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Election Set Up

The Election Set Up chapter 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 election administration across
government units using SVRS. 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 (GAB), 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 set up 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. If you group your poll
books differently based on the type of election, you may have more than one Polling Place Assignment
Plan. For example, you may have one template you use for Spring Elections, and one for Fall Elections.

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. You must incorporate a Rerporting Unit Plan into your election
to be able to generate a results set and use SVRS to report canvassing numbers. .
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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.

SVRS Election Cycle Checklist (Election Set—Up Portion)

Milestones and Activities

Details

[] 1. Create or Inherit an Election

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

=  Assign Polling Place Assignment Plan and Reporting
[ Unit Plan.

[] 2. check Milestone 1: Election Setup

[] 3. cCheck Milestone 2: Election Active

[] 4. Enter Detailed Election Information
[ = Add Contests

|:| = Add Candidates

[ 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. cCheck 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.

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

= Before 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.

o Clerks may not make changes to contests and
candidates while Milestone 3 remains checked.

¢ In 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.

o 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.

e After Milestone 4 is checked, you may begin
generating absentee ballots and poll books.

V9/1/2009 -3-
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Create a Polling Place Assignment Plan

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
(optionally) Election Workers in SVRS. See the Polling Places and Election Workers chapters for more
information.

B \if Elzctions

1. Expand (+) the Elections node. S 5 e

2. Expand (+) the Plans node.

Archived Elections
N 2006 GENERAL ELECTION
A= 2008 PARTISAN PRIMARY
g Election Workers
Q Palling Place Locations

3. Click Polling Place Assignment Plans.

&3 Contacts |
4. Click the Add New Assignment Plan Quick Task to open T e Distics
the Polling Place Assignment Plan — Add form. :::::% Colendr
J o
x
asks
. . ) Add Mew dzsignment Plan
5. Inthe Assignment Plan Description box, type a ~S—

name for the Plan.

j:,!EIPullingPlaceAssignmemPlan - Add -
] Save and Close [ Save and hew x Close

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

Polling Place Assignment Chart

|Aasignment Plan Description:

GENERAL ELECTION

Setup Polling Places Based on this District Type: “ward

If you have:

If you want this type of resulting

- . . Choose this
*
Ward(s) Eg(lzlg:%n(s) Polling Place Assignment Poll Books District Type
In different Each Ward assigned to a distinct e 1 poll book for each ward
Each ward polling place poll!ng place I_ocatlon_ (e.gWardl | e AIphabetlz_ed by voter name Ward
location assigned to Fire Station and Ward | ¢  All voters in the relevant ward
2 assigned to Jefferson School)
2 or more Wards asglgned to the « 1 poll book for each ward
In 1 polling same_physmal I_ocatlon_. (e.g. Ward e Alphabetized by voter name
Each ward lace location 1 assigned to Fire Station, and Al i 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 chapter)

In 1 polling e 1 poll book for each
All wards - - . A
L place location All wards within an aldermanic aldermanic district
within an L . . o~ . .
aldermanic for each district vote in the same polling e  All voters within aldermanic Aldermanic
s aldermanic place location district, regardless of ward,
district S - )
district listed alphabetically
[ J
. . Regardless of the number of L po!l _boo_k for entire
All wards in In 1 polling - municipality S
R - 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.

V9/1/2009
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Add Details to a Polling Place Assignment Plan

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.

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. O ||

~fat Welcome to AESM

: 2 Water
==| Yoter Applications
] A tee Applications

2. Expand (+) the Plans node.

3. Expand (+) the Polling Place Assignment Plans DE'_;:C;F
=3 Pla
node. =B oliing Place Assignmenl_

N £ BLOOMING GROVE
GEMERAL ELECTIO

madizon schoolz

s 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| 5 c[[#8 | Adive disdicton: [ TOWN OF BLOOMING GR.. +| |
a. Click in the first empty box immediately below

. . . ks by that
the Polling Place Location field name. N
District |Po|l|ngF'IaceLocat|on = || Brequire Workers Edl

wéand 1 WENTAHY SCHOOL
b.  Click the drop down arrow and select the a2 PUBLC
Polling Place Location serving the district WS =

% ||

Description |
i i Assion Paling Place Locati
listed on that row of the grid. Ao Polig Plce Locaion
F‘B IEI B RARY
c. 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 AESM_UIComponents

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 print in a single list, all districts must be added to a single

row. To combine voters from different districts on the same poll list, follow the instructions for Consolidating
Districts into one Poll List, starting on page 7 of this chapter.

V9/1/2009 -5- Creating a Polling Place Assignment Plan
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6. Assign Election Workers to a Polling Place. (Optional)

@Only people for whom you have added Election Worker L

Expand (+) the District to which you wish to

assign poll workers.

Click the Election Workers tab.

Click the Recruit icon
on the toolbar to open the
Recruit pane.

i

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.

Repeat this process for all election workers at

each polling place.

Close [x] the Recruit pane.

records will appear in the data grid on the Election
Worker tab of the Recruit pane.See the Election Worker
chapter of this manual for directions on how to add these
records.

7. Assign Supplies to a Polling Place. (optional)

d.

Expand (+) the District to which you wish to
add supplies.

Click the Supplies tab.

Click in the first blank field in the Supply
Description column.

Click the drop down arrow and select a type
of supply.

Type an amount of the supply in the Qty box.

Type a Serial Number or other identifying
information.

Repeat for each supply at each polling place.

in header here to graup by that colurn

| Dishrict
lace
Election Workers |1;u;.phES | misticts |

Name: = || Position
»
= BRADLEY. KATHERINE R

= || Party

A ~ || Poling Placs Location

I |CLARK. MICHELLE L | |

| [ |

Il ]

 Hwad2 Election Office

Wwhard 3 Town Hal

&

3 Resordis) retumed

Election Warker | Losation | Districts |

Last Name:

Wiorked As:

First Mame: MNormal Posit

Paty:
il

Inciude those peaple he

Min Rating  Status

= |

[ e Available to Wtk [ Expressed Interest [ ] 'Worked in Any

Clear Assign

Advanced

[P b et ity ot o B

Name A -||Nomal Posi. || Paty

[ABLEMAN. JANET | |

WLBERTUS, ROBERT

M ALLEM, PAULA

ARMOUR, CYNTHIA Tabulator

BOVLE. STEVEN
| [BRADLEY, KATHERINE

Altemate Electi..
T abulator

CL&RK, MICHELLE Chief Inspector

CROSSEM, PHILLIF Altemate Chief |

DAY, SEAN Election Inspector =

EVANS, KEVIN Election Inspector
Election Inspector

Tabulatar

FOBES. JOAN
| |GESSLER. LORI

|JOHNSTEN, LAURA Special Fegitiat

|KHANZ, CHRIS Tabulztor

Kl |

group by that column

=]

Supply Description

_+ || Palling Place Location

lection Workers  Supplies |Districts I

Qy -

Serial Number

|| Require Waorkers

=]

Ballats
Chairs
Pencils

Frovisional Ballot Enve...
u Signs

Tables

“oter Registration App..
Wating Boaths

J Wating machines

x|

Sle |

T ]

If the supply you wish to add isn’'t available in the Supply Description drop down, you may enter a

guantity in the Qty column and enter the type of supply in the Serial Number field.

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

V9/1/2009
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Consolidating Districts into one Poll List

g 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. Expand (+) the Elections node.
File Edit “iew Toolz ‘Window Help

2' Expand (+) the Plans nOde Jﬁ . “E Menu  Shortcuts | 3 Quick Tagks » J = | _EJ | 21 | = _J ”E i T4 | Active Jurisdiction:
Menu »

. . i

3. Expand (+) the Polling Place Assignment Plans ~fa} Weloome to AESM E ol

E]"'g Water District Faling Place Location
node. 3 oter Applications Ward W Town Hall

Abszentee Applications Ward W2

1 h
E\gcllons P wWard wWD3
Planz

Town Hall

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

consolidate districts. 5279 Blooring Grave Tow
Palliry 1al

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

sure you waNgto delete the Selected Polling Place(s)3

Mo Cancel |

7N 2006 GEMERAL ELEC]
£\ 2005 PARTISAN PRI

6. Click the Delete Polling Place quick task.

e

7. SVRS will ask you to confirm your action, click Yes. ||, = - Skt PH:MAHY_,,;'

8. Repeat Steps 5-7 for all but one of the districts you
wish to consolidate.

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

Election Worker | Location Disticts

Availabia Disiricts Mot Assign Search
1o & Potiing Place 4 4

|| Paling Place Lacation

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.

@You can also assign wards to the plan by:

Ll On the main data grid, click the row where
you would otherwise have dragged the iy
districts you wish to consolidate. o Dhcei e a7 -

Town of Blooming Grove - wiard 3

hiere to group by that column

. On the Districts tab of the Recruit pane, click
the ward.

. Click Assign.
12. Repeat Step 11 until all wards are assigned to a polling place.

] Cons:, meaning “consolidated” will appear in the District box for any row on which you
have assigned multiple districts to a single polling place.

Diztric || Palling Place Location v || Require Workers |

Tovr Hall

13. Close [x] the Recruit pane.

V9/1/2009 -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 to which you add details about how you

report election results for a particular type of election.

1. Expand (+) the Elections node.
2. Expand (+) the Plans node.
3. Click the Reporting Unit Plans node.

4. Click the Add New Reporting Unit Plan Quick Task to
open the ReportingUnits — Add window.

5. Inthe 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.

ERepnrtingUnits - Add -

~{ap Welcome to AESH 1=
- Woter

[z Yoter Applications
<] Abzentes Applications
EI\Q Elections

-3 Plans

Palling Place Assignmen

FReporting Unit Plans
\if Archived Elections
Q Madizon School Referendur

: -\ Madison School Referendur
o Madison School Rieferendur_—|

¢ recall the milkman

w Board of Director Special Ele
N3 2006 SPRING ELECTION
[\ 2006 SPRING PRIMARY

g Election ‘workers

g Palling Flace Locations -
4| | >

( ] AddNew Reporting Unit Plan

J _.j] Save and Close EJ Save and Mew x Close _H j Quick Tasks |<.?=> h-” "H Sek Defaults  Use Defaulks v|

| e

-

Fieporting Unit Plan Description | T OF ELOOMIMG GROVE F.QLLI

Fetup Reporting Unitz Bazed on this Diztict Tepe |Ward

El

6. Inthe Setup Reporting Units Based on this District
Type list, select Ward.

7. Click Save and Close.

V9/1/2009 -8-
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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.
2. Expand (+) the Plans node.
3. Expand (+) the Reporting Unit Plans node.

4. Click on the name of the plan to which you
wish to add details.

5. Click in the first empty box under the column
named Reporting Unit Description and type
in the name of a specific reporting unit.

. The convention for naming a reporting
unit is Municipality name — Ward # (or
Wards # - #).

File Edit Wiew Tools ‘Window Help

Jﬁ - “E Menu  Shorkcuts | j Quick Tasks =

J 7 | = | B | = =] ”ﬁ W | Active Jurisdiction!

Menu »
ot Welcome to AESM -
-8 Voter

-5 Voter Applications

----- <] Absentee Applications
2N} Elections

EB& Planz

(1 Poling Place &ssignment Plans
=73y Reporting Unit Plans

] 1 OF BLOOMING GROVE FALL
\&f Archived Elections

Q Madizon 5chool Referendumn &

Feparting Unit Description ﬂ

»

Reporting Unit Descrption

Town of Blooming Grove - ward 1

Town of Blooming Grove - Wards 2 - Eﬂ

= 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.

7. Inthe Recruit pane, click the Districts tab.

8. To associate your wards with the correct
reporting unit;

= Click on a district in the Recruit pane
data grid and drag it into the box with
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.

Districts

Avaifabia Disticts Mot
Assignedio a Reparing Unit Assign

Taown of Bl

jon [ TOWN OF BLODMING GR.. = | || @ [ |

ader here to gioup by that column

ing Grove - Ward 2

Town of Blooming Grove - wWard 3

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

= On the main data grid, click the row to which you want to add districts.

L] On the Districts tab of the Recruit panel, click the ward.

. Click Assign.

@ Any changes made to the details of a reporting unit plan are saved automatically.

V9/1/2009
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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.

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.
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.

Inherit an Election

----- o ‘welcome to AESHM
Woter

=| Yoter Applications
\__I* Abzentes Applications

Click the Elections node.

T

Cluic =
q L
% Setup Election >

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

Select the Select an election to work with
option button.

(O Create a new election

(&) Select an election to work with

In the Select an election to work with box, =
click the name of the election you wish to

inherit. 2006 GENERAL ELECTION
2006 PARTISAN PRIMARY

2006 SPRING ELECTION

Click Next. 2006 SPRING PRIMARY

In the Select an optional Polling Place = 4
Assignment Plan box, click the name of the

assignment plan you will use for the type of Poling Place Assignment Plan

election you are inheriting. (Counties will not Select an optional Paling Flace Assignment Plan

assign a Polling Place Assignment Plan.) I —

Reporting Unit Plan
In the Select an optional Reporting Unit Select an aptional Reporting Unit Flan
Plan box, click the name of the plan you will =

use for the type of election you are
inheriting. (Counties will not assign a
Reporting Unit Plan.)

Click Next.

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.

V9/1/2009 -10 - Inherit an Election
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Create an Election

1. Click the Elections node on the Main Menu.

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

3. Click the Create a new election radio button. SRR i) PI=1 E

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

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

(& Create a new election
i i . © Select an election to work with
5. Enter the following information:
= Date: Date of election.
.. . Election Setup Wizard O] =
= Description: Name the election. X )
.. . Election Basics
Please Start the DeSC“pnon Wlth the Enter a description, date, and other basic information,
year and describe the election type.
= Election Mode: Leave as Advanced. Election For. [ T0WN OF BLOO.. v | Date: | 10/3/2008 |
D ezcription:
- T|me Of PO” Open: 7:00 AM |2DDB.BLDDMING GHD-VE SPEEIALELECTIIDN
Election Mode: Time Pallz Open: Time Palls Cloze: Last [iate for Abzent. lasue:

) Ad d - 07:00:00 Ak 5 02:00:00 Pt 5 |10£332DEIB -
= Time of Poll Close: 8:00 PM [pdvarced ]| 4 | 4 | E

“Waoter E lgibility
. Registrati Effecti Yater &
L] Last Date for.Absent- Issue: One day cﬁggﬁfﬂ HeZiCstlraetion Date: Eﬁgﬁn[ilitE%ate: Woter Minimum Age:
after the election date. waze  v| [1oaewe <] [wwae - [
. . Advanced Election Detai
= Registration Close Date: Set to 20 \:m;” FEC e
. un ar; -
days before the election date. L | E
[] Property Qwner Election ] &l Mail-Ballat 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.

@ The Registration Close Date and Effective Registration Date must be set to 20 days before election day when
you print poll lists, or you will not have any names appear on your supplemental poll list. After you print poll
lists, 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. To change these dates:

1. Click the Elections node.

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

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

4. Inthe Election Setup Wizard, click Next.

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

7. Click Next.

8. Click Finish.

V9/1/2009 -11- Create an Election
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6. Click the Next button to proceed to the Election Detail input screen.

7. Inthe Election Type box, select the type of election you Election Type: et ot Ll
wish to create — usually Special Election or Special Special Election I 1
Primary. ]

Recall Election
. General Election County
8. Inthe nghest Government Level bOX, select the General Election - Presider .. Fed§r§| ]
highest level with a contest on the ballot for that election. September Pattisan Primary Hunicipaliy
September Partisan Primar.. —{ | State
Special Election
= Contests for school district offices and referenda are at | Spevial Primar =
>
the County level. E A -
Palling Place Assignment Plan

9. Select the PO”Ing Place ASSIgnment Plan and Select an optional Polling Flace Assignment Plan. ﬂ
Reporting Unit Plan if setting up at municipal [
level. Do not select if setting up at county level. BENERAL

GEMERAL ELECTION POLLING LOCATIONS
i PRIMARY POLLING LOCATIOMS
10. Click Next. — |SchoolBoad
Help | Cancel
= Y

11. On the Participating
Jurisdictions screen:

* You may leave the
Automatically
determine... option
button selected if there Election Setup Wizard _ (O] =]
are any contests for i
elected office at that
election.

Participating Jurizdictions
Select the junsdictions that can participate in this election.

= Use the These selected
Jurisdictions button to
select a jurisdiction. For
example, if you have a
special election for a O These selected Junsdictions
muniCipaI referendum, {0 These selected Districts
you would select this
button, and then the
correct municipality.

(¥} Automahically determine Districts/Alunsdictions based on what contests are on
the ballats

O3 Al Districksdurisdictions in the state

= Use the These selected Districts button to select a district. For example, if you have a
special school district referendum, you would select this button, and then the correct
school district.

12. Click Next.

V9/1/2009 -12 - Create an Election
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13. Type a name in the Short Nickname for _ o x]

EleCtlon bOX. Finish Election
14. Click Next.
) L. ‘ou're almost finished with this election. Please enter a handy short nickname for
15 C“Ck F| n|sh ) referledrﬁ:ing thiz election in the future, You may alzo enter any optional comments wou
would like.
. A . . Short Mickname: far Election
= By flnlShlng the Election Setup wizard, 2006 FALL ELECTION]
you will be making this election available Elostion Commants
to work with, and will have automatically B
checked Milestone #1. a

@You can edit Election Set Up information by:
= Highlighting the election in the Main Menu tree.
= Clicking the Change Election Setup quick task.

V9/1/2009 -13 - Create an 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.

o} ‘welcome to AESM

a Woter

‘ater Applications

Election Description
2006 GENERAL ELECTION

e to group by that column

5
941242008

Election Status

General Election

= || Date Cl. ~ |

1 obsertes Applcstions 2008 PARTISAN PRIMARY S eptember Partisan P.. |Closed
- § 2006 SPRING ELECTION 4/4/2006  |Spring Election Closed
@ Election Warkers 014/05/2005 ELECTION 4/5/2005  |Special Election Closed 12/31/2005
H ﬂ Paliing Place Locations o -
= 02/15/2005 ELECTION 2/15/2006__|Specisl Election Closed 12/31/2005

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

EElectiDn - Update - 2006 FALL GENERAL ELECTION A

J W Sawe and Mew x Close Y|J 2] Guick Tasks | — &._,(" v|J Sek Defaults  Use Defaulks v|

Jo]

ElecWﬂcts I D ocuments I

Milestones

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

Completed | Election Milestone

re ba group by that colurn

Deszcrption

Completed..

Completed..

Election Setup

Ballot Setup Finalized

B azic Election Setup complete; Election iz scheduled
Elex ek gun
All Contests are setup; Ballot Style can be generated

4192006

State

Ballot Styles Finalized

Specifies that ballat styles have been created

Poll Books Printed

Foll book printing iz completed for the election

Election Results Finalized

All Election results entered and completed far the electi.

Payments Complete

All Payments entered and completed for the election.

Election D ay Clozed

Election D ay haz pazzed but all histary nat yet recarded.

OO0 0| 0| O Ol &

Election Finalized

All election tasks are completed: election iz clozed

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

Completed column.

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

V9/1/2009
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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 (VPA) website.

GAB creates contests for:
State and federal offices.
Statewide referenda.

Counties create Contests for:

Municipalities create Contests for:
Municipal offices.
Municipal referenda.

Jurisdictions may share responsibility for:

occur in multiple municipalities.

County, school district, and technical college offices.
County, school district, and technical college referenda.

Sanitary District, Lake Management District, and Multi-Jurisdictional Judge district contests that

Add a Contest for Elected Office

1. Expand (+) the Election node.

2. Expand (+) the Election to which you wish to add contests.

3. Click the Contests node.

¥

If you inherited this election, you may see contests already
entered by other (state or county) jurisdictions in the data grid. <

= Elections

B

4

% Election Setup
(=-N3 2006 GEMERAL ELECTION - KH
~ N At A Glance

-3y Poliing Places
%5 Early Voting Sites
- Poll Book

3 Payments

& Petitions

8] Record Votes
7 Supplies
=] Ballots
-] Absentee Ballots
/=] Early votes
Pravisional Ballots
ik

Contsst Description:

»

@ Office Level

—

el

Office Fosition

ader here ta group by that column

Contest Descrip.

late Filings
sts|

ick Tasks

¥=  Add Contest

4. Click the Add Contest Quick Task.

J ﬁ Save and Close [

Cuntest - Add -

Save and New x Close

J 3] CQuick Tasks |<3=:> e/_ '|J Set

-

Defaults  Use Defaults

General I Candidatesl Districtsl Documentsl

[] Fortsgainst Referendum

Ouner:

| CITY OF ALGOMA - 31201

5. Inthe Office Position box, click
the selection for the office type to
be elected. Cantest
Election:

Office: Pogition:

@The selections in the Office Positions
box are determined by the Office
Types you have created. If you are not
seeing a selection for a particular
office, see the Districts & Offices
chapter for instructions on creating a
new Office Type.

Diescription:

Office Cont. Mo:

[1 Federal Office

Contest Options —]

| 2003 July 5 pecial

E

[This Contest not baged on an Office Pogition)

CITY ALDERPERSONS [&L1)
CITY ALDERPERSONS [AL2)
CITY ALDERPERSONS [4L3)
CITY ALDERPERSONS (L4)
CITY MAYOR [MN201)

(=

"1 RBunning Mate Slowed

[Tswfrite-lng Allowed

V9/1/2009
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@

6. The Description box will default to the
selection you made in the Office Position
box.

. If this contest is for an office with
numbered seats that are elected at-

large, enter the seat number in the
Description box.

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

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

Description:

Office Positior: | COUNTY CLERK [CO13] -
Descriptior: | COUNTY CLERK (CO13)

Office Posiior: | BOWRD MEMBER (MADISON) =]
Descriptior: | BOARD MEMBER (MADISON] - TYPE SEAT NUMBER HERE]

Office Positor: | BOARD OF DIRECTORS (8) -

| BO&RD OF DIRECTORS - TYPE PRIMARY PARTY HERE|

= Remember your Contest Description will appear in the sample ballot available on the Voter
Public Access website. You may choose to add something like “Vote for one,” or “Vote for not

more than three,” as appropriate.

7. Leave the Official Contest No box blank.

Office Cont, Ma:

Ballot Pozition:

I CR——

8. Inthe Ballot Position box, enter a number
corresponding to that contest’s place on the
ballot.

Ballot position numbers should increase from lowest to highest for: state level offices, county level offices,
municipal offices, school district offices, special district offices, statewide referenda, countywide referenda,
municipal referenda, school district referenda, and special district referenda. The GAB has assigned a range of
ballot position numbers for each of those contest types. When you assign the ballot position for your contest, you

will pick a number from that range. (See below)

Office Contests Numbering Scheme for Ballot
Positions in SVRS:

Referenda Numbering Scheme for Ballot Positions
in SVRS:

State: 1000 - 4999 State: 9100 - 9199
County: 5000 - 5999 County: 9200 - 9299
Municipality: 6000 - 6999 Municipality: 9300 - 9399
School District: 7000 - 7999 School District: 9400 - 9499
Special District: 8000 - 8999 Special District: 9500 - 9599
9. Inthe Party box, select Non-Partisan.
Farly: Non-Patizan j Mo 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 X is.
11. Click Save and Close.
V9/1/2009 -16 - Contests
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Add a Contest for a Referendum

1. Expand (+) the Election node.

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 checkbox.

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

referendum.
7. Leave the Party box set to Non-Partisan.
8. Leave the Official Contest No box blank.

9. Inthe Ballot Position box, enter a number
corresponding to that referendum’s place on
the ballot.

@In statewide elections, the GAB will assign a
range of Ballot Position numbers for referenda.
Please see the note on Ballot Positions on the
previous page.

10. In the Referendum Text box, type the
complete text of the referendum.

-4 Elections
-8 Election Setup
=~ 2006 GEMERAL ELECTION - KH
-3 At 4 Glance
~<1y Poling Places
7y Early Voting Sites

Foll Book

>

& Petitions
~|B] Record Votes
- Supplies
allots
bsentes Ballots

Z3 Payments |

Contsst Description:

@ Office Level

—

Jurisdiction Level

Office Fosition

der here bo group by that column

Contest Descrip.

: E=  Add Contest

™ Contest - Add -

J [ SaveandCloss | SaveandMew JK Close YH 2 Quick Tasks | <= B2

_H Set Diefauits  Lise Dol _| |e

—Ioi=|

Genersl | Candidstes | Disticts | Docy
¥l Forfigainet Referencum Qe [DNE EOUNTY - 13
Cortest

Elsction 2008 SPRING ELECTION =

Office Posifior: | (This Cantestnot based on an Dffice Posiian] = duisdictionLevet | 7|
Bz | Shoud this muricipali do something by mjorty vote?

Dffis Cort. Mer BalotPosiion: |5

Cortest Opfions

Party Non-Pattisan = | Mo of Seats: ’7

] Federsl Dffice

L] Running Mate Allawed L] wiite-Ins Allawed

Refersndum Text | Should this municipality da something by majority voted

= Rember your Referendum Description and full text will appear in the sample ballot available on

the Voter Public Access website.

= SVRS does not have spell check, so it is a good idea to enter the Referendum Text in a word

document, and cut and paste it into SVRS.

11. If you are adding a referendum that is not
Jurisdiction-wide (for a school district,
technical college district, lake

management district, or sanitary district):
= Click the Districts tab.

= Select the These Selected Districts
option button.

= Expand (+) the district type that is
having the referendum.

= Select the district which will vote on the
referendum.

12.Click Save and Close.

General | Candidates  Districts | Documents

This contest is available to voters in any of the districts specified below:
D Automatically selected based or the Contest's Dfice Position

Olurisdiction-wide. Al districts in [Jurisdiction Owner Description]

@ These Selscted Districts

< =1 Yrifed Scho Disict
Bameveld School District

M ) g.cleville Schaol Distict

] Cambridge Schaol Distict

Columbus Schoal District

] Deerfild S chool Distict

] DeForest & chool Distict

I Edgertan 5 chool Distict

[ Evansvile School Distict

D] Lo School Distict

] Matison School Distict

] Marshal Schaol Distict

] McFarand Schaol Distict

D Middleton-Cross Plains Sch. Dist.

] Manana Greve School Distct

] bownt Hore S chool Distict

D Mew Glarus School District

] Dregon Schoo! Distict

[ Pecatonica Schaol Distict

[ Pownetts School Distict

] River Vialley S chaol Distict

] 5auk Fraiie School Distict

M1 Stouahton School District

V9/1/2009
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Search for and Update a Contest

o

updates.

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

1. Expand (+) the Election node. 1@ [T o stoncas | 3 aukTabe= [ 7 | 3 [[8 ay | Actve bssoion [020 COUNTY 13 . e
2. Expand (+) the election the contest you St kst ticnn [ — -
wish to change. *?;“nil“
i] :::'c":m: Racerds Raturad: 1 CortOn [ Semch | ot
3. Click the Contests node. n- g p—
*:':?,:”:j;:, JusodichonLevel | Olfics Postion | Contest Descr. | Dl Condeit. | Dkt Poskion | Pasy NoGfSests | Frelhgsndtiin
T Coruialain Flrg: AEETD NUSTICE OF TH_ HUSTICE OF TH 1 MonPatnan 1
4. Contests which have been entered are EEm
. . . w5 Dlection Flasuts
displayed in the data grid. S T
5. Double-click on a record in the grid to open
a Contest record.
Contest - Update - JUSTICE OF TH =10l x|
6 Make ChangeS to the record JH Save andClose [ SaveandMew JK Close . J =1 Quick Tasks |4=> B2 '|J Set Defauls  Use Defauls J 9
) ’ Gieneral |Cand\dales| Distlictsl Documents'
7. Click Save and Close. [ For/tgainst Referendum Duner: [ STATE OF WISCONSIN - wi
Contest
Electior |2DDSSPHING ELECTION ﬂ
Remember that once yOU haVe Office Positiar: |JUSTICE OF THE SUFREME COURT - 2008 - 2018 j Jurisdiction Level: | State j
checked Milestone #3, you will Desciiption | USTICE QF THE SUPREME COURT
be Unable to Change CO ntests Oifice Cont, Mo: Eallot Position: 1
and Candidates for that election.
You must uncheck Milestone #3, | Ferestfeiens
make any changes, and recheck | P Nor Patisan 5 fediseds |
the milestone. If you are a e Tiies
County level user. and yOU need ] Riunning Mate &llowed [ wirite-ns Bllowed
to change a contest or candidate,
every municipality in your county
must uncheck Milestone #3
before you can uncheck it at the
county level.
V9/1/2009 -18- Contests
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Candidate Filings

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 chapter for more information.

@

Add a Candidate Filing
1.

2.

You can only use the Contact Search window to find
a contact record that is “viewable” to your Active
Jurisdiction. If the search results do not include the
candidate’s Contact record, close [x] the Contact
Search window. You will need to create a new
Contact record, or open the Contact record in its
owning municipality and change the record to be
viewable at the county or state level. See the
Contacts chapter of this manual for more information
on creating or editing Contact records.

10. In the Contest box, click on the contest in which
the candidate is running.

Expand (+) the Elections node.

Expand (+) the election to which you wish to add a

candidate filing.

Click the Candidate Filings node.

Click the New Candidate Filing Quick Task to open
the CandidateFiling — Add window.

Click the Address Book Icon [l to the right of
the Candidate box to open the Contact Search

window.

In the Last name box of the Contact Search
window, type the candidate’s last name.

In the First Name box of the Contact Search
window, type the candidate’s first name.

Click Search.

If the search results include the candidate’s
Contact record, double-click on that row in the

data grid.

x
=184 Elections =
-

Plans
Suchived Elections
=-%3 2008 SPRING ELECTION
o< AtAGlance
-ty Palling Places
~¢@# Poll Book
L3 Payments
< GF Petitions
~-B] Record Votes
“J Supplies |

5 Ballots
=) Absentee Ballats

5l Election Results
w3y Repoting Units &

blew Candidate Filpg

Candidate: |

]

ﬂg Contact Seaich

Last Name: First Mamne: Middle Name: Suffix

‘ Hansen ‘ Barbara | | j
Date of Birth: Soc Sec Mum: PFarty:

! ! | El
Houss No Strest Name:

\ \ -
City: State: ZIP Code:

| H | B S

[] Count Only

Search Options
[ NonPerson
[ Include Retired Contact Records

=lol x|

Hal

GRE 0000

CITY OF GREE.. |HANSEN, BARBARA 1215 TENTH &WE

GREEN BAY, wl 543040000

TOWN OF MILT.. [HANSENM, BARBARA A

waaT LOWER EAGLE VALLEY RD

FOUNTAIN CITY, ‘W 546297717

CITY OF O'WEM.. HANSEN, BAREARS ANN WE355 COUMTY ROAD X

WITHEE, Wl 544388679

TOwM OF LODI.. HAMNSEN, BARBARA ANN 10352 EAGLE DR

LODI, ‘w1 53555

VILLAGE OF DE.. |HAMSEN, BAREARA & B16 W MOHAWK TRL

DE FOREST. Wl 53532

CITY OF SUN P.. [HANSEN, BARBARA K A2 HARVEST LN SUM PRAIRIE, /1 53590

TOWM OF ‘wWhAS.. |HANSEM, BARBARA J. 1292 EASTSIDE RD WwASHINGTON ISL, 'wl 54246

CITY OF FOND.. |HANSEN, BARBARA A 33w BANK ST FOND DU LAC, W1 543352328
BROWNTOWMN, w1 53522

TOWN OF CADI.. HAMNSEN, BAREARA J w8425 FILZ RD
]

|

8 CandidateFiling - Add

J F_E_QE Save and Cloze

[ Save and Hew x Cloge 'H 3 Guick Tasks |

Candidate Filing |Dther I Activityl Documentsl

Candidate D etail

Candidate: | HAMSEN, BARBARSA JEAN
Election: |2EIDB SPRIMG ELECTION
Contest: |

Party: NonPartisan | Dfficial Cand Mo:
E allot Position: 1} WSER ID#

1L

V9/1/2009
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11.

12.

13.

14.

15.

16.

17.

18.

19.

You will only change the Party if you are setting
up a candidate for the September or November
Election. Please check the Contact record for the
candidate to make sure the Party is listed
correctly there.

The Official Cand. | Candidatefiting - _ . =10| |
NO is Used rarely J ﬁ Save and Close | Save and Mew x Close Y|J 3 Quick Tasks |4=:> &_{ Y|J Set Defaults  Use Defaults Y| J o
Usua”y 0n|y for Candidate Filing | Other | Acti\rityl Documentsl
stateyvide Candidate Detal ClWhite In?  Owner. [CiTv OF WEST BEND - 7291
candidates. Candidate: | HANSEN, BARBARA A [ MemeenBalet [HaNSEN, BARBARAA
In the Ballot Electian: | 2009 SPRING ELECTION x| Running Mate: | T |
Position box, type a | Contest |ALDERPERSON (L2 | Feebetsk
number Party: Man-Partizan j Official Cand MNo: | Grant Amount

. e Girant 5 +| Grant§ =
corresponding to the Ballat Posior: |0 WSEB ID# Grant Status =] E;‘;::ge‘%‘:fe =l
candidate’s position Filing Detail Petition Details
on the ballot for that Status-Reason: | ﬂ Naom. Papers |New Petition ﬂ
gce)?et?;tianzz o Filed Or: 721208 | Date Status 72172008 =] Mom Paper [joi supmied | Pet. Status Cha -]

y Fee or Petition: PETIT Filing Receipt Mo: J0095PREL-1 Motices

random draw.
Election Results: ’ﬁDate ‘withdrawn: ’ﬁ
In the Status-
Reason list box, i) bt
click the appropriate
value for this
candidate.

group by that column

0K = || Description ﬂ| Deadiine ﬂ| Completed ﬂ| Reqg? L” Changed By ﬂ| Changed On ﬂ|

= If the candidate is an approved candidate,
choose the status of Approved-Approved.

The Filed On and Date Status Changed fields do not have to reflect the true filing periods
for the candidate. You can leave the defaulted dates. The Filing Receipt No., Election
Results, and Date Withdrawn will not be used.

Make sure the Name on Balllot reflects the name the candidate would like to appear on the
ballot.

If you set up the Office Type to require a petition, the Nom. Papers and Nom. Paper Status
fields will be editable. If the candidate gathered enough signatures, you will select Approved
in the Nom. Paper Status field.

Check the Filing Checklist field to make sure that any criteria have been completed.

Click Save and Close.

V9/1/2009 -20 - Candidate Filings
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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. W =lofx
3 Ouick Tska = _ 114 2 [[4% ' | Ackve dssdcton: [STATE OF 'WISCONSM - = B
. Lant Mame: Firsi Name: Fasy Filng Stahus
2. Expand (+) the current election. firem I— =
2008 SPTUNG ELECTION -
. - ey B Othee Levet O (e Poaten
3. Click the Candidate Filings node. 5 -
Hecords Betaned 1 Conard Oréy Seach Oon
4. On the search pane, enter search criteria L
and click Search.
5. Inthe data grid, double-click on the row for ETES
the candidate record you wish to Update. | [ saveandriose [ saveandlew 3K Close vH B Quick Tasks | <= sl VH SetDefsults  Use Defauits v| |e .
Candidate Fing | ther | Activity | Documents |
. oy Candidate Detail []write In? Owrer. STATE OF WISCONSIN w1
6. Make changes to the CandidateFiling e [FoSEN v AN i [ MeweonSelol [aansen aanaans AN
record. Election | 2008 sPRING ELECTION | Aol | ;‘
Cantest |JUST\EEDFTHESUPREMEEDUF\T j Fee Details
H Pary, NonPattisan | Official Cand No: Grant Amourt
7. Click the Save and Close button. oo [0 weor [ s [ Sgmoms [ ]
Filng Detail Petition Detalls
Remember that once you have checked Milestone StaiusResson: | ppraved - Approved v Nom Papers  [HaNSEN, BARBARA JEAN - JUSTICE OF THE SUPR ~ |
H Filed Ot 11/8/2007  =| DateStatus 1182007 > | MNom.Paper  [yoicubmied v |Pet StausCha 11780007~
#3, you will be unable to change Contests and o Chargsd S
s ; e [pEry FnofsesmNe  [pecy Mot
Candidates for that election. You must uncheck Coto s [———] Do | ———]
Milestone #3, make any changes, and recheck the

milestone. If you are a county level user, and you
need to change a contest or candidate, every
municipality in your county must uncheck Milestone
#3 before you can uncheck it at the county level.

V9/1/2009 -21-
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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 change contests or candidates within 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.

Welcome to AESH e ko group by that column

Witer Election Description || Date Cl. ~ ||

; 2006 GENERAL ELECTION
Absentee Applications 200 PARTISAN PRIMARY S eptember Partisan P.. Closed
N 2006 SPRING ELECTION 4/4/2006  |Spiing Election Closed
- @ ElectiontWorkers 04/05/2005 ELECTION 4/5/2005  |Special Election Closed 12/31/2005
h j Falling Place Locations - o
T 02/15/2005 ELECTION 2/15/2005__|Special Election Closed 12/31/2005

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

4. In the row reading Ballot Setup Finalized in the Election Milestone Column, select the checkbox in the
Completed column.

Eledorn Events ﬁctsl Documenlsl

Milestones

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

re bo group by that column

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

] Election Setup Bazic Election Setup complete; Election iz scheduled 9/413/2007 hanzeb
[l Election Active Election Cycle has begun 91352007 harnseb

3 vl ietup Finalized All Co setup; Ball cah be generated
O Ballat Styles Finalized Specifies that ballot styles have been created
O Pall Books Printed Pall book printing iz completed for the election
O Election Results Finalized &l Election results entered and completed for the electi..
O Payments Complete All Payments entered and completed for the election.
| Election Day Closed Election Diay has passed but all history not pet recorded.
O Election Finalized All election tagks are completed; election is closed

5. Click Save and Close.
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Generate Ballot Styles

f

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.

without first checking Milestone #3.

Municipalities cannot generate ballot styles

1. Expand (+) the Elections node.
2. Expand (+) the current election.
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.

If Milestones #1, #2, and #3 are checked,
the Status will be Ready. Click Generate
Now.

If the Status is not Ready” read the

File Edt Wiew Toadls Window Help

148 | |[E v shorues | 5 @
x

Plans -

trchived Elections

=N 2006 GEMERAL ELECTION

X At A Glance

-2y Paling Places

- Pl Book

-3 Payments

& Petitions

- 8] Record Votes

J Supplies
£-5] Balals
= T

2006 SPRIMG PRIMARY

Status:  FReady

ovisional Ballots
sndidate Flings

Critical Meszages

File Bt View

Critical Messages and take the
appropriate steps. Usually this will mean
making sure Milestone #3 is checked and
Milestone #4 is not checked.

7. Within a few moments, line(s) of
ballot style descriptions will appear in
the data grid. Each line on the grid
represents a unique combination of
contests and referenda.

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

=  You have the correct number of
ballot styles.

= Each ballot style has the correct
contests and candidates listed.
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‘You have made a change to the grid. Would you like to save your changes?
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@SVRS assigns a description (NP-1, NP-2, NP-3, etc.) to each ballot style. You can change this description by
typing directly in the data grid. You cannot use a description that has been used before by yourself or any other
user in the state. GAB suggests using a descriptive term followed by the HINDI number and election date, e.g.
“BLUE-0200 -110706" or “SPVSR1-02002-040709.” Put important information (like the color or ballot information)
first, because the information at the end may be cut off on the poll list. 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.
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Election Set Up

Check Milestone #4 - Ballot Styles Finalized

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

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.

Click the Elections node.

In the data grid, double-click the row of the election for which you wish to check Milestone #4.
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In the Election — Update window, click the Events tab.

In the row reading Ballot Styles Finalized in the Election Milestone Column, select the check box in the

Completed column.

PN

Milestones

EIectioWistricts I Documents |

Election Milestones: are pivatal events during an Election Cycle. Mark off each Milestone az the event iz completed.

Election Milestone

e to group by that column

Completed Description Completed.. | Completed..

[w] Election Setup Basic Election Setup complete; Election iz scheduled 941372007 hanzeb
[w] Election Active Election Cycle haz begun 9/13/2007 hanzeb
[w] Ballat Setup Finalized All Contests are setup; Ballob Stle can be generated 1148/2007 peder

3 [w] e been created
[l Pall Books Printed Pall book printing iz completed for the election
[l Election Results Finglized |4 Election results entered and completed for the elech..
[l Papmentz Complate All Payments entered and complated for the election,
[l Election Day Clozed Election Day has pazzed but all history not yet recorded.
[l Election Finalized All election tasks are completed; election is clozed

5. Click Save and Close.
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