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Creating an Election, Adding Candidates and
Ballot Questions and Creating Ballots

CREATING AN ELECTION
To create an election, choose Elections from the Elections drop-down menu. Then click Add new
record (green box).
SECRETARY OF STATE ~ #72% — -
Shantel Krebs ‘ ‘V(_):TE‘ ' Primary Election - 6/7/2016
he

County Utilities

Home Voter Reports Elections

Quick Search

Last Name Bar Code/Voter ID

Add new record @ Refresh

ection Name

Type Date

2016 General Election General 11/08/2016 Select Post Voting Credit
2016 Primary Election Primary 06/07/2016 Select Post Voting Credit

2014 General Election General 11/04/2014 Select Post Voting Credit
2014 Primary Election Primary 06/03/2014 Select Post Voting Credit
Pierre Municipal/School Board Combined 06/04/2013 Select Post Voting Credit
2012 General Election General 11/06/2012 Select Post Voting Credit

In the Add new record box, enter the appropriate information that pertain to the election and click on
Insert.

Add new record Refresh
Election Name Type Date
County:| Hughes - Date: [z
Election Name: Registration Closed: (=]
Type: Absentee Open: =)
Absentee Closed |:| =

Insert Cancel

Please note that when the Date of the election is entered, the Registration Closed, Absentee Open
and Absentee Closed fields will be automatically populated with dates associated with a federal
election. If you are running an election for a local jurisdiction (i.e. municipal, school, etc.) you will need
to change the dates accordingly. District races that overlap neighboring counties are handled by the
county in which the district is physically located (ie. School, City). Once the election is created, you will
automatically be directed to the Contests & Ballots screen.

You do not need to create a statewide election (i.e. Primary or General Election). The Secretary of
State’s office will create those elections. You will, however, need to select that election when adding
candidates, ballot questions, and creating ballots for those elections.

ADDING CANDIDATES

Adding a candidate in TotalVote begins with selecting the correct election for which the voter will be a
candidate. If the election has not been created, please refer to the previous section on how to create
an election. If the election has been created, please make sure that election is chosen and displayed in
the upper right-hand corner of the screen directly below the number of Active voters that are in your
county. If the appropriate election is not displayed, select Elections from the Elections drop-down
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menu and choose the appropriate election by clicking Select. After you have clicked on Select, the
election that you selected will be highlighted in yellow.

To add a candidate, search for the voter in either the Quick Search or Data Generator. After you
search and select the appropriate voter, you will add the voter to a race from the actual voter record.

SECRETARY OF STATE £/ 0 —
Shantel Krebs ‘.‘K_):"E / ‘
LW

Primary Election - 6/7/2016

Home Voter Reports Elections County Utilities

Quick Search

Last Name First Name Bar Code/Voter ID
Voter ID Name DL# SSN  DOB Age :SE:;REQ Status Party County Last Voted S:gt: Scan
465710 <uohnson, Brandon Claire ([ N | 21 >+ 52011 | Active REP  |[Hughes 14204 |~
‘ Voter Info Edit Voter Absentee Voter History Validate | Imaging | Change Log | Notifications I Add To Race I
| Close | | Dymo Label | Absentee Request Vote In Person District Name Code
Residence Address City State Zip County Sixth Circuit 6
[118 River Rd | [Pierre | /57501 | [Hughes | || istrict 24 24
Mailing Address City State Zip Pierre City 815
[118 River Rd | [Pierre | 57501 | Sy -
Email Telephone Split bi School District 37-2 39
lerre >CNoo ISTrIC -
\ | (605) 280-8701 36003101 Poll Worker —
- District 24 24
Original Reg. Date SM ID
10/23/2006 23493 Polling Place Address City State Instructions
Source of Registration Notes: No records to display.
In person at Auditor office | Ballot Date Election
= No records to display.

Once you have selected the appropriate voter that you would like to add to a race, select the Add To
Race tab (red box). The fields on the Add To Race tab are populated based on the voter’s registration
information. For example: Party, First Name, Middle Name, Last Name, Suffix, Residence Address, City, State
and Zip are already populated if there is information for that voter (see below).

Hibrandon | | 21
SECRETARY OF STATE  ££= 8 e e
Shantel Krebs | th?:"E J S
Home Voter Reports  Elections  County Utilities |
Quick Search
Last Name First Name Bar Code/Voter ID
Voter ID Name DL# SSN DOB Age Last Reg Date Status Party County Last Voted Go to Scan Page
465710 € Johnson, Brandon Claire )- -1 981 34 6/82011 Active REP Hughes 11/4/2014 -
Voterinfo | EditVoter | Absentee | VoterHistory | Validate | Imaging | Changelog | Motifications | AcdToRace
Races | - Select g race - = District | il Party | Republicar - Filing Date 8252015 |E
Candidate name and address as it will appear on the ballot. Change if needed.
First Name Brandon Middle Name Claire Last Name Johnson Suffix -
Residence Address 119 River Rd City Pierre State SD Zip 57501
Add To Race
Go To Races

Select the race that the candidate is running for by selecting the appropriate race from the Races drop-
down menu. In the drop-down menu, there are 5 columns that tell you what you are selecting. The
first column is the Added column. This column tells you if the race has been added or not. The next
column is the Race column. The third column is the Vote For column which explains how many offices
there are, followed by the Term column. The last column is the DistrictType column which tells you
the district the race is for (i.e. Ward, County, etc.). For this example, | will select County Auditor (blue
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box), vote for 1 for a 4 year term. When adding a candidate to a districted race the district will default
to the voter’s district. You cannot add a voter to a districted race in a district in which the voter does
not reside.

Races i District - Party | Republican = Filing Date =)

Added  Race Vote For  Term DistrictType

Candidate name and address Ng City Commissioner 1 T MUN ”
First Name | No City Council Member 1 5 WAR Last Name Johnson sufix| -]
Residence Address| Ne Conservation District Supervisor, Rural 2 1 SCD State SD Zip 57501

Landowner or Occupier

No Conservation District Supervisor, Rural 2 2 SCD
Landowner or Occupier

No Conservation District Supervisor, Rural 1 4 SCD
Landowner or Occupier

No Conservation District Supervisor, Rural 1 2 SCD
Landowner or Occupier

Ne Conservation District Supervisor, 1 4 SCD
Taxpayer of Real Property

Ne Conservation District Supervisor, 1 2 SCD
Taxpayer of Real Property

Ne Conservation District Supervisor, Urban 1 4 SCD

No Conservation District Supervisor, Urban 1 2 SCD

No County Auditor 1 4 cTY I

No County Auditor 1 2 Ty

No County Auditor/Register of Deeds 1 4 CcTY

No County Auditor/Register of Deeds 1 2 cTv

No County Commissioner 1 4 CTY

No County Commissioner 1 2 Ty

No County Commissioner At Large 3 4 2%

Ne County Commissioner At Large 2 4 cTY

M Count £ | a Tv hd

If the race is non-political, the Party field will change from their political party to NON for non-political.
Their political party will not actually change on their voter record, only on the Races screen for that
particular election.

Since | selected County Auditor, the District will remain blank because that race affects the entire
county. The Filing Date is populated with today’s date. If the candidate wants their name to appear
on the ballot as something different from their voter registration information, you will make the
change in the First Name, Middle Name, Last Name and Suffix fields. For example, | will change
Brandon Claire Johnson (red box) to B. “Brandon” Johnson (green box). The address that is listed on
the Add To Race tab will show on any Candidate List that is generated.

Races | County Auditor = Dlslrict:| Party | Republican = Filing Date 8/25/2015 | B

Candidate name and address as it will appear on the ballot. Change if needed

First N&me Brandon Middle Name Claire Last Name Johnson SLﬂ =
Residence Address 119 River Rd City Pierre State SD Zip 57501
Add To Race
Go To Races

Races| County Auditor = Districll:| Party | Republican = Filing Date 8/25/2015 |[E

Candidate name and address as it will appear on the ballot. Change if needed.

First Name B Middle Name |"Brandon™ Last Name Johnson Suffix -
Residence Address 119 River Rd City Pierre State SD Zip 57501
Add To Race
Go To Races
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After you have made the necessary changes, click on the Add To Race button. After you have added the
candidate to the race, you will see a message appear below the Go To Races link. For this example “Voter
Brandon Johnson Added to Race County Auditor. Please click Go To Races to edit this candidate.” appeared
below after adding the candidate to the race (purple box).

Candidate name and address as it will appear on the ballot. Change if needed.

First Name B. Middle Name "Brandon” Last Name Johnson Suffix l:l
Residence Address 119 River Rd City Pierre State SD Zip 57501
Add To Race

Go To Races
w—

Voter Brandon Johnson Added to Race County Auditor. Please click Go To Races to edit this candidate.

Once you have added the candidate to the race, you can scan in the candidate’s petitions by going to the Go to
Scan Page and select Petition ( box). Once on the Scan page, scan in the petitions like you would for any
supporting documents that you would want to scan into TotalVote.

SECRETARY OF STATE fr n&fﬂ% = e
Shantel Krebs \ .VETE‘ !

Home  Voter Reports  FElections  County Utilities

Primary Election - 8/7/2018

Quick Search
Last Name First Name Bar Code/Voter ID
Voter ID Name DL# SSN DOB Age LastReg Date Status Party County Last Voted Go to Scan Page
465710 € Johnson, Brandon Claire |» 1981 34 6/8/2011 Active REP Hughes 11/4/2014 -
Voter Info EditVoter | Absentee | Voter History Validate lmaging | Changelog | Noifications | Add To Race ‘
Petition
Obituary
Races Distiet ] Party Fiing Date g Mscelaneous
| Voter
) Registration
Candidate name and address as it will appear on the ballot. Change if needed Vot
| voter
First Name B. Middle Name "Brandon” Last Name Johnson Suffix. | Cancellation
Residence Address 119 River Rd City Pierre State SD Zip 57 Absentee
Add To Race
Go To Races

Voter Brandon Johnson Added to Race County Auditor. Please click Go To Races to edit this candidate.

On the Contests & Ballots screen, you will now see that “B. “Brandon” Johnson” has been added to the
County Auditor race in Hughes County for the Primary Election on 06/07/2016.

SECRETARY OF STATE  £F2.0 o

Shantel Krebs | 'VE’T g1
| N |

Home Voter Reports Elections County Utilities
Quick Search -
Last Name First Name Bar Code/Voter ID

Contests & Ballots

[ state | County | BallotQuestions | Ballots
Set Candidate Order

[+] Add New Race Refresh
Ballot Title Vote For Term District Type District In Election

v County Auditor 1 4 Countywide ‘s Delete Edit

[&]Refresh
Title  First | Middle Last Suffix  Status | Incumbent Filing Date Party  FIS Candidate FIS Elected Official Ballot Order Winner

View Voter B "Brandon” Johnson Active 08/25/2015 REP 2 Delete  Edit
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Repeat these same steps to add other candidates to a race. If the race has already been added, the
next time you add a candidate to that race; the race will be at the top of the Races drop-down menu
and will be highlighted in grey. You will also notice that in the Added column, No was changed to Yes.

ADDING BALLOT QUESTIONS

Adding ballot questions begins with selecting the correct election in which the ballot question will be
presented. If you have not created the election yet, please refer to the beginning of this chapter to do
so. If the election has been created, please select that election. If you do not know how to select an
election, again please refer to the beginning of this chapter to do so. Once you have the correct
election selected, please choose Contests & Ballot Questions from the Elections drop-down menu. On
the Contests & Ballot Questions screen, click on the Ballot Questions tab (red box). On the Ballot
Questions tab, click on Add new record (green box).

Hi brandon | [ Log Out |
SECRETARY OF STATE # & =
Shantel Krebs \ iVOTE ’ Primary Election - 6/7/2016
Home Voter Reports Elections County Utilities .-l
Quick Search
Last Name First Name Bar Code/Voter ID
Contests & Ballots
State | County I Ballot Questions I Ballots ‘
Add new ballot question I @ Refresh
District Type District Number/Letter Title Type

No records to display.

Please note that the only time that you will have to add a ballot question is if there is a county ballot
guestion or a ballot question for a local election (i.e. municipal, school, etc.) if you are the person in
charge of that election. A statewide ballot question will be added by the Secretary of State’s office.

On the Add new ballot question screen, the District Type, District, Ballot Question Type and
Explanation Author fields are drop-down boxes. Click the correct option for each box. After you have
selected the District Type, the District drop-down box will populate with the correct jurisdictions for
the District Type that you selected.

For example, if you select County, the District drop-down box will disappear since there is no need to
select the District. If you select Municipal, the District drop-down box will populate with all the
Municipal jurisdictions in your county and TotalVote will do the same if you select School in the District

Type.
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Contests & Ballots

State County Ballot Questions Ballots

| +| Add new ballot question |5 Refresh
District Type District Number/Letter Title Type
District Type:| Select District Type A District: Select District v
Ballot Question Type:| Select Ballot Question Type > Number or Lener::l
Ballot Question Title:l
Date Remved:| 9/14/2015 = Date Filed:| 9/14/2015 [z5]
Explanation Author:| Select Recitation Type -
Explanation:|
Spell Check
If Yes: If No:
Insert  Cancel

No records to display.

The Date Received and Date Filed fields are available to track when the ballot question was received
and filed in your office.

The Explanation would be the explanation as it is to appear on the ballot and was determined by an
attorney. The Explanation Author is a drop-down box to indicate who wrote the explanation.

The If Yes and If No fields are the Vote Yes and Vote No statements as they would appear on the ballot.

After you have completed all the fields, click on Insert. The Ballot Questions tab on the Contests &
Ballots screen will appear similar to the screen shot below.

Contests & Ballots

Ballot Questions Ballots

Add new ballot question Refresh
District Type District Number/Letter Title Type
Municipal Pierre City Test Referendum Edit Delete

CREATING BALLOTS

Creating ballots begins with selecting the correct election for which the ballots will be created. If you
have not created the election yet, please refer to the beginning of this chapter. If the election has
been created, please select that election. If you do not know how to select an election, again please
refer to the beginning of the chapter. Once you have the correct election selected, please choose
Contest & Ballots from the Elections drop-down menu. On the Contests & Ballots screen, click on the
Ballots tab (red box).

Contests & Ballots

State I County Ballot Questions Ballots

Set Candidate Order

qud New Race @ Refresh
Ballot Title Vote For Term District Type District In Election
3 County Auditor 1 4 Countywide Delete Edit
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On the Ballots tab, click the Create Ballot Styles button (green box).

Hi brandon | [ Log Out |
SECRETARY OF STATE 720 e
Shantel Krebs ‘iv?_TE / Priraw Election - 6712016

| |

Home Vater Reports Elections County Utilities
Quick Search -
Last Name First Name Bar Code/Voler ID

Contests & Ballots

State I County | Ballot Questions | Ballots
Create Ballot Styles UOCAVA Ballots Check 'UOCAVA Ballots' to create PDF ballots that will be sent to UOCAVA voters.
Refresh
Ballot Name Party Created

No records to display.

After you have clicked on the button, your ballots will be created. As you or the Secretary of State’s
office adds additional candidates or ballot questions to TotalVote, your ballot will change. You may
click on the Create Ballot Styles button as much as you would like. Each time you click on that button,
TotalVote will check your County and Ballot Questions tabs and determine your ballots based on what
information is in those tabs. For example, you may create your ballots one day when you only have
one candidate entered in to TotalVote and one ballot will be created and the next time you create your
ballots, you may have more than one ballot because you added more candidates or the Secretary of
State’s office added a legislative candidate or a statewide ballot question.

For this manual, two Democrat County Auditor candidates, two Republican County Auditor candidates,
and one county ballot question have been entered. | clicked on the Create Ballot Styles button and
three ballots were created. Since the election that is selected is a Primary Election, one Democrat
ballot, one Republican ballot, and one Non-political ballot have been created (screen shot below).

Contests & Ballots

‘ State | County Ballot Questions Ballots |
Create Ballot Styles UOCAVA Ballots Check 'UOCAVA Ballots' to create PDF ballots that will be sent to UOCAVA voters.
== =]
Refresh
Ballot Name Party Created
» Insert ballot name View Ballot Recreate PDF DEM 9/15/2015 9:06:32 AM
» Insert ballot name View Ballot Recreate PDE REP 9/15/2015 9:06:32 AM
» Insert ballot name View Ballot Recreate PDF NON 9/15/2015 9:06:32 AM

To insert a ballot name for each ballot, double-click on “Insert ballot name.” After you have named
your ballot, the name that is tied to that ballot will not change. The name of the ballot will appear on
the upper right hand corner of the sample ballot as well as on the sample ballots on the VIP. For this
manual, | named the Democrat ballot “Democrat,” the Republican ballot “Republican,” and the Non-
political ballot “Non-political.” To view the ballot, click on View Ballot.
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You may view which splits and how many voters are tied to each ballot by click on the arrow (green

circle) next to the ballot name.

| State | County Ballot Questions Ballots ‘

Create Ballot Styles

Contests & Ballots

UOCAVA Ballots Ballot has been submitted for processing and will be created soon. Check UOCAVA Ballots to create PDF ballots that will be sent to UOCAVA voters.

Refresh
Ballot Name Party Created
» Democrat View Ballot Recreate PDF DEM 9/14/2015 2:48:29 PM
(O Republican View Ballot Recreate PDF REP 9/14/2015 2:48:29 PM
Precinct Split # Voters
Pre-05 M-100 Sen-24 H-24 Sch-583 (36000501) 14
Pre-05 M-100 Sen-24 H-24 Sch-583 SBR-6 (36000502) 3
Pre-05 M-161 Sen-24 H-24 Sch-583 SBR-7 (36000503) 1
Pre-05 M-636 Sen-24 H-24 Sch-583 (36000504) 6
Pre-05 M-100 Sen-24 H-24 Sch-583 SBR-7 (36000505) 15
Pre-05 M-161 Sen-24 H-24 Sch-583 (36000506) 17
Pre-05 M-1082 Sen-24 H-24 Sch-583 SBR-7 (36000507) 8
Pre-05 W-1 M-02 Sen-24 H-24 Sch-583 SBR-7 (36000509) 3
Pre-05 W-1 M-02 Sen-24 H-24 Sch-583 SBR-6 (36000510) 22
Pre-05 W-2 M-02 Sen-24 H-24 Sch-583 SBR-7 (36000511) 7
Pre-05 W-2 M-02 Sen-24 H-24 Sch-583 SBR-6 (36000512) 40
Pre-05 W-3 M-02 Sen-24 H-24 Sch-583 SBR-6 (36000513) 27
Pre-05 W-3 M-02 Sen-24 H-24 Sch-583 SBR-7 (36000514) 47
Pre-07 M-832 Sen-24 H-24 Sch-342 (36000701) 2
Pre-07 M-832 Sen-24 H-24 Sch-583 (36000702) 1
Pre-07 M-117 Sen-24 H-24 Sch-342 (36000703) 7

For this manual, after | created my two ballots, | added two Alderman candidates and created ballots
for a second time. The screen shot below shows the candidates that were added.

Contests & Ballots

State County Ballot Questions Ballots
Set Candidate Order
Add New Race Refresh
Ballot Title Vote For Term District Type District In Election
» County Auditor 1 4 Countywide v Delete Edit
w Alderman 1 3 Ward Blunt Ward-1 v Delete Edit
Refresh
Title | First Middle | Last Suffix | Status | Incumbent Filing Date Party | FIS Candidate FIS Elected Official Ballot Order Winner
View VYoter Alderman | Test Candidate A Active 09/15/2015 | NON Delete | Edit
View Voter Alderman Test Candidate B Active 09/15/2015 NON Delete | Edit
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The screen shot below is the Ballots tab after | created my ballots again. | now have six ballots created
and named the additional three ballots “DEM/Blunt W1”, “REP/Blunt W1”, and “NON/Blunt W1” which
signifies that each of those ballots have an Alderman race for Blunt on them.

| State | County

Ballot Questions

Create Ballot Styles

Ballots ‘

Contests & Ballots

UOCAVA Ballots Check 'UOCAVA Ballots' to create PDF ballots that will be sent to UOCAVA voters

Refresh
Ballot Name Party Created
» Democrat View Ballot Recreate PDF DEM 9/15/2015 9:23:16 AM
% Republican View Ballot Recreate PDF REP 9/15/2015 9:23:16 AM
» Non-political View Ballot Recreate PDF NON 9/15/2015 9:23:16 AM
» DEM/Blunt W1 View Ballot Recreate PDF DEM 9/15/2015 9:23:16 AM
» REP/Blunt W1 View Ballot Recreate PDF REP 9/15/2015 9:23:16 AM
» NON/Blunt W1 View Ballot Recreate PDE NON 9/15/2015 9:23:16 AM

If you realize a mistake has been made and a candidate’s name is not spelled correctly, you can edit
the candidate’s name by clicking the County tab, clicking the arrow next to the race to view the
box) next to the candidate that you

candidates are linked to that race and then clicking Edit (

need to correct.

Contests & Ballots

State County Ballot Questions Ballots
Set Candidate Order
Add New Race Refresh
Ballot Title Vote For Term District Type District In Election
v County Auditor 1 4 Countywide Delete Edit
Refresh
Title | First Middle | Last Suffix | Status | Incumbent | Filing Date Party | FIS Candidate FIS Elected Official Ballot Order Winner
View Voter Democrat Test Candidate A Active 09/15/2015 DEM 2 Delete || Edit
View Voter Democrat Test Candidate B Active 09/15/2015 DEM 1 Delete | Edit
View Voter Republican Test Candidate A Active 09/15/2015 REP 1 Delete | Edit
View Voter Republican Test Candidate B Active 09/15/2015 REP 2 Delete | Edit
» Alderman 1 3 Ward Blunt Ward-1 Delete Edit
Once the correction has been made, you do not need to create ballot styles again. Simply click
Recreate PDF (blue box) and the correction that has been made will translate to the ballot.
Contests & Ballots
‘ State | County | Ballot Questions | Ballots ‘
Create Ballot Styles UOQCAVA Ballots Check 'UOCAVA Ballots' to create PDF ballots that will be sent to UOCAVA voters
Refresh
Ballot Name Party Created
» Democrat View Ballot l Recreate PDF I DEM 9/15/2015 9:30:39 AM
» Republican View Ballot Recreate PDF REP 9/15/2015 9:30:39 AM
» Non-political View Ballot Recreate PDF NON 9/15/2015 9:30:39 AM
> DEM/Blunt W1 View Ballot Recreate PDF DEM 9/15/2015 9:30:39 AM
3 REP/Blunt W1 View Ballot Recreate PDF REP 9/15/2015 9:30:39 AM
3> NON/Blunt W1 View Ballot Recreate PDF NON 9/15/2015 9:30:39 AM
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After the candidate withdrawal deadline has passed, the next step in creating ballots is to determine
Candidate Order on the ballot. Click on the Set Candidate Order button (red box) on the County tab
on the Contests & Ballots screen.

Contests & Ballots

State County Ballot Questions Ballots
I | Set Candidate Order ‘I
Add New Race Refresh
Ballot Title Vote For Term District Type District In Election
> County Auditor 1 4 Countywide v Delete Edit
> Alderman 1 3 Ward Blunt Ward-1 v Delete Edit

Below is a screen shot of what the Candidate Order screen should look like.

Contests & Ballots

State County Ballot Questions Ballots
Set Candidate Order Save Candidate Order
E‘Add New Race @ Refresh
Ballot Title Vote For Term District Type District In Election
v County Auditor 1 4 Countywide L4 Delete Edit
@ Refresh
Title | First Middle | Last Suffix  Status | Incumbent Filing Date Party | FIS Candidate FIS Elected Official Ballot Order Winner
View Voter Democrat Test Candidate A Active 09/15/2015 DEM | Delete | Edit
iew r Democrat Test Candidate B Active 09/15/2015 | DEM :l Delete | Edit
View Voter Republican Test Candidate A Active 09/15/2015 REP :l Delete = Edit
View Voter Republican | Test  Candidate B Active 09/15/2015  REP [ Delete | Edit
v Alderman 1 3 Ward Blunt Ward-1 L4 Delete Edit
IE’ Refresh
Title | First Middle | Last Suffix | Status | Incumbent Filing Date Party | FIS Candidate FIS Elected Official Ballot Order Winner
View Voter Alderman Test Candidate A Active 09/15/2015 NON Delete | Edit
w r Alderman | Test Candidate B Active 09/15/2015  NON Delete | Edit

To set the candidate order, simply enter in the order that candidates were drawn by lot. After you
entered in the order, click on the Save Candidate Order button (red box).

Contests & Ballots

State 1 County | Ballot Questions | Ballots |
Set Candidate Order I Save Candidate Order I
E Add New Race @ Refresh
Ballot Title Vote For Term District Type District In Election
s County Auditor 1 4 Countywide L4 Delete Edit
El Refresh
Title | First Middle  Last Suffix = Status | Incumbent Filing Date Party | FIS Candidate FIS Elected Official Ballot Order Winner
View Voter Democrat Test Candidate A Active 09/15/2015 DEM Delete  Edit
iew £ Democrat Test Candidate B Active 09/15/2015 DEM Delete | Edit
View Voter Republican Test Candidate A Active 09/15/2015 REP Delete | Edit
View Voter Republican Test Candidate B Active 09/15/2015 REP Delete  Edit
v Alderman 1 3 Ward Blunt Ward-1 L4 Edit
@ Refresh
Title | First Middle | Last Suffix  Status | Incumbent | Filing Date Party | FIS Candidate FIS Elected Official Ballot Order | Winner
View Voter Alderman  Test Candidate A Active 09/15/2015 | NON 2 Delete  Edit
w Voter Alderman  Test Candidate B Active 09/15/2015  NON 1 Delete  Edit
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After you have saved the candidate order, you should see a screen shot similar to the one below. You
will notice the message in green that states the ballot order has been set.

Contests & Ballots

| State ] County I Ballot Questions | Ballots
Set Candidate Order
Ballot order set for all candidates. Thank you!
lE‘ Add New Race Refresh
Ballot Title Vote For Term District Type District In Election
~ County Auditor 1 4 Countywide e Delste Edit
@Reﬁesh
Title | First Middle | Last Suffix | Status = Incumbent Filing Date Party | FIS Candidate FIS Elected Official Ballot Order Winner
View Voter Democrat Test Candidate A Active 09/15/2015 DEM 2 Delete  Edit
View Voter Demaocrat Test Candidate B Active 09/15/2015 DEM 1 Delete  Edit
View Voter Republican  Test Candidate A Active 09/15/2015 REP 1 Delete  Edit
View Voter Republican | Test Candidate B Active 09/15/2015 REP 2 Delete  Edit
+ Alderman 1 3 Ward Blunt Ward-1 L4 Delete Edit
@Ref{esh
Title | First Middle | Last Suffix | Status | Incumbent Filing Date Party | FIS Candidate FIS Elected Official Ballat Order Winner
View Voter Alderman Test . Candidate A . Active 09/15/2015 . NON 2 . Delete . Edit
View Voter Alderman Test Candidate B Active 09/15/2015 NON 1 Delete | Edit
After you have set the candidate order, you will need to create your Elections | County Utilities h
ballots again so that the ballot can be set in candidate order. After you Polling Places b

have created all the ballots necessary for that election, click on the
checkbox next to UOCAVA Ballots and click on the Create Ballot Styles
button one last time. TotalVote will create all of the necessary ballots
that will be delivered to a UOCAVA voter if they chose to receive their
ballot electronically.

Elections

Contests & Ballots

Export Ballots

Returns

Canvass

Reports »

Once you have all of the necessary ballots created and your precincts are linked to a polling place,
select Export Ballots from the Elections drop-down menu. On the Exports Ballots screen, click the Export
to SeaChange. After you have proofed the ballots from SeaChange and confirmed everything is correct, then go
back to this screen and click the Release to VIP button.

SECRETARY OF STATE £ =8 B

Shantel Krebs ! ‘VC_’,TE‘ ! P Elcton -672016

Home Voter Reports Elections County Utilities .-l
Quick Search -
Last Name First Name Bar Code/Voter ID

Export Updated Precincts

Export to SeaChange

Please allow time for system to process.
DO NOT CLOSE THIS PROGRAM UNTIL EXPORT COMPLETED.

Release to VIP

Once ballots have been created, exported to SeaChange and released to VIP, do not create new splits
or jurisdictions.
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