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Introduction

Reports can be generated at any time in SVRS. At the time a report is run, the information is retrieved directly
from SVRS.

The two main ways to generate a report from SVRS are:
1. To use the search function and resulting data grid, available in most SVRS nodes;
2. To use the Reports node to generate an ad hoc report.

Key Terms

Filtering is a way of restricting the amount or type of data that is retrieved for a search or report in SVRS. Only
the records that match the filter criteria will show up on the report or search. For example, for a report which
returns only active voters, users can create a filter to select only the records for which the voter status is active.

Sorting is a way of ordering how records are listed on a report or returned from a search.
Grouping is a way to categorize or combine multiple search results in the data grid.
Data Grid is a place where information appears from a data search in SVRS.

Data Grid Reports are created from data search results in many of the SVRS nodes. Data search results can be
filtered, sorted, grouped and formatted, then exported or printed.

Ad Hoc Report is the name of a standard report as defined in SVRS. Within each report category, there is a list
of standard Reports available to print.

Report Category is an organizational grouping of ad hoc reports, as defined in SVRS. The Categories available
are:

Absentee

Applications (Voter Registration)

Contacts

Elections

My Saved Reports (reports saved by a user).

Poll Worker

Polling Place

Saved Reports (reports saved by a user, available for all users in their group)
System Reports (used by Administration only)

Voter

Modify Layout is a feature within the Print Reports Quick Task. Itis a way to adjust the arrangement of
columns on an ad hoc report. The modified layout can be saved either in the My Saved or Saved Reports
Categories for future use.

The Scheduler is a utility in SVRS that reports can be ‘sent to’ instead of directly to a printer or afile. Itis a
choice in the Print Options section, where the frequency and the time and date can be set up for running a
report. In addition, when the SVRS system is busy, any report or mailing can be redirected to the Scheduler to
run when resources are available. Reports processed through the Scheduler will always be written to the My
Documents folder on the Server..
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Data Grid Reports — Customizing, Formatting and Printing
Reports from the Search Grid

o

Data Grid Reports can be created from any set of data that appears in a search results grid in SVRS. The
only limiting factor is that the search results grid can hold a maximum of 1000 records. So any search that
results in more than 1000 records, will not display all of the records. It may be possible to further filter your
report, to limit the number of records to less than 1000. Then create a subsequent filter for the other
records.

1. Select from the menu tree a node where you can complete a data records search. The resulting data grid
records will be used for the report. The example below shows a search for voters with a Status of Canceled
using the Voter node. To include Canceled voters along with Active or Inactive voters in a search, check
Cancelled /Non-Valid Voters under People Included in the Search. In this example, selecting the Status of
Cancelled is sufficient. [Editorial Note: there are two spellings “canceled” and “cancelled” which are used in
SVRS. Both are acceptable.]

8 aesm =]

File Edit “iew Tools Window Help |

| ||[Be menu shorteuts | 15 quektasks ~ || % | L | 2] | o [[48 4y | active awisdicton: [TOWN OF BLOOMING GR. m =

x| General I Districts | Other | Elections |
tiddle Namne: Suifix:

= er Applications | ‘ | | j
<] Abszentee Applications

ot Welcame to AESM
=

People Included in the Search —
-8

[w| Cancelled / Monalid Voters
[ Federal Registrants Only

Last Name: First Name:

8 Eloctions “oter Reg Mum: Date of Birth Soc Sec Num: Status: [] Property Dwners Only
& Election workers ‘ | Cancelled | Search Dptions
g‘ Palling Place Locations House No. Street Name: City: Stal ZIF Code: E Egﬂrﬂ:zd x:llin:réa;:'r:mes
ﬁ E::::::,f | ‘ j | ﬂ | \ j | ﬂ [ Include pending Voter &pps
[ F34 Addressing and Districts
~/Z] Calendar Recoids Retumed: 3 In ,m ["] Count Only

f Petitions
2] Reports
- =1 Labels and Malings
[ Scheduler
B %Adm\mstratinn Status & = || Satus Reason = || Name = || Date Of Bitth = || Address [=||[City =] State

A2

o group by that column

P |Cancelled Deceased - Death Record Match FOSS, THERESA M 141413984 A0 POWERS AVE MADISON Wl
Cancelled Confirmed Registered Out of State ITUREIDE, DEERA & 14141968 3162WEBB AVE MADISON [l
Cancelled Confirmed Registered Out of State WINJE. MEGAN J 11415977 3622 EVAN ACRES RD MADISON ']

The recommended data fields for this particular report are Status, Status Reason, Name, Date of Birth, Address,
City and Voter ID #.

@Note: if the date grid report is to be distributed outside the office, customize the report to remove all
confidential [Bacsm B E

infOI’mation _ | e File Edit Wiew Took ‘Window Help |
.e., Jﬁ- . J|‘% Menu Shartcuts | %] Quick Tasks ~

Date of Birth

| | 21| =5 23 [8a sy | Active durisdiction: [TOWN OF BLODMING GR.. - | '|J o [ _“ ,|

Meru x | General | Districts | Other | Elections |
[]% ”'"E o AESM Last Name: First Name: Middle Name Suff bl e (B Seash
. e ‘ ‘ ‘ j [l Cancelled # Nonalid Yoters
2 . Customlze the -] Vater Applications [ Federal Registrants Only
g he d \ﬁ Absentee Applications Voler Fieg Mum: Date of Bith Soe Sec Num: Status: [ Property Dwners Only
[ Elections H
view on the data & Elestion workers \ \ Cancelled | SDEalch Options
i i 7 Polling Place Locations Houise No: Shieet Name: City: State: ZIP Code: Pricr and Alternate Mames
gl’ld tO dlSp'ay Z‘ Contacts ‘ ‘ j ‘ j | j [[] Sounds - Like Search
0n|y the data 3 Payment [ Include pending Vater Apps
. £ Addressing and Districts
fields that are to i Eaﬁ”da' Records Aetuinsd: 3 In [ TOW/N OF BLOOMING GR v | [ Count Only Clear
. - Petitions
be included on Resats
i =1 Lahels and Maiings
the data grld [T Scheduler
(- [ Admiristration Il nse nemite s City = || District.. || *ater Reg

Status Reason

report. Right click
on the row that

has the data field
names in the grid

%1 Sort Ascending
TURBIDE. DEBF 2| sort pescending AVE MAUSON [13008-001-1 40650
|Confimmed Registered Out of Statgffl [wINJE. MEGAN J CRESRD  |MaDWOM [12002-0032 (47482

=, Group By This Field

= roup By Box
=

Runtime Column Customization

Quick Tasks

. B AddNewvoter
to display the B Add Property Dvner = ESEBFE
menu. Select @ AddFederal Voler . Clear Fiker
R un t| me Co | umn )  Process Nonfegistered Absentes Best Fit (all columns)
CUStO m iZa.ti on j Group Yoter Changes
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from the menu. This will display a list box containing all the data fields NOT displayed.

@Hint: Other helpful Customization data grid menu choices are Best Fit and Best Fit (all columns). These will
change the display to show the whole field or fields.

x|
3. To add a field to the data grid, search the Runtime Column Customization box for | AecordiD -
the field name, then drag and drop it onto the data grid. It will be placed at the far Contact_Conta..
right, but can be moved. To remove a field, drag and drop the field (name of the MamePrefixCode
field on the title bar) to the Customization box. Mamelast
MameFirst
@ Mametiddle
Note: the Voter data grid and others like it contain fields such as Address or Name. | NameSuffisCade | = |

Those fields are display fields, combining the several actual data fields into one. It
may make sense to add a field to the data grid for sorting purposes only. For example, drag the StreetName field
to the data grid so that the records can be sorted by Street Name, then Address, which will put them in house
number order. The StreetName field can then be removed from the data grid for the final report.

_lolx

File Edt Wew Tools ‘Window Help |

‘ ot i J|% Menu  Shortcuts | 2] Quick Tasks » ‘ 1 | ,_-.i | 2 ‘ & d | 48 5 | Active Jurisdiction: | CITY OF ASHLAND - MAIM.. j o J o [ = ‘ 5
fay Weloome to AESM 3
- P Last Mame: First M ame: Middle M ame: Suffis: Reapicuciedindne Search
> 5 j sl Cancelled / MonYalid Yoters
Noler Appllcah.nns. [] Federal Registrants Only
i Abse!ﬂtee Applications Water Reg Mum: Date of Birth Soc Sec Num: Status: "1 Praperty Owners Only
U“W Elections | | | Canceled j
_____ & Election Workers ancelie Searc?h Ophons ———
ﬂ Paliing Place Locations House N Street Name: City: State: ZIP Code: [ Prior and A.Itemate Hames
133 Contacts = = = = [[] Sounds - Like Search
..... 23 Papmert | | J | J | J | J [ Include pending Yoter Apps
[-34 Addressing and Districts
""" &) Calendar Records Retumed: 55 In [QITY OF ASHLAND -MaIN »| [ Count Oy Seach | | Clear |
----- Petitiors
~-£3] Reports |
[#- =1 Labels and Maiings | @&_mn
[ Scheduler = g > =—
[]___@ Administration v || Status Statuz Reazon v || Address ~||City  ~||State || District Combo = | Phone -«
BME Cancelled Deceased - (0l 502 14TH AVE W ASHLAND [w 02201-001-1
Cancelled Deceased - Obituary 523 BEASER AVE ASHLAND [w 02201-001-1
. Cancelled Deceaszed - Obituary EOOATH ST W/ ASHLAMD Wil 2201 -DDB)/
- Cancelled Confirmed Registered Out of State 04 MACARTHUR AVE m:: | 220%-1
8 Cancelled | Confimed Registered Dutof Stale | 21TT4IH STE [Recomd | ~|z2fi-0i0d
Quick Tatks —————— "
. Cancelled Confirmed Registered Out of State 514 EEASM R 2201-002-1
ﬁ 2 Mew Yoter . Cancelled Conf!rmed Registered Out of State 513 CHAPFLE AVE\ e BT 2201-002-1
HERIME J.  |Cancelled Confirmed Registered Out of State 1411 ELLIS AVE P 22010071
B AddPropety Durer Cancelled  |Deceased - Obituary 30012TH AVE E e 22010171
- ameFirs
Zﬁ Add Federal Voter : Cancelled Deceased - Obituary 911 3RD ST N Vi 2201-0021
2 Cancelled Confirmed Registered Out of State 704 MACARTHUR AVE - 2201 -005-1
@ Process MorRegistered Absentes Cancelled | Confirmed Registersd Oul of State 50 15TH AVE W NameSufixCode | | (5557 g071
_j Group Yoter Changes AR1A Cancelled Confirmed Fieg\.stered Out of State 1411 ELLIS AVE ASHLAND Wil 02201-007-1
Cancelled Deceased - Obituary 1206 LAKE SHORE DR W |ASHLAMD Wi 02201-002-1
Cancelled Deceased - Obituary 139 BEASER AVE ASHLAND W 02201-003-1
Cancelled Confirmed Registered Out of State B0B 15TH AVE ' ASHLAND Wil 02201-001-1
Cancelled Deceased - Obituary 1800 FTH ST W ASHLAND Wil 02201-0031
Mas Cancelled Confirmed Registered Out of State 1411 ELLIS AVE ASHLAND Wil 02201-007-1
LENE Cancelled Confirmed Registered Out of State 700 SAIMT CLAIRE ST ASHLAND Wil 02201-009-1
Cancelled Confirmed Registered Out of State 818 PRENTICE AVE ASHLAND Wil 02201-008-1 -
« | ] [ i
Smart B
55 Record(s] returned 7

4 start [ B trbox -picr... | B Traceyport,., | o4 110 - Repor..., [ o can | A MetaFrame ... ™ AESM - iRe...

9/1/2009 -4- Data Grid Reports



I statewide

Reports

4. Not all data fields are available in a search function criteria. For example, the list above includes all Canceled
voters, including Deceased. However, to display only Confirmed Registered Out of State voters (i.e., one of the
Status Reasons for Canceling a Voter):

a) Click on the arrow button (not the arrow used for sorting the column) in the Status Reason title bar. A

drop down box should appear with the various Status Reason values for Cancellations listed. The list
contains all the values that are actually in the data grid.

b) For this example, Confirmed Registered Out of State was selected. All other records with different
Reason codes will drop into a list at the bottom of the screen, leaving the records you want to include on
the report in the data grid.

[ aEsm [_[=]x
Fle Edt Wiew Tools MWindow Help
| b || meny shertcuts | 5 quickTasks + || 7| [ 2 | 5 |[88 4y | Active duisdiction: [T0wN OF BLOOMING GR. +| (| @ [ ||
Menu X | General |Dislric|s| Other I EIEctiDnsl
~fat wel to AESM -
ﬁ oma ° Last Mame: First M ame: Middle Mame: Suffi People Included in the Search
& 8, L j [w| Cancelled / Monalid Yaters
El-{E5] Voter Applications [[] Federal Registrants Only
i Abssntes Applications Vater Reg Nurm Date of Birth Sac Sec Nunm Status: ] Property Dwners Only
-\ Elections PR :
& Election workers | | | Ancele j Search Options
ﬂ Polling Place Locations Houss Ma: Strest Mame: City: State: ZIF Code: [ Prior and Alternate Mames
-4 Contacts = = = = [7] Sounds - Like Search
23 Payment | | J | J ‘ J | J [ Include pending Yater Apps
[#-F37 Addressing and Disticts
E Calendar Eiecords Returned: 3 In
3 TOWN OF BLOOMING GR = ] Count Only
~£3] Reports
[#- =1 Labels and Mailings oup by that colurmn
[ Scheduler
[]-%Administrat\om Status £~ || Status Reason = || Name v || Date OF Bith || Address =||City ]| State
P |Cancelled [EA} FOS5, THERESA M 1411984 401 POWERS AVE MADISON W
Cancelled [Custarn] ITURBIDE, DEBRA A 111968 3162 WEBE AVE MADISON W
Cancelled [Blanks] VINJE, MEGAN J 111977 3622 EVAN ACRES RD MADISON W
[Mon blanks]
Deceased - Death Record Match R L.
Quick Tasks Confimed Registered Dutof State By selecting a specific Reason...
;g Add New Voter 4
@ Add Property Qwner
Zﬁ Add Federal Vater
4  Prorece MonReqistered Ahcentee
=g Ty ™ -
¢34 Addressing and Districts
] Calendar Fecards Retumned: 3 In| TOW/N OF BLODMING GR [ Court Ol
: W
i Pelitions j BRI e
5] Reports
5 Labels and Mailings
[#1-[2 Seheduler
([ Administration
Confimed Registered Out of State  |ITURBIDE, DEERA A 3162 WEBB AVE MADISON [/ 130080011
|Canfimed Registersd Out of State |WINJE, MEGAN J [1Am977 |3522 EvAN ACRES RD [MADISON [wi |13008-003-2
Add New Yater
2 The other records move to the bottom of the pane.
a Add Property Owner
Zﬁ Add Federal Vater
@ Piocess MonRegistered Ahsentes
] GroupVoter Changes
|3 [f5tatus Reason] = Coniim: |
2 | il
Smart Buttons 3 Record(s) returned
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5. To format the report and print the data grid information:

Window  Help

File Edit ‘iew Tools

¥ OpenRecard(s) Chrl+0 Quick Tasks = _ |J = | E | B | = ”ﬁ s | Act
a. Select Preview from the File menu. Sbl S ] el | Disticts | 0t | Elecions |
) print il Last Mame: Firzt Mame:
. . _J Preview | |
b. Select Page Setup from the Preview File — e ;
“ater Feg Mur: Drate of Birth
menu. = \E Elect!ons | |
g ElectionwWorkers
ﬂ Palling Place Locations Hausze Ma: Street Mame:
2 Contacts
g Payment | | ﬂ
- E-E Addressing and Districts
[ File iew Eackground % ::::;P:
Page Setup... | \ VRIS INS I | H 4 » M | B 8 | e Y- | | [#-{ =1 Labels and Mailings that calumn
Priit... (- Scheduler
Print (] Administration = ||Status = || Status Fleason.
BHE Cancelled Deceased - Obituary
Export To 3 Cancelled Deceased - Obituary
Send As 4 A, Cancelled Deceased - Obituary
Exit
MName Status Status Reason Address
HOYER. KATHERIME L. Cancelled Confirmed Registered Out of State 1639 KIMBALL ST
SWwWaNSON, WICK] L Cancelled Confirmed Registered Out of State 704 MACARTHUR AVE
MITCHELL. JUNE M. Cancelled Confirmed Registered Out of State 21194THSTE
EVANS, ANGELIGUE M. Cancelled Confirmed Registered Out of State 514 BEASER &VE
ACKLEY, MARGARET M. Cancelled Confirmed Fegistered Out of State 513 CHAPFLE &YE
BOSMAM-CLARK, KATHERIME J. Cancelled Confirmed Registered Out of State 1411 ELLIS AVE
SWwWAMNSON, A4R0N L. Cancelled Confirmed Registered Out of State 704 MACARTHUR AVE
LOMG, WILLIAM M Cancelled Confirmed Registered Out of State G06 15TH AVE W
MCGOVERM, FIOMA MARLS Cancelled Confirmed Registered Out of State 1411 ELLIS AVE
LOMG, BARBARA. Cancelled Confirmed Registered Out of State B06 16TH AVE W
HORA, PATRICK. THOMAS Cancelled Confirmed Registered Out of State 1411 ELLIS AVE
BABCOCK, ALICIA JOLEME Cancelled Confirmed Registered Out of State FO0SAIMT CLAIRE ST
SUUSANJ, THERESAE Cancelled Confirmed Registered Out of State 818 PREMTICE AVE

Pagesern B

c. Adjust the Paper Size, Source and
Margins if necessary. Select
Portrait or Landscape.
d. Click the Printer button to select a
printer or set other options
particular to your printer.
Click OK to return to the Preview
screen.
— Paper
Size: ILetter j
Source:; I Automnatically Select j
— Onentation———  — Marginz [inches]
£ Portrait Left: IEI.E Right: |4
' Landscape Top |1 B ottam: I'I
k. I Canicel | Frirter... |
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File Edit Miew Tools window Help

ﬂPreview

File Wiew Background

0

Report
Desianer

Header and
Footer

HESEL|RPLAL,A-H N BY| &5y

Export the

report

e. Click on the gear icon to open the Printable Component Editor or “Report Designer (Grid View)”.
On the Behavior tab, Uncheck Autowidth. Click OK.

@Note: there are
other options you can
change using the
Report Designer. Have
fun experimenting!

Printable Component Editor

Defaultizw |

Report Designer (Grid View)

Optiohs Styles | Preview:

Product Mame

| Cateqgaory

| Unit Price |

% ] AutowWidth =|Dizcontinued: Unchecked

zola Telino g8 Doainy $12.50
Manjmup Dried A.. (@ Produce $53.00
1 [ All Details Filx M o Graihs $7.00
o [w] A1l Groups Ravioli Angelo 2 Grains $13.50
Camembert Pierrat [~ Dairy $34.00
| 5 | Max=$53..
=|Mzcontinued: Checked
Tofu @ Froduce $23.28
M azcarpone Fahi = Dairy $32.00
Geitost o Dainy $2.50
Raclette Courdaw . = Dairy $55.00
4 | Max=$55...
[> fou can customize the
repart kind far the curent £238.75 |
arid wigw.
0k Cancel | Apply Help |

9/1/2009
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On the
Preview
pane, click
on the
Header-
Footer icon
(See above)

Enter
header and
footer
information
such as the
Title, Date
Printed and
User Id.

The strange
boxes under
“Header”
and “Footer”

Header
ﬁ 0 | ol | Fort.. | |4rial. 12pt. style=Bold
Yoter Registrations Cancelled
Diue ta Mohice from Anather
State
Faater
I% € | @I Fort... | IMiu:ru:usu:uft Sanz Sernif, 8.25pt

gl el

ok |

Cancel |

are choices for vertical alignment- should the text be at the top, middle or bottom of the header or
footer. Click OK to save.

From the Preview menu, select Print... (allows choice of Printer) or Print (default printer) or Export To
(allows saving as a PDF).

Alternatively, use the Export button at the top of the Preview form for more export choices — the same
options are available as in the Reports node. See Printing Options and Export to a File in this section.

/V

Save in: I ' Town of Bergen

Preview
File Wiew Background

Page Setup...
Print...

Print

Export To 3
Send As 3

Exit

E [ PR2R22- K HBB[E &-|a

Status Reason

Mame

Date OF Birth

Address

Status: Cancelled

File name:

j Save I

IDocument

Confirmed Registered Out of State

ITURBIDE, DEBRA A

1/1/1968

3162 WEBB AVE

Confirmed Registered Out of State

YINJE, MEGAN J

111977

j Cancel |

527 EVAM ACRES B Save as type: IPDF Diocument [*.pdf]
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6. To copy search results from the data grid into a Microsoft Excel spreadsheet (i.e., instead of printing
search results directly from SVRS as shown above):

a.
b.
c.
d.

Select Ctrl A to highlight the data information from the data grid,

Select Ctrl C to copy the information from the data grid,

Open a spreadsheet in Microsoft Excel;

Then select Ctrl V to paste the data information into the excel spreadsheet.

File Edit View Tools Window Help J
Jifv_’r I “E Menu Shorteuts | & Quick Tasks - _ I || 2|2 8 sy | Active Jurisdiction: [own oF sLooM S~ -H o [ _ ‘ _

General | Disticts | Otrr | Elections |

x

Last Hame: First Name: Middle Mame: Suffix PDBOD‘B Included in the Seaich —
Cancelled / Nonalid Voters
=] Voter Applicatiors |ANDEHSDN | ‘ | j FNE R
T Absehtes pplcatins Voter Feg Num Dais of Bith Soc S0 Num Stalus ] Property Ouers Oriy
Elections }

& Elestion Workers | | ‘ j Seavc.h Options
i Q Paling Place Lacations House No: Shieat Name: City: States ZIP Code: [] Prior and A.\lemate Mames
-] Contacts [ [ o | Bl El 7] | [ Soumh:Lie Seach

3 Payment

4 Addiessing and Disticts
Calendar

' Peliions

| Reports

| Labels and Maiings

] cheduler
Ediristiation

[ Include pending Water Apps

Fiecords Petumed: 5 | TOWN DF BLOOM - 53004 | [ Count Oy Search Dlear

Quick Tasks
B AddNenviter

3
3
&
|
A
a

#dd Property Owner
Add Federal Voter
Delete Vater

Send Maiings

Process As &n Absentze

herge Voters

@Note: whenever you paste information from the data grid into a Microsoft excel spreadsheet, the data columns,
column positions, and sorts will neither save nor appear in the spreadsheet as they do in the data grid in SVRS.
You will have to create new columns, column arrangements, and sorts in excel.
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Ad Hoc Reports

IH Ad Hoc Reports are a set of standard reports available at any time in SVRS. Ad hoc reports can be
filtered, sorted, and then printed or exported to a file. The report layout can also be modified and saved
for future use.

Ew Special reports have been created for Wisconsin to comply with G.A.B. reporting needs or to help Clerks
T more easily use SVRS. These reports all have the prefix of “WI” to help identify them. Please refer to
The Reports Reference Guide at the beginning of this section for a list of commonly used Ad Hoc Reports.

Understanding Filters and Sorts used to generate Ad Hoc Reports

1. A Filter is the logic criteria used to restrict either the type or amount of data that is retrieved for an ad hoc
report in SVRS. Only the data records that match the filter logic criteria will appear on the ad hoc report when it's
generated.

2. A Sort is the logic criteria used to arrange the data on an ad hoc report in a particular order.
3. To build a filter in SVRS you need four components:

The And/Or logic criteria

The filter Field Name

The filter Condition
The filter Value

caoop

¢ When building a filter always start the filter with the And logic criteria. Also, use the And logic criteria to
pull data by multiple field names. Note, when you use the And logic criteria, every single criteria within
the filter must be met to generate the ad hoc report. When you use the Or logic criteria only one of the
filter criteria must be met.

For example the filter below will pull only active voters on the ad hoc report with a 1/1/1976 date of

birth.
AND/OR FIELD NAME CONDITION VALUE
And Voter Status Equals Active
And DOB Equals 1/1/1976

While the following filter will pull all voters (i.e., inactive and active) on the ad hoc report with either a

1/1/1976 or 1/1/1988 date of birth.

AND/OR FIELD NAME CONDITION VALUE
And DOB Equals 1/1/1976
Or DOB Equals 1/1/1988

@ Note: When combining multiple filters as seen in the examples above, you can also use the And( and Or(,
which will group the filter logic criteria inside the parentheses. SVRS will processes the filter logic inside the
parentheses first and then process the filter logic outside the parentheses. This means all logic criteria inside the
parentheses must be met first, before SVRS processes the criteria outside the parentheses.

9/1/2009 -10- Ad Hoc Reports
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4. To build a sort in SVRS choose the field name you want the data arranged by and then chose the order you
want the data to sort. For example, the sort below will arrange the data by last name in ascending order.

FIELD NAME

ORDER

LastName

ASC

Printing Ad Hoc Reports

1. To print an ad hoc report click on the Reports node from the menu tree.

2. Then click on the Print Reports Quick Task.

3. Choose the ad hoc report Category.

The Ad Hoc Report Categories available are:

Select a Report from the list. To see the full title of the report, expand the
menu pane or click on the name in the list box. The full title appears

Absentee

Applications (Voter Apps)

Contacts
Elections
Poll Worker
Polling Place
Voter

My Saved Reports

Saved Reports

System Reports

below the box.

File Edit ‘iew Tools Window Help

Jﬁ‘ : JE Menu  Shortcuts ‘ 3 Quick Tasks
x

SelectReport

Step1of 2

Categary: i

% by Addless Rang..
Address Ranges with District and E...
Address Ranges with Mo Vaoters Aft.
-

|l eeadi =
Address Range Listing

[ielete | b adify Lapout |

Next

b enu

-ﬁ wielcome to AESHM

- R “ater

-5 Yoter Applications

----- ] Abzentee Applications
E;l---"nkf E lections

----- q Election \woarkers

----- gl Palling Place Locations
----- I Contacts

----- =8 Payment

E;l--t i+ Addressing and Districts

|

E - b
- E Scheduler
- @ Administration

Cluick T a:

Quick Tasks

@nnt Repoarts )

Create Report
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4. Click Next. At this point, Report Options, More Report Options and Print
Options are available.

5. Report Options include Filters and Sorts. [See topics Custom Filters and
Custom Sorts below.]

6. The Printer Setup button allows you to choose a specific printer or enter a
name for a file to export it to Excel or PDF.

7. Print Options include Preview, Print Now or Schedule. [See topic on Print
Options in this section.]

Creating Custom Filters for Ad Hoc Reports

Selected Report

ReportOptions
Filter

Sort By

More Report Options

Printer Setup

Print Options
® Preview
QO Prirt Now
Q Schedule

Back |

Address Aanges by Address Rang

[Select Filker] ﬂ Custom
[Select Sork) ﬂ Custom

[Select Sch.. j Custom

Preview

A Custom Filter allows you to select the particular records you want to include or exclude on an ad hoc report.

Many ad hoc reports will require a filter to make the report more useful.

1. To create a custom filter open the custom FilterForm by clicking BT e
the Custom button next to the filter drop-down box. Note: if you _
have previously created a filter and saved it, it can be selected from Fiker
the drop-down menu. | (5elect Filer ~|  Custom

2. Each line of a filter will have 4 entries.

e Alllines start FEFilterForm

Wlth AND or OR' J :a_'1 Use Filker Save Save As x Delete | | Clear 88 Close v|
with the first line

= B3

always starting FiterName: | NORTH MAIN E
with “And”. RPTView_AESM_AddressPianges |
And/Or Field Mame Condition Walue
o The second part And Street Mame Equals AN
is the Field And Street PreDirection Equals M[MN]
Nme. These | R S S | X

are the names

within the system for a data field. Most are pretty easy to figure out, like “StreetName”. Some are more

complicated.

@Note: Almost all field names containing “ID” are system generated identification numbers which won't be of

use in reporting.

9/1/2009 -12-
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e The third part is the Condition. There are 14 choices, including Equals and DoesNotEqual, IsGreaterThan,

IsLessThan, etc. Some experimenting may be necessary. Like can be used to enter a wildcard in the value
field, such as A*.

T
And/Or Field M ame Cotdition Walue

¢ bt ﬂﬂ

% IzsMotB etween j
In

Matln

IsEmpty

IsMotE mpty

Like

MatLike -

e The fourth part of the statement is the Value. Enter the specific data value that you are filtering on. In the
example above, only records where the StreetName field is Like “ A*" (starts with the letter A) will be
selected for the report. If a field has a limited set of values, those choices may appear in a drop-down list.
In the example below, the Voter Status choices are Inactive (INACT), Cancelled (CANC) and Active

(ACTIV). There are instances where no Value is required. For the Conditions IsEmpty and IsNotEmpty,
no value is required.

ﬂgFilteanrm M=l B
J :5_] Use Filker ﬁ Save _J Sawe A5 x Delete j Clear 8 Close ‘_‘
Filter Marne: | j
RFTYiew AESM_AddiessRanges |
AndOr Field M ame Cotdition Walue
: = X
¥ InactivellHALCT]
Cancelled[CAMC)
Active[ACT V)

3. After entering a row of criteria for the filter, click on the next blank line. Multiple lines can be entered. Use the
blue arrow button to add a line in the filter above the selected line and the red X to I
delete the selected line. To add a line below the current line, click on the next line.. LI X | |

4. To save the custom filter, enter a Filter Name, then click on Save. To use the custom filter with or without
saving, click Use Filter..

5. Custom Filters can be reused. Just select the saved filter from the Filter drop down box when running this
report again.
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Creating Custom Sorts for Ad Hoc Reports

All ad hoc reports are sorted, but the sort order may not be

what you require. To change the Sort order of the data, create Sort By

a Custom sort.

| [Select Sort)

ﬂ Cuztam |

1. Open the custom sort form by clicking the Custom button
next to a Sort By drop-down box. If you have previously created and saved a sort for this report, you can

select it from the drop-down list.

2. The Sort form allows you to select a
Field Name and indicate ascending or
descending Order for each field.
Multiple lines of sort can be entered.
Use the blue arrow to add a line in the
sort above the current line and the red
X to delete the selected line.

@Note: Multiple lines of Sort Order will
create a report sorted first by the top sort
order, then subsequently by the next sort
statements. Using multiple sort statements
creates groups of data in the report.

3. Save the sort or Use the Sort with or
without saving. To Save, enter a name
for the sort, and Click Sort. Click “Yes”

ﬂgSnrt

J _A_] Use Sart e Save x Delete 88 Close Y‘

Sort Name| j
Fieldr ame = || Order
f -
# | SubjectiD N
| SendToMame j
SendT oFirstM ame
SendT oMiddleM ame
SendT oLasth ame
AddressLinela
iddiessLinelb |

when it asks if you want to save the changes, then click Use Sort.

4. Continue to Print Options section.

9/1/2009
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Print Options for Ad Hoc Reports

From the Printer Options section, there are 3 choices: Preview, Print Now and Schedule. Within the Print
Now option are the choices of printing to a printer or exporting a file. Always check the Printer Setup
before selecting any of the choices.

Preview
1. With the Print Option Preview selected, click on the Preview button. A report will More ReportOptions
display online with the warning that not all the data is contained in the preview.
This option is useful when trying to determine which report best meets your
needs. The format of the report does not always display correctly in the Preview Print Options
either. The Preview can be printed, but it will only contain the limited data it pulls. @ Preview
Q Print Mow
Og:hle:ms
[Select Sch.. j Custom
Back Preview

Printer Setup
Before using the Print option (which includes exporting), click on Printer Setup.

@The settings are saved for a report and will remain until Printer Setup is changed and saved again. Itis a
good practice to check the Setup each time you run a report.

Print Directly to a Printer - I
1. Select either Default Printer [ Printer

or Specific Printer and select " Default Printer

your printer from the drop- ' Specific Printer |AEEE 3 m

down list. The Default Printer
is your workstation’s default.

[0 Labelafriker 330 Turbo on TRMGSWR [from AL
HF1320M on TRNGSWYR (from ACCENTUR-D7CYE9)
HF1320M

DvMO Labelw/fiter 330 Turbo-USE

Comrment:

" Export Ta File

2. Click on Save Settings.

— Other Options
[] Track Repart Histary  Report Was Fun Far; m|

Save Settings Cancel |
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Export to a File

This option can be used to write an ad hoc report to a file that can be saved and printed later, or emailed. The
Printer Setup options will be saved and used for this particular report every time the report is run, until they are

changed. It is a good practice to
always check the Printer Setup
options.

1. Open Printer Setup.
2. Select Export to File and then

enter a name for the file.
When the file is created, it will be

— Printer

" Diefault Frinter
" Bpecific Printer

{* ExportTo File  E#part File Mame:

| Village of West Milw - Address Fange

Render Format;

Browse

written to your My Documents FOF -]
directory on the SVRS server.
—Other Options
[ ] Track Report Histary  Report 'Was Bun Fnr:| m|
Ad hoc Reports written to the My
Documents folder on the SVRS Save Settings Cancel |

server can be saved there as an off-
site, secure document storage. A Provider for a group of Reliers might also want to create folders to store the
reports and poll books for all of their Reliers, to be retrieved and printed at a later date, or saved on the server.
This is recommended by the G.A.B. SVRS team.

To write the file to go directly in the My Documents folder, type the name of the file in the Export File Name box.
Folder names can be included, such as “\Reports\Voter\List of Cancelled Voters”. This names the report “List
of Cancelled Voters” and exports it to My Documents\Reports\Voter folder

" Specific Printer

' ExportTo File Erport File Name:

|| Browsze
Render Format:
PDF R

Filename 2lx|

To create a folder on My Documents, under the
Export To File option, Click on Browse button.

~| « @ ot E-

Save jn: I D 4y Docurments

This displays the folders and files on My 25 My Pictures
Documents. CiReports
File: name: || j Save

j Cancel

Help

Save as wpe: I.t’-'«dobe FDF

Pl
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Navigate to the directory or folder where the new folder will be located. In this example, the new folder will be in a

directory named Reports.

i ?
a) Click on the New Folder button. - : —Iil
b) Enter a name for the folder. Save n: | L Reports = & ® ex E-
c) Enter the name for the file. T
a)
¥ i
A file can also be written directly to your S
workstation, if the system is not busy, and you File name: —[voter List 10-25-2006 | Save |
have the correct permission or rights to the
workstation. In front of the file name, put V:\ to Save asype; |Adobe POF [ ﬂl
write directly to a specific folder on your C:\ drive. Help |
However, if the file is too large or the system is too 4
busy, the file will not generated and will fail to write directly to your C drive.
3. Select the format from the Render  Eunort File Name:
Format drop-down box, such as PDF or | © ExportToFile = —
Excel. |V:\F|eport$Wcuter'~.L|$t of Cancelled Yoters M

Fender Format:

4. Click on Save Settings.

Print Now

1. Select Print Now.
2. Check your Printer Settings. (if you have not just done so!)

3. Click on Print. Unless the system is too busy or your report is large, the report
should go directly to the selected printer or the exported file. A message box will

appear telling you that the report has — —
printed. There is a maximum of 65,000  MUAMAILRAIECUT X|
lines for a report. To run a report that

exceeds this limit, contact the SVRS
Help Desk.

\_l x) Repart Print or Expart is Complete!

4. Click OK.

@Note: If the system is busy, another message box may appear telling you that you
can cancel or send the print job to the Scheduler. If you choose the scheduler, a PDF
copy of the report will be written to the My Documents folder on the server. See
section “Retrieving files” to access the report.

Selected Report
Votar Lishims

Public Report

ReportOptions

Filter
[Select Filter] ﬂ Custam
Sort By

[Cuistom Sort) ﬂ Cuztom

More Report Options

¥ Show Protected Information

Frinter Setup

Print Options

[Select Sch. j Custam

Back | Frirt |
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Scheduling Ad hoc Reports

An ad hoc report can be sent to the scheduler due to high volume on the server, or by

choice. The report can be scheduled to run at a specific time and frequency.

1. To send an ad hoc report to the scheduler directly, in the Print Options panel,

select Schedule.

2. Click on Custom button to open the Schedule Details form. If a schedule has

been created and saved, it can be selected from the drop-down box.

3. Select the details on when
and how often the report
should run. To run the report
one time only, select Daily,
and enter a time and End
Date.

4. Click on Save and Close.
The report will use the Printer
Setup options, to print direct or
export. Check the Printer
Setup before proceeding.

5. Click Schedule to complete.

ﬂgjﬁ:hedule Details
J '] Save and Close

M armne:

x|

Selected Report
Vofar { ifims

Public Report

Report Options

Filter
[Select Filter) ﬂ Cusztom
Sart By

[Custom Sart] ﬂ Custom

More Report Options

¥ Show Protected Information

Frinter Setup

Print Options

)DM—\
d O Pririt Mo N

@ Schedule

Custom

Schedule |

I[=] E3

|.~'—‘u:|u:|ress Ranges by Addrezs Range Type

[] Stop running if one task fails

—Oocurs
& Daily
O weekly

O Monthly

YWeekly

—Daily Frequency

Oeurs at: 12:00:00 A il
r—Dwration
Start Diate: 7/6/2006 | EndDater | 7/7/2006 v

(O No end date
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Retrieving Ad Hoc Reports exported or sent through the Scheduler

Return to your web browser at http://svrs.wi.gov and log in to SVRS (Citrix). Three icons are in the Applications
window; AESM (the SVRS application), My Documents (personal folder on the SVRS system) and an icon for

your Client C Drive (local drive).

There are two options for retrieving the files. You can Copy the
files to your hard drive, or you can Move the files to your hard
drive. Copying leaves the original file on My Documents. Moving
does not leave a copy. Note that you cannot open a file on My

Documents, only from your local drive.

First, click on the My Documents icon, where you will see
Z:\My Documents and listed below should be your report or
file. If you have created special folders for your reports,
mailings or poll books, navigate to the correct folder.

Help

it Wigw Tools

Applications RN @)
J‘: Top Eél Up
AESM Client C Drive My Docurments
[ Reconnect ] ’ Disconnect ] ’ Log Off ]

[The main display frarme for

[ ]
I

J ‘J\Eack Ml > ﬁ-| Folders

o X 9@

EE

J .ﬂ.ﬂdreé\i ijl Z:\My Documents|\Reporks) Town of Bergen
\

Mame = \ I

Size | Tvpe

| Date Madified |

Water List\:l-za-znnﬁ.pdf

15 KB PDF File

10/25/2008 9:50 A

In this example, the exported report file i3 found in Z:\MyDocuments\Reports\Town of Bergen

2.

Click on the file name to select it. (Wdic View Tools  Help
Click on Edit in the menu bar. |© tinds Chl+z
Cut Chrl
e Select Copy to Folder to copy o kel
the file to your workstation or a Paste Chrla
network directory. The original Paste Sharkout
file remains on My
Documents. Copy Tao Folder. ..
Mowve To Folder. ..
e Select Move to Folder to Select Al Chrl+A

move the file. This removes it
from My Documents.

Invert Selection

Move ltems

Select the place where you want ko mowve Woker List
10-25-2006.pdf', Then click the Move button,

@ Desktop
-1 Reparts
D My Documents
E j My Compuker
= 2 Con 'Client' (1)
) Adobe
ISRSE o curients and Settings
(5 Administrator

To wiew any subfolders, click a plus sign above,

3. Navigate on your system to the directory you want to store
the file and click Move or Copy as appropriate. The option to
Make a New Folder is also available.

@If you work in an environment that uses network directories

Make Mews Folder |

Move I

2%

only (no access to update your workstation) or have conflicts with your own Citrix environment, your IT staff may

have to help you.

4.  To print, navigate on your workstation to the file, select it, and then print.
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Modifying Ad hoc

Reports

The single way to modify an ad hoc report in SVRS is to change the report’s existing layout, using the Print

Reports Quick Task.

Modifying Layout

1. To modify an ad hoc report’s layout, first select Reports node, then the Quick

Task of Print Reports.

2. Select the Category and the Report, then click Modify Layout.

Note:Due to the complexity of some reports, the Modify Layout option is not

available and will be grayed out.

3. The Create New Report form appears, with the selected report’s layout is

displayed.

4. Atthis point, fields can be added to the report, or deleted from the report.

a. To delete a field column, right click at the top of the column above the data
field. A menu will appear with the options to Insert Column to Left, Insert
Column to Right or Delete Column. Alternatively, when a column is
selected, the options appear as icons above the report. Select Delete

Column.

SelectReport

Reports

Step 1 of 2

Categony: | gher j

“oker Histary

oker Listing

ke | isting vaith District

“oter Listing

Yater Demographics by Distr.. d

“oker Ligt with Humber of Re. |

Delete < todify Layout ‘

Do

Create New Report

Modify Report - Custom - Address Ranges by Address Range Type

Available Fields

Elack_ID
JurisdictionID
DistrictCombolD
House_Mumber_Low
House_Mumber_High
Street_PreDirection
Street_Mame
Street_Type
Street_PostDirection
UnitTypeCode
UnitMurnberLow

-

raEEE:

o
r

ESM/Headers/AESM_HeaderPortrait (

Type Dir

City Name and Zip

eet_Mar = Field = Field = Fields!City_Mare_and_ Ziy|= Fields!E

Total Block Ranges on Report:

l;‘I:I Insert Column to the Left
Ijlli| Insert Column ko the Right

Al Delete Calumn

District Co: Voter Co
lo = FieldsTThs =STTI{ Fiel
Total Bloek Fanges on G =CounitDis

=CountD)

@Note: sometimes a message will appear saying that the field
cannot be deleted, because it is merged with another field. The
values in the column can be deleted.(See c. below)

|»

1 ! Cannot delete beginning part of a merged call
L

b. To add a column, right click at the top of the column to the left or right of where the new column will be
placed on the report. Select the correct option (Insert Column to Left or Insert Column to the Right).

9/1/2009
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C.

To delete a field, but keep the column to use for another data field, click in the cell that contains the field

name, highlight the name and delete. Do the same for the title in the cell above. In the example below,
the field name has been selected and can now be deleted. This will leave an empty cell which can be
used for a new data field.

Modify Report - Custom - Voter Listing

&ailable Fields

-

WoterlD
JurisdictioniD
Yoker _ID_Mumber
Last_Mame
Firsk_Marne
Middle_Mame

| ITimes Mew Roman

]| B r u=

BN EL]

-

ID Mumber Voter Name

IECIELE

. =Fields! Last_Hame. Value ToUpper+",

Subreport FAESM/Headers/AESM_HeaderPortra
Yoter Address

= Fields!| Address Line 1a Value ToUpper

Move a new data field into the report. Drag and drop the actual data field from the panel on the left,

Available Fields, to the cell below the title. It will be reformatted to code that will retrieve the data and

insert into it the report at

this location.

Edit the Title. This appears above the data field. The text will be bold.

Modify Report - Custom - Voter Listing

Street_Type_Code
Street_PostDirectional_Code
Unit_Type_Code
Unit_Mumber

/MS_Line_lb

[

3

| ITimes Mew Roman

Sfo | B 7z U

-

Address_Line_2
address_Line_4

SLIERE

#ields!Distn’J:t_Ne =Fields!Last_Marne Value TolUpper+",

Subreport FAESM/Headers/AESM_HeaderPortra
Yoter Address
= Fields! & ddress_Line_la Value TolUpper

5. To format the font, click on
each sect.ion (_name of title or Modify Report - Custom - Voter Listing
the data field in the report) —
and select the font, font size, || =em= o | [ives ewromen =10 |
B: | or g! etC The JurisdictiDnID | ‘ | =
justification (left, right or 5 Voter_ID_Humber - — vy - lf“b“?p”” 1”AESWH%°'W3'15
center) Can' also be set for L_ESt’Name = |=FieldlVoter ID_| 55 District_Como —Fields|Last_Hae. Value ToUpper+", = Fie
each data field. &5 First_Name = [Distrct_Cambo]
|| =3 Middle Hame
6. When the data has been selected and formatted, click Next>> to continue the Wizard.
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7. Name the report. The name will appear as the Title of the Report. If the report is saved, this will also be used
for the name of the Report under the Saved Reports or My Saved Reports category. The name must be
unigue within your jurisdiction.

Create New Report

Report Options - Custom - Address Ranges by Address Range Type

Report [nformation

REEUS LR T jstorn - Addiess Fanges by Address Hange Typel

Filter#%art

Default Fieport Fiter: | (Select Filter) v|  Custom
Default Sart By: | (Select Sor) -] Custom

8. A custom filter and custom sort can be created and saved with the report. Alternatively, the report can be
filtered and sorted at the time it is run. Using the fields available for this category, you can create the filter
and sorts required and save. Click Next>> to continue.

9. The Save and Print Preview form allows you to save your modified report and Preview.

Create New Report

Save and Print Preview - Custom - Address Ranges by Address Range Type

[] Save report for future use

Q Save for Me Only
Q) Save for Everyone's Use

To close this Wwizard, click Finizh.

<< Back Finigh Cancel
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10. To Preview, Click Preview Report. Below is an example of the Address Range report, reformatted and

reduced by two columns of data.

® preview [_ O}

Warning! Previews are limited to a maximum number of 50records. Howewver. due to groupings on selected records, reports may

showlessthan the maximum number of records found in the database.

4 4 |1 of1 kBl IlDD% =l I Find | Mext ISeIect a format

S

;I Export E1|

STATE OF WISCONSIN

Custom - Address Ranges by Address Range Type

006 T7-TER-L71-T

TA/I006 9:33:36 AM

Residential

OEB House Range Dir Hame Type Dir City Name and Zip District Combo Voter Count
o] 7483107483 100 MILE GROVE RD DAME, 53529 13064-002-1 3
E 752010 7520 100 MILE GROVE RD DAME, 53529 13064-002-1 2
o] 2509 to 3021 10TH 5T MONROE, 53566 23251-002-0 3
E 810to 1114 10TH T MONROE, 53566 23251-008-0 4
o] 711101221 10TH 5T MONROE, 53566 23251-008-0 i
o] 1603 to 2007 10TH AVE MOMROE, 53566 23251-006-0 3
E 1302101910 10TH ST MONROE, 53566 23251-007-0 4
E 2504 to 3020 10TH 5T MOMNROE, 53566 23451-002-0 g
E 2100 ta 2640 10TH AVE MONROE, 53566 23251-005-0 7
E 2004 to 2426 10TH 5T MONROE, 53566 23251-004-0 3
] 2205 to 26453 10TH AVE MONROE. 53566 23251-005-0 a

|»

11. When the report is ready for printing, it must be saved first. Click on the Save report for future use box,
then select the Category. There are two options: Save for Me Only will save the report under the My Saved
Reports category, Save for Everyone’s Use will save the report under the Saved Reports category and it

will be available to everyone in your jurisdiction.
12. Click Finish to complete. The modified report is now availale to run.

13. To print or export the modified report, select the report Category My Saved
Reports or Saved Reports.

14. Select the report — name should appear on the list of reports. Click Next.

15. The Print options are now available — you can print your report directly, export it
or schedule for later, just like any other report.

SelectReport

Categon:

Reports

Reaqistered Voters

Step1of 2

Delete ‘

Modify Layout |

MNext
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Listed below are commonly used SVRS reports and where you can locate instructions in the application
manual for generating, filtering, sorting, and printing them. Also listed are definitions and help tips (if
any) for each report.

Most Commonly Used SVRS Reports:

1. Voter Transfer

2. Voter Listing

4. Merged Voter
Information

5. WI HAVA Check

6. WI Voter Match

7. WI Voter
Participation

8. Address Ranges
by Address
Range Type

SVRS data grid report generated from the
Voter Transfer node. Report shows those
voters that have moved to a new
municipality and submitted a new
registration application.

SVRS ad hoc report located in the
voter category. Report returns a
list of registered voters, regardless
of status.

SVRS ad hoc report located in the
voter category. Report displays
any voter records that have been
removed from your jurisdiction
through the voter merge process in
SVRS.

SVRS ad hoc report located in the voter
category. Report tracks the HAVA check
results for a municipality.

SVRS ad hoc report located in the voter
category.

SVRS ad hoc report located in the voter
category. Report lists the name, address,
ballot style description and ward for each
voter who cast a vote in a particular
election.

SVRS ad hoc report located in the voter
category. Report lists the address ranges
in SVRS for a particular jurisdiction.

SVRS Application
Manual

This report See Maintaining Voter
should be Record, page 21
generated

regularly to

track all voters

who moved out

This report can J| See Maintaining Voter
be generated Record, page 24

from both the

municipal and

county

jurisdictional

levels in SVRS.

This report can J| See Maintaining Voter
be generated Record, page 20

from both the

municipal and

county

jurisdictional

levels in SVRS.

This report can || See HAVA Interfaces,
be generated page 2

from both the

municipal and

county

jurisdictional

levels in SVRS.

See HAVA Interfaces,
page 9

Report can be See Post Election
used to help Activities, page 17

reconcile vote
See Address Ranges,
page 17

after an
election.

9/1/2009
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9. Voters with No
District
Combination

10. District Combo
Listing

11. Polling Place
Listing

12. Wisconsin
Election Data
Collection
System

13. Absentee
Application
Listing

14. WI Absentee
Application
Ballot Log

15. Vote Count by
Voting Method

Report Category and Definition

SVRS ad hoc report located in the voter
category. Report lists all voters whose
district combination is equal to 1, and
residential address is not validated in the
system.

SVRS ad hoc report located in the polling
place category. Report lists the district
code for each district that makes up a
district combination in SVRS.

SVRS ad hoc report located in the polling
place category. Report generates a list of
polling places for a municipality or county.

Electronic form of the GAB-190 generated
outside of the SVRS system.

SVRS ad hoc report located in the
absentee category. Report lists absentee
applications entered in SVRS by Election.
Within each Election, applications are
organized by Application Type.

SVRS ad hoc report located in the
absentee category. Report lists, by
election, the Name of each Absentee
Applicant, along with the Application Type,
the Applicants Address and Ward, when
the Application was received, the Ballot
Issued, the Ballot Returned, the Date the
vote was recorded for that Applicant, and
the Applicants Ballot Style Description for
that election.

SVRS ad hoc report located under the
Elections Category. Report shows the
number of votes cast in an election, broken
down by ward. Within each ward, shows
whether the vote was recorded as being
cast At the Polls, Absentee, or Other.

Helpful Tips (if
an

This report
should be run
before every
election as
voters on this
report will not
appear on a poll
list.

Report can be
used to manage
Permanent
Absentee voters
who have not
returned a ballot
for a specific
election.

Report should
be generated
before an
election and
distributed to
the polling place
to help track
absentee ballots
on Election Day.

Report can be
used to help
reconcile vote
counts recorded
after an election

SVRS Application
Manual

See Address Ranges,
page 19

See Districts and Offices
Type, page 14

See Polling Places
Section, page 6

See WEDCS, page 6

See Absentee Application,
page 15

See Absentee Ballot,
page 27

See Post Election
Activities, page 15
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