Tools Window Help

- fat Welsome to AESH
[]---2 Woter

[#-Z5] Woter Applications
-] Absentes Applications
ezl \& Election

S+ J Electior

Palling Place Locations
47 Contacts
-2 Papment

]’D} Addressing and Districts
% Training

| Calendar

&3 Petitions

H Reports

£ = Label: and Mailings
o3 Scheduler

[ Administration

e

[

MADISON, W1 5374

ol Satn App?
Wobst Reghum | DO00G40013 Woksi Stahus: Ackn

Upchate Comitact / Vioter Info

:! Flection®orker - fdd - 3 ;lglil
ol sevwand Ciose [ sweondbew K lose || J QuckTasks | 40 i || SetDsfouks UseDefouks S
Gereral | Payamert Hastory | Usage Histeay | Tisaning | Documenss |
Cortact Mertiication St Avelshle = || D BRHOVE =100,
Nama: ALLEN. TIMOTHY D (D ForEroction
Disie of Bithe MANNSA0 | SocSec Mum | HEQ-GH-BHEH @ A0 Fubure Elections
Party Phoos (o © Types of Elaciions el
o 4123 BRUNS AVE [——

Sp Reg Dep # | VA0S0 Ewpire Date

120 /2008

Elechion Workar Distady
Moimal Posbars | Cheef Inape .+ | Blosmal Wowd Townof BL =

Special Registration deputies are appointed for two year terms ending on December 31 of even numbered
years. They can renew their SRD status by requesting another term and attending a training class. See the next

page for details on how to track training and certification information.

V9/1/2009 -6-
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Record Election Worker Certification / Training Information

g Training and certification requirements for Municipal Clerks, Election Inspectors, and Special Registration

Deputies can be tracked in SVRS using the Election Worker node.

g The GAB tracks training requirements for Municipal Clerks and Special Registration Deputies appointed
at the state level. Local clerks may choose to use SVRS to track the hours and type of training for Chief

Inspectors and other poll workers.

Record Election Worker Certification / Training Information

1. Open Election Worker record (or create a new one if it does not exist).
Before you enter training information for an Election Worker
record, you must Save and Close the record. Otherwise, the training
information will not be saved. If you are working with a new Election
Worker record, Save and Close and then reopen the record.

a. Click on Election Workers node.

b. Click on Search to bring up the list of Election Workers, or use the
search panel to find a specific name.

c. Double-click on a worker’s record to open the ElectionWorker-Update
form.

2. Click the Training tab.

File Edit Wiew Tools Window Help
|% Menu  Shorkcuts | j foll

Menu »

ot Welcome to AESM

[]---g Woter

[#-ZE] Voter Applications

-] Absentes Applications

[]---\Q Elections
i B 5

g Palling Place Locations

@7 Cortacts

-2 Papment

EE Addressing and Districts

Training
.| Calendar

- Petitions

]-- Reports

¥ = Labels and Maiings
3

)

Lk

ey
[

[ Scheduler
@ Administration

-

Save and Close Save and New’x-ﬂh('” j Quick Tasks |<:=(> % v“ Sek Defaults  Use Defaulks v| J o

[ontact |dentification Status:

neral I Payment Histor_l,J' Usage Hist<y| Training' D’cuments'
| Duner CITY OF MONON

lamne: |AFEFEAS, KAREM &, Far Electian
iate of Birth: 01/0141300 =+ | Soc Sec Mum: BEH-HE-40EE O All Future Elections

arky: Phone: (O Types of Elections |

5312 WINNEQUAH RD 13258-001-1 | Other

[

doress: MOMOMA, Wi B37162516

O0000°7 700 L

Sp. Reg Dep # Expire Date
[ State Appt? Shift Assigni?:

3. Enter the training information.

a. Select the proper training class from the Training Session drop down list.

b. Check that the person Attended.
c. Enter the Date Attended.

d. Enter Pass if the person completed the class.

V9/1/2009 -7-
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e. Use the Scroll Bar at the bottom of the grid to move to the right and enter more data.

f.  Enter the Expiration Date of their training (for example, the end of their term as a SRD or Chief

Inspector.

g. Enter the Total Hours earned for that class.

h. Enter Comments. You may enter a class number or a SRD Number in the Comments field.

Genelall F'a_l,JmentHistol_l,lI lUzage History ~ Training |Documents|

=1 here to group by that column

=a

Training Session = || Attended v || Date Attended = || Pass-Fail ]
e
kd Description | [l

Annexation Training
Chief Inspector Training
Clerk-Provided Training
County Clerk Training

Election Inspector Training
GAE Training

Generall Fayment Hi

l_l,lI |lsage History  Training |Documents|

tunicipal Clerk. Training

fr here to group by that column
Muricipal Clerk Training - Core

4. Click Save and Close.

Information on Election Workers and Trainings

@ The GAB tracks Municipal Clerk Training and Special Registration Deputies through the Election

Worker node.

If you would like information on whether you have met your Municipal Clerk Training requirements,
GAB staff can obtain it for you. For assistance, contact the Training Coordinator, your SVRS

Specialist or the GAB Help Desk

Registration Training ks~ || Date Paid v || Expitation Date || Tatal Hours || Comments =]
SWRS Training *
WEBETS Interface Training
WizgLine Training
B A
4 i
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