Absentee Voting

Issue Absentee Ballots as a Batch

Issue Absentee Ballots as a Batch

1. Click the Elections tile

2. Click the name of the election

3. Verify that that the Contests Complete and Candidates Complete Checkpoints are checked

4. At the top of the Election Information page, click the drop-down arrow to the right of the name of
the election
5. Click the Absentee Applications tile in the navigation bar to open the Absentee Applications view
page
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6. To issue ballots and generate mailing labels as a batch, click the Issue Batch Ballots button
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7. Inthe New Batch Absentee Request window, enter a description for the batch, verify that the
correct election is selected
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8. Select the application type and ballot delivery method for the batch
Note: creating a batch will not cause previously issued ballots to be reissued

9. If applicable, enter the name of the care facility into the Care Facility field and select the name of
the care facility in the drop-down list of search results

In the screenshot below, an absentee ballot batch is being created for all of the outstanding regular
voter absentee application requests that have a ballot delivery method of by mail

[ B SavE | SAVE & CLOSE ]+ NEW 3 CANCEL

+4- BATCH BALLOT REQUEST : BATCH ABSENTEE REQUEST
. \ Completed
.‘I\Jew Batch Ballot Request e
*** Note: Provided all selection criteria must match on absentee application ***
Description™ Regular by Mail Care Facility
Election * 2016 Spring Primary - Even Batch Name On
Absentee
ApplicationType Regular Mo Labe
Ballot Delivery Mail Jurisdiction 8 CTY OF MADISON - DANE COUNTY
Method

In the screenshot below, an absentee ballot batch is being created for all of the outstanding
indefinitely confined voter absentee application requests that have a ballot delivery method of special
voting deputy, at the selected care facility

[ EHsavE B3 SAVE & CLOSE ] + nEw X CANCEL

4 BATCH BALLOT REQUEST : BATCH ABSENTEE REQUEST
. ; Completed
New Batch Ballot Request o
*** Note: Provided all selection criteria must match on absentee application ***
Description™ All SVD in A Touch of Home [ Care Facility A TOUCH OF HOME D]
Election * 2016 Spring Primary - Even Batch Name On
Abzentes

ApplicationType Indefinitely Confined Mo Label

Ballot Delivery Special Voting Deputy Jurisdiction @ CITY OF MADISON - DANE COUNTY

Method

Important note about entering names into the Batch Name on Absentee field:

= If the Batch Name on Absentee ballot field is left blank, all of the outstanding absentee
applications that match the voter type, delivery method and care facility (if applicable) will be
included in the batch.

= If a batch name is entered in the Batch Name on Absentee ballot field, ONLY the absentee
applications that have the exact same batch name on their absentee application will be included
in the batch.
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10. To finish creating the batch request, click Save and Close
Note: you may have to manually close the batch request window

11. Click the drop-down arrow to the right of the name of the election to display the navigation bar

12. Click the Batch Absentee Request tile in the navigation bar to open the Batch Absentee Request
view page
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13. Click the name of the batch in the Batch Absentee Request Associated view grid, to open the Batch
Absentee Request page
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14. Click the ellipses at the top of the Batch Absentee Request page to display additional actions, then
select “Run Workflow" from the drop-down list
Note: the Run Workflow button might display as an action on the page
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15. A Look Up Record window will appear, click Add

Look Up Record x
Enter your search criteria.
Look for | Process ] O show Only My Records
Look in |On Demand Workfiows [~
Search jo
Process Name Category Created On Moc o
~  Process Batch Absentes Sallot Request  Workfiow 12/30/2018 LC:3..  1/20/2028
< >
1-1ofl (1 selected) M 4 Pagel b
Add Cance

16. Click OK in the confirmation window to generate the batch absentee application request
Note: it may take up to 15 minutes to complete the workflow

Confirm Application of Workflow x

This workflow will be applied to 1 Batch Absentee Request.

You can monitor workflow jobs by opening each Batch Absentee Request and clicking Workflows

Are you sure that you want to continue?

VOK L Cence

17. To print the absentee mailing labels for the batch, click the drop-down arrow to the right of the
batch request name to display the navigation bar, then click the Absentee Ballots tile

< WisVote v N | ELECTION v ‘v TestBatch i

Common Process Sessions

=
@ ¢

ABSENTEE BALLOTS BACKGROUND PROCESSES REAL-TIME PROCESSES

18. On the Absentee Ballots Associated View page, select at least one record
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19. Click the ellipses to display additional actions, then select Run Report to open a drop-down list of
printing options

20. Select one of the label options in the drop-down list

MARK BALLOTS AS NOTR... [ DEACTIVATE /fee \
& Email a Link
eturn... Ballot Status Reaso..  Application Ty. maraHn Ward T O
. Chart Pane 3
Not Returned Military il Chart pan JN:0L  City of Madison - |
@p Run Workflow
Mot Returned Indefinitely Colp. VA FALL.. City of Chippewa F
[¥] Start Dialog
Mot Returned Indefinitely Caolp. sTTE. Al Citrr mf Rlarinatbe
un Report Run on Selected Records
[¥] Run Rep
Mot Returned Indefinitely Cop. @ Export Absentee Ballots Absentes Ballot Certificate
Mot Returned Indefinitely Cop... Specal Voting .. CHYOFLC Ahsentee Labels dyma
Mot Returned Indefinitely CoN.. Special Voting .. CITYOFC Absentee Labels sheet
Mot Returned Military Mall CITY OF MADISON + 0L City of Madison - W

21. In the Select Records window, select option three, “All records on all pages in the current view”,
then click Run Report to generate the labels for the applications in the batch

Il Select Records X

Select which records you want to use in this report.

C
= Report: Absentee Labels dymo E
| Description: Absentee Labels dymo - Main Report
(A
l Use these records: l
All applicable records

The selected records

& All records on all pages in the current view

Run Report Cancel

LB NTREICTTE 0y an

22. A report viewer window will open and a display a “Report is Being Generated” message
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23. After the labels have been generated, click the Save and Export button to save and export the

mailing labels

24. To print the labels directly from WisVote, click the Print button

2 Report Viewer: Absentee Labels sheet - Internet Explorer provided by State of Wisconsin - [InPrivate]

Q@ https://wisvoteuat.wi.gov/crmreports/viewer/viewer.aspx?action=run8thelplD=Absentee%20

[Eserm

Find | Next

) Report is being generated

Cancel

Note: The labels will display the Voter Type
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Save and Export Dymo Labels as a PDF

1. Select the absentee ballot records

2. Click the ellipses to display additional actions, then select Run Report to open a drop-down list of

printing options

3. Select the “Absentee Labels Dymo” option from the drop-down list

MARK BALLOTS AS NOTR...  [@ DEACTIVATE B

& Email a Link

eturn.. = Ballot Status Reaso... Application Ty.
. al% Chart Pane
Mot Returned Military *
@p Run Workflow
Mot Returned Indefinitely Con.

0¥ start Dialog

N :01 City of Madison - W

VA FALL.. City of Chippewa Fz

ZTTC . N1 it o Bl crim b b

Ward ¥ o

Mot Returned Indefinitely Con.
[F] Run Report Run on Selected Records

Mot Returned

Indefinitely Con.

Mot Returned Military Mail

ﬁ; Export Absentee Ballots Absentes Ballot Certificate
Mot Returned Indefinitely Con... Speaal Voting .. CHYOFC [ Absentes Labels dymo ]
Mot Returned Indefinitely Con... Special Voting ... Absentee Labels sheet

CITY OF MADISON : 01 City of Madison - W

4. In the Select Records window: to print mailing labels for the absentee ballots selected, choose “The
selected records” to print absentee mailing labels for all of the records, choose “All records on all

pages in the current view”,

5. Click Run Report to generate the labels for the applications in the batch

Select which records you want to use in this report.
L
C 4
Report: Absentee Labels dymo
ET P m
Description: Absentee Labels dymo - bMain Report
(A
Use these records:
All applicable records
The selected records
[ ® All records on all pages in the current view ]
I:ance
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6. A report viewer window will open and a display a “Report is Being Generated” message

& Report Viewer: Absentee Labels sheet - Internet Explorer provided by State of Wisconsin - [InPrivate]

ﬂ\‘ https://wisvoteuat.wi.gov/crmreports/viewer/viewer.aspx?action=ru

} Report is being generated

Cancsl

7. After the labels have been generated, click the Save and Export button, then select “Adobe PDF” to

save and export the mailing labels

1)e &

XML file with report data

CSV (comma delimited)

Acrobat (PDF) file ]
MHTML (web archive

cxce

TIFF File

8. A window will appear, click Open

Do you want to cpen or save Absentee Labels dymo.pdf from wisvote.wi.gov?

Open Save | Cancel

|
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9. Click the printer icon at the top of the PDF reader to open the print window

@ test.pdf - Adobe Reader
File Edit View Window Help

10. In the print window, set the Custom Scale to 90%
11. Unselect the “Choose paper source by PDF page size” option
12. Set the Orientation to "Auto portrait/landscape”

13. Click print to print the absentee mailing labels

Print EX8
Printer: [\\PPWMADOP1643\GABO200P v || Properties || Advanced | Help @
Copies: [1 = [¥] Print in grayscale (black and white)

Pages to Print Comments & Forms
@ All !Document and Markups v
() Current page

[ Summarize Comments ]

) Pages |1-2

» More Opticns Document: 4.0 x 2.0in

Page Sizing & Handling (&)

[ size [ 4 Poster H [E] Muttiple H [] Booklet ]

= 11 x8.5 Inches
) Fit

() Actual size

() Shrink oversized pages

I pa—
@ Custom Scale: |90 %

[7] Choose paper source by PDF page size

["] Print on both sides of paper

Orientation:

@ Auto portrait/landscape
) Portrait

() Landscape

U

Page 2 of 2

l Print ][ Cancel ]
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