CREATING AN ELECTION WITH NO ELECTION TEMPLATE CHOSEN
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Setup for an election when it is generated with no template

Setup within the Poll Location Module
Election Settings

Creating an election with no template
Creating an election with no template is the best way to build an election that may be smaller in
size based on your typical election(s).

In the election settings tab — click ‘Add New’.
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In the next screen, define the fields in red.
Do not click ‘absentee election’

The ‘status’ relates to the online worker access module.
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e ‘Pre-Published’ will have the election name be listed in the home screen to allow the
workers to define if they are interested in serving for the election or not. The training
classes and the worker’s work assignment will be hidden.

e ‘Published’ will have the election name be listed in the home screen to allow the
workers to define if they are interested in serving for the election. The training classes
will be present for the worker to sign up for and they can review their work assignment.

o ‘Locked’ will have the election detail present, but the user won’t be able to edit
anything.

Leave the ‘Election Settings Template’ dropdown saying ‘Select Template’'.

Click ‘Save’. This will create the election for you.
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Add your Precincts
When creating an election with no template, you will not have any precincts defined. You’'ll have
to add the desired precincts you want. There are 2 ways to do this:
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Add New
In the precinct tab — Make sure the desired election is listed in the election dropdown. Then
click on the number across from the word ‘precinct’.
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Define the precinct number. This is the only ‘required’ field. You can fill out the other fields if
desired. Click ‘Save’. You can click ‘save/next’ to give you a new ‘add new’ screen.
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When you click ‘back’, the precinct(s) you created should be listed in the precinct list.
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Add New by Importing via Excel Sheet
In the precinct tab — Make sure the desired election is listed in the election dropdown. Then
click on the number across from the word ‘precinct’.

In the precinct screen, click ‘iImport’
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Then click ‘Download Template’.
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In the excel file, define the precinct number in the column A. All other fields are optional to be
filled out. **NOTE** you can only define the building name column IF you have the buildings
setup in the active building tab.

PollChief Contact Kelly@konnech.com for support




CREATING AN ELECTION WITH NO ELECTION TEMPLATE CHOSEN

AGRH% ¢ =0 - Precinct_Sample [Compatibifity Miode] - Excel T M-8
m HOME | INSERT  PAGELAVOUT  FORMULAS  DATA  REVIEW  VIEW Kelly Shetsies = |

L‘-"—'\, X P T daal= .'7_ = Ted . B Condtonal Fatmatting - Eineen - F - %Y H

i B - % T BEF Format as Toble B Delete - [0}~ Gnm Fodn

e 8L R T A F £ B 5-% B8 G- A Fomsts £+ e Select -
Chphoard 7= Font & Alignment . Humber i) Styles Tells Fditing
Az - &
A | 8 c D £ F G H I

3 % name]  pollinglocation | Rmw " Total JrotatfurnoutRatic] _ Active | “ActiveTumoutRatia | linactive | Inactive]

qi 00 (20 100 S 100 0

E |

1 column A is the only required fleld for this export/import file

5

Save the excel file and then browse for it within the ‘Import’ screen and click ‘Upload’. This
should successfully upload the precinct list into the election.
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Choosing your Active Buildings
Active buildings are your election buildings, the training location{s) and the other locations that
workers can be staffed at for the election.

Click on the Active Buildings tab in the menu bar. Then make sure the election desired is listed in
the election bar.
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Election Buildings
The active buildings tab defaults open to the election buildings. Since this election was made
with no template, you must choose which buildings will be used for the election.
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Click ‘Add’. In the popup, find the desired building and check the box next to it. Then click ‘save’.
This will add the building to the election buildings list.

Repeat this until you have all the buildings you want to use as election locations in the ‘election
building’ list.
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Training Locations
In the active building tab — click on Training Locations. This tab will house the location(s) that
you plan to have training classes held at.

Click ‘Add’ within the Training Location tab. Click the check box next to the desired location you
want and then click ‘select’. This will add the building to the training location tab.

Repeat these steps until you have all the desired locations within the training location tab. This
list then will be available for you in PWMS when you are creating your class sections.
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Other Locations
The other locations tab is used to define the locations that workers can be staffed at for the
election that isn't a polling location.

In the active building tab - click on Other Locations.

Click ‘Add’ within the Other Locations tab. Click the check box next to the desired location and
then click ‘select’. This will add the building to the other location tab.
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Assigning the Precincts to Election Buildings
There are two ways to do this for the election:

Assign Precincts from the Election Building tab
In the active building tab — make sure the correct election is listed in the election bar. Then click
‘edit’ across from the building desired in the Election Buildings tab.

PollChief Contact Kelly@konnech.com for support
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Within the building’s profile, scroll to the bottom of the screen to see the precinct tab. Click
‘Add’.
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In the popup check the box next to the desired precinct(s) you want assigned to the building.
Then click ‘Select’.
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Click ‘Save’ in the building profile to save the change.
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Click ‘Back’. You should now see across from the building’s name the precinct(s) you just
assigned to the building.
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Assign buildings to precincts from the Precinct tab
Click on the Precincts tab in the menu bar. Make sure the desired election is listed in the
election bar. Then click on the number of precincts.

PoliChief Contact Kelly@konnech.com for support



CREATING AN ELECTION WITH NO ELECTION TEMPLATE CHOSEN

Communication | Jenupry Election I
Organizations
Buildings

Areas 2

Precinets
Total Reglstered Voters: 100 [ Total Tumout of

Precineis

Election Settings

Click ‘edit’ across from the desired precinct.
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Use the Building Name dropdown to choose which building you want to assign the precinct to.
Then click ‘Save’.
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Back in the precinct list, you’ll now see the building name across from the precinct. This is
defining the building the precinct is assigned to.
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Setup within the Election Officer Module

Job Title Settings Tab

Make sure the desired election is listed in the election bar. Then click on ‘job title settings’ from
the menu bar.
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Click Job Title Bank. This will pull up a popup of all the existing job titles. Check the box next to
the desired ones you want to staff for the election and then click ‘Save’.
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The job titles you chose will now be listed in the job title settings tab. Click ‘Edit’ across from
each to edit any detail desired.
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Setting up Training Class Types
When no template was used, you will have to define your class types for training. This entails
you defining which job titles can take the class, the pay, and how many hours the class will Ist.

In the training tab — make sure the desired election is listed in the election bar. Then click
Training Settings.
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Click ‘Add’
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Fill the fields in as needed. Here is a description of each field:

Class Type code
Enter a class type code.

Class Type
Enter a class type name. The combination of the Class Type Code and the

Class Type will be used as the final Class Type.

Targeted Groups:
Select the groups that will be allowed to attend the class sections of this

type (if applicable). To select multiple, click on the type you want and
hold down the Ctrl button on your keyboard at the same time. Your
selection(s} will appear in blue.

Job Title
Select the job title(s) of election workers who will be allowed to attend

the class sections of this class type. To select multiple, click on the type
you want and hold down the Ctrl button on your keyboard at the same
time. Your selection(s) will appear in blue.

Pre-Required Class
If there is any prerequisite for the class type, select it from the Pre-
Required Class drop down list. Only workers that have completed the
prerequisite can attend the class sections of the class type. If you don’t
want there to be a prerequisite for the class type, leave ‘none’ within the

dropdown option.

Need Pay?
If a payment will be paid to anyone who has completed the class, check

this check box. If the Need Pay? box is checked, the Pay Type and
Payment fields will appear. If it is unchecked, the fields will be removed

from the screen.
Pay Type
Hourly and Lump Sum are the Pay Type choices.
¢ If Hourly is selected as the Pay Type, the actual amount paid will
be the amount entered in the Payment field multiplied by the
number of training hours.
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¢ If Lump Sum is selected as the Pay Type, attendees will be paid
the amount entered in the Payment field.

Payment
Enter the dollar amount of the payment.

Assigned To
Workers — if set to workers, the payment of the class can be applied to
the payroll tab only if the person worked the election
Both — if set to both, the payment of the class can be applied to the
payroll tab if the person worked or didn’t work the election

Training Hours
Enter the number of hours required to complete the training. Or you can
think of this as the number of hours the class is. For example 3 hours
long.

Description
Type a note if desired.

Click the Save button to save the class type.

Click the Back button to go back to the list of the class types. A new class type has been
created and added to the list.
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Communieation
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Creating Class Sections
With the class types setup, you then can create your class sections. The sections will be the
actual classes that have a date/time and class size limit.

In the training tabk = click ‘add section’. Fill out the data as needed and then ‘Save’. You then will
have class sections to assign to workers for the election.
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Conclusion

When creating your election with no template — you must setup your precinct list and your
building list and then associate the two together. This is done in the Poll Location Module.

In EOMS — creating an election with no template makes you have to choose which existing job
titles you want available for the election. You also have to setup your class types in order to
setup the class sections.

With your precincts/buildings/job titles and training classes setup, you then can begin staffing
workers to assignments and/or assigning them to training.
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