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Managing the Absentee Voting Process

Five Principal Steps to Managing an Absentee Voter’'s Record

1) Adding the absentee application (GAB-121).

2) Issuing an absentee ballot (generating or printing a label) and updating the ballot sent date if necessary.
3) Recording a ballot as returned (or not returned)

4) Use the poll book to record a vote cast by an absentee voter.

5) Post Election cleanup: Cancelling unreturned ballots; Adjusting Permanent Absentee Applications.

Step 1 and Adjusting Permanent Absentee Applications are covered in the Absentee Applications chapter. Steps
2 and 3 and Cancelling Unreturned Ballots are covered in this chapter, under Absentee Ballots. Step 4 is covered
under Recording Votes in the Post Election Activities chapter.

The following is a simple chart depicting at what time during an election cycle you may do any of the above:

Before Election Cycle During Election Late Election Cycle Post-
Election Begins- Before Cycle- After (after first batch of Election
Absentee Process | Cycle Begins | Ballot Styles are | Ballot Styles are | absentees has been (after
Steps in the (before election | Generated Generated* sent, up through Election | election
Election Cycle is inherited or (up through (Milestone #4 up Day) until
set-up) Milestone #3) through sending first closed)
batch of ballots)

Add Absgntee v v v
Applications

v v
(issue ballots as a (issuing ballots in
group/batch) batches & individually)

Issue Ballots and
Generate Labels

Record Returned v
Ballots (Mailings)

Record Vote

Post Election
Cleanup

*Important Note: You cannot issue absentee ballots or print labels before you have checked Milestone#4 for an
election. Checking Milestone#4 signifies all contests and candidates have been added to SVRS and that you
have generated ballot styles. Please verify this information before checking Milestone #4. See chart above. For
more information on where the absentee process falls within an election, see Appendix B for the SVRS Election
Events Checklist.
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Issuing Absentee Ballots

g While you may add absentee applications at any time, you may not begin issuing absentee ballots until all
contests and candidates have been entered, Ballot Styles have been generated, and Milestone #4 has
been checked. See the Election Setup chapter for more information on these steps.

When absentee voters are issued a ballot in SVRS, it updates the Ballot Sent Date on the WI Absentee
Application Ballot Log and creates an “Absentee” watermark next to the elector’'s name on the poll book.
Issuing a ballot also creates an Absentee Ballot Mailing Label. You will print these labels and affix them to
the absentee envelopes. If they are returned through the mail or in your office, you will record them as
returned, which will update your WI Absentee Application Ballot Log with the return date.

Absentee mailing labels can be generated either as a batch or individually. SVRS will print two labels for

Q{ each absentee ballot. One label is for the envelope mailed to the voter and the other is for the returned
certificate envelope. Whether you should print labels individually or as a batch depends on when you print
and how you intend to use the label.

By the time you are able to send out absentee ballots, you may have a sizeable number of absentee
applications for that election. You will want to issue ballot labels in one or more large batches. Once you
have mailed out the first large batch(es), you will begin to receive absentee applications from people
coming to vote absentee in your office, and occasional requests by mail. You may choose to generate
these later ballot labels in daily batches, or individually on a small label printer.

Issue Absentee Ballots and Generate Absentee Labels as a Batch

Before you issue ballot labels, you make sure all of your absentee applications are entered, and you should go
through the Absentee Applications Data Quality Items checklist and fix any problems you find. See that section in
the Absentee Applications chapter.
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Suggested Filters for Batching Absentee Labels

Before you issue each of the batches described below, you may find it helpful to use the Absentee search screen
within the election. For example, you can search for Approved Military Applications and check the Count Only
check box before clicking Search. If there are 52 Approved Military Applications, and you generate a batch of
Military labels, you should receive 52 labels. SVRS will tell you how many ballot labels were generated, and if
any failed to generate, when it creates the ballot labels. If you want to issue your ballots in one big batch, get a
count of all Approved Applications, and do not use a filter. Compare the number of ballot labels issued to the

count of all Approved Applications.

General |

Lazt Mame: Firzt Marne: Middle Marne: Suffi: Water Reg Mum:

| | | | H |
Date of Birth: /*pﬁmpe: Application Status? pplication D ate:

| % ﬂ |Apprnvej) ﬂ
Wating Method: W bR e
| H | ]
Search | Clear

Count -

If you have saved the Filters below, you don't have to recreate them for each election. Instead, you can select
them from the Filter drop down list. See the Reports chapter for directions on saving a filter.

4. Filter your Batch of Absentee Labels:

a. For Military Absentees:

i. Click the Custom button next to the et b Bgpranizd seriizes
Sg\t/\(/er: Ifig'[r.Approved Absentees drop |[Select Filer] j - |

ii. Copy the filter displayed. This filter will
generate labels for all of your Military
absentees as a group.

EBrinerform b

J _Ei] Use Filter _EJ Save _J Save s x Delete J clear M Close '|

Filter Marne; | j
AbsentesdpplicationsView |
And/Or Field Mame Candition Walue
And AppTypelode Equalz ilitarp(MIL)

« I - X

iii. Click Use Filter.

iv. Continue with Steps 5-10.

V9/1/2009 -4 - Suggested Filters
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b. For Overseas Absentees (you will only do this
for Federal Elections):

i. Click the Custom button next to the

Filter for Approved Absentees drop

down list.

Filter for &pproved Abzentees

|[Select Filter] ﬂ Eustnm|

ii. Copy the filter displayed. This filter will generate labels for all of your Overseas
absentees as a group. Remember that these voters will receive a special ballot
listing only Federal Offices.

Brierromn _[o[x]

J _111 Use Filter |w Save = Save &s x Delete | | Clear B Close v|

Filter Marne: | j
AbzentesdpplicationsYiew |
And/Or Field Hame Condition Walue
And AppTypeCode Equals Owerzeas(0WRS)

- X

iii. Click Use Filter.

iv. Continue with Steps 5-10.

Election Day. SVRS is unable to produce labels for these ballots, because Milestone #4 will not be checked at

@ Remember that Military and Overseas Absentee voters must be sent a write-in only ballot 90 days before

that time. You will need to use some other system to record that Military and Overseas write-in only ballots are

sent and received.

c. For Nursing Home Absentees:

i. Click the Custom button next to the
Filter for Approved Absentees

drop down list.

Filter for Approved Absentees

| [Select Filker] ﬂ Cuizham

ii. Copy the filter displayed. This filter will generate labels for all of your Nursing
Home absentees as a group, regardless of whether they have Permanent or
Regular absentee applications. Please note that for this filter to work, all of
these applications must have Nursing Home entered in the Vote Location field.

ﬂg FilterForm

J _&:1 Use Filker Save |=f Soveds x Delete ] Clear B Close _‘

o sl 4

-

Filter M arne: | j
AbsentesdpplicationzView |
AndAn Field 1 anne Candition W alue
And " otel ocationCode Equalz MNursing Home[MURS)

- X

iii. Click Use Filter.

iv. Continue with Steps 5-10.

V9/1/2009
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d. For Permanent Absentees:

i. Click the Custom button next to the
Filter for Approved Absentees

drop down list.

Filter far Approved Abzentees

[Select Filker] ﬂ Cuigtarm

ii. Copy the filter displayed. This filter will generate labels for all of your Permanent

absentees as a group. If you have already issued your Nursing Home

absentees, make sure the Cancel Outstanding Ballots checkbox is

unchecked. Any applications that have already had a ballot issued will be

ignored, meaning only your non-Nursing Home Permanent absentees will be
included in this batch.

FilterForm

J _E'_'1 UseFilter | Save =] Saveas x Delete ] clear M Close v‘

=10l x|

I

Filter Mame: | j
AbzentesdpplicationsView |
And/Or Field Mame Caondition Walue
And AppTypeCode Equalz Permanent[FERR)

- X

iii. Click Use Filter

iv. Continue with Steps 5-10.

If you want to issue your Nursing Home absentee ballot labels after your other Permanent absentees, you can
add a second line to the filter above: And; VoteLocationCode; DoesNotEqual; Nursing Home (NURS). This
will prevent applications with a Vote Location of Nursing Home from being issued a ballot label. If there are any
Nursing Home absentees with Regular applications, you should also add this line to the filter below. ..

e. For Regular absentees:

i. Click the Custom button next to the
Filter for Approved Absentees

drop down list.

Filter far Approved Absentees

| [Select Filker) j Cuztom

ii. Copy the filter displayed. This filter will generate labels for all of your Regular
absentees as a group. included in this batch.

FilterForm

J _ii] Use Fiter s Save = Save s x Delete | | Clear B8 Close v‘

g ]

Filker M ame: | j
AbzentesdpplicationsView |
And/Or Field Mame Condition Walue
And AppTypeCode Equals ReqularfREG)

I X

iii. Click Use Filter.

iv. Continue with Steps 5-10.

V9/1/2009
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Sorting, Setting Printer Settings, and Generating Batches

5. Sort your Batch of Absentee Labels:

a. Click the Custom button next to the Sort By

drop down list.

Sort By

[ Mo Son]

j Cuztom

b. Copy the Sort displayed. This will put your labels in order by Ward, then the
alphabetically by voters’ names. If you have multiple ballot styles, this will help you group
together absentee voters with the same Ballot Style.

O

I _'b_'] Use Sork |_',_.i Save

[elete . Close _‘

=o)X

Sort Name| - |
FieldName = || Oider dl
W ard A5C
Mamelast ASC
M amneFirst ASC
] e T} 4

c. Click Use Sort.

6. Inthe Mailing to Send drop down list, select WI Absentee Ballot Label
2x5. This will print 2 labels for a voter in each row, and there will be 5 voters

per sheet.

7. Uncheck the Cancel Outstanding Ballots checkbox. As long as this is
unchecked, SVRS will not issue ballots to an application that has already
had a ballot issued. This prevents you from issuing duplicate ballots
because of an incorrect filter. You should almost always uncheck this

box.

If the Cancel Outstanding Ballots checkbox is checked, SVRS will cancel any
previously issued ballot that is caught in your current filter and generate new
ballot records, Mailing IDs and labels for these voters. In rare cases, you may
wish to do this because your mailing was not generated properly and you need
to cancel those ballots as a group and issue new ballots to those voters.
However, you should use caution when doing this. Calling your SVRS
Specialist or the GAB Help Desk before you do this is a good idea. .

8. Click the Printer Settings button. The Print dialog box will appear.

9. Verify that the printer selected is correct and click Save

Settings.

You may also choose to Export your batch of labels. See the
Poll Books chapter or the Reports chapter for directions on
exporting a file. Make sure if you export your ballot labels to a
file, the Render Format is PDF. This ensures your barcodes

will be readable, so you can scan ballots in as returned. (

2009 GEMERAL ELECTION
(1143/2009 )

Filter for &pproved Absentees

[Custom Filter) ﬂ Custom
Sort By

[Custom Sort] ﬂ Cusztom
Absentee Options

Mailing Ta Send
|W| Absentee Voter Label 25 ﬂ

For¥Yoters With E xisting B allol{s]-

S
< [ Camcel Dutstanding Ballat(z) >
—

Cancellation Reason

Print Dpti
Frinter Settings ,
Process

Printer
' Default Printer

© Spedific Printer |5FED

" ExportToFile  Staus:

Type:

Wwhere:
Comment:
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Other Opions
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10. Click Process. This will issue absentee
ballots and generate absentee mailing labels
for your voters with approved applications.

Process Approved Applications

4

Process Completed - Processed 18 applications in tokal, Created 17 ballots, Failed to create ballots for 1

. . . applications.
This may take several minutes, depending
on the number of absentee applications you
are processing. When done, SVRS will
display a message confirming how many
ballots were generated and how many failed
to generate, if any.
11. Repeat Steps 1-10 for any additional
batches of labels.
To find the applications that
failed to create ballots, search General |
within the election under the Last Mame: First M ame: Middle Mame: Suffix: Yoter Reg Mum:
Absentee node. Narrow your | | | | = |
search to match the batch of Drate of Birth: Application Type: Application Status: Application 0 ate:
ballots you just issued. You will | | Permanent =l | = | -
see a number of application Voting Methad: Voting Location:
records appear in the search | =] R
grid. Every application that
was issued a ballot will have a Fiecords Fetumed; 563 [ Count Only Search | Clear |

white box with black plus

symbol in front of it. A grayed
out plus symbol indicates a

MName

group by that column

ballot has not been issued for ETAEHTERBER G FRED

-

that application. If you find an

2pp Type
Permanent

Date on App | Soc Sec Mum
: 03

2/27/2009

Appraved

application with a gray plus,
double-click to open the

application and check the
Voter Status Reason and

Mormal

ACHTERBERG. JAMICE Fermanent Approved
4L BINGER, DIAMNE 004953107 Permanent Approved 2/24/2009
(] = mDTA, CHRISTORFHE .. |D04B963147 Permanent A pproved 2/24/2009
N Ballat Type Ballat Status Ballot Status Re.. te Ballot Sent

t R eturned

Address. Occasionally a voter

will not receive a ballot label

because they have been

cancelled, inactivated, or

moved. The voter should not

receive a ballot, and the

application should be

SLLEM, GLEM P 0046963153 Permanent Approved 272742009
ALLEM, MARLEME ) 0045953153 Parmanent Cancelled 7/19/2006
ALLEM, MARLEME J 0046969159 Perrmanent Approved 2/27/2009
ALYAREZ, MARLEMNE 0046963180 Permanent Cancelled 7/19/2008
ALYARES, MARLEME 0046363180 Permanent Approved 2/27/2009
APPLEGARTH, PAULA.. |00465559276 Permanent Cancelled 7/19/2006
AvlLA, ROSEL 0046969367 Perrmnanent Cancell=d 7413/2006
AL, ROSEL 0048363367 Fermanent Approved 272742009

cancelled.

Although you have generated absentee ballots, they have not been printed. To print your ballot labels,

you must follow the directions below.

You can search for newly generated ballots in the Absentee Ballots search screen. For more information, see

the Managing Absentee Ballots section below.

V9/1/2009
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Retrieving and Printing Absentee Ballot Labels Generated as a Batch
After issuing absentee ballots and generating mailing labels, the next step is to retrieve and print the

absentee labels from the batch in which they were created.

%

1. Expand (+) the Labels and Mailings node on the Main Menu tree.

2. Click Queued Batch Mailings.

3. Inthe Date Created fields, enter the date on which the ballots were created under From. If you have
generated other mailings on the same date, you may also search using the Mailing Type of WI Absentee

Ballot Labels 2X5.

4. Click Search.

File Edit Yiew Tools Window Help

Jﬁ‘ - H% Menu  Shortcuts | 3 Quick Tasks ~ _

|54 2 = |[aa sy | acive dwisdiction: [CITY OF wEsT BENDM.J—H*:,.HN_L

Fram: To

ﬁ:‘ Include batches with only 1 mailing.

x | Mailing Type:
ﬁ 2007 SPRING PRIMARY & | j

e\ 2006 GENERAL ELECTION
[N 2008 PARTISAN PRIMARY Created By:
& Election workers | ﬂ
i‘ Palling Place Lacations
-3 Contacts
- Payment

Date Created: |8”3/’2009 j |

Records Returned: 1

] Count Only

-

Search | Clear |

E3] EE Addreszing and Districts

{5 Calendar

¢ Petitions
-£3] Reports

“| Labels and Mailings

aup by that column

Created On
009

tailing Type
'y e Yot

g Printed Batch Mailings
(=] Retum Mailings —

-3 Scheduler -
4 »

Mezsage 1

Meszage 2

If you have only generated a single label in a particular batch, you will have to click in the box “Include batches

with only 1 mailing” before clicking on the Search button.

-2 Papment

5. Find the mailing in the data grid and click on 19751 Addressing and Disticts
it once to highlight. Ensure that it has the ] Calrca
correct number of Items (this is the number Reports

Labelz and Mailings
of sets of labels). 5 Gueued Maiings

Rl ucued Batch Mailings

6. Click the Print Mailing(s) Quick Task.

E.gj Frinted B atch Mailings
7 Return Mailings -

Mailing Type = |

[ 3| Absentes Yot

7. When asked whether the mailing has printed
successfully, click Yes. By clicking Yes, the

ﬂuickT
barcode is activated for that label. If you &
click No, you will not be able to record that &

Copy Batch Mailing(s)
Delete Maling(s)
absentee ballot as returned.

= It B ahch T
( =4 Print Mailing(s)
N

0 |9/6/2006

8. Repeat Steps 3-7 for additional batches. s
Printing the ballot labels makes them disappear from the
Queued Batch Mailings node and moves them to the Printed
Batch Mailings node. If you want to reprint this batch of labels,
you will have to expand the Labels and Mailings node and click
on the Printed Batch Mailings node. Find the batch you want
to reprint and choose the Quick Task Reprint Mailing(s).
Reprinting updates the Ballot Sent Date.

Did the mailin

rink successhully?

graup by that colys

V9/1/2009
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Issue Absentee Ballots in Daily Batches

o

You must have contests and candidates entered, Ballot Styles generated, and Milestone #4 checked to

begin issuing absentee ballot labels. After you generate your first big batch(es) of labels and have mailed
them to voters, you will need to generate labels on an ongoing basis, either in daily batches, or individually
using a label printer. This section covers daily batches, and the next section covers issuing and printing

individual ballot labels.

If you do not have an individual label printer or do not wish to
use one, you can continue to use your sheet labels to print
batches of absentee ballot labels on a daily or twice daily basis.
To do this, simply put the entry date in the Date on App field
in the absentee application. Choose a Vote Location of Clerks
Office, Via Mail, Via Email, or Via Fax. If you wish to run one
batch of labels for the morning, and another for the afternoon,
enter AM or PM in the Batch Name field. When you process
the application, leave the Create an Application Only
checkbox checked, and leave the Send Mailings checkbox
unchecked. When all of your applications have been entered,

follow the directions below.

In order for the daily batching process to work,
the Clerks Office (or walk-up) absentees must
have the voter’s name and address clearly
handwritten on the return envelope. You can
affix absentee ballot labels to these envelopes
later if you wish. You may also leave the labels
off of your Clerks Office absentees entirely,
but you will still print absentee labels on paper
in order to record those ballots as returned.

1. Within the election, select the Absentee
node.

2. Select the Quick Task Send Ballots to
Voters with Approved Applications.

3. The Absentees For Approved Apps pane
replaces the Main Menu tree.

App Tupe:
Wote Method:

Yiote Location:

1D Check Date:

Application Details

Identity Check ——

Reqular j Date an &pp:

Abzentes

3/15/2008 |
E

j Batch Mame:

]

At Palls

Hospital

ia Mail

x|

Clerks Office e
Courthouse

MHurzing Home

N[« |

File Edit Yiew Tools ‘Window Help

@

Elﬁ Spring Special - test
----- Mk s Glance

§ Falling Places

Early “Voting Sites
----- = Payments

Paoll Book
----- (? Petitianz
----- ﬂ Record Yotes
----- ] Suppliez
[]---EI Ballots
: E] Absentee Ballots
- ;1 Early Votes
----- 5 Provizional Ballots
----- 2 Candidate Filings
----- = Contests

Ahzentes

[/ Election Results
----- Reporting Units -
| ©

- J B= Menu Shortcuts | 3 Is
x

[

¥ Add New Absentes Application

Record Returned Mailings

B

1

4 Send Ballats To Waters ‘with Apprn)

2003 GEMERAL ELECTION
[114342009)

Filter for Approved Absentees

[Select Filker] ﬂ Custom
Sort By

[Select Sort] ﬂ Cuiztam
Absentee Options

tailing To Send
|\A-"I Absentes Voter Labels 245 ﬂ

For Voters With E xizting B allolfs]-

[] Cancel Outstanding Ballat]z) :

Cancellation Reason

Print Options

Printer S ettings |

Frocess

V9/1/2009
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4. Filter your Batch of Absentee Labels:
Filter for Approved Abzentess

a. For Clerks Office (walk up) absentees: |[SelectFi|ter] j Custom |

i. Click Custom next to the Filter for Approved Absentees drop down list.

ii. Copy the filter displayed. Replace the Value of the Application Date with the
correct date in mm/dd/yyyy format. This filter will generate labels for all of the
Clerks Office absentees entered on a single day. Optionally, if you entered AM
or PM in the Batch Name on the application, add a third line of And;
BatchName; Equals; AM (or PM).

=10l x|

J :‘j Ise Filker Save |m=f Savefs x Delete ] Clear B Close _‘

Filker M arne: | j

Abzentesdpplications'iew I

And/0r Figld Mamne Caondition Walue
And A pplicationD ate Equals 8/18/2003
And “otel ocationCode Equals Clerks Office[CLRFK.OFF)

i - X

iii. ~Click Use Filter. Filter far Approved Absentees

b. For Via Mail, Via Email, and Via Fax absentees: “SElEDt Filter] = Iﬂl

i. Click Custom next to the Filter for Approved Absentees drop down list.

ii. Copy the filter displayed. Replace the Value of the Application Date with the
correct date in mm/dd/yyyy format. This filter will generate labels for all
applications entered on a single day that are not Clerks Office absentees.
Optionally, if you entered AM or PM in the Batch Name on the application, add a
third line of And; BatchName; Equals; AM (or PM).

- |I:I| X|
J :ij Use Filker Save ,._] Save fis x Delete j Clear B Close Y‘
Filker Mame: | j
Abzenteedpplicationstiew |
And/Or Field Mame Condition Walue
And ApplicationCate Equals a/18/2009

WoteLocationCode

Doesh otEqual

Cletks OfficelCLRKD.. /ot [ )] 9

iii. Click Use Filter.

This filter will not generate Clerks Office absentees. This filter may print Nursing Home labels entered that day,
but those can be identified by the facility name in first line of the address. Via Email and Via Fax requests can be
identified by the email address or fax number printed in the the Absentee Address portion of the label. All other

labels are Via Mail, and need to be mailed to the voters.

V9/1/2009 -11 - Issue Daily Batches
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5. Follow the directions above for Sorting, Setting Printer Settings, and Generating Batches. Remember

to always uncheck the Cancel Outstanding Ballots checkbox so you do not accidentally re-issue

ballots for applications that already have a ballot.

For ¥ oterz With E zisting B alloHs]-

( [] Chncel Outstanding Ballot(z)

Cancellation Reazon

| E

6. Follow the directions above for Retrieving and Printing Absentee Ballot Labels. When you print your

batches, you can choose to print your Clerks Office batch on labels and affix them to the proper
envelopes. You may also choose to print the Clerks Office batch on plain paper to make it easier to
record ballots as returned. You will print the other (mostly Via Mail) batch on mailing labels.

After you have printed your daily batches, you can use the search screen in the Absentee node to verify that all
of your applications have been issued ballots. Enter an Application Status of Approved and an Application
Date in mm/dd/yyyy format, then Search. Make sure that each application has a black and white plus sign,
meaning a ballot has been generated. A gray plus sign means no ballot was generated for that application, and

you should investigate further.

General I
Lazt Mame: Firzt Mame: tiddle Name: Suaffin: Woter Reg Mum;
[ ate of Birth: Application Type: Application Status: Application D ate:
| | | |approved =] |3s24/2008 -
Yoting Method: Wating Location:

Records Returned: 10 [ Count Only Search ‘ Clear

qroup by that column

Hame Yoter Beg Mum App Type % Wote Location W[ App Status App Statuz Rea..

» [+
BUCHEIMDER, MELIM .. |0046570740 Regular Approved ' alid Application
FELT, ELIZABETH J 0046572654 Reqular Approved W alid A pplication
FELT. JAMES & 0046572655 Regular Approved W alid Application
FRINGS, CAROL 0046573046 Regular Approved W alid Application
FRIMNGS, PalL 0046573047 Regular Approved W alid Application
MURR&AY, JOHM 5 Q007EONEY3 Regular Approved W alid Application
ZERFAS, DONALD L 0046585258 Regular Approved W alid Application
ZERFAS. RUTH I04E385253 Feqular Approved ' alid Application
LEFEBLRE, PalLL L 1705003650 Permanent *fia bd il Approved W alid A pplication

V9/1/2009
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Issue and Print Individual Absentee Ballots

If you have an individual label printer, you can issue a ballot label at the same time you process a voter’s
absentee application. This is most useful when processing voters who vote absentee within your office, but may
also be useful for Overseas, Fax, or Email requests that you want to handle on an individual basis. You may

issue an individual ballot label from the main Absentee Applications node, the Absentee node within an

election, or in the Voter node using the Process Voter as an Absentee Quick Task.

From the Absentee Applications or Absentee nodes

1.

5.

Begin by following Steps 1-13 in the Adding an Absentee Application

section of the Absentee Applications chapter (pages 4-9). You may
use either the Absentee Applications node or the Absentee node
within an election.

Click Quick Tasks, then Process Absentee Application. You will
see the Process Absentee pane.

Uncheck the Create an Application Only checkbox.

Select the Application Status — Reason of Approved — Valid
Application.

Check the Send Mailing box.

Make sure that if the Create an Application Only checkbox is
unchecked, the Send Mailing checkbox is checked. If both are
unchecked, you will generate an absentee ballot, but have no mailing to
print out. This means that you will have to cancel and reissue the ballot

Settings for Printer; DY'MO Labeh/friter 330 Turbo-USE [from
W KnRF. 72l naTKIT alin zrssinn 11

label.

6. Select WI Absentee Voter Label to print just two labels to a DYMO
Label printer.

7. Click the Printer Settings button. The Print dialog box will open.

8. Click the Specific Printer radio button and choose your DYMO
printer from the drop down.

9. Click Properties.

10. Set the Printer Settings to match the screen to the right.

Paper Size should be 30256 Shipping; Print Quality 300 X

< Frinter Seftings

Printer Settings

Absentee 0 phons

e an Application Only

Application Status - Reason

| Approved - Valid Application ﬂ

Mailing
end Ballot Document

| Wl Absentee Voter Label j

Mailing Message
[Select Message] ﬂ Custom |

L-PTTAt U ptions —

—1

& Frint Now
O Queue for Printing Later

Process and Frint

| Process Absentes [ Quick Tasks

. . . Paper Size P -
300; and Orientation should be Landscape. |20258 Stipging =
Copies I 1
Print [ - ;
— Print ualiy [[PrinterResoltion =300 v=300] =]
© Default Printer ~ Coler r
% Specific Printer IDYMU Labeha/riker 330 Turbo-ISE \ V! Froperties >
" Export Ta Fils Shatus: 7 Duplex Isimp|ex LI
Type:
Where: Collate =
Comment:
Page Source IAutD LI
ke pars Orientation
[] Track Report History  Report Was Run For: B]|
Save Settings Cancel e | Caie | /
&%
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11. Click OK and Save Settings. Once this information is saved, it will be the default setting anytime you
choose to print WI Absentee Voter Labels.

Before you use your DYMO printer, you also have to make sure to set the Printer Settings outside of
SVRS. See the Check Printer Settings section in the Getting Started chapter and follow the directions
there. If you have further questions about DYMO setup, contact the GAB help desk.

Print Options

12. Click the Print Now radio button. Printer 5 ettings

13. Click Process and Print. The label may take 20 to 30 seconds to < @ Fiint Now_D)
print on your DYMO. O Queue for Printing Later

14. You will receive a prompt asking if the mailing printed successfully.
Click Yes. ( Process and Piint | )

To print one absentee label, instead of the set of two, from your DYMO LabelWriter, choose WI Absentee Voter
Labels 2X5 as the mailing type, but choose the DYMO LabelWriter as the printer. Remember, if you later issue a
batch of absentee ballots that you want to print on sheet labels, you will have to change the Printer Settings for
the WI Absentee Voter Labels 2X5 back to a regular printer.

From the Voter Node

You can create an absentee application and issue and print ballot labels directly from the Voter node.
However, the Voter node does not allow you to enter the Vote Location (Clerks Office or Via Mail) or a
Batch Name. For this reason, you will only want to use the Voter node to process individual absentee
requests that are printed immediately to a DYMO printer. This will most often be used for walk-up
absentees in the clerk’s office.

] Record Votes

“J Supplies =

Ballots 325

S absentes Balots <[ [T]13258 PEDERSON. JAMES P
,IJ 13258 FEDERSON, JUDY K

13268 FEDERSON. JOSHUA J

1. Highlight the Voter node in the Main Menu tree.

<

Quick T.

2. Search for a specific voter.

shs
asks

3. Highlight the voter's record in the data grid. d New Yoter

Add Praperty Dwher

4. Click the Process as an Absentee Quick Task. Add Fedaral Voter

Bo b b5 b9

Delete Vater

The Process Voter as Absentee pane appears:

Process As An Abgentee

5. Select the Election. SNS——

Election
|2DDE GEMERAL ELECTION ﬂ

6. Enter the Absentee Type of Regular.

. . . ASbzentee Type: =
7. Party should be left as Non-Partisan, and Reason is not used in et Tre [Regur 7]

Wisconsin. Paity: |Non-Pati.. |
Reazan: j

V9/1/2009 -14 - Issue Individual Absentee Ballots
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8. Enter a Vote Method of Absentee.

9. Leave the Create Application Only checkbox unchecked.

10.
Application.
11. Check the Send Mailing box.

12.

Under Application Status — Reason, select Approved — Valid

Under Mailing to Send, select WI Absentee Voter Label, which is

designed to print on a Dymo Label Writer.

13.

If the voter provided an Absentee Address different from their residential

address, click the Use Different Addr check box. An Address button will

appear.

a. Click the Address button.
The Address Detail screen

will appear. If the address is

a US Mailing address, enter
it in the space provided.
Avoid using Address Line
1b.

b. For foreign addresses, select
Unparsed from the Format
drop down list. Enter the
mailing address, avoiding
Address Line 1b.

Address Detail

Farmat:

Mailing Address

|Address Line 1a |

[ &ddress Line 1b |

|Address Line 2 |

[ciy =l [stat =] [z R

|Address Line 4 |
,T‘ Cancel |

Election

2006 GEMERAL ELECTION
Abzentee Tppe:

Fegular

Ll L

Party: | Nan-Parti...
Reazor:

"Wobe Method:

1

E

Abzentes

YYoting Siter

1

[ Create Application Only

Application Statuz - Reason

| Approved - Yalid Application j
[wl Send Maiing
Mailing to Send
|WI Abgentee Voter Label j

tailing Meszage
[Select Message) ﬂ Cust0m|

1 Use Differat Addr
Ballat Handler 1

[

Print Options
Frinter Settings |
Y

ueue for Later Process

14. Click the Printer Settings button. Verify that the DYMO printer settings are correct, as described
in Steps 6-10 in the previous section, and displayed below.

Prinkt i
r—Printer e
" Default Printer b
' Specific Printer [DYMO Labsfwiiter 330 Tubo-JSE 7| [ Propeties ] >
L Paper Size
" ExportTo File  Spae
g Copies
Where:
iy Print Quality
Caolar
r—Other Options
[ Track Report History  Report Was Bun For: m| e
Collate
Save Sett Cancel
ave Settings | SIS | Page Source
Orientation

15. Click the Print Now radio button.

16. Click Process.

rinter Settings

Settings for Printer: DYMO Labela/riter 330 Turbo-USE [fram
‘Wl KnfRF.lzawlynaTKIiTAl in zrasinn 11

| 30256 Shipping |
I_.I

|[PrirteiResolution %=300v=300] = |
-

| Simplex =l
-

fduto =l

oK Cancel I

y

17. You will receive a prompt asking if the mailing printed successfully. Click Yes.

V9/1/2009
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Examine your Absentee Ballot Labels.

UL LRI
Nov 03,2009 WASH} N 7047074 Nov 03,2009 WASHINGTON COUN

CITY OF WEST BEN Im CITY OF WEST BEND Ward:WD1

_Alder 1 67291 11-3-2009 0046969107 Alder 1 67291 11-3-2009 0046969107
DIANNE ALBINGER DIANNE ALBINGER

511 MULBERRY DR E 502 BENDER RD

WEST BEND, WI 53090-0000 WEST BEND, WI 530900000

L
7047074

=  You will receive two labels for each absentee voter. The first
label will display the Residential Address and can be placed

on the return envelope. The second label is for the mailing L
envelope, and will contain the Absentee Address you have Apr 07,2009 WASHINGTON C 7048925
entered. If you did not enter an Absentee Address, the second CITY OF WEST BEND Ward:WD2

label will display the Mailing Address from the Voter Record. OPDBISTRICTS auseseenT
If there is no Absentee Address or Mailing Address, the second "

label will display the Residential Address. If an absentee label
displays nothing but a “WI,” or has something else wrong, it

may be because of an incorrect Mailing Address in the Voter
Record. If you delete each field of the Mailing Address and
regenerate your absentee label, the address may print correctly..

= The Ballot Style will be listed above the voter's name. You will use this ballot style or the listed
ward to ensure the voter is given the correct ballot. For instructions on renaming the Ballot
Styles, see the Election Setup chapter.

= The Barcode will be listed on the upper right. You will use this barcode to scan in the ballot as
returned. The Mailing ID number is listed immediately below the barcode, and can be used to
manually record the ballot as returned if there is a problem with scanning the barcode.

= If ID Required is listed on the upper right, the voter was a

first-time registrant by mail, and did not supply the required  REGUINSD LI NIE ARy
f of Residence. You must send the voter notice to -
Proo . Nov U3, 2009 ASHINGTON COUN

. . . 7047654
provide that Proof of Residence when they return their CITY OF WEST BEND Ward:WD13
ballot. (It must be enclosed in the outer envelope, not the Alder 167291 11-3-2009 0000497378
inside envelope with the ballot.) If the voter returns the KEVIN J ZWIESCHOWSKI
ballot but does not provide the required proof, their ballot o
will become a provisional ballot and may not be counted e

unless they provide the required information to the clerk by
4pm the day following Election Day.

= The Voter Registration Number is displayed on the right side of each label underneath the
Barcode and Mailing ID number.

= If there was a problem generating the mailing, or you did not hit Yes to confirm it was printed
successfully, the Barcode and Mailing ID may not be activated. See the Search for Absentee
Ballots section for instructions on how to find and fix these labels.

V9/1/2009 -16 - The Absentee Ballot Label
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Managing Absentee Ballots

Once absentee ballots are issued, you may have to:
search for absentee ballots

reissue absentee ballots

reprint absentee ballots

update the actual ballot sent date

cancel an absentee ballot

record returned mailings

Search for Absentee Ballots.

1. Expand (+) the Elections Fle Edt Yew Tods Window Hep
node in the Main Menu |5 | | meny shortcuts | 3 quick Tasks i' JE [ 2|25 A [[# by | active dursdiction: [O7v oF wesT geno 67 =] | @ T || |
tree. x| General
z::‘sve P = LastName: First Name Middle Mame: Suffn Application Type: Ward
=\ 2009 GENERAL ELECTION \ [ [ Bl - |
2. Expand (+) the current é ﬁ‘ﬁz‘;‘ﬂa Voter Reg Nun: Daate of Bith: ‘EaHotTypa: |\f’oting Method lvmmgLucatiun:
i Db Bl El El Bl
eIeCtlon e | Eaﬂrigné Ballot Status: Status - Reason: Date Ballot [zsued Date Ballot Retumed  Ballat Style: Ballat Number:
g Pelions [1sse B El | H | Sl H |
. . ~|B] Record Votes
3. Highlight the Absentee 3 Suoplss b
Ballots node. e FecasFetune 217 eceen N
ovisional Ballots
5] Candidate Fiings R L= coiinn
4. Enter the Cl’ltel’la you Want .:EI-EE:::‘:E Election De. Ballot Tupe = | ‘. 5. »| I.h:__“j + || Date Ballt Gen.. || Date EalS
. 5] Election Results
to search for and click [ o SRAGENDER, BAFY 2807 GENEFALNama s ot g 77200 e
Search . L BRUNI, DOLORES 2009 GEMERAL.. Momal |ssued Mot Retumed 2/18/2009 8/18/2009
DELANEY, MILDRED 2003 GEMERAL.. |Mormal Issued Mot Returned 8/18/2009 8/16/2009
ESPEN. LUELLA M 2009 GEMERAL.. Momal |ssued Mot Retumed 3/18/2003 8/18/2003
e Search for a voter S Comclbal ERMACHIRD o008 BENERAL Nana omd ot 720 o
using the Last Name, | & " LR DONALD £ 2007 BENEFAL N L e
H Z late Ballot Sent Date: oimal 3ue ot Returne:
First Name, or Voter j DEWMCN, DAFDTFY 2807 BENEFAL N s ot g 7107200 aricas
Reg Num flelds KMUEPFEL, JOSEFHIME D 2009 GEMERAL.. Momal |ssued Mot Retumed 2/18/2009 8/18/2009
e Search for groups of voters using the Vote Location, Ballot Status, or Date Ballot Issued fields. The
Application Type and Ward drop downs have been recently added, and are useful as well..
After you have generated a batch of
labels, you should search for those
ballots and verify that each ballot has a
Date Ballot Sent and a Mailing ID.
- - 9 * || Date Ballot Gen. = || Date Ballat. & = || MaiinglD & = || Date Ballat Retumed = |
These fields may be empty if the & 15/15/2009 —
mailing was not generated properly or S i
you did not hit Yes to confirm .|t was A 5/200
printed successfully. If these fields are 518,209 S R/200a 7047351
empty, you will not be able to scan the 5/18/2003 8/18/2009 7047355
barcode on the absentee label to _ a/18/2009 8182009 7047356
record the ballot as returned. You will £/15/2009 81842009 7047357

need to Reprint the ballot or update
the Date Ballot Sent.

Unlike absentee applications or voter records, you cannot double click to open an absentee ballot record. If you
need to Cancel, Reissue, Reprint, or change the Ballot Sent Date, you will use the Quick Tasks menu.

V9/1/2009 -17 -
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Reissue Absentee Ballots

Reissuing an absentee ballot cancels the original ballot and creates a second ballot record. Reprinting does not
create a new ballot, simply reprints the current record. If you just need another copy of the ballot label, you should
reprint the label.

* | General |
. %" Archived Elections - ) . .
There are tWO cases When yOU W|” E‘ﬁ ZD_DB TEST ELECTION - K}—_I Lazt Mame: First Mame: Middle Mame: Suffis:
Reissue a ballot. First, the voter may || =~ - N slee | | | | ~
N allar o Woter Fleg Mum: Date of Birth: Ballat Type: “aling Methad:
request a second (or third) ballot % Poll Book | terfizg Hum | stz ol Bt =l ot Tvee =l oting Metho =l
H < Payments
because they Sp_O”ed aba”Ot or  f . & Petitions Ballat Status: Status - Reason: D ate Ballat |3 sued Date Ballat Returned
changed their mind. Reissuinga || = - E] RecordVates [1ssued = | =l = =]
ballot will record the fact that the first
ba||0t haS been Cance"ed and | Record: Retumed: 112 [[] Count Only s
another has been issued (Reprinting - e
will not). Second, you may have to E Contests SE s
. . ] Ab 0 = = =
Reissue a ballot because there is EJ'"\:“! E'EiTE:.BF‘ESU'lS :DaITEEH KATHLEEN & 2En|;gh$gsDTeELEJ r»?j:;we - |S:J|.:;Status - r»?:t"
something wrong with your mailing {;"% Reporting Units . AMENT, AFLINE M 2006 TEST ELE. |Nomal Issued Nat
and you are unable to Reprint. . (5 AZE My Evcelent Election _|_I ANDERSON, BETTY.) 2006 TEST ELE.. |Nomal
< [ ANDING, LAVANE R 2006 TEST ELE.. |Mormal Issued Mat
ARMSTRONG, JOHN N 2006 TEST ELE. |Nomnal Issued Nat
+ BAHLER, ARLENE L 2005 TEST ELE. |Nomal Issued Mot
. Xpan the selected election.
Caneel Balot BAUM. JANE 2006 TEST ELE. |Nomal Issued Nat
< CancelBalo BERFY, JOANM M 2006 TEST ELE. |Nomal Issued Nat
. ic sentee Ballots. ; BERTIN, ELEANOR B 2006 TEST ELE. |Nomnal Issued Nat
2 CI k Ab t B ” t g RePrint Ballot
BERTIN. YERNE H 2006 TEST ELE. |Nommal Issued Mot
E llok Sent Date BEVER. JEROME F 2006 TEST ELE. |Nomal Issued Nat
1 Felssue Balot BEYLER, RICHARD E 2006 TEST ELE. |Nomal Issued Nat
e

3. Use the voter's name or other
criteria to search for the ballot record.

4. Click on the ballot record once to highlight it.

5. Click the Reissue Ballot Quick Task. The Reissue Ballot task pane will open. Uplicce
[l Cancel Outstanding Ballotis)
6. Select the Cancel Outstanding Ballot checkbox and choose a reason from the [Eanceltionliessory
Cancellation Reason drop down menu. [Ballt Ressued E
[l Send Mailing
7. Make sure the Send Mailing checkbox is selected. Maiing to Send
| Wi dbzentee Voter Label j
8. Select the Mailing to Send from the drop down list. You will choose WiI
Absentee Voter Label if you are printing the label to a DYMO printer and WI
Absentee Voter Labels 2X5 if you are printing to sheet labels.
Remember if you Reissue or Reprint an absentee label, the Mailing ID number on
the barcode will change. This means that if the original ballot label comes back to
your office, you will not be able to scan it as returned because the Mailing ID will Print Options
have changed. See the Record Returned Absentee Ballot Mailing section for o}

instructions on looking up the correct Mailing ID. © Gueue for Later Printing

Relssue and Print Maw

V9/1/2009 -18 - Reissue Absentee Ballots
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9. Print Options:

a. Click the Print Now radio button to print immediately.

Print Options
i Click Reissue and Print Now. || s g

O Queue for Later Printing

ii. You will see a dialog box saying Application successfully
processed. Click OK.

Relzzue and Print Mow

iii. A dialog box will appear asking Did the mailing print
successfully? Click Yes.

Absentee Applicatic ﬁl Accenture. AES.AESM.UIComp il

Application successfully processed, Did the mailing print successfully?
] |

b. Click the Queue for Later Printing button to send this
ballot label to the Queued Mailings node.

Print Options

O Print Mow
(3 Quesve for Later Printing |

i. Click Reissue and Queue For Later.

ii. You will see a dialog box saying Application successfully
processed. Click OK. Relzzue and Dueue For Later

Even though you must Reissue absentee ballot labels one at a time, you can print multiple labels on one page.
To do this, make sure you select WI Absentee Ballot Labels 2X5, and select Queue for Later Printing.

1. Expand (+) the Labels _ Maiing Tope From: W ——
ili W 2005 GENERAL ELECTION = 7 ) = =
and Mailings node. Eznnsmnsm LECTION = DateCiestes [013/2008 7] \. B
O Election \Workers Created By, Item I Last Mame: First N.ame:
2. Select Queued Mailings. H | | |

Records Retumed: 3 [] Caunt Orly Search Clear

-t Addressing and Districts

3. Fillin the Date Created Colera
fields and Search. Repats

2= Labels and Maiings
= =d Mailings

4. Select all of the ballot
records you wish to print {2 Fitum Mg
using Ctrl-A (selects all) or |7 @5 =
Ctrl-click (selects < | [
individual records as you ik
click on them).

Copy Mailingls)

Delete Mailing(s)

5. Click the Print Mailing(s) | = reswss
Quick Task. ’
3

Preview Mailingls)

Mark Maiing az Printed

6. You will be asked Did the
mailing print successfully?. Click Yes. The
selected labels will print 5 voters per page.

V9/1/2009 -19 - Reissue Absentee Ballots
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Reprint Absentee Ballots

Reprinting an absentee ballot label does not create a new ballot, simply reprints the current record. Reissuing an
absentee ballot cancels the original ballot and creates a second ballot record. If you need to record the fact that
the voter requested a second ballot, or you are unable to reprint, you should reissue the label.

You may need to reprint an
absentee ballot label if the first

File Edit “iew Tools Window Help

label was accidentally deleted

Jﬁ‘ = J|‘E‘§ Menu Shortcuts | (2] Quick Tasks -

|2 || 2 [ = 2 |[#8 sy | Active Jurisdiction: [Ty OF MO

before the label was printed or a x

i Archived Elections -~
label that was printed was e e o B
ruined. XM At A Glance

% Polling Places

Remember if you Reissue or 4 ﬁzﬂjgﬂ;
Reprint an absentee label, the - Petitions
Mailing ID number on the ~[H) Record Voles

barcode will change. This @ Suppies

means that if the original ballot

label comes back to your office,
you will not be able to scan it as
returned because the Mailing 1D 1 Absentes
has changed. See the Record [f% e
Returned Absentee Ballot (1% My Excellent Election
Mailing section for instructions

on looking up the correct Mailing
ID.

k Tasks

2 Cancel Ballot
%5 RePrint Ballot )

General I
Lazt Wame: First Mame: Middle Mame: Suiffis
Woter Feg Mum: Date of Birth: Ballot Type: Woting Method:
| | H | H | = ]
Ballot Status: Status - Reason: Drate Ballot lssued Date Ballot Retuned  H
[Issued M | M | M | = [}
Records Returned: 112 [[1 Count Only 54
o group by that calumn
Mame Election De. || BalotType = || Ballot Status || Ball
ADLER, KATHLEEM & 2008 TEST ELE.. |Mormal lzzued Mot
AMENT., ARLINE M 2006 TEST ELE.. |MNormal |ssued

AMDERSOMN, BETTY J

2006 TEST

Marmal

AMDING, LAYANE R 2006 TEST ELE.. |Maormal Izsued Mot
ARMSTRONG, JOHN N 2006 TEST ELE.. |Mormal |ssued Mot
BAHLER, ARLEME L 2006 TEST ELE.. |Mormal Issued Nat
BALIM, JANE 2006 TEST ELE.. |Maormal Izsued Mot
BERR". JOANN M 2006 TEST ELE.. |Mormal |ssued Mot
BERTIM, ELEANOR B 2006 TEST ELE.. |Mormal Izsued Mat

1. Expand (+) the selected
election.

2. Click the Absentee Ballots node.

3. Use the voter’'s name or other criteria to search for the ballot record.

4. Click on the ballot record once to highlight it.

5. Click the RePrint Ballot Quick Task. The Reprint Ballot task pane will

open.

6. Select the Mailing to Send from the drop down list. You will choose WI
Absentee Voter Label if you are printing the label to a DYMO printer and WI
Absentee Voter Labels 2X5 if you are printing to sheet labels.

Reprint Selected Ballat(z)

Options

Mailing To Send
|W’I Abzentee Woter Label

Print Options
©F i
{2 Queue for Later Printing

Printer Settings |

Frint Ballot

V9/1/2009 -20 -
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10. Print Options:
a. Click the Print Now radio button to print immediately.

i.  Click Print Ballot. Accenture. AES.AESM.UICon l EI

i.  You will see a dialog box saying Application Did the mailing print successFully?
successfully processed. Click OK.
fes I Mo |

iii. A dialog box will appear asking Did the mailing print
successfully? Click Yes.

b. Click the Queue for Later Printing button to send this ballot label to Print Dptions
the Queued Mailings node. O Frint Now
@ fu

i. Click Queue Ballot.
Frinter Settings |

ii. You will see a dialog box saying Application successfully

processed. Click OK.
Queue Ballat
Absentee Applicat ﬁl

Application successtully processed.

Even though the Reprint Quick Task only allows you to select absentee ballot labels one at a time, you
can print multiple labels on one page. To do this, make sure you select WI Absentee Ballot Labels 2X5,
and select Queue for Later Printing. See the Reissue Absentee Ballots section for step by step
instructions.

V9/1/2009 -21- Reprint Absentee Ballots
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Update Absentee Ballot Sent Date

You should record the date

absentee ballots are actually
mailed if different from the day
you issue the ballot and
generate the label.

1. Expand (+) the Elections

node in the Main Menu tree.

2. Expand (+) the current

election.

3. Highlight the Absentee

Ballots node.

4. Enter the criteria you want to
search for and click Search.

5. Select all of the ballot records

you wish to update. Use

Ctrl-A to select all ballots or

Ctrl-click to select one by

one.

File Edit Wiew Tools Window Help

T AESM

G .

Archived Elections

B- \‘_ 2006 TEST ELECTION - KF
% AbA Glance
-4y Polling Places
% Pall Book
< Papments
(\‘_}‘ Petitions
j Record Yaotes

g Supplies

Candidate Filings
A5 Contests
<] Ahsentes

(175 Election Results
-4y Reporting Units

e N My Excellent Election

“% Meru  Shortcuts | 5 Quick Tasks -

| || 2| = i |[88 s | Active durisdiction: [OiTy OF MONONA - 13258+ | _|J 9

]
=
#
P

Cancel Ballot
ReFrint Ballat
Update Ballat Sent Date

Relssue Ballot

X | General |

Last Name: First Name: Middle M ame: Suffis:

| \ \ B

“Woter Reg Num: Date of Birth: Ballot Type: Woting Methad: “oling Location: Woting Rea;
| \ H | H| H H

Ballot Status: Statuz - Reason: Date Ballat 1ssued Date Ballot Returned  Ballot Style: Ballat Muml
[lsned H | H | H | H | H |
Recards Returmed: 113 [J Count Only Search Clear

Nomal

= || Ballot Status Bal\ot... -

= | Ballot Statu..

Mok Hetumed

BERRY.JOAMN M EDDE TEST ELE FfE.r‘EI]IJE
BERTIN, ELEANOR B 2006 TEST ELE.. |Momal lssued Mot Retuned 7/B/2006
BERTIN, VERNE H 2006 TEST ELE.. |Marmal lssued Mot Returned 7/B/2006
BEVER.JEROME F 2006 TEST ELE.. |Marmal lssued Not Returned 7ABS2006
BEYLER. RICHARD E 2006 TEST ELE.. |Nomal Issued Mot Retuned ¥/6/2006

6. Click the Update Ballot Sent Date Quick Task to open the Update

Ballot Sent Date task pane.

7. Enter the correct date in the Date Ballot(s) Sent box. The Date Ballot
Sent cannot be changed to a date before the date the ballot was

generated.

8. Click Update Date. The new Date Ballot Sent is entered in the
highlighted records.

9. You will see a dialog box stating “Ballot sent date updated
successfully.” Click OK.

that colurir

Ballat Statu..

= || Date Ballat..

~|| Date Ballot..

~Ic

File Edit “iew Tools ‘Window Hel

J% Menu Shorteuts | 5 o

Election

E

|2DDB TEST ELECTIOM - KH

[rate Ballot(z] Sent
|IF#7/2008

x| |4
Update Date

2008 TEST ELE.  Momal
BERRY, JOAMNM M 2006 TEST ELE. |Marmal lzzued Mat Returned T/BS2006
BERTIN, ELEAMOR B 2008 TEST ELE. |Momal |ssLed Mot Retuned T/B/2006
BERTIM, VERME H 2006 TEST ELE. |Marmal lzzued Mat Returned T/BS2006
BEVYER. JEROME F 2006 TEST ELE.. |Mormal Issued Mot Aeturned T/6/2006
BEY'LER. RICHARD E 2008 TEST ELE. |Marmal lzzued Mat Returned TAES2006
V9/1/2009 -22- Update Date Ballot Sent
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Cancel an Absentee Ballot

o

There are two ways of cancelling an absentee ballot in SVRS. You may cancel a ballot directly from the
Absentee Ballots node for deceased or otherwise ineligible voters, or if you accidentally issue a duplicate
ballot label. For ballots returned as undeliverable by the post office, you may use the Record Returned
Mailings screen, described in the next section.

Cancel a Ballot Using the Absentee Ballots Node

1.

Expand (+) the
Elections
node in the
Main Menu
tree.

Expand (+) the
selected
election.

Click the
Absentee
Ballots node.

Enter the
criteria you
want to search
for and click
Search.

x
Pall Book -

£\ 2005 FALL GENERAL ELEC
Q Board of Director Special Ele

(=R ]

£\ 2006 SPRING ELECTION

H-N 2006 SPRING FRIMARY -
. | R

----- 2 Payments
(}\‘ Petitions
E Record Yoles

P Supplies

-] Ballatz

=| Ballot Styles
tee Ballots

PFravisional Ballots

Candidate Filngz

Contests

Absentes

-5 Election Results b
Reporting Urits

Cancel Ballat

FiePrint Ballat
Update Ballat Sent Date

Relssue Ballat

General |
Last Mame: First Name: Middle M ame: Suffiz
| \ | | H
aoter Reg Mum: Date of Birth: Ballot Type: “oting Method: Wote Location:
| \ H | H | 5] H
Ballot Status: Status - Reason: Date Ballot | ssued Date Ballot Retuned  Ballot Style: B allot Humber:
Issued H | H | H | H | H |
FRecords Retuned: 1 [J Count Only Search | Clear |

roup by that column

2006 FALL GEM..

Mormal

Ballat Status

|zzued

Ballot Status Re
Mot Returned

Date Ballat Gen

D ate Ballot

Highlight the ballot you wish to cancel.You can select multiple
ballots by holding down the Control key and clicking each record.
Ctrl-A selects all records.

Select the Cancel Ballot Quick Task. The Cancel Ballot task pane

will appear.

Choose the appropriate Cancellation Reason from the drop down

menu.

Click Cancel Ballot(s).

If you cancel an outstanding ballot for a voter, it will deactivate any Mailing 1D
previously assigned to that ballot. If you mistakenly issue a duplicate ballot to a voter,

you will cancel the second ballot. However, the voter may return either ballot label,

and you will not be able to record the mailing as returned if the Mailing ID (and
Barcode) is cancelled. You can look up the Mailing ID for the active ballot and

record that mailing as returned. See the Record Returned Absentee Ballot Mailing

J_v' o ot |

Cancel Selected B allat{s)

Options

FHE

Cancellation Reazon

‘EDeceased

E

Cancel B allat(z)

section for directions on looking up a Mailing ID.

V9/1/2009
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Flanz
Archived Elections
Elﬁ 2003 GEMERAL ELECTION

Record Returned Absentee Ballot Mailing

All returned absentee ballots need to be recorded. This includes returned ballots g AtA Glance
and undeliverable mailings. % Poling Places
Poll Book
. . . -2l Papments
1. Expand (+) the Elections node in the Main Menu tree. i3 Petitions
E Record Yotez
- - Supplies o
2. Expand (+) the current election. 402 Balots

Abzentes Ballots
=] Provisional B allats
2 Candidate Fiings

3. Click the Absentee node.

4. Click the Record Returned Mailings Quick Task. e 3

@3 Election Results
-y Reporting Units _l;l
»

5. In the Record Returned Mailings screen, enter the following information:

a. Position the cursor in the Mailing ID field and scan the barcode Quick Tasks
on the mailing label. You may also enter the Mailing ID number £
manua”y. ( _] PRecord Retumed Maings )

- M
In rare cases, the Barcode and Mailing ID number on the label may not work, for

instance if you reissued or reprinted a voter’s ballot label. You can find the correct || L] AdstPemanent sbsertees
Mailing ID in two places:

» Inthe Absentee node of the election, search for the voter. Expand (+) the Absentee Application record
so you can see the Absentee Ballot record(s) in the nested grid. The Mailing ID is in the rightmost
column of the nested grid..

General I
Pl
ans " Last Narne: First M arne: Middle Name: Suffis: oter Reg Mum:
+ Archived Elections
=N 2008 GENERAL ELECTION [aemaeer | ‘ | =
% élﬁ GI;TCS D ate of Birth: Application T ppe: Application Status: Application D ate:
<y Polling Places - - -
% Fall Bock | | J ‘ J | J
23 Payments Yoting Method: Wating Location:
&P Petitions ﬂ ﬂ
E Fecord Votes | |
6 Supplies o
- 5 Ballots Records Returned: 1 [ Count Only Search Clear
5 Absentee Ballots

Fiovisional Ballots Bl
Candidate Filngs b
Contests

< tes M ] /

=75 Election Results W e e
% Reporting Units ’ = s "‘ falnaly

TOd7 a1 |
[

= Inthe Absentee Ballots node, search for the voter. Scroll to the right to see the Mailing ID column.

General |
Fi
e . A e First Name Micdle Name: Sulfis Bppication Type Ward:
+ Archived Elections
-\ 2009 GEMERAL ELECTION |1-‘«LBING | | | =l | ﬂ | ﬂ
N glﬁ GI;”;CE Water Reg Num: Date of Birth: Ballot Type: Yoting Method: ating Location:
<2y Polling Places
B fa | | = | = 5| =]
-2 Payments Ballot Status Status - Reazon: Date Ballot ssued Date Baliot Retuned  Ballot Style: Ballot Number:
& Petitions | j | j | j | j | j |
E Record Votes
P Supplies b
e} 5 Ballats Records Retumed: 1 [ Count Orly Seach Clear
Ballots]
Fiovisional Ballots I
Candidate Fiings e "
Cantests Date Ballot Sent | Dah P ) House Mo Suffix | Street Name Uit Nurnb
\j\ Abserntes 03 Alder 1 67291 7 1. TO47351 La1E BENDER
(-7 Election Results ) ’
v Reporting Units -
« | »
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Recurd Returned Mailings _ | |:|| xl
Record Mailings | Searchl
| 2009GEN [ futo-Record
Mailing 1D: Fesponse Type: Fiesponze Date: UnRecord |
| 7047075 - ~| Record |
J =
| BAHEEHEHEEK"JDSEW Canceled - Inactive Yoter
Home: Canceled - Undeliverable
Wi Retured - Ballot Retumned
At \ Retured - Ballot Too Late Clear |
\— Fetumed - Update Yaoter
Date Record.. || N Retumed - Vote Recorded pe || Recorded By || Mailing ID =
2 Y

b. Select the appropriate Response Type from the drop down menu.
i. Returned — Ballot Returned is used for voted ballots mailed in or returned to your office.

ii. Returned — Ballot Too Late is used when the ballot is delivered to your office after the
deadline (after Election Day for most voters, or later for military absentees in federal
elections).

ii. DO NOT USE Returned — Vote Recorded. This will record the fact that the voter
participated in the election, but you should not do this until after the absentee ballot has
been processed on Election Day. You will use the Record Votes node to enter voter
participation. See the Post Election Activities chapter for instructions.

iv. Cancelled — Undeliverable is used when the post office was unable to deliver the ballot
to the address on the absentee mailing label. This will record the mailing as returned, and
automatically cancel the ballot at the same time.

v. For some other situations, for example when a voter is deceased or identified as a felon,
you will cancel the ballot directly from the Absentee Ballots node. You may have to
cancel or inactivate the absentee application and voter record as well.

c. Enter the Response Date.
d. Click the Record button. The mailing will be recorded as returned.

e. (Optional) You may check the Auto-Record checkbox after you record your first ballot as
returned. If Auto-Record is checked, the mailing will be recorded as returned automatically as
you scan each barcode.

@ If you made a mistake and would like to UnRecord a mailing, click once on the
record in the data grid and click UnRecord. Or you can reenter the Mailing ID
number In the Mailing ID field, and the UnRecord button will become active.

Record Mailings | Search I

| 2009GEM Wl Auto-Record
t ailing 10: Rezponze Type: Rezponze Date:

7047075 Retumed - Ballot Retumed | | ETEE - Record |
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6. If you search under the Absentee Ballots node for the ballots you have recorded as Returned, the
Ballot Status column will read Returned. A Returned Date will also appear on the WI Absentee

Application Ballot Log.

File Edit “iew Tools ‘Window Help

| e ||[Es men shortcuts | 2] quickTasks ~ || 2| (| 2 [ 4 I |[88 ay | Active durisdiction: [CITY OF wEST BEND <67 | || @ [0 |
General I
Plans " . X _—
Anchived Elections Last Name: First M amne: Middle Marne: Suffi: Application Type: whard:
W 2003 GEMERAL ELECTION | | | | j j
""" & At Glance “ater Reg Mum: D ate of Birth: Ballat Type: Woting Method: “Wating Location:

----- v Polling Places
% Poll Book | | Bl
..... LH Payments Ballat Status Status - Reason D ate Ballot |ssued e Ballot Retunes

allat 5

& Petitions | = | A [2/21/20m =)

B] Record Vates

[

| Clerks Dffice j

tyle: Ballat Humber

Records Returned: 17 [] Count Only

Provizional Ballots
Candidate Filings

EBallot Status D

M ame ip... | Ballot Type te Ballot Returned |Wallot Status Re.. | Date Ballot Gen.
] Abser ALBINGER, DIAMNE 2009 GEMERAL.. |Mormal Returned 09 *.ct Recorded 13
U“'% Election Results BARBERCHECK, JOSEP.. (2003 GENERAL.. |Momal Mot Recorded 8/18/2003
""" Fieporting Lrits _l;l BRABENDER, GARY Y 2003 GEMERAL.. [Momal Returned Eaamies Mot Recorded 8/18/2009
J b ERUMI, DOLORES 2009 GEMERAL.. |Momal Fetumed &/21/2009 Not Fecorded &/16/2009
DELANEY, MILDRED 2009 GEMERAL.. |Normal Fetuned 8/21/2009 Not Recorded 8/18/2009
Quick Tasks m———— ESPEN. LUELLA M 2003 GEMERAL.. |Mormal Retumed 8/21/2003 Mot Recorded 8/18/2003
KERMN, BARBARA 2009 GEMERAL.. |Mormal Feturned 8/21/2009 Mot Fecorded &/18/2009
2 Cancel Ballot BALIER, ALLEN E 2009 GENERAL . |Normal Fietumed /21,2009 Not Recorded /18,2009
25 RePrint Ballo BAUER, HELEN D 2009 GEMERAL.. |Mormal Feturned 8/21/2009 Mot Fecorded &/18/2009
BURROUGH, DONALD E |2009 GEMERAL . |Normal Fetumed &/21/2009 Not Fecorded &/16/2009
& Update Ballot Sent Date KERN, RICHARD 2009 GENERAL.. |Nommal Feturned 8/21/2009 Mot Fecorded &/18/2009
(] Relssus Balot VANDERHEYDEN, JERD .. |2009 GEMERAL . |Nomal Fieturmed B/21/2009 Not Fecorded £/16/2009
WILLKOMM, LEANDER M |2009 GEMERAL.. |Marmal Feturned 8/21/2009 Mot Fecorded &/18/2009
ZIEGLER. JANE C 2009 GEMERAL.. |Normal Fetuned /21,2009 Not Fiecorded 8/18/2009

Periodically, you should search for all Clerks Office absentee ballots issued for a certain date and verify
they have been properly scanned. Each ballot record should have a Ballot Status of Returned and a
date listed under the Date Ballot Returned column. If any ballot records are missing this information, you

will have to note the Mailing ID and record the mailing as returned. .
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The WI Absentee Application Ballot Log Report

g After all absentee applications have been processed, and labels been issued and returned, you must run
the WI Absentee Application Ballot Log and distribute it to your polling place(s) or absentee central count
facility. This report will show all absentee ballots that have been issued or returned. It will not show
cancelled ballots.

There are two versions of the WI Absentee Application Ballot Log. The WI Absentee Application Ballot

Log ALD WARD report (listed last) will break up your absentee ballots so each ward begins on a new page and
is subtotaled separately from other wards. The WI Absentee Application Ballot Log report (listed second to last)
will group all of your absentee ballots together and give you totals for the entire municipality. The directions below
will work for either report..

1. Choose 1—
Menu x

Report_s from Aot Weleome to AESM
the Main Menu - voter

tree. [#-[Z5] Woter Applications SelectReport Selected Report
-] Absentes Applicati
[]...@ Ebﬁ;:: priesens Step T of 2 Wi Absenfee Applicafion Baloffog
Q Election ‘Workers Category: |Absentes ﬂ Public Repart
. gl Palling Place Locations _
2. Click on the @] Cartacts Reports Report Options
Print Reports - L8 Payment Abgentee Application Statistics ﬂ Filter
. @24 Addressing and Districts Abentes Ballok Listing :
QUICk Task. Lid 5 Wil Absentes Application Balat Log i[Select Filker] ﬂ Cusztam |

] Calonder w1 Absentee Application Ballot Log_ALD_WARD Sart By

&2 Petition -
g ieports [Select Sart] ﬂ Custam

[]___ Labels nd Mailings W Absentes Application Ballat Log_ALD_WaRD

3. Inthe (3 Scheduler More Report Options
Category drop - (0] Administration ¥ Show Pratected Information
down list

! Frinter Setup
select
Absentee. Print Options
Quick Tasks ® Preview
. O Print Now
i) Frint Reports Delte | Modity Layout | O Scheduls
Create Report Nest (Select Sch. | Custam
Back | Freview |

4. Inthe Reports drop down list, select WI Absentee Application Ballot Log, or WI Absentee
Application Ballot Log_ALD_WARD.

5. Click Next.
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6. Filter your report:

a. Click the Custom button next to the Filter drop down.

b. Copy the filter displayed below. Type the correct election date in dd/mm/yyyy format.

B 15

JL&Q Use Filker Save _EJ SaEvE A5 x Delete J clear B Close _|

|

Filter Mame: | j
FPTYiew Wl_AbzentesdpplicationListing |
AnddOr Field Marne Condition Walue
A Elec Date Equals 44742009

- X

The filter displayed will produce a list of all issued or returned absentee ballots for the election date you entered. You
may also choose to filter this report by Abs App Type Code to see only Permanent, Regular, or Military absentees,
or Abs Bal Vote Location Code to see only Nursing Home absentees, but these partial absentee logs are for your

own use only, and should not be sent to the polling place on Election Day.

c. Click Use Filter.

7. Sort your report:

a. Click the Custom button next to the Sort drop down.

b. Copy the Sort displayed. This will put your report in order by the voters’ names.

=10l x|

J _&5'1 Ilse Sark Save celete [l Close _|
Sort Name| ﬂ
FieldM arne || Order |
- ‘I‘I:\:;dName : A5 m E
First Mame A5C
¥

The first line, Ward, ASC, is only necessary if you are running the WI Absentee Application Ballot Log. The
WI Absentee Application Ballots Log ALD WARD report will automatically divide up your report by wards.

c. Click Use Sort.

V9/1/2009
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8. Click the Printer Setup button and verify that your printer
settings are correct. Once they are correct, click Save
Settings.

9. Click the Print Now radio button.

10. Click the Print button.

11. The Print Notification dialog box will open. Click OK.

For further information on filtering, sorting, printing, and
exporting a report, see the Reports chapter.

Frinter Setup |

Print Options
) Preview
& Print Mow
O Schedule

[Select Sch.. j Cuztom |

Bal:k | ............. P ”nt.\,

Printing Notification ll

-
\_1/] Report Prink or Export is Complete!

A sample of the WI Absentee Application Ballot Log report is shown below.

CITY OF MADISON

Absentee Applications Ballot Log

WI_R_ABS_LOG
8/21/2009 7:10:36 PM

App. Type: Permanent Madison, Wl 53716

CITY OF MADISON ELECTION: 2009 SPRING ELECTION (Apr 07, 2009)

App. Ballot Ballot Ballot Vote Ballot
Voter ID Name and Address Ward Received Issued Returned Status Recorded Combo
0000344251 Benedetti, Florio WD001 01/24/2006 03/13/2009 03/25/2009 RET  04/07/2009 Madison16
1 AR O 5129 Tumner Ave

WA 4005 Glenview Dr
App. Type: Regular Madison, WI 53716

0000432662 Clevenger, Valerie D WDO001 03/28/2009 03/30/2009 04/04/2009 RET 04/07/2009 Madison16

W 4005 Glenview Dr
App. Type: Regular Madison, WI 53716

0000543192 Cotter, Barbara A WDO001 03/26/2009 03/27/2009 03/27/2009 RET 04/07/2009 Madison18

Note that this report shows Voter and Absentee Application information, as well as when the
ballot was sent and returned. The Ballot Combo column contains the Ballot Style for that voter,
and the Vote Recorded column shows whether the voter participation has been entered.
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Absentee Ballots

There are a number of steps you should take after the election to manage your absentee voters:

Normally, you may not enter absentee applications after Election Day, but that deadline can be extended if
you need to make some additions or corrections. This involves changing the election setup, so you will need
to contact the GAB Help Desk or your SVRS Specialist for help.

You will record all of your absentee voters who returned a ballot as having voted absentee. Directions can be
found in the Post Election Activities chapter.

For information on adjusting permanent absentee applications for voters that did not return their ballot, see
the Absentee Applications chapter.

You should cancel all of your issued absentee ballots that were not returned. Occasionally, you may
have issued a ballot for a voter, and they did not return it, but instead registered and voted in another
municipality. That municipality will not be able to process the voter's GAB-131 Voter Registration Application
form if they still have an active (issued) ballot in your municipality. Cancelling your ballots as a group will
prevent this problem.

1. Within the election, highlight the Absentee Ballots node.
2. Under Ballot Status, select Issued, and Search.
3. Highlight all ballot records using Ctrl-A.
4. Click the Cancel Ballot Quick Task.
X | General I
__ El[:r;?wd Fletions d Last Mame: First M ame: Middle Mame: Suffis Application Type: “Ward:
EIQ 20_09 GEMERAL ELECTION ‘ | j ‘ j ‘ j
- ﬁt’: GI‘;"I‘CE “ater Reg Mum: Date of Birth: Ballot Type: “oting Methad: “oting Location:
olling Places
& Mo | | | gl Bl <]
23 Paymerts Eallat Status: Status - Reason: Date Ballot Issued Date Ballot Retumed  Ballot Style: Biallot Mumber
% Peditions lssued - - - - -
& e 5| 5| ol ol
(P Supplies fr
Records Returned: 263 [ Count Orly Search Cl
ECld - ecords Retumne: ﬁ g
Pravizional Ballots
Candidate Fiings to group by that column
= gg”tem v ||Election De.. v ||Ballt Typs  ~|| Ballot Statue = || Balot: Statu .|| Date Ballat
~=_] Absentee 5 1

b Fetur

(43 Election Results
3y Reparting Units

5. Under the Cancellation
Reason, select Ballot Not Xl
Returned. Cahcel Selected Ballat(z)
6. Click the Cancel Ballot(s) Options Ballokis) cancelled successfully,
button. Cancellation Fieason
] |§Eallol Mat Returned j
7. You should see a dialog box that _
says Ballot(s) cancelled Cancel Balots]
successfully. Click OK.

Note, you may still record late ballots as Returned — Ballot Too Late, even if you have cancelled them. See the
Record Returned Absentee Ballot Mailing section for instructions.
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