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¢ ‘Connecticut Election Management System

1. SYSTEM REQUIREMENTS

e Windows Operating Systems 7 or higher
e 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
e Minimum screen resolution 1280 x 758 to 1266 x 768

2. HEAD MODERATOR/DATA ENTRY LOGIN

PUFpOSGZ TO ALLOW THE HEAD MODERATOR/DATA ENTRY USER TO LOG IN TO THE ELECTION
MANAGEMENT SYSTEM WITH PERMISSIONS ASSIGNED TO THE RESPECTIVE ROLE. TO
ALLOW THE USER TO CHANGE THE PASSWORD.

Figure 2-1 Login screen

Select Role: | Head Moderator v

Username: |

Password: |

[ Remember me!

First time logging in?
Report a Problem or get help

—————————————————
Latest News Useful Links

® 2012 PCC Technology Group LLC, All Rights Reserved.
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How to Log In
1 Enter the URL “CTEMS.SOS.CT.GOV” in the browser’s address bar and click Enter.
2 Select “Head Moderator” or “Data Entry” from the “Select Role” dropdown and enter the
Username and Password (Fig. 2-1).
3 Click the “Login” button.
4 The Registrar in your town will provide you with a Username and Password.

NOTES:

How to Change a Password
1. To change your password, click on the “Change Password” tab to display the Change
Password screen (Fig. 2-2).

Figure 2-2 Change Password screen

X

Connecticut Election Management System

Head Moderator's Retum  Enter/View Results = EnterView Question Results  Change Password

Change Password

Change Password

R
Newpassworsis ||
Re-enter Password:™® I:I

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

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

3. 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
expiration date. 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
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3. HEAD MODERATOR’S RETURN

PUI’pOSGZ To ALLOW THE HEAD MODERATOR/DATA ENTRY USER TO ENTER AND SAVE
RESULTS. THE HEAD MODERATOR CAN ALSO SUBMIT RESULTS BY DISTRICT, SUBMIT
RESULTS FOR ALL DISTRICTS, CERTIFY THE HEAD MODERATOR’S RETURN, AND REQUEST
STATE ADMIN TO UNLOCK THE RETURNS FOR AN AMENDMENT.

How to Enter Candidate Vote Results
1. Once the user has logged in successfully, the system will display the Head Moderator’s
Return screen. The user can access the Head Moderator/Data Entry functions by
clicking the tabs across the top of the screen.
2. Until a Head Moderator’s Return has been entered, the system displays “No Data Found”
(Fig. 3-1).

Figure 3-1 Head Moderator’s Return screen

Head Moderator's Retumn | Enter/'View Results | Enter/View Question Resulis = Change Password Logged in as: HABROCK ( KEN

Head Moderator's Return

Search Election

Election:~ (BT v [searcn | cleor ]

Head Moderator Name Contact# Date & Time Original/ Amendment

No Data Found

0
I New Head Moderator Return

3. To filter returns by election, if returns have been previously entered, select the
election/primary from the Election dropdown and click the “Search” button. The
system will display returns for the selected election.

4. To enter a new Head Moderator Return, click the “New Head Moderator Return” button
to display the Search Election screen (Fig. 3-2).

Figure 3-2 Head Moderator’s Return screen - Search Election

Connecticut Election Management System

Head Moderator's Retum | Enter/View Results =~ Enter/View Question Results | Change Password

Head Moderator's Return

Search Election
Election:* | --Select Election— ~ District Status (optional): [ Completed [ Pending m
No Data Found

5. Select an election from the Election dropdown. Click the “Search” button to display the
Head Moderator’s Return grid for candidate vote results. On the left side of the screen,
each voting district/polling place is displayed (Fig. 3-3).
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Figure 3-3 Head Moderator’s Return grid — Begin Process

Connecticut Election Management System — 3;1!
bt et gL | el
Head Moderator's Retun  Enter/View Stals  Enter/View Question Resulls = Change Password Logged in as: HSIMS ( BERLIN ) Logout
@Help
Head Moderator’'s Return
Search Election
Election:* | 02/19/2016 - Berlin Test v District Status (optional): [] Completed [ Pending E=B
Status: Pending
office Polling Place Absentec Ballots Election Day Registration
TOTAL
DISTRICT Beain  Registrar - Berlin Tabulator WriteIn  Hand Total Tabulator WriteIn  Hand Total Tabulator WriteIn  Hand Total  TOTAL | With
2-American Legion  Process B e
DISTRICT Begin
Thiubbard School  Process :"D“’)“‘a Y ETET 100 100 100 300 5 5 5 15 0 0 0 0 315
DISTRICT 4-Senior Begin John Smith 0 0 0 0 0 0 0 0 0 0 0 0 o
Center Process (D)
DISTRICT Beain m‘F“)s“‘““ [ 0 0 0 0 [ 0 0 0 0 0 o o
5-Griswold Schaol Process , . o o
L 0 0 0 0 0 0 0 0 0 0 0 0
(G)
John Smith Calculate |
() L] 0 0 0 0 L] 0 0 0 0 L] o [1] Preview
E’[if)"e 5= [ 0 0 0 0 [ 0 0 0 0 [} o o
Diane F. Bell
s 0 o 0 0 0 0 0 0 0 0 [} 0 o
TR’? Jones @ 0 0 o 0 [ (] 0 0 0 [} 0 o

6. To enter candidate vote results by voting district/polling place, click on “Begin Process”
(to the right of the voting district name).

7. The system will enable the data entry fields for the selected voting district. The selected
voting district/polling place will be highlighted in dark blue, and “End Process” will
display next to the voting district name (Fig. 3-4).

Figure 3-4 Head Moderator’s Return — Data entry grid

Connecticut Election Management System

Head Moderator's Retum | EnterfView Stats |~ Enter/View Question Results | Ghange Password Logged in as: GDEAL ( KENT ) Logout

Head Moderator's Return

Search Election

Election:= | 03/28/2016 - PPP mapped o April 28 General v District Status (optional): L] completed [ pending E=B

Status: Pending

Office Polling Place Absentee Ballots Election Day Registration
TOTAL
President and Vice- with

Tabulator Write-In Hand Total  Tabulator Write-In Hand Total Tabulator Write-In Hand Total TOTAL

President Unknown
Votes
i:h]n Adams 10 o N 10 0 o 0 0 0 0 0 0 10
TR 10 n 0 10 0 0 0 0 0 0 0 0 10
'(r;ﬂ)’““ ey 10 0 ] 10 0 0 0 0 0 0 0 o 10
(Gner)uge Washington 10 0 0 10 0 0 0 0 0 0 0 0 10
Total 40 o o 40 (1) o o o o o o o 40 o

[ save ][ submit DISTRICT 1-Town Hall To State
[“Back ) submit A Districts To State

8. Arow with data entry fields is displayed for each candidate. If a candidate is cross-
endorsed, the system displays multiple rows for the candidate, one for each party for
which that candidate is cross endorsed. For cross-endorsed candidates, there is also an
additional row with the candidate’s name and “unknown” following the candidate’s
name.
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10.

11.

12.

13.

Enter the votes for tabulator vote results, write-in vote results, and hand count vote
results in the appropriate columns for each category of votes:

e Polling Place

e Absentee Ballots

e Election Day Registration.
Navigate from box to box using the mouse, the tab key, or the up, down, left, right arrow
keys on the keypad.
The system will calculate the total votes for each vote category as votes are entered for
that category and populate the total vote result for each category in the respective
“Total” column (highlighted in yellow).
The unknown vote total for a cross endorsed candidate will appear in red on the far
right in the light blue highlighted “TOTAL” column.
To allocate the unknown votes to a candidate, click the “Calculate” link in the “TOTAL
with Unknown Votes” column (Fig. 3-5). The system will allocate the unknown votes.

Figure 3-5 Unknown Vote Total

Connecticut Election Management System " I%ﬂ—‘

-

EbiL oy g
Head Moderator's Retum =~ Enter/View Resulls = Enter/View Question Resulis =~ Change Password Logged in as: HABROCK ( KENT )

Head Moderator's Return

Search Election

Election: = ‘ 04/05/2016 - B Test v District Status (optional): []Completed [ Pending m
Status: Pending
_ office Polling Place Absentee Ballots Election Day Registration
TOTAL
Registrar - Kent Tabulator Write-In  Hand Total  Tabulator Write-In  Hand Total Tabulator Write-In  Hand Total TOTAL Un‘:r"':'w"
Votes
50 0 0 50 6 0 0 6 3 0 0 3 59 62
25 0 0 25 ] 0 0 6 0 0 0 L] 31 33
20 [} 0 20 8 0 0 6 [] 0 0 o 26 27
[ 0 0 6 ] 0 [ [} ] ] [ 0 @ D]l
Preview
50 0 0 50 6 0 o 6 o o 0 o 56 62
6 0 0 6 ] 0 [ [} ] o [] 0 §  Colouate |
Preview
50 0 0 50 0 0 0 L] 0 0 0 o 50
207 [} o 207 24 o o 24 3 o o 3 234 279

[ save || SubmitDISTRICT 1-Town Hall To State

[ Back | Submit A Districts To State

14. NOTE: If the unknown vote result is updated, you MUST select “Calculate” again to

reallocate the unknown votes. The system will not automatically update the vote totals
if an unknown vote result is updated.
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15. To view the calculation and allocation of the unknown votes to each candidate/party,

Figure 3-6 Unknown Votes Allocation for Cross Endorsed Candidates

select the “Preview” link. The system will display the calculation and final allocation of
the unknown votes (Fig. 3-6).

Connecticut Election Management System

©
Unknown Votes Calculation for Cross Endorsed Candidates
Candidate: Nina Walters Unknown Mumber of Wotes: &
Party # of Votes % of Votes Unknown Votes Allocated based on % of Votes Final Allocation
G 59 50.86 3.05 3
o] 31 26.72 1.60 2
WF 26 22.41 1.34 1
Total Votes: 116 [ 6
pine L close window

= Check the numbers in the "Final Allocation” column for each party
= Click the "Print” button to print the output in the printer

16. Once the unknown votes are allocated, the grand total vote result for each candidate is
shown in the “TOTAL with Unknown Votes” column, highlighted in yellow. (Refer to
next subsection, Unknown Votes Calculation for Cross Endorsed Candidates, for more
detail about how unknown votes are allocated.)

17. Once votes are entered for a district, click the “Save” button or the “Submit District # to

State” button at the bottom of the page. The system will save the data or submit to the
state the totals for that voting district only. The system will display an alert message.
Note: The Submit functionality is only available to the Head Moderator role. The Data
Entry role will save the results entered.

18. Click the “End Process” link to unlock the voting district once results are saved or
submitted. If results have not been saved or submitted, the system will display an alert
message. Select OK to continue without saving data entered, or select Cancel to return
to the Head Moderator’s Return data entry grid and save/submit results.

19. If “Begin Process” has been selected, then that voting district will be locked for users
other than the user that began the process. No other user can enter data for the locked
voting district until “End Process” has been selected by the user who began the process.

Additional Information:

The Registrar will be able to print blank Head Moderator Returns in PDF format for the
selected election.

NOTES:
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Unknown Votes Calculation for Cross Endorsed Candidates
The system will allocate unknown votes to cross-endorsed candidates using the rules below.

Rule 1:

If the Unknown Votes Allocated based on Vote Percentage is less than 1 for any one party, and
if the number of parties is more than the unknown votes, then the system will allocate all
unknown votes to the majority party (Fig. 3-7).

Figure 3-7 Example 1

Unknown
No. of Vote Percentage | ytes Final
i : Allocated i

Party Candidate Votes (No. of Votes/ Allocation as

(Based on Vote | per Rule#1
Total Votes)

Percentage)

Dem Dan Malloy | 750 98.94% 1.98 2

Green Dan Malloy 0.40% 0.01

WF Dan Malloy 0.66% 0.01

Unknown | Dan Malloy

Total Votes | 758 100% 2 2

Total Votes = Sum of Number of Votes except “Unknown”

Votes Percentage = (Number of Votes / Total Votes) x 100
In Example 1, Votes Percentage for Dem = (750/758) x 100 = 98.94%

Unknown Votes Allocated = Number of Unknown Votes x Vote Percentage
In Example 1, Unknown Votes Allocated for Dem =2 x 98.94% = 1.98

Rule 2:

If the Unknown Votes Allocated based on Votes Percentage value is less than 1 for any one
party, and if the number of parties is less than the unknown votes, then the system will allocate
at least one vote to the party that has a value less than 1 (Fig. 3-8).

Figure 3-8 Example 2

Unknown

Votes Percentage Votes Final

Party Candidate ‘l\llgigsf ¢ Allocated Allocation as
(No. of Votes/ based on Votes | per Rule#2
Total Votes) Percentage

Dem Dan Malloy | 750 98.94% 3.96

Green Dan Malloy | 3 0.40% 0.02

WF Dan Malloy | 5 0.66% 0.03

Unknown | Dan Malloy | 4

Total Votes | 758 100.00% 4 4
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However, if the Unknown Votes Allocated based on Votes Percentage is greater than unknown
votes, then the system will allocate the unknown votes as follows (Fig. 3-9):

Figure 3-9 Example 3

a. Allocate at least one vote to the party that has a percentage less than 1. In Example
3, that party is Independent.
b. Calculate the remaining unknown votes. In Example 3, the number of remaining
unknown votes is 21.
c. Allocate the remaining unknown votes again based on the percentage for the
parties that have a percentage greater than or equal to 1. In Example 3, those
parties are Dem, Green, and WF.
d. Allocate the remaining votes to the majority party. In Example 3, the remaining
vote is allocated to the Democrat party.

Final
Unknown Votes Allocation
Votes Unknown Allocated based as per Rule
Percentage |Votes Allocation |°™ Votes Allocation #2d
. No.of |(No.of Allocated Percentage (Allocate
Party Candidate as per Rule as per Rule
Votes (Votes/ based on 422 recalculated for #2¢ the
Total Votes the remaining remaining
Votes) Percentage unknown votes vote to
(21) majority
party)
Dem Dan Malloy |700 63.75% 14.03 14 13.39 13 14
Green Dan Malloy |300 27.32% 6.01 6 5.74 6 6
WF Dan Malloy (75 6.83% 1.5 2 1.43 1 1
L‘;‘iepend Dan Malloy 23 2.09% 0.46 1 1 1 1
Unknown|Dan Malloy |22
Total = 1098 22 23 21 22
Votes
Rule 3:

If the Unknown Votes Allocated based on Votes Percentage value is greater than or equal to 1
for all parties, then the system will round the value to the nearest integer, as in Example 4 (Fig 3.-

10).

NOTE: After allocating Unknown votes, if there are any Unknown votes remaining, then the
remaining Unknown votes are allocated to the majority party.
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Figure 3-10 Example 4

Unknown
Votes
Percentage Votes inal
No. of Allocated Fina
Party Candidate Votes S Allocation as
(No. of Votes/ (EERE () per Rule#3
Total Votes) L
Percentage)
Dem Dan Malloy 250 45.45% 1.82
Green Dan Malloy 150 27.27% 1.09
WF Dan Malloy 150 27.27% 1.09
Unknown | Dan Malloy 4
Total Votes | 550 100.00% 4 4

How to Submit and Certify Candidate Vote Results

1.

Once the results for all districts have been entered, click the “Submit All Districts to
State” button to submit the candidate vote results for all districts.

If all the polling places are unlocked, the system will display the Certify Head
Moderator’s Return screen (Fig. 3-11).

Figure 3-11 Certify Head Moderator’s Return screen

Connecticut Election Management System

Head Moderator's Return |~ Enter/View Results = Enfer/View Question Resulis = Change Password

Head Moderator's Return

Certify Head Moderator's Return

Head Moderator's Name: SA SA

[T 1 hereby electronically sign and certify the Head Moderator's Return

Certify and submit to State

-

Check the box “I hereby electronically sign and certify the Head Moderator’s Return.”
Click on the “Certify and submit to State” button. An alert message will display.
Select OK to submit all the voting district totals to the state. The system returns to the
Head Moderator’s Return screen, where a summary row for the Head Moderator’s
Return will be displayed (Fig. 3-12).
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Head Moderator's Retum  Enter/View Results = Enter/View Question Results =~ Change Password

Head Moderator's Return

Search Election

Election:* | 04/05/2016 - B Test v EESEES

Head Moderator Name Contact#

Date & Time Original /Amendment
Hallie Brock 04/05/2016 - B Test Submitted 2/1/2016 7:33:29 AM Original Report Amend
“Chanse page: 1 | Displaying page 1 o I, fems 116 2 67 2

6. Ifany polling place is locked when the Head Moderator clicks the “Submit All Districts
to State” button, the system will display an alert message.

7. Only the role of Head Moderator can submit all districts and certify vote results.

8. To generate the Head Moderator’s Return in a PDF format (Fig 3-13), click “Generate
Report” under the “Actions” column.

Figure 3-13 Head Moderator’s Return - PDF

STATE OF CONNECTICTUT
OFFICE OF THE SECREETARY OF THE STATE
Head MModerator™s Refurm

State Flecton ¥
December 30 2015

Candidute: omn Ballot

Em:
+ the Sexte Election in the towm of Glasteakury localby warned and beld on Deceosher 30, 2001 5. The following candidates recsived the

of wotes d o thair e respectvely.

[ s= and Li = |
Fepublican Damsccratic Working Famsilies Indepeadant
Thomas ©. Folay and Diannal B Malloy: and Diannal B Mallcg: and Thomnas . Folay amd
Fieather Somess. Teancy Wyman Nancy Wymsan. Heather Somers
i
Petiioning Candidats Write-In Write-In Write-In

Joe WEsconti and Chastar Fohmithom Pelte and Fobm Fenjilian and Fawom Fobn Traceski and.
Frasik Harzis Bbomy 5. Muxphy Ramjilian Elimabeth Traceski
iite-In

Dranicl R Gait and

Jmscm T Smich
[ Represemtative in Congress 01

Cemgressional Diztrict 1

Fepublican Damsccratic Working Famsilies Gresn

Bfmsthom M Comar Jobhn B. Larzem Fobn B. Lamsom Fasfary Bmasall
| Bepresestative in Comgress 02

Cemgressional Distmact T

Libertaria= Bisgratlican Cramsccrams TWerking Famdliss
Dranisl Reale Lesi Hopkims-Carangh. Foe Courtoey Fou Comtoey
== =

Primted on 12 S2015 1055560 Page 1 of &

NOTES:
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How to Request State Admin to Unlock Head Moderator’s Return for Amendment
1. To request the state to unlock the Head Moderator’s Return, click on the “Request for
Amendment’ link in the “Actions” column. The system will send a request to State
Admin to unlock the Head Moderator’s Return.
2. State Admin will unlock the Head Moderator’s Return data entry grid and “Request
Granted” will display in the “Original/ Amendment” column (Fig. 3-14).

Head Moderator's Retum | EnterView Results  Enter/View Questfion Results ~ Change Password

Head Moderator's Return

Search Election

Election:* | 12/30/2015 - Glastonbury State Election v

Kim MeClain 12/30/2015 - Glastonbury Stste Elaction |Requested 1/18/2016 1:52:22 PM Request Grantzd Amend

Kim MeClain 12/30/2015 - Glastonbury Stste Election | Submitted 1/11/2016 4:32:02 PM Amendment 2 Generate Report

Kim MeClain 12/30/2015 - Glastonbury Stste Elact Submitted 1/9/2016 6:16:19 PM Amendment 1 Generate Report

glg|g|d
3

Kim McClain 12/30/2015 - Glastonbury State Election | Approved by SOTS 12/16/2015 1:36:05 PM original Generate Report

New Head Moderator Return

Change page: 1 | Displaying page 1 of 1, items 1 to 4 of 4

3. Click the “Amend” link in the “Actions” column and enter any changes into the Return.

4. Once data entry for the amended return is complete, click the “Submit All Districts to
State” button and recertify the Head Moderator’s Return.

5. The system will create an Amended Head Moderator’s Return and return to the Head
Moderator’s Return screen. The system will display a summary row for each Head
Moderator Return submitted for that election, with the date and time stamp for each
Return.

6. Amendments to the returns and vote results will be allowed from Election Day until a date
and time set by the state.

7. To submit an amendment after the Returns are locked, the Head Moderator must request
the state to unlock the Return.

8. Only a user with the role of Head Moderator can request the state to unlock Head
Moderator’s Return for an amendment.

NOTES:

4. ENTER/VIEW STATS

PUFpOSEZ TO ALLOW THE HEAD MODERATOR TO ENTER AND SUBMIT STATS BY DISTRICT
ASSIGNED TO AN ELECTION. THE HEAD MODERATOR CAN ALSO SUBMIT RESULTS FOR ALL
DISTRICTS, CERTIFY THE STATS, AND REQUEST STATE ADMIN TO UNLOCK THE STATS FOR AN
AMENDMENT TO BE PROCESSED.

Page | 13



How to Enter Stats
1. Click on “Enter/View Stats” tab from the Menu Bar to display the Enter/View Stats
screen. Until stats have been entered, the system displays “No Data found” (Fig. 4-1).

Figure 4-1 Enter/View Stats screen

Connecticut Election Management System

Head Moderator's Retum  Enter/View Stats = Enter/View Question Results =~ Change Password

Enter/View Stats

Search Election

Election:” | ~Select Election— v EEBEES

Head Moderator Name: ‘Contact# Election Status Date & Time ‘Original/Amendment Actions

No Data Found

2. To search for stats by election, if stats have been previously entered, select the
election/primary from the Election dropdown and click the “Search” button. Stats for
the selected election will be displayed.

3. To enter new stats, select an election from the dropdown and click the “Enter Stats”
button. The system will display an alert message.

4. Select OK to display the Enter/View Stats data entry screen (Fig. 4-2). To display the
Enter/View Stats data entry screen for a different election, select the desired election
from the dropdown and click the “Search” button.

Figure 4-2 Enter/View Stats — Data Entry screen

Connecticut Election Management System

Head Moderator's Retum  Enter/View Stals  Enter/View Question Resulis  Change Password

Enter/View Stats

Search Election
Election:= | 04/13/2016 - April 13 General Test v [~ search |
Absentee Ballots Military Presidential Provisional Overs:
l’laﬂm"es B Al e e e
N official “hecked checiedas Total  Total  Total  Total Total  Total Total Total  Total Total Total  Total Total Total
Check | pizing Vl::;"(‘gh ) Issued Rejected Counted Issued Rejected Counted Issued Rejected Counted Issued Rejected Counted Issued Reject:
(Active) Voted
DISTRICT 1-Willard Schaol | 0 o 0.00 0 o 0 0 o (1] 0 0 0 0 ] 1] 0 0
DISTRICT 2-American Legion |0 0 0.00 |0 0 o 0 0 o [0 0 o 0 ] o 0 0
DISTRICT 3-Hubbard School | |0 o 0.00 0 0 0 0 [} 1] 0 0 0 o (1] o o 0
DISTRICT 4-Senior Center | |0 0 000 0 0 o 0 [ o 0 0 o 0 0 o 0 0
DISTRICT 5-Griswold School = 0 0 0.00 0 o o 0 o (1] 0 0 0 0 [ (1] 0 0
Total O (] 0.00 0 0 0 0 0 0 0 0 0 0 0 0 0 0
< >

Back ‘Submit All Districts To State
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5. The stats data entry fields by category are
o Names on the Official Check List (Active)
e Number Checked as Having Voted
e Absentee Ballots - Total Issued and Total Rejected
e Military Ballots - Total Issued and Total Rejected
o Presidential Ballots - Total Issued and Total Rejected
e Provisional Ballots - Total Issued and Total Rejected
e Overseas Ballots total - Total Issued and Total Rejected
e Election Day Registration - Total Issued and Total Rejected.

6. Enter the stats by voting district/polling place. Use the scroll bar at the bottom of the
screen to view and enter stats into each category. As data is entered, the system will
calculate “Percentage” and “Total Counted”, and populate the yellow highlighted
columns.

7. The Head Moderator may submit the individual stats for each polling place, or submit
the stats for all polling places to State Admin.

8. To submit stat totals by district/polling place, scroll to the right and click on the
“Submit” button available for the district (Fig. 4-3). The system will submit the stats for
that voting district/polling place only.

9. Only the role of Head Moderator is able to submit stats.

Figure 4-3 Submit Stats for District

e

g Connecticut Election Management System

Head Moderator's Return | Enter/View Stats |~ Enter/View Question Results =~ Change Password

@H
Enter/View Stats
Search Election
Election:* | 04/13/2016 - April 13 General Test v =
Military Presidential Provisional Overseas Election Day Registration
District otal Total Total Total Total Total Total Total Total Total Total Total Total Total Total Total Acti

istricts unted Issued Rejected Counted Issued Rejected Counted Issued Rejected Counted Issued Rejected Counted Issued Rejected Counted ons
DISTRICT 1-Willard School 4 5 1 4 2 1 1 2 1 1 2 1 1 1 1| [1]
DISTRICT 2-American Legion 4 |5 0 5 2 0 2 2 0 2 2 0 21 0 1
DISTRICT 3-Hubbard School 4 |5 0 5 |2 0 2 |2 0 2 |2 0 21 0 SR submit |
DISTRICT 4-Senior Center 4 | 5 0 5 |2 0 2 |2 0 2 |2 0 2 1 0 SR submit |
DISTRICT 5-Griswald School 4 |5 0 5 2 0 2 |2 0 2 2 0 2 |1 0 PO submit |

Total 20 25 1 24 10 1 9 10 1 9 10 1 9 5 1 4
< >
" Back " save W Submit All Districts To State

How to Submit and Certify Stats
1. Once the stats are entered for every district/polling place, click the “Submit All districts
to State” button to submit the stats for all districts. Only the role of Head Moderator can
submit all districts and certify to State Admin.
2. The system will display the Certify Stats screen (Fig. 4-4).



Figure 4-4 Certify Stats screen

@ﬁ 3 Connecticut Election Management System
. Sl

Head Moderator's Retun |~ Enter/View Stats | Enter/View Question Results | Change Password Logged in as: B

Enter/View Stats

Cerntify View Stats

Head Moderator's Name: Blake Cromer

D I hereby electronically sign and certify the View Stats

Certify and submit to State

3. Check the box, “I hereby electronically sign and certify the Stats.”

4. Click the “Certify and submit to State” button. The system will display an alert
message.

5. Select OK to certify and submit the stats to the state. The system returns to the
Enter/View Stats screen, where a summary row for the Head Moderator’s Stats will be
displayed (Fig. 4-5).

Figure 4-5 Enter/View Stats screen — with Statistics Report summary row

@ﬁ i) Connecticut Election Management System

Head Moderator's Return |~ Enter/View Stats | Enter/View Question Results = Change Password

@ Help|
Enter/View Stats

Search Election

Election:* | 04/13/2016 - April 13 General Test v|

Head Moderator Name Contact# Election Date & Time Original/Amendment Actions

Blake Cromer 04/13/2016 - April 13 General Test | Submitted 3/11/2016 2:54:36 PM Original View Amend

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

NOTES:

How to Request State Admin to Unlock Stats for an Amendment
1. To request the state to unlock the Stats Return, click on “Request Amendment” in the
“Original/ Amendment” column. The system will send a request to State Admin to
unlock the Stats Return. The State Admin will unlock the Stats Return and “Request
Granted” will display in the “Original/Amendment” column.
2. Click the “Amend” link in the “Actions” column and enter any changes.
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3. Click the “Submit All Districts to State” button and recertify the Stats Return.

4. The system will create an Amended Stats Return and return the user to the Enter/View
Stats page. The system will display a summary row for each Stats Return submitted for
that election, with the date and time stamp for each Return (Fig. 4-6).

Figure 4-6 Enter/View Stats screen — with summary rows

Connecticut Election Management System

Head Moderator's Return | Enter/View Stats =~ Enter/View Question Results | Change Password

Enter/View Stats

Search Election

Election:™ | 04/13/2016 - April 13 General Test v\

Head Moderator Name Contact# Election Date & Time Original /Amendment Actions

Blake Cromer 04/13/2016 - April 13 General Test |Submitted 3/11/2016 2:56:03 PM Amendment 1 View Amend

Blake Cromer 04/13/2016 - April 13 General Test |Submitted 3/11/2016 2:54:36 PM Original View

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

5. Amendments to the Stats Returns will be allowed from Election Day until a time and date
set by the state. At that point the Stats Returns will be locked.

6. To submit an amendment after the Stats Returns are locked, the Head Moderator must
request the state to unlock the Stats Return.

7. Only a user with the role of Head Moderator can request the state to unlock the Stats
Return for an amendment.

NOTES:

5. ENTER/VIEW QUESTIONS RESULTS

PUI’pOSE‘Z To ALLOW THE HEAD MODERATOR/DATA ENTRY USER TO ENTER AND SAVE
QUESTIONS VOTE RESULTS BY DISTRICT ASSIGNED TO AN ELECTION. THE HEAD MODERATOR CAN
ALSO SUBMIT RESULTS BY DISTRICT, SUBMIT RESULTS FOR ALL DISTRICTS, CERTIFY THE
QUESTIONS RESULTS, AND REQUEST STATE ADMIN TO UNLOCK THE QUESTIONS RESULTS
RETURN FOR AN AMENDMENT TO BE PROCESSED.

How to Enter Questions Results
1. Click on the “Enter/View Question Results” tab from the Menu. The system displays the
Enter/View Questions Results screen. Until Questions Results have been entered, the
system displays “No Data found.”
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2. To search for Questions Results by election, if results have been previously entered,

select the election from the Election dropdown and click the “Search” button. Questions
Results for the selected election will be displayed (Fig. 5-1).

Figure 5-1 Enter/View Questions Results

Head Moderator's Retum | Enler/View Results =~ Enter/View Question Results = Change Password

Enter/View Questions Results

Search Election

Election:* | - Select Election -- 4 Clear

Head Moderator Name

Contact#

Date & Time Original/Amendment Actions
Kim McClain 12/30/2015 - Glastanbury State Election Requested 1/11/2016 4:33:51 PM Request Granted Amend
Kim McClain 12/30/2015 - Glastonbury State Election Submitted 12/16/2015 4:23:23 PM ‘Driginal ‘ Report ‘
Change page: 1 | Displaying page 1 of 1, items 1 to 2 of 2

Enter Questions Results

3. To enter Questions Results, click the “Enter Questions Results” button to display the
Search Election screen (Fig. 5-2).

Figure 5-2 Enter/View Question Results — Search Election screen

L' Connecticut Election Management System

Head Moderator's Retum  Enter/View Results ~ Enter/View Question Resulls ~ Change Password

=z in

e e
Logged in as: TFLEEMAN ( GLASTONBURY ) Logout
Enter/View Questions Results

Search Election

Election:* | - Select Election —

g —

No Data Found

4. Select an election from the Election dropdown. Click the “Search” button to display the

Enter/View Questions Results grid. On the left side of the screen, each voting
district/polling place is displayed (Fig. 5-3).
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Head Moderator's Return | Enter/View Stats | Enter/View Question Results = Change Password

Enter/View Questions Results

Search Election

Election:* | 04/13/2016 - April 13 General Test Ml seercn |
Polling Place Absentee Ballots Election Day Registration
Tabulator Write-In Hand Total Tabulator Write-In Hand Total Tabulator Write-In Hand Total };(;?:‘Ii_

?_IEFTHE,E;" o r%s;% Shall the town of Berlin use $1000 to pave the Town Square?
Legion — Yes 0 0 0 0 0 0 0 o 0 0 0 0 0
> Aubbard School _ procass MO 0 0 0 o D 0 0 o o 0 ) 0 °
DISTRICT Begin Shall Berlin fund Public Art on the town square?
4-Senior Center Process Yes 0 0 ) 0 0 0 0 o 0 0 0 o °
S-Criowald School  process 0 0 0 0 L 0 0 o 0 ) 0 0

Total o o 0 (1] 0 o o 0 0 0 0 0 0

=

[ Bacic [ Submit All Districts To State

5. To enter the questions vote results by voting district/polling place, click on “Begin
Process” (to the right of the voting district/polling place name).

6. The system will display the data entry grid for the selected voting district. The selected
voting district/polling place will be highlighted in dark blue, and “End Process” will
display next to the voting district name (Fig. 5-4).

Figure 5-4 Enter/View Question Results —Data Entry grid

Connecticut Election Management System

Head Moderator's Return | Enter/View Stats =~ Enter/View Question Results | Change Password

Enter/View Questions Results

Search Election

Election:* | 04/13/2016 - April 13 General Test v
DISTRICT Begin Pelling Place Absentee Ballots Election Day Registration
1-Willard School ~ Process Grand
e — Tabulator Write-In Hand Total Tabulator Write-In Hand Total Tabulator Write-In Hand Total TOTAL
DISTRICT .
2-American o Begin  spall the town of Berlin use $1000 to pave the Town Square?
] rocess
L
eaon ves 0 0 0 o 0 0 0 0 0 0 0 o o
No 0 0 0 (1] 0 o 0 (1] 0 0 0 o o
DISTRICT Beain 'Shall Berlin fund Public Art on the town square?
4-Senior Center Process Yes 0 0 0 o 0 0 0 o 0 0 0 0 0
DISTRICT Begin
5-Griswold School  Process  ''° 0 0 0 0 u u 0 o 0 0 L o 0
Total o o 0 1} o (1) () (1) (1] 0 1} 0 o
[“save ) Submit DISTRICT 3-Hubbard School To State

[ Back " Submit All Districts To State

7. Enter the votes for tabulator vote results, write-in vote results, and hand count vote
results for totals in the appropriate columns for each category of votes:
e Polling Place
e Absentee Ballots
e Election Day Registration.
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8. Navigate from box to box using the mouse, the tab key, or the up, down, left, right arrow
keys in the keypad.

9. The system will calculate the total votes for each vote category as votes are entered for
that category, and will populate the total vote result for the category in the “Total”
columns (highlighted in yellow). The system will calculate the total of all categories and
populate the “Grand TOTAL” column (highlighted in light blue).

10. Once votes are entered for a voting district, click the “Save” button or “Submit District #
to State” button. The system will save the data or submit to the state the totals for that
voting district only. Note: The Submit functionality is only available to the Head
Moderator role. The Data Entry role will save the results.

11. Click on “End Process” to unlock the voting district once results are saved or submitted.
If results have not been saved or submitted, the system will display an alert message.
Select OK to continue without saving data entered, or select Cancel to return to the data
entry screen and save/submit results.

12. If “Begin Process” has been selected, then that voting district will be locked for all users
other than the user that began the process. No other user can enter data for the voting
district until “End Process” has been selected by the user who began the process.

How to Submit and Certify Questions Results
1. Once results for all districts are entered, click the “Submit All districts to State” button
to submit the question results for all districts.
2. [If all the districts are unlocked, the system will display the Certify Questions Results
screen (Fig. 5-5).

Figure 5-5 Enter/View Questions Results — Certify Questions Results screen

Connecticut Election Management System

Head Moderator’s Retum = Enter/View Resulis | Enter/View Question Resulis =~ Change Password Logged in as: TFLEE|

Enter/View Questions Results

Certify View Questions Results

Head Moderator's Mame: Tripp Fleeman

[ I hereby electronically sign and certify the View Question's Results

Certify and submit to State

3. Check the box, “I hereby electronically sign and certify the Questions Results.”

4. Click on the “Certify and submit to State” button. An alert message will display.

5. Select OK to submit all the voting district/polling place totals to state. The system will
return to the Questions Results screen, where a summary row for the Questions
Results will be displayed (Fig. 5-6).
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Head Moderator's Retum | Enter/View Results ~ Enter/View Question Results = Change Password Logged in as: TFLEEMAN ( GLASTONBURY )

Enter/View Questions Results

Search Election

I i Elocton — ~ [“Searcn | clear |

Head Moderator Name Contact# Date & Time Original/ Amendment

12/30/2015 - Glastonbury State Election | Submitted 1/11/2016 4:33:51 PM Amendment 1 Generate Report Request for

12/30/2015 - Glastonbury State Election | Approved by SOTS 12/16/2015 4:23:23 PM Original Generate Report

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

6. Ifany voting district is locked when the Head Moderator clicks the “Submit All Districts
to State” button, the system will display an alert message.

7. Only the role of Head Moderator can submit all districts to State Admin and certify
Questions Results.

8. To generate the Questions Results in PDF format, click “Generate Report” under the
“Actions” column. The system will display an alert message.

9. Select OK to generate the report in a PDF format. You can save the report or print the
report to a configured printer.

NOTES:

How to Request State Admin to Unlock Questions Results for Amendment

1. Torequest State Admin to unlock the Questions Results, click the “Request for
Amendment’ link in the “Actions” column. The system will send a request to State
Admin to unlock the Questions Result Return for the town.

2. State Admin will unlock the Questions Results Return and “Request Granted” will
display in the “Original/Amendment” column.

3. Click the “Amend” link in the “Actions” column and enter any changes.

Click the “Submit All Districts to State” and recertify the Questions Results Return.

5. The system will create an Amended Questions Results Return and return the user to the
Questions Results screen, where a summary row for each Questions Results Return
submitted for that election will be displayed with the date and time stamp for each Return
(Fig. 5-7).

-~
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e R : r

Head Moderator's Retum | Enter/View Resulis =~ Enfer/View Question Resulls =~ Change Password Logged in as: TFLEEMAN ( GLASTONBURY ) Lo

o
Enter/View Questions Results
Search Election
Election:+ [~ Select Election - =3
Head Moderator Name Contact# Date & Time Original/Amendment
Tripp Fleeman 12/30/2015 - y State Election | 1/11/2016 4:33:51 PM Amendment 1 Generate Report Request for Amendment
Kim McClain | 12/30/2015 - y State Election I 12/16/2015 4:23:23 PM Original Generate Report ‘
Change page: 1 | Displaying page 1 of 1, items 1 to 2 of 2
Enter Questions Results

6. Amendments to the Questions Results will be allowed from Election Day until a date and
time set by the state. At that point, the Questions Results will be locked.

7. To submit an amendment after the Questions Results Returns are locked, the Head
Moderator must request State Admin to unlock the Returns.

8. Only a user with the role of Head Moderator can request the state to unlock the Questions
Results Returns for an amendment.

NOTES:

6. REPORT A PROBLEM OR GET HELP

Purpose: To ALLow THE HEAD MODERATOR/DATA ENTRY USER TO REPORT A PROBLEM TO
OR GET HELP FROM STATE ADMIN (SOTS).

1. From the Login page, click on the “Report a Problem or Get Help” link (Fig. 6-1).

Figure 6-1 Login screen

Login Information

Select Role: | --Select-- v

Usemame: | |

Password: I I

[[Jremember me!

First time logging in?

Report a Problem or get help
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2. The system will display the Report a Problem or Get Help screen (Fig. 6-2).

Figure 6-2 Report a Problem or Get Help screen
Report a Problem

Subject: |EMS Problem

Towin: [Andover v|

Name:* | |

Phone Number:* | || || || |

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

Message: ™

3. Enter information and summarize your 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.

NOTES:
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