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Connecticut Election Management System

1. SYSTEM REQUIREMENTS

Windows Operating Systems 7 or higher
Connecticut EMS is fully supported on the following browsers:

* Internet Explorer: Version 9.0 or higher
= Firefox: Version 4.0 or higher
= Safari: 4.0 or higher

* Google Chrome: 28.0 or higher
Minimum screen resolution 1280 x 758 to 1266 x 768
Turn off your POP-UP BLOCKER

2. TOWN CLERK LOGIN

Purpose: To ALLOW THE TOWN CLERK TO LOG IN WITH ASSIGNED PERMISSIONS, CHANGE A
PASSWORD, AND REPORT A PROBLEM OR GET HELP FROM STATE ADMIN (SOTS).

Figure 2-1 Login screen

Select Role: TS v

Usermame: |

|
Password: | |

[ remember me!

Report a Problem or get help

Latest News Useful Links

_

© 2016 PCC Technology Inc., All Rights Reserved.
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Figure 2-2 First Time User Registration screen

Connecticut Election Management System
First Time User Registration
User Information
et —Select Town— K Select Role:* |—Select- v
{Username max length should be 16 characters)
Passward: * Confirm Passward:*
(Password must be between 8-26 characters) (Password must be between §-26 characters)
Shone: | I I I _— |
(Example:abc@xyz.com)
Note: Fassword and Confirm Password must be between 8-26 characters long and must contain at least ene character from three of these four character types: Uppercase
alpha, Lowercase aipha, Numeric, Special Character. Piease note that you may nof use any of your last 3 passwords.
Business Address
Csame as Business Addrass
Mailing Address

How to Create First Time User - Town Clerk

1. The Login page will be displayed in the browser (Fig. 2-1).

Click on the “First Time Logging In?’ link in the “Login Information” section.

The system will display the First Time User Registration screen (Fig. 2-2).

Select the town from the “Town” dropdown and “Town Clerk” from the “Select Role”

dropdown. Enter information. Required fields are marked with a red asterisk.

5. Click the “Submit” button. The system displays an alert message. Select OK to close the
pop-up.

6. The system will send a request to State Admin for approval of the new user.

7. Once State Admin has approved the user, the system will send a notification email to the
Town Clerk’s email address that was entered on the First Time User Registration
screen.

8. The Town Clerk will now be able to log in from the Login page (Fig. 2-1). In the “Login
Information” section, select “Town Clerk” from the “Select Role” dropdown, enter the
Username & Password, and click the “Login” button.

9. Passwords expire in 90 days, at which time the user is prompted to enter a new
password. The prompt for the password change will begin 10 days prior to the

W

password expiration date. Please note that you may not use any of your last 3
passwords.
When the user tries to login after 90 days with an expired password the system will navigate
to the Change Password screen.
Note: Passwords must be between 8-26 characters long and must contain at least one
character from three of these four-character types:
e Uppercase alpha
e Lowercase alpha
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e Numeric
e Special character.

How to Log In

1. SOTS will send Town Clerks the URL for the live system. Enter the URL in the browser’s
address bar and click Enter.

2. Select “Town Clerk” from the “Select User” dropdown and enter the Town Clerk
Username and Password on the Login screen (Fig. 2-1). If logging in for the first time,
see Section 2 How to Create a First Time User - Town Clerk.

3. Click the “Login” button.

How to Change a Password

1. From the Dashboard, select the “Maintenance” tab and click on “Change Password” to
display the Change Password screen (Fig. 2-3).

2. Enter the Old Password, enter the New Password, & re-enter the New Password. Click
the “Change Password” button. The system displays an alert message.

Figure 2-3 Change Password screen

Connecticut Election Management System

Dashboard Logged in as: SA  Logout

Change Password

Change Password

Old Password:® |ssesssssss
New Password:* [sunennssns |
Re-enter Password:® [sunnsenns] 7]

Note: Password and Confirm Password must be between 8-26 characters long and must contain at least one character from three of these four charscter types: Uppercase alpha,
Lowercase alphs, Numeric, Special Character. Please note that you may not use any of your last 3 passwords.

Note: Passwords must be between 8-26 characters long and must contain at least one
character from three of these four-character types:

e Uppercase alpha

e Lowercase alpha

e Numeric

e Special character.
Please note that you may not use any of your last 3 passwords.

NOTES:

How to Report a Problem or Get Help - from the Login page
1. From the Login page, click on the “Report a Problem or Get Help” link (Fig. 2-4).
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Connecticut Election Management System

Figure 2-4 Login screen

Select Role: [--Select- v

Usemame: |

Password: |

[[JRemember me!

First time logging

gging in?
Report a Problem or get help

2. The system displays the Report a Problem or Get Help screen (Fig. 2-5).

Figure 2-5 Report a Problem or Get Help screen
Report a Problem

Subject: |EMS Problem

Town:* |__ Select Town — V|

MName:* | |

Email:* | |
(ex:abo@xyz.com)

Phone Number:® | || || || |

Please enter your name,phone number and email address so we may contact you

Message:™

Send Message Close Window

3. Select town from the “Town” dropdown, enter information, and summarize the problem
or question in the “Message” section. Be sure to include your email address. You may
attach a file using the “Browse” feature.

4. Click the “Send Message” button. Your message, attachments, and contact information
will be sent to the State Admin EMS dashboard.

3. TOWN CLERK DASHBOARD

Purpose: To ALLow THE TOWN CLERK TO ACCESS THE FUNCTIONALITY OF THE CONNECTICUT
ELECTION MANAGEMENT SYSTEM.

The Dashboard Basics

1. Once the Town Clerk has logged in successfully, the system will display the Dashboard
(Fig. 3.1), with the following tabs across the top that allow the user to access the
Connecticut Election Management System functions:
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Dashboard

Candidates

Party Ranking

Winners

Reports

Head Moderator’s Return
View Stats

View Question Results
Maintenance.

Figure 3-1 Town Clerk Dashboard

Connecticut Election Management System

Dashboard | Candidates Head Moderalor's Retum View Question Results

Dashboard
Active Elections Office Requests
Election Name Election Type Election Category View Election Name Office Name User Name Role Town Name Action
Offices List No Data Found
List of Nominees
11/21/2016 - test 2 General State Election
Grids Report Ballot Ordered Requests
wi Report . i . ’
E— Name Role File Status Election Polling Place Name Action
Offices Li
No Data Found
List of Nominees
11/14/2016 - Test Election General State Election
Grids Report -
Question Requests
Winners Report
3 Notoo  Notoo 0
Offices List Question ElectionName Yes No High Low Action
- List of Nominees Should the town of Berlin sponsor fireworks on 07/26/2016 -- Berlin
1I1/0_s/20 16 - November Presidential State Election Iependens Do o Yes No - - Requested
Election Grids Report
Winners Report Change page: 1 | Displaying page 1 of 1, items L1to 1 of 1

2. The Dashboard displays four sections: “Active Elections,” “Office Requests,” “Ballot
Ordered Requests” and “Question Requests” (Fig. 3-1).

3. The system will display only Active Elections for the town in which the Town Clerk is
logged in.

4. The Town Clerk can view the List of Offices, List of Nominees, Grids Report, and Winners
Report for an election by clicking the respective link in the “Active Elections” section.

5. The offices which have been requested by the Town Clerk will be displayed under the
“Office Requests” section. (This will be explained in detail in Section 4.4.)

6. Ballot Ordered records which have been created by the Registrar and are pending review
by the Town Clerk will be displayed under the “Ballot Ordered Requests” section. (This
will be explained in detail in Section 4.10.)

7. Questions which have been submitted for state approval by the Town Clerk will be

displayed under the “Question Requests” section. (This will be explained in detail in Section
4.8.)

NOTES:

How to Create Notification of Number of Electors and Polling Places
Report

1. From the Dashboard, select the “Maintenance” tab and click on “Notification of #
Electors and # Polling Places” to display the Notification of Number of Electors and
Number of Polling Places screen (Fig. 3-2).
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Dashboard | Candidates = Party Ranking | Winners | Reporis = Head Moderator's Retumn | View Resuls | View Question Results | Maintenance Logged in as: KENT ) Logout as Town Log|

Notification of Number of Electors and Number of Polling Places

S No Town Clerk Name Town Clerk Contact Number Created Date/Time Modified Date/Time Original/Amendment Action

No Data Found
Notification of Number of Electors and Number of Polling Places

2. The system displays “No Data Found” until Notification data has been entered.

3. Click the “Notification of Number of Electors and Number of Polling Places” button to
display the Notification of Number of Electors and Number of Polling Places screen
with Voting Districts and Precincts (Fig. 3-3).

Figure 3-3 Notification of # of Electors and # of Polling Places screen with
Voting Districts and Precincts.

Connecticut Election Management System

Dashboard Candidates = Party Ranking = Winners Reports  Head Moderator's Return | View Resulis | View Question Results =~ Maintenance

Notification of Number of Electors and Number of Polling Places

Voting Districts and Precincts:* |77-1
772 A
77-3 W
77-4 [ select all

oD 2B

4. Select the Voting District(s) and click the “Add” button. The system displays an alert
message. Select OK to display the Notification grid for the selected Voting District(s)
(Fig. 3-4).

Figure 3-4 Notification Grid

Connecticut Election Management System

Dashboard | Candidales =~ Parly Ranking = Winners | Reporis =~ Head Moderator's Retumn | View Resulis | View Queslion Results | Maintenance

Notification of Number of Electors and Number of Polling Places

Voting Districts and Precincts:* [[E]
[ select an

o § 5 y Total No. Names On Total No. Voting Total Number of Spare
Voting District No. Total Republican Total Democratic Total Minor Parties Total Unaffiliated Re: = Machines(excluding - Action
qistry List pares) Machines
771 \ | \ | [ | [ | 0 \ | \ | e
we \ | \ | e
TOTALS FOR THE ENTIRE O o o 1] (1] 0 0
TOWN (Rep.) (Dem.) (Minor) ) (Total) (Machines) (Machines)

Total Number of Voting Machines for Entire Town:
(including Spare Machines)
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Each town will have an A/B (central absentee counting) precinct available as an optional
selection in the dropdown menu. Select the A/B precinct if the town uses centralized
absentee counting. Note that only the “Total No. Voting Machines” and “Total Number of
Spare Machines” data entry fields will be enabled for the A/B precinct.

Enter the data into the fields. As you enter the data, the system will calculate the
“Number on the Registry List” and “Total Number of Machines” and populate those
fields.

Click the “Save” button.

The system will save the data entered and return to the previous screen, where a
summary row of the Notification record created will be displayed (Fig. 3-5).

Figure 3-5 Notification of # of Electors and # of Polling Places screen - with

Summary Row

Connecticut Election Management System

Dashboard | Candidates | Party Ranking | Winners | Reporls | Head Moderator's Retum | View Results | View Question Resulls | Maintenance

Notification of Number of Electors and Number of Polling Places

S No
1

Town Clerk Name Town Clerk Contact Number Created Date/Time Modified Date/Time Original/Amendment Action
Tanner Scott 555-555-5555 2/7/2016 6:57:36 PM Original V-]

Change page: 1 | Displaying page 1 of 1, items 1 to 1 of 1

Notification of Number of Electors and Number of Polling Places

10.

11.

12.

13.

To edit a Notification report, click the “Edit” icon. The system displays an alert message.
Select OK to continue to the Notification grid or select Cancel to close the pop-up
without taking any action.

After updating the details, click the “Update” button. The system displays an alert
message. Click OK to update the Notification report.

The system will save the data entered and return to the previous screen. A summary
row for the amended Notification report will display. The original Notification summary
row, and a summary row for any previous amendments, will also display.

To delete a Notification report, click the “Delete” icon. The system displays an alert
message. Select OK to delete the report or select Cancel to close the message without
taking any action.

To print the most recent Notification report, select the “Reports” tab from the Dashboard
to display the Reports screen. Click the radio button next to “Notification of Number of
Electors and Number of Polling Places.” Click the “Generate Report” button to generate
the Notification report. (More information about reports in Section 5. Reports.)

Note: ROVs have access to enter data.

NOTES:

Page | 10



i IT Electic Viang Jeme 3#”“”

4. INTRODUCTION TO ELECTIONS
(Step by Step Guide to Primaries and Elections)

4.1. PARTY RANKING

Purpose: ToALLOW THE TOWN CLERK TO MANAGE MUNICIPAL PARTY RANKING. PARTY
RANKING SHOULD BE DETERMINED FIRST BEFORE ANY OTHER ACTIONS ARE TAKEN. PARTY
RANKING ALLOWS THE SYSTEM TO GROUP THE PARTIES AND CANDIDATES IN THE CORRECT ORDER
FOR THE CREATION OF THE HEAD MODERATOR’S RETURNS AND THE PRE AND POST-ELECTION
REPORTS. INCLUDE “WRITE IN” CANDIDATES AS A PARTY (THIS SHOULD BE YOUR LAST PARTY,
UNLESS YOU HAVE A NON-PARTISAN BOARD).

How to Maintain (Add/Edit/Delete) Party Ranking

1. Click on the “Party Ranking” tab from the menu bar to display the Manage Ranking
screen. The system will display “No Data Found” until a Party Ranking has been
generated (Fig. 4-1).

Figure 4-1 Manage Ranking screen

Connecticut Election Management System j I%ﬁ—ﬁ;-‘
Sl s et dl
Dashboard | Candidates = Parly Ranking | Winners | Reports | Head Moderator's Retum = View Results | View Questfion Results =~ Maintenance Logged in as: MISANDERS ( BERLIN )
o
Manage Ranking
Assignment of Parties
S LUT - Select Election -

A Brookfield Party
A Sentinel Party A
Chatham Party n
Christian Center Party

part Coalition For Westport Party a

'arties:™ | Congervalive Party
Democratic Party ﬂ
Green Party
Independence for Montville Party v =
Independence Party
Save Rankings ‘Generate Report
Coootmoper | doms | vk | Cogesume | s |
No Data Found

2. Select the Election from the “Election” dropdown.

3. To assign a party, highlight the party in the left box and click on the Move Right “(>)”
button to move it to the right box. Select multiple parties by holding down the Control
key while highlighting the parties. Once highlighted, move them to the right by clicking
on the “(>)” button.

4. Once the selected parties are in the box on the right, use the “(A)” and “(V)” buttons to
adjust the order of the rankings.

5. After making the party selection(s) and ranking them in the correct order, click the
“Save Ranking” button. The system displays an alert message. Select OK to save party
rankings.

6. The system returns to the Manage Ranking screen with a summary row for the election
for which party ranking was saved (Fig. 4-2).
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Connecticut Election Management System

Dashboard =~ Candidates = Party Ranking Winners = Reports Head Moderator's Retum = View Results = View Quesfion Results = Maintenance Logged in as: MISANDERS ( BERLIN ) Lo

Manage Ranking

Assignment of Parties

ZERUE - Select Election —
A Brookfield Party
A Sentinel Party A
Chatham Party B
Christian Center Party
) Coalition For Westport Party

Farties:* ' Conservative Party
Democratic Party
Green Pa
Independence for Montville Party v a
Indapendence F‘arly

Save Rankings ‘Generate Report
SerialNumbes | Towns | PavRankings | edionName | Adion |

Berlin Democratic Party, Republican Party, Working Families Party, Write-In 12/11/2015 - Heather's 3 Town Test -]
2 Berlin Republican Party, Democratic Party, Warking Families Party, Write-In 02/18/2016 - Berlin Test -]

Change page: 1 | Displaying page 1 of 1, items 1 to 2 of 2

Note: Upon saving the party ranking for an election Write In party will be included by default.

7. To edit the Party Ranking, click the “Edit” icon in the “Action” column next to the
election. The system will display party ranking for the selected election.

8. Update the desired parties/party ranking and click the “Update” button. The system
displays an alert message. Select OK to update the ranking or select Cancel to close the
page without taking any action.

9. To delete a Party Ranking, click the “Delete” icon in the “Action” column. The system
displays an alert message. Select OK to delete the Party Ranking or select Cancel to
close the page without taking any action.

10. To generate a Party Ranking report, select the election from the dropdown and click the
“Generate Report” button to display the report in a PDF format.

11. The Town Clerk will rank parties for municipal elections. The State will rank parties for
state elections.

4.2. ADD OFFICE

Purpose: To ALLOW THE TOWN CLERK TO ADD MUNICIPAL OFFICES AND ESTABLISH THE
TERMS OF THE OFFICES AND THE NUMBER OF WINNERS TO BE ELECTED. THIS INFORMATION
FLOWS INTO THE HEAD MODERATOR’S RETURN AND PRE- AND POST-ELECTION REPORTS.
How to Add/Archive/Un-Archive Offices

1. From the Dashboard, select the “Maintenance” tab and click on “Maintain Office” to
display the Maintain Office screen (Fig. 4-3).
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Fig
S

ure 4-3 Maintain Office screen
o

Connecticut Election Management System ' I%ﬂ— i

Dashboard | Candidates = Parly Ranking Winners = Reporls = Head Moderators Retumn | View Stals | View Question Resulls =~ Maintenance Logged in as: MSANDERS ( BERLIN )

@ kel
Maintain Office
Office Search
ofcetiame [ ]
[ searct [ viewan ]

Sho s Offccome  Mlsfer gl opqp. S oo oo o ebeovimen Mmbeforbo puugpes D Torem  Acer

1 ] C‘hzml_"giatg‘énsi"a'tjs'as'de“ o \ote for One State/Federal  Statewide 1 1 Y Active 01/20/2017 01/20/2020

2 [ Presidential Electors for  Vote for One State/Federal  Statewide 1 1 Y Active 01/20/2017 01/20/2021

3 [ united States Senator Vice for One  State/Federal  Statewide 1 1 Y Active 01/03/2017 01/03/2023

4 [m} gfpm“"““i" in CoNOIess vt for One State/Federal  Congressional 1 1 1 Y Active 01/03/2017 01/03/2019

5[] StatcRepresentative 30 Votefor One State/Federal  Assembly 30 1 1 Y Active 01/04/2017 01/09/201%

5 [ State Senator 06 Vote for One State/Federal  Senatorial 5 1 1 Y Active 01/04/2017 01/09/201%

7 [0 Mayor-Berin 1 Municipal Municipal Berlin 1 1 Y Active 01/04/2016 01/02/2017 # @

Change page: 1 | Displaying page 1 of 1, items 1 to 7 of 7 m m

2. To search for an office, enter the office name and click the “Search” button. The system
will display the search results.

3. To display the complete list of offices in the grid below the “Office Search” section, click
the “View All” button.

4. To add a municipal office, click the “Add Office” button. Data entry fields will display
below the “Office Search” section (Fig. 4-4).

Figure 4-4 Add Office screen —with Add Office data entry fields

Add Office

Office Name:™ Vote for number:

}{ayor ‘ Vote for Cne ‘

Election Category:™ Office Type: \foting Districts and Precincts:*
Municipal v Municipal v

Status:

M active

Mumber of Winners to be elected: Mumber For Which Each May Vote:
From Term:* To Term:*

|o6r12/2017 | [06/10/2019 |

5. Enter the office information. A red asterisk (*) indicates a required field.

6. Select “Municipal” from the “Election Category” dropdown and “Municipal” from the
“Office Type” dropdown.

7. The “Active” checkbox defaults to checked so that the office will be available to be
assigned on the Assign Offices screen.

8. Click the “Add Office” button. The system will display an alert message. Select OK to
add the office or select Cancel to return to the previous screen without taking any
action.

9. The system returns to the Maintain Office screen with a summary row for each office in
the town.
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10. To archive an office, select the checkbox next to the office to archive and click the
“Archive” button. The system displays an alert message. Click OK to archive the office.

Unarchive an Office

11. To un-archive an office, from the “Maintain Office” screen, select the “Un-Archive”
button.

12. The system will display the list of archived offices.

13. Select the checkbox in the “Archive” column for the office you wish to Un-Archive (Fig. 4-
5

14. Click the “Un-Archive” button. The system displays an alert message. Click OK to
display a pop-up with archived offices (Fig. 4-5). Note: Town Clerks can only archive
municipal offices.

Figure 4-5 Maintain Office - Un-Archive Office

Connecticut Election Management System

Archive Office

2 S % Z Number of Number For
Office Vote for Election Office District Voting Voting Winners to Which Each Default Status From To Term

Archive

Name number Category Type ID/Town District Precinct be elected May Vote Term
O ::;/""nr =|# Municipal  Municipal  Berlin 1 1 Y  Active 01/04/2016 01/02/2017
Change page: 1 | Displaying page 1 of 1, items 1to 1 of 1 Un-Archive

4.3. EDIT/DELETE OFFICE

PUI’pOSG: To ALLOW THE TOWN CLERK TO EDIT AND DELETE MUNICIPAL OFFICES.

How to Edit/Delete Offices

1. To edit an office, click the “Edit” icon next to the office to be edited in the “Action”
column. Data entry fields populated with the office information will display below the
“Office Search” section.

2. Make any changes to office information and click the “Update” button. The system will
display an alert message. Select OK to update the office details or select Cancel to
return to the previous screen without taking any action.

3. To delete an office, click the “Delete” icon next to the office to be deleted. The system
will display an alert message. Select OK to delete the office or select Cancel to go back to
the Maintain Office screen without taking any action.

4. The Town Clerk can only edit or delete municipal offices.

Additional Information
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1. The Town Clerk can Edit/Delete a municipal office if it is NOT assigned to an election.
2. Ifan office is assigned to an election and NO candidates have been assigned to the
election, then
a. Town Clerk can edit the office details.
b. Town Clerk can delete the office by first un-assigning it from the election.
3. Ifan office is assigned and the candidates are entered for the election, then
a. Town Clerk can edit the office information except Election Category, Office Type,
and Town/District information.
b. Town Clerk can delete the office by first un-assigning it from the election.
4. If an office is assigned to an election and the results are saved/submitted by HM for that
election. then
a. Town Clerk CANNOT delete the office.
b. Town Clerk CANNOT un-assign the office.
5. When the Town Clerk edits office information that was assigned to an election with
results saved/submitted, then the system will create a new office with the updated
information and must keep the old office details as-is to maintain its previous election

history.

6. The Town Clerk can view the offices added by State Admin but cannot perform any
action.

NOTES:
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4.4. ASSIGN OFFICES TO ELECTION

PUI’pOSGZ TO ALLOW THE TOWN CLERK TO ASSIGN OFFICES TO ELECTIONS. THE TOWN CLERK
WILL ASSIGN OFFICES TO THE MUNICIPAL ELECTIONS. THE STATE ADMINISTRATOR ASSIGNS
OFFICES TO STATE/FEDERAL ELECTIONS. THE TOWN CLERK CAN ASSIGN A MUNICIPAL OFFICE TO
A STATE ELECTION WITH THE APPROVAL OF THE STATE ADMINISTRATOR.

How to Assign Offices to an Election

1. From the Dashboard, select the “Maintenance” tab and click on “Assign Offices to
Election” to display the Assign Office(s) screen (Fig. 4-6).

Figure 4-6 Assign Office (s) screen

Connecticut Election Management System

Dashboard Candidates Party Ranking m Head Moderator's Return View Question Results

Assign Office(s)

Assign Offices to Election

Election:
04/05/2016 - B Test ﬂ (Election Type: General )
Search Office Name: =
Type office name here to search [~ ]
Default Offices: Select Previous Election:
[T an offices |—€e\ect Election— v
Mayor - Kent State Senate 01
State Senate 02
n State Senate 03
a Registrar - Kent n
[*“save | Ciear Selection

2. To assign offices, first select an election from the dropdown. Highlight the offices to be
assigned from the list of offices in the left-hand box and click the Move Right “(>)”
button to move them to the right-hand box. To select multiple offices, hold down the
Control key while highlighting the offices and click the “(>)” button. To move all offices,
click on the “(>>)” button. Use the “(A)” and “(V)” buttons to establish the order of the
offices (For municipal elections only).

3. Once offices have been moved to the right-hand box, click the “Save” button. The system
will display an alert message and assign the offices to the selected election.

5. To assign a municipal office to a State or Federal Election, the Town Clerk must send a
request to State Admin (SOTS).

a. From the Assign Offices screen, move the municipal office(s) to be assigned to
the right-hand box.

b. Click the “Save” button. The system displays an alert message. Select OK to send
the request to State Admin. The system displays an alert message.

c. Once State Admin (SOTS) has approved the office, a notice of approval/rejection
will display under the “Office Requests” section of the Town Clerk Dashboard
(Fig. 4-7).
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Figure 4-7 Approved Office Request

Connecticut Election Management System

Dashboard Candidates Parly Ranking Winners Reporis Head Moderator's Retlum = View Stats = View Question Results =~ Maintenance

Dashboard

Active Elections Office Requests

Election Name Election Type Election Category View Election Name Office Name User Name Role Town Name Action
07/26/2016 - Berlin Test Registrar - Kent KBlanton Town Clerk Kent Accepted
Offices List

List of Nominees Change page: 1 | Displaying page 1 of 1, items 1 to 1 of 1

11/21/2016 - test 2 General State Election

Grids Report
Winners Report Ballot Ordered Requests

Offices List Name Role File Status Election Polling Place Name Action

. N List of Nominees
11/14/2016 - Test Election General State Election No Data Found
Grids Report

Winners Report -
Question Requests

Offices List
11/08/2016 - November Presidential List of Nominees
Eloction General State Election Gride Report No Data Found

Winners Report

Question ElectionName Yes No Mo too High No too Low Action

NOTES:

4.5. MAINTAIN CANDIDATE(S)

PUFpOSEZ To ALLOW THE TOWN CLERK TO ADD, EDIT, AND DELETE CANDIDATES FOR
MUNICIPAL OFFICES. INFORMATION ENTERED WILL CREATE PRE- AND POST-ELECTION REPORTS.

How to Maintain (Add/Edit/Delete) Candidates
1. From the Dashboard, select the “Candidates” tab and click on “Add/Search
Candidate(s)” to display the Add/Search Candidates screen (Fig. 4-8).
Figure 4-8 Add/Search Candidate(s) screen

Connecticut Election Management System

B S N

Dashboard | Candidates =~ Party Ranking | Winners ~Reports = Head Moderator's Retumn | View Results | View Question Results =~ Maintenance Logged in as: SA ( KENT } Logout as Tow

Add/Search Candidate(s)

Search Candidate
Election:” [T Office: | Select Office v
Party: |- Select Party — V| NameonBalot: [ |
FistMame: | | LastName: | |
==

Add Candidate

2. To add a new candidate, click the “Add Candidate” button to display the Add
Candidate data entry screen (Fig. 4-9).
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Figure 4-9 Add Candidate — Data Entry screen

Connecticut Election Management System

Dashboard Candidates Party Ranking Winners Reports Head Moderator's Return = View Results  View Question Results = Maintenance

Add/Search Candidate(s)

Add Candidate
Electon:™ party:~ [ Select Party - v
Office:™ Name On Ballot:* | |
Athames[ ] wstnames[ ]
wddeames | | e |
adress[ ] adressz[
L | . e
stote:” comaate. [ T[]
Ballot Order:

3. Selectan election and enter the candidate information. A red asterisk (*) indicates
required information.

4. To enter a Cross Endorsement for a candidate, select the “Cross Endorsement” button.
The Cross Endorsement for Candidate screen will display (Fig. 4-10).

Figure 4-10 Cross Endorsement for Candidate screen

LB 5 it ctertuat pectgnet irin CrossEndorsement aspe

) Erm—" nxs

Los
@l
Cross Endorsement for Candidates
Search Condidate
P o - ==t Prenary runceon 1] Offce:  Regisirar of Voters - Chapin ]
Remainder to Party: * [Republican Party | Enrclled Party: Republican Party
Parties Cross Endorsed Party

Christian Center Party
Independence fer Montville Party

Smart Choice Party
Simsbury Ctizens Fiest Party
chatham party

Resiistic Bslance Party
Winsted Independent Party
& Braokfield Party

Save Westport Now Party
Coslisan For Westport Party
& Sentingl Party

Pd a2 w0 <3 = B ; T

0%

5. Check the box next to each party that is cross endorsing the candidate.

6. Click the “Save Cross Endorsement for Candidate” button. An alert message will
display.

7. Select OK to save the cross endorsements for the candidate. The system will return to
the Add Candidate screen. Click the “Add Candidate” button. The system will display
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an alert message. Select OK to add the candidate or select Cancel to return to the
previous screen without taking any action.

8. To search for a candidate, select an election and enter information in one or more of the
following fields: Office, Party, Name on Ballot, First Name, and Last Name. Partial
names may be entered.

9. The “Name on Ballot” uses type ahead search - begin typing the candidate name, and
the dropdown will display a list of candidates whose names begin with those letters.

10. Click the “Search” button to display the search results in a grid below the “Search
Candidate” section (Fig. 4-11).

Figure 4-11 Search Candidates — Search Results grid

Connecticut Election Management System

Reports | Head Moderator's Return | View Results = View Questfion Results =~ Maintenance Logged in as: SA ( KENT ) Logmll asTown Lo

Dashboard = Candidates Parly Ranking Winners

@H
Add/Search Candidate(s)
Search Candidate
Election:* [04/05/2016 - B Test v| office: [Regisirar - Kent v
Party: \-- Select Party - v\ Name on Ballot: l:l
=
T T N S ¥
Nina Walters E:zj;?g;:;’gmf:gg 1 Main St., Kent, CT-06543 Registrar - Kent Fa-
Rose Harrison working Families Party 1 Liberty Lane, kent, CT-05432 Registrar - Kent 0 Pa-N5
Change page: 1 | Displaying page 1 of 1, items 1to 2 of 2

11. To add a candidate who has previously been entered in the system as a candidate in the
municipality, search for that candidate by selecting the election and entering
information in one or more of the following fields: Office, Party, Name on Ballot, First
Name, and Last Name. Partial names may be entered. Select the “Search” button to
display the search results in a grid below the “Search Candidate” section.

12. Select the “Copy/Move” icon under the “Action” column. The system will display an
alert message. Select OK to display the Move Candidate screen (Fig. 4-12).

Figure 4-12 Move Candidate screen

Connecticut Election Management System

Dashboard Candidates Parly Ranking = Winners = Reportls Head Moderator's Retum = View Resulis |~ View Question Results =~ Maintenance

\iAdd /Search Candidate(s)

Move Candidate
Election: = Party:* [Working Families Party v
Office:* [Mayor - East Hartford N Name On Ballot:* ‘John Smith ‘
R L \
Address 1:* Address 2:
S S I —
Ballot Order:
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Lonnecticut Election Management system

13.

14.
15.

16.

17.

18.

Select the election to which to assign the candidate from the “Election” dropdown, edit
any information, and click the “Move Candidate” button. An alert message will display.
Select OK to move the candidate to the election or select Cancel to return to the
previous screen without taking any action.

The system will assign the candidate to the selected election.

Do not copy a Candidate to a new election until winners have been announced for the
original election. To move candidates from a Primary to a General Election, refer to
Section 4.7 Move Candidates to General Election.

To edit a candidate, click on the “Edit” icon under the “Action” column. The system will
display data entry fields populated with the selected candidate’s information.

Update the candidate’s information, then click the “Update Candidate” button. The
system displays an alert message. Select OK to update the candidate’s information or
select Cancel to return to the previous screen without taking any action.

To delete a candidate, click the “Delete” icon under the “Action” column. The system
will display an alert message. Select OK to delete the candidate or select Cancel to go
back without taking any action.

NOTES:

4.6. PRIMARIES

Pu rpose: THE STATE ADMINISTRATOR WILL CREATE THE ELECTION AND LINK THE PRIMARY TO
THE ELECTION. THE TOWN CLERK WILL ADD THE MUNICIPAL OFFICES AND CANDIDATES TO THE
PRIMARY, FOLLOWING THE SAME STEPS AS ABOVE FOR ADDING OFFICES AND CANDIDATES TO THE
ELECTION.

Summary of Managing Primary Election

1.

ADD AND ASSIGN OFFICES: Sections 4.2 and 4.4. Select the Primary Election from the
dropdown and the offices you wish to add. If offices are added to a State/Federal
election, notification will be sent to State Administrator for approval. The notice of
approval/rejection will display on the “Office Requests” section of the Dashboard.

ADD CANDIDATES: Section 4.5. Select the PRIMARY, OFFICE and PARTY. Click add
candidate. Enter information into the data entry fields. For the "Endorsed Candidate”,
the box should be checked (Fig. 4-13). An asterisk (*) will display next to the endorsed
candidate’s name on all the reports, and the candidate will be displayed as the first
candidate on the report within that office.

Page | 20



Dashboard | Candidates al

Add/Search Candidate(s)

‘Add Candidate

R (01/26/2016 - B Test Primary |4 Party:* | Republican Party v
oftcmss arme O Bl | |
R Emait Ifyr_abc@wm |
Ballot Order: (—Select Ballot order— hdl|
[Jendorsed candidate

Additional Information for Conducting Primaries
3. AFFIDAVIT OF ABSENTEE BALLOT: Section 4.9.
4. BALLOT ORDERED: Section 4.10.
5. HEAD MODERATOR'’S RETURN TEMPLATE: Section 4.11.
6. HEAD MODERATOR’S RETURN: Section 4.12.
7. ANNOUNCE MUNICIPAL WINNERS: Section 4.15.

NOTES:

4.7. MOVE CANDIDATES TO GENERAL ELECTION

Purpose: To ALLOW THE TOWN CLERK TO MOVE CANDIDATES WHO HAVE WON THE
PRIMARY TO THE GENERAL MUNICIPAL ELECTION.

How to Move Candidates from the Primary to the General Election

Note: Candidates cannot be moved from a Primary to General until all the winners of the
offices assigned to the election have been announced.

1. From the Dashboard, select the “Candidates” tab and click on “Move Candidates to
General Election” to display the Move Candidates to General Election screen (4-14).

Figure 4-14
i

“ & Connecticut Election Management System

Dashboard = Candidates = Parly Ranking Winners Reports Head Moderator's Return | View Resulls |~ View Question Results =~ Maintenance

Move Candidates to General Election

Search Candidates

Election: Office:

-- Select Election - — All offices —
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2. Select the “Election” and “Office” from the dropdowns to display the list of candidates in
the grid below the “Search Candidates” section.

3. Click the “Move Candidates” button. The system will display an alert message. Select
OK to move candidate or select Cancel to return to previous screen without taking any

action.

NOTES:

4.8. MAINTAIN QUESTIONS

Purpose: To ALLow THE TOWN CLERK TO ADD, EDIT, AND DELETE QUESTION(S). QUESTIONS
MUST COMPLY WITH STATUTE (START WITH SHALL, END WITH A “?” AND BE ABLE TO BE
ANSWERED WITH A YES OR NO).

How to Maintain (Add/Edit/Delete) Questions(s)

1. From the Dashboard, select the “Candidates” tab and click on “Add Questions” to display
the Add Questions screen (Fig. 4-15).

Figure 4-15 Add Question screen

Connecticut Election Management System

Dashboard | Candidates = Parly Ranking = Winners | Reports | Head Moderator's Retumn = View Stats | View Question Results = Maintenance |

Add Question

Add Question
Election:*  06/15/2013 - Test Primary Election [v]
~All-

Voting District and Precinct: ;

3 v

Question:* Oves o [Ino too High  [INo too Low

(Question Max length 2000 characters).
Supported Documents: Browse...

Add Question

[samo | Quesion | Saws | flein | Doterime | Suponed Documems | Action
1 06/15/2018 - Test Primary Election 05/15/2018 Test gquestion document.docx
2 06/15/2018 - Test Primary Election 05/15/2018 Test guestion document.docx

2. Select the Election from the “Election” dropdown, enter the question details into the
“Question” section, and check the applicable checkboxes available on the right side of
the “Question” section.

Note: When Adding/Updating a question the system provides the option to attach supporting
documents with each question if necessary. The documents being attached must be in .doc or
.pdf format. The supporting document can be attached by clicking the ‘Browse’ button and

uploading the desired document.
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Add Question

Election:* 06/15/2018 - Test Primary Election
—=All--
~
Voting District and Precinct:
3
Question:* [ves e [Onotoo High  [Ino too Low
Question Max length 2000 characters).
Supported Documents: Browse...
Add Question Clear

3. Click the “Add Question” button. The system displays an alert message. Select OK to
add the question. The system will display the Add Question screen with a summary
row for each question added (Fig. 4-16).

Figure 4-16 Add Question screen - with Summary Row

@ telp

Add Question

Add Question

SO 06/15/2015 - Test Primary Election
~All-
~
Voting District and Precinct: 2
3 v

Question:* Cves [ [Ino too High [ ko too Low

(Question Max length 2000 characters).

Supported Documents: Browse...

Add Question

Election

DateTime Supported Documents

Should the town of Kent fund a Fourth of July
- D DX aq e [elor
1 Celebration at & cost of $1000% 06/15/2018 - Test Primary Election 06/04/2018 Supporting Document.docx -]

Change page: 1 | Displaying page 1 of 1, ftems 110 10f 1

This application is best viewad with scraen rasolution of 10243768 or higher.

4. Ifthe question will be added to a State Election, the system will send a request to State
Admin (SOTS). The question will display under the “Question Requests” section of the
Town Clerk Dashboard with Action status of “Requested”. Once State Admin (SOTS) has
approved the question, the Action status will be updated to “Accepted” or “Rejected.”

Additional Information
1. The Town Clerk can add multiple questions.
2. The questions will be displayed for Registrars, Town Clerks, & Head Moderators of the
town for which they are logged in.
3. Once the question results are submitted for an election, the system does not allow the
user to delete the question.

4. Questions added by Town Clerk cannot be updated/deleted by other users, and vice
versa.

NOTES:
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4.9. AFFIDAVIT OF ABSENTEE BALLOT

Purpose: To ALLow THE TOWN CLERK TO CREATE THE AFFIDAVIT OF ABSENTEE BALLOT (IF
APPLICABLE, BY POLLING PLACE). ONCE CREATED, THE USER CAN GENERATE AN ABSENTEE
BALLOT FORM FROM THE “REPORTS” TAB.

How to Create Affidavit of Absentee Ballot

1. From the Dashboard, select the “Maintenance” tab and click on “Affidavit of Absentee
Ballot” to display the Affidavit of Absentee Ballot screen. Until an Affidavit has been
created, the system displays "No Data Found” (Fig. 4-17).

Figure 4-17 Affidavit of Absentee Ballot screen

Connecticut Election Management System

Dashboard = Candidales =~ Parly Ranking = Winners = Reporis | Head Moderalor's Relum | View Resulls |~ View Question Resulls |~ Mainienance SA { KENT ) Logoutas Town Log|

o
Affidavit of Absentee Ballot
Search Election
Election:= [~ Select Election — v [~search | ‘
Town Clerk Name Town Clerk Contact Number Election Action
No Data Found

2. To search for a previous Affidavit, select the election and click the “Search” button to
display Affidavits that have been created for that election.

3. Click the “Enter Affidavit of Absentee Ballot” button to display the Affidavit of
Absentee Ballot data entry screen (Fig. 4-18).

Figure 4-18 Affidavit of Absentee Ballot — Data Entry screen

e

Connecticut Election Management System

Dashboard | Candidates | Parly Ranking | Winners ~Reports = Head Moderator's Retum  View Resulis |~ View Question Results | Maintenance

Affidavit of Absentee Ballot

Town: Kent

Election/Primary Date: |[[EEEIEERENES L
Town Clerk Name: |TDI'i Hughes v\

Regular Absentee Ballets for regular Election: | |

(ED-1)

Absentee Ballots for Special Election: |
(ED-18)

Absentee Ballots for Primary for I:I Party: | |

(ED-2Pr)

Absentee Ballots for Delegate Primary for I:| Party: | |
(ED-2PrDel)

Absentee Ballots for Town Committee Primary for I:l Party: | |
(ED-2PrTC)

[suomi ] careo |

4. Select an “Election/Primary Date” and the “Town Clerk Name” from the respective
dropdowns. Enter the remaining information. Click the “Submit” button. The system
displays an alert message.

5. Select OK to save information and return to the previous screen, where a summary line
for the Affidavit is displayed (Fig. 4-19).
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Figure 4-19 Affidavit of Absentee Ballot — with Summary Row
Connecticut Election Management System ; I%ﬁ—‘?fu

-,

Dashboard = Candidales | Parly Ranking | Winners = Reporls | Head Moderator's Relum | View Resulls |~ View Quesiion Results | Mainfenance Logged in as: SA ( KENT ) Logout as Town

Affidavit of Absentee Ballot
Search Election

Flections* [ Select Flecion v

Town Clerk Name Town Clerk Contact Number Election Action
Tori Hughes 333-333-3333-3333 04/05/2016 - B Test P -]

Change page: 1 | Displaying page 1 of 1, items 1 to 1 of 1

Enter Affidavit of Abseniee Ballot

6. To edit the Affidavit, click the “Edit” icon next to the record to edit. The system displays
an alert message. Select OK to continue to the Update Affidavit of Absentee Ballot
screen.

7. After updating the details, click the “Update” button. The system displays an alert
message. Select OK to update the details or select Cancel to return to the previous
screen without taking any action.

8. To delete an Affidavit, click the “Delete” icon next to the record to delete. The system
displays an alert message. Select OK to delete the Affidavit or Cancel to return to the
previous screen without taking any action.

9. To print the Affidavit of Absentee Ballot report, select “Reports” on the menu bar. Click
the radio button next to “Affidavit of Absentee Ballot”, select the desired election from
the dropdown, and click the “Generate Report” button.

NOTES:

4.10. BALLOT ORDERED

Purpose: To ALLow THE TOWN CLERK (AND REGISTRAR OF VOTERS) TO CERTIFY THE
NUMBER OF BALLOTS ORDERED FOR A POLLING PLACE/DISTRICT.

How to Create and Submit Ballot Ordered

1. From the Dashboard, select the “Maintenance” tab and click on “Ballot Ordered” to
display the Ballot Ordered screen. Until a Ballot Ordered record has been created, the
system displays “No Data Found” (Fig. 4-20).

Figure 4-20 Ballot Ordered screen

Dashboard | Candidates Parly Ranking | Winners = Reports = Head Moderator's Retum | View Stats ~ View Question Resulls  Maintenance

Ballot Ordered

Search Election

P~ e tlecion &l seorch ] \
Name Role Type Contact Number Election Polling Place Name Action

No Data Found

Enter Ballot Ordered
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2. To create Ballot Ordered for a polling place, click the “Enter Ballot Ordered” button to
display the Ballot Ordered data entry screen (Fig. 4-21).

Figure 4-21 Ballot Ordered — Data Entry screen

Connecticut Election Management System

Dashboard = Candidates = Party Ranking m Head Moderator's Retum m View Question Resulis

Ballot Ordered

Town: Berlin

Election/Primary Date: [Bobeie oo = =eili e W
Polling Place Mame: |—Select Polling Place-- V‘

Mumber of Ballsts Ordered for this Polling Place: | |

Percentage of Ballots / Per Voter Ordered for this Polling Place: | |

HISTORICAL INFORMATION

Year ber of Registered Voters Checked as Having Voted | Turnout Percentage(%) | Action
(4]
Other Relevant Factors:
—

3. Selectan “Election/Primary Date” and “Polling Place Name” from the respective
dropdowns.

4. Enter the “Number of Ballots Ordered” and “Percentage of Ballots per Voter Ordered.”

5. Enter Historical Information for the last 4 similar elections. As the “Number of
Registered Voters” and “Number Checked as Having Voted” is entered, the system will

calculate the “Turnout Percentage.” To add rows, click the “€4” icon.

6. Once data is entered, click the “Certify” button. The system displays an alert message.
Select OK to save the Ballot Ordered record details and return to the previous screen,
where a summary row is displayed for the Ballot Ordered.

7. To view Ballot Ordered records that have previously been entered for an election, select
the election from the dropdown and click the “Search” button. The system displays the
Ballot Ordered summary rows for that election.

8. To edit a Ballot Ordered record, click the “Edit” icon next to the record to be edited. The
system displays an alert message. Select OK to continue to the Ballot Ordered grid,
which will be populated with the Ballot Ordered details.

9. After updating the ballot ordered details, click the “Update Certification” button. The
system displays an alert message.

10. To delete a Ballot Ordered record, click the “Delete” icon. The system displays an alert
message. Select OK to delete the record.

11. Both the Town Clerk and the Registrar must certify the Ballot Ordered. Either may
create the initial Ballot Ordered record for a polling place.

12. If the Registrar initially creates and certifies the Ballot Ordered, the system will display a
summary row for the Ballot Ordered on the Town Clerk’s dashboard (Fig 4 -22).
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Figure 4-22 Dashboard - Ballot Ordered Requests

Connecticut Election Management System

Dashboard |~ Candidates | Parly Ranking | Winners = Reporls = Head Moderator's Return | View Stals | View Question Resulis | Maintenance

Dashboard

T
Logged in as: MSANDERS ( BERLIN )

Active Elections Office Requests

Offices List

Election Name Election Type Election Category View Eleclion Name Office Name User Name Role Town Name Action

No Data Found

List of Nominees
11/21/2016 - test 2 General State Election

Grids Report Ballot Ordered Requests

wi Report
tnners Repo Name Role

Offices List

List of Nominees Heather Cromer  Registrar

11/14/2016 - Test Election General State Election
Grids Report

Winners Report

File Status Election Polling Place Name Action

Submit to

07/26/2016 - Berlin Test Hubbard School View
Town

Change page: 1 | Displaying page 1 of 1, items 1 to 2 of 2

Offices List Question Requests

acti General State Election
Election Grids Report

Winners Report

11/08/2016 - November Presidential List of Nominees Question ElectionName Yes Mo  NotooHigh No too Low Action

No Data Found

13. To certify the Ballot Ordered and submit to the state, click “View.” Click OK to close the
alert message and display a pop-up window with the Ballot Ordered that has been

certified by the Registrar (Fig. 4-23).

Figure 4-23 Ballot Ordered — Submit to State

Ballot Ordered

Town:

Election/Primary Date:

Polling Place Name:

Number of Ballots Ordered for this Polling Place:

Percentage of Ballots / Per Voter Ordered for this Polling Place:

Connecticut Election Management System

Berlin

07/26/2016 - Berlin Test
DISTRICT 2-American Legion
100

50

HISTORICAL INFORMATION

Year Number of Registered Voters Number Checked as Having Voted Turnout Percentage (%)

2014 |2z200 50

25.00

Other Relevant Factors:

Submit To State

14. Click the “Submit to State” button. An alert message will display. Click OK to certify and

submit the Ballot Ordered to the state.

15. If the Town Clerk has initially created and certified the Ballot Ordered, the record
summary will display on the Registrar dashboard. The Registrar will review, certify, and

submit to the state.

16. Both the Town Clerk and the Register can edit the most recent Ballot Ordered,
regardless of the user who initially created it. Any edit will send an updated record to

the appropriate dashboard.
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17. To print the Ballot Ordered report, select “Ballot Ordered” from the Reports screen,
select the election, and click the “Generate Report”’ button. The system will generate a
Ballot Ordered report.

18. The Registrar of Voters must have assigned at least one polling place to the
primary/election before a Ballot Ordered can be created.

NOTES:

4.11. TALLY SHEET

Purpose: To ALLow THE TOWN CLERK OR REGISTRAR OF VOTERS TO GENERATE A TALLY
SHEET. THIS FORM IS A PAPER COPY OF THE HEAD MODERATOR’S RETURN. NAMES OF
CANDIDATES WILL BE IN THE SAME ORDER AS THE TAPES FOR EASY DATA ENTRY.

How to create a TALLY SHEET

1. From the Dashboard, select the “Reports” tab and click on “TALLY SHEET” to display the
Tally Sheet screen (Fig. 4-24).

gure 4-24 Tally Sheet screen

Connecticut Election Management System

Fi

- .
Dashboard | Candidates \ Party Ranking | Winners | Reports | Head Moderators Retum | View Stats | View Question Results | Maintenance Logged in as:

Tally Sheet

Head Moderator Template

SRR Select Election— [v]
File Type: PDF  [V]

‘Generate Report

2. Select the election and click the “Generate Report” button to generate a blank Tally
Sheet with all the Candidates and Offices listed for an Election in PDF format, which can
be sent to a configured printer (Fig. 4-25).

3. The votes will be manually entered by the Polling Place Moderator and duly signed.
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Figure 4-25 Tally Sheet - PDF
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4.12. HEAD MODERATOR’S RETURN

Purpose: To ALLOw THE TOWN CLERK TO VIEW AND PRINT THE HEAD MODERATOR’S RETURN.

How to View and Print the Head Moderator’s Return

1. From the Dashboard, select the “Head Moderator’s Return” tab from the menu bar to
display the Head Moderator’s Return screen.

2. Select the election and click the “Search” button to display the results for the selected
election that have been submitted by the Head Moderator. Each original and amended
return that has been submitted for the selected election will be displayed and available
to View (Fig. 4-26).

Figure 4-26 Head Moderator’s Return screen

Connecticut Election Management System

Dashboard Candidates Parly Ranking = Winners = Reporis = Head Moderator's Retum = View Resulls =~ View Queslion Resulis =~ Maintenance

@Help
Head Moderator's Return
Search Election
| Election:* | 1211412015 - Glastonbury Primary w |
Results by Town:
Head Moderator Name Town Contact# Election Status Date & Time Original/ Amendment Actions
Kim McClain Glastonbury 12/14/2015 - Glastonbury Primary | Requested 12/17/2015 11:15:50 AM | Request Granted
Kim McClain Glastonbury 12/14/2015 - Glastonbury Primary | Approved by SOTS 12/15/2015 11:32:54 AM | Amendment 1 View Generate Report
Kim McClain Glastonbury 12/14/2015 - Glastonbury Primary | Approved by SOTS 12/15/2015 11:22:10 AM | Original View Generate Report
Change page: 1 | Displaying page 1 of 1, ftems 1 to 3 of 3

3. From the “Actions” section, the Town Clerk can view the results, approve the results for
a municipal election and generate a report.
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4. Click the “View” link in the “Actions” section to display a pop-up window which shows
the results submitted by the Head Moderator.

5. Click the “Generate Report” link in the “Actions” section to display a report in PDF
format which shows all the results information.

6. The user can generate a Head Moderator’s Return report for each original/amendment
record submitted.

NOTES:

4.13. VIEW STATS

Purpose: To ALLow THE TOWN CLERK TO VIEW AND PRINT THE STATS SUBMITTED BY THE
HEAD MODERATOR.

How to View and Print Municipal Stats Submitted by the Head Moderator

1. From the Dashboard, select the “View Stats” tab from the Menu Bar to display the View
Stats screen (Fig. 4-27).

Figure 4-27 View Stats screen

Connecticut Election Management System

Dashboard | Candidates = Reports | Head Moderator's Retum | View Stais | View Question Resulis = Mainfenance

View Stats

Search Election

Election:* | 0312112016 - Berlin Train w

Head Moderator Name Contacti# i s Date & Time Original /Amendment

Elake Cromer Berlin 03/21/2016 - Berlin Train Submitted 3/6/2016 3:12:48 PM Amendment 1

]
3

Blake Cromer Berlin 03/21/2016 - Berlin Train Approved by 50TS 3/6/2016 1:02:54 AM Original

<
3

|;.

Change page: 1 | Displaying page 1 of 1, items 1 to 3 of 3

2. Select the election and click the “Search” button to display the results submitted by the
Head Moderator for the selected election.

3. Click the “View” link in the “Actions” section to display a pop-up window which shows
the stats submitted by Head Moderator. The stats may be printed from this screen by
right clicking and selecting “Print.”

NOTES:
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4.14. VIEW QUESTIONS RESULTS

Purpose: To ALLow THE TOWN CLERK TO VIEW AND PRINT THE QUESTIONS RESULTS
SUBMITTED BY HEAD MODERATOR.

How to View and Print Questions Results

1. From the Dashboard, select the “View Question Results” tab from the menu bar to
display View Questions Results screen (Fig. 4-28).

Figure 4-28 View Questions Results screen

L

Dashboard = Candidales = Parly Ranking = Winners | Reporls = Head Moderalor's Return | View Resufis | View Quesfion Results | Maintenance

View Questions Results

Search Election

Logged in as: SA ( GLASTONBURY ) Logoutas Town Logou

@Help|

=EL.TUHG - Select Election — hd

[ eren ] o ]

Results by Town:

Head Moderator Name Contact#

Kim McClain

Election

12/30/2015 - Glastenbury State Election

Status

Requested

Date & Time

1/11/2016 4:33:51
PM

Original/Amendment

Request Granted

Kim McClain

12/30/2015 - Glastonbury State Election

Submitted

12/16/2015 4:23:23
PM

Original

View Generate Report

Change page: 1 | Displaying page 1 of 1, items 1 to 2 of 2

2. Select the election and click the “Search” button to display the Question Results
submitted by Head Moderator in the grid below the “Search Election” section.

3. Click the “View” link in the “Actions” section to display a pop-up window which shows
the Questions Results submitted by Head Moderator.

4. Click on “Generate Report” link to display a report in PDF format which shows all the
Questions Results information.

NOTES:
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4.15. ANNOUNCE WINNERS

Purpose: To ALLow THE TOWN CLERK TO ANNOUNCE WINNERS FOR MUNICIPAL OFFICES.

How to Announce Winners

1. From the Dashboard, select the “Winners” tab from Menu Bar to display the Announce
Winners screen (Fig. 4-29).

Figure 4-29 Announce Winners screen

Connecticut Election Management System : | g—

i =mp i an

T e
Dashboard = Candidales | Parly Ranking = Winners = Reporls ~Head Moderator's Refum | View Resulis | View Question Resulls | Maintenance Logged in as: SA ( GLASTONBURY ) Logouias Town Log

Announce Winners

Announce Winners

Election: Office:
12/30/2015 - Glastonbury State Election [~ | Registrar of Volers - Glastonbury
Registrar of Voters - Glastonbury
Lisbeth Becker Registrar of Voters - Glastonbury Republican Party ‘Winner
O Zelde Lessne Registrar of Voters - Glastonbury Democratic Party 7533

2. Select the “Election” and “Office” from the respective dropdowns. The system will
display the list of candidates in the grid below the “Announce Winners” search section.

3. Select the winning candidates by checking the check box provided beside every
candidate. Winners will appear in green. Click the “Announce Winners” button.

4. After Winners are announced, reports and certificates can be generated.

NOTES:
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5. REPORTS

Purpose: To ALLow THE TOWN CLERK TO GENERATE REPORTS BASED ON THE SELECTION OF
ELECTION AND OFFICE. ALL THE REPORTS CAN BE GENERATED IN PDF AND EXCEL FORMAT,
WHICH CAN BE DOWNLOADED TO YOUR DESKTOP OR PRINTED FROM A CONFIGURED PRINTER.

How to Generate Reports

1. From the Dashboard, select the “Reports” tab from the menu bar to display the Reports
screen (Fig. 5-1).

Figure 5-1 Reports screen

Connecticut Election Management System

Dashboard | Candidates = Reports | Head Moderator's Return | View Stats |~ View Question Results =~ Maintenance

Reports

i -

Logged in as: SA

Report Type:
{8 ED - 126 Notification of Number of Electors and Number of Polling Places ) EDR Ballots Report
(O ED - 102 List of Offices to be Filled O overseas Ballots Repart
(JED - 633 List of Nominees O military Ballot Report
() Question Report ) presidential Ballot Report
O Grids Report O Provisional Ballot Report
(O ED - 629 Affidavit of Absentee Ballot O winners Notification Report
© Ballot Ordered O Certificate
@] Polling Places Report (O Total Votes Cast by Office / Candidate
) Moderator/Head Moderator's List O Inventory Report
) Election Day Registration, Turnout and Absentee Ballot Statistics ) Election Results by Woting District

) Preliminary Questions Report

File Type: PDF  [¥]

Generate Report

Below is the list of reports:
ED - 126 Notification of Number of Electors and Number of Polling Places

ED - 102 List of Offices to be Filled
ED - 633 List of Nominees

Question Report

Grids Report

ED - 629 Affidavit of Absentee Ballot
Ballot Ordered

Polling Place Report
Moderator/Head Moderator’s List
Election Day Registration, Turnout and Absentee Ballot Statistics
Preliminary Questions Report

EDR Ballot Report

Overseas Ballots Report

Military Ballots Report

Presidential Ballots Report
Provisional Ballots Report

Winners Notification Report
Certificate

Total Votes Cast by Office / Candidate
Inventory Report
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e Election Results by Voting District

2. Select the report by clicking the radio button beside the desired report. If the report
selected is specific to an election or office, dropdowns will be enabled to select the election
and/or offices.

3. Click the “Generate Report” button to generate the report.

4. To generate the reports related to results, the Head Moderator’s Return, Statistics and
Questions Results must have been approved/accepted.

5. To generate the reports related to the winners, the winners must have been announced.

6. Reports can be generated only for the statistics/results for the town in which the user is
logged in.

How to Generate a Statement of Vote

1. To generate a Statement of Vote, select the “Reports” tab from the Dashboard and click on
“Statement of Vote.” The Statement of Vote screen will display (Fig. 5-2).

Figure 5-2 Statement of Vote screen

e

f‘ J Connecticut Election Management System

B0 e |

Dashboard | Candidales Parly Ranking Winners Reporis  Head Moderator's Retun | View Results | View Question Resulis = Mainfenance Logged in as

Statement of Vote

Office Title

Election: = [EZRTT] v
office: | All Offices h

Fila Type: PDF [ v|

Generate Report Clear Selection

2. Select the Election, Office(s), and File Type from the respective dropdowns.
3. Click the “Generate Report’ button to generate the Statement of Vote report for the
selected office(s).

How to Generate Head Moderator’s Return BY TOWN Format

1. To generate a Head Moderator’s Return BY TOWN Format, which can be printed and used
for manual data entry at polling places, select the “Reports” tab from the Dashboard and
click on “Head Moderator’s Return Format.” The Head Moderator’s Return BY TOWN
Format screen will display (Fig. 5-3).

Figure 5-3 Head Moderator’s Return BY TOWN Format screen
/":;-‘«‘

Connecticut Election Management System
i

Dashboard | Candidates =~ Party Ranking = Winners | Reports | Head Moderator's Retum | View Stats | View Question Results | Maintenance | Logged in as:

Head Moderator's Return By Town Format

Head Moderator Template
SEERLE - Select Election— [~] ‘

Generate Report

2. Select the Election from the dropdown and click the “Generate Report” button.

Page | 34



_’iuu_”:p-a!lgllg =|:|5i|||'u |‘|!:||[;|!|:||||:|||3 :‘j‘ﬁ”:nn

3. Auser may generate the blank Head Moderator Return with all the Candidates & Offices
listed for an Election in a PDF; the user will print the form and votes will be manually
entered. (Fig. 5-4).

Figure 5-4 Head Moderator Return Format — sample output

STATE OF CONNECTICUT
OFFICE OF THE SECRETARY OF THE STATE

Head Moderator's Return

November Presidential Election New Britain
November 08, 2016 Original

State Representative 24

Assembly District 4
Democratic Republican Working Families
Rick Lopes James Sanders Jr. Rick Lopes

[ ] [ ] [ ]

| State Representative 25

Assembly District

-
o

Democratic Republican Working Families Green
Robert (Bobby) Sanchez Richard H. Gadomski Robert (Bobby) Sanchez Martha S. Eelly

[ ] [ ] [ ] [ ]

| State Representative 26

Assembly District 16

Democratic Republican Working Families

How to Generate the Moderator’s Return form

1. To generate a Moderator’s Return, select the “Reports” tab from the Dashboard and click
on “Moderator’s Return.” The Moderator’s Return will display as a fillable PDF (Fig. 5-
5).

2. Enter the information to prepare the form for printing. The form can be printed and
distributed for use in polling places. This is a stand-alone form; that is, when
information is entered in the fields on this form, the information does NOT populate any
fields in the Election Management System.
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Figure 5-5 Moderator’s Return

1 /25

MODERATOR’S

RETURN

Enter your town's information here to prepare the

Town Name:

Woting District:

Polling Place:

Election Date:

Election Type:

Moderator's Return for printing.

Moderator's () Central Count Retumn

I:l Retumn Type: () Poling Place Retum (Mo Absanteas]
(%) Puiling Place Ratum [Win Abseniees)

Delivery of () Detversd by Regstrars
Tabulator  (8) Deverss by Section Orcias
and Ballots: (C) neversd by Pailce OMcer

I:l Pollworker  (®) Use Recommended Form
Sheets: () Prefer to make own sheets far
fralning and oath (must be fled
separdlely with Town Clark]

|Emahn-ngdamm_:J

8 rm |
e som e J e 5]

NOTES:

Page | 36




