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Elections in I-VOTERS

I-VOTERS Election Checklist

Set up the election

Enter absentee ballots requests

Include certified contests if 
applicable

Enter candidates/measures for 
your county
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Elections in I-VOTERS

I-VOTERS Election Checklist

Share certified contests if 
applicable

Generate and rename ballot 
styles

For special elections, assign 
temporary polling locations
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Elections in I-VOTERS

I-VOTERS Election Checklist

Pull absentees

Print absentee labels

Receive absentee ballots as they 
come back
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Elections in I-VOTERS

I-VOTERS Election Checklist

After election make address 
changes made at polls

Process election registers

Process absentee ballots (accept 
or reject)
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Entering Absentee Applications

On the absentee tab of the voter record add the absentee ballot 
request.

Election Specific Absentee Requests
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Election Specific Absentee Requests

• Most of your absentee requests will be entered as election 
specific for Absentee Type.

• There are several options for Absentee Application Source
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Absentee Application Sources 

• Absentee Team – this is used when the absentee 
team was sent to the voter’s health care facility for 
them to vote an absentee ballot

• Counter/Office – this is used when the voter votes 
in the auditor’s office

• Courier – this is used if someone other than the 
voter turns in the absentee ballot application

• FPCA – this is used if the absentee request comes 
in on the federal postcard application – this will be 
talked about more later
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Absentee Application Sources 

• Fax – this is used if the absentee application is 
received by fax

• Mail – this is used if the absentee application is 
received in the mail

• Proxy – this can only be used in the general 
election.  This is used if a family member of a 
military voter requests an absentee ballot to be sent 
to the military voter

• Satellite – this is used if the voter votes at a 
satellite location
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UOCAVA Absentee Voters

• Select Military, Overseas Civilian or 
Overseas Military from the Absentee 
Type drop down.

• Then enter the 2 year date range that 
the FPCA is good for.

• Select FPCA as the Absentee 
Application Source

• Select Mailing in the Issue Method

• Enter the address the ballot is to be 
sent to in the Absentee Address 

• Click Update and Save
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UOCAVA Absentee Types

• Military – this should be used when the voter is 
a military voter but is stationed in the US.

• Overseas Military – this should be used when 
the voter is in the military and stationed outside 
of the US.

• Overseas Civilian – this should be used the the 
voter is not in the military but is living outside of 
the US.
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UOCAVA Absentee Issues

• When you pull absentees in election 
management after you generate your ballot 
styles, the FPCA requests will automatically be 
pulled into the election so when you go to print 
absentee labels the FPCA labels will be there.

• FPCAs are good for all elections that occur for 
2 general elections, unless the voter requests 
ballots for only certain elections.  This includes 
all special elections.
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UOCAVA Absentee Issues

• Voter can select to have ballots for only Primary 
and General Elections.

• In this case enter separate requests for each 
election (5/15/08-6/15/08 or 10/15/08-11/15/08).  
Make sure the date ranges do not overlap.

• Voters can select to only have one ballot sent 
for one specific election.

• In that case you would still enter the request as an 
FPCA request and just make the date range around 
that one election.
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Scanning Absentee Applications

• Some counties scan in 
the absentee ballot 
application.  This allows 
you to look up the voter in 
I-VOTERS and view the 
absentee application 
without searching for the 
paper copy.  This is useful 
if the voter has a question 
about their absentee ballot 
application.
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Receiving Absentee Ballots

• When absentee ballots are returned to your 
office, you need to receive them in I-VOTERS.

• Go into Receive Absentee Ballots from the 
main screen in I-VOTERS.
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Receiving Absentee Ballots
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Receiving Absentee Ballots

3 different tabs you can choose from:
• Ballots – you receive ballots back under the 

Ballots tab in most cases.
• Undeliverable – you receive ballots back 

under the Undeliverable tab when the ballot 
is returned to your office by the US Postal 
Service as undeliverable to the voter’s 
address.  Receiving the ballot on this tab 
allows the voter to vote at the polls or allows 
you to reissue an absentee ballot to a 
different address.
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Receiving Absentee Ballots

3 different tabs you can choose from:
• Not Voted – you receive ballots back under 

the Not Voted tab when the voter brings the 
unvoted ballot back to your office and tells 
you they want to vote at the polls on election 
day.  Receiving the ballot on this tab allows 
the voter’s name to appear on the election 
register and allows them to vote at the polls 
on election day.  Also use this tab for ballots 
surrendered at polls so that you can mark 
them on the process election register screen.
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Processing Absentee Ballots

• Since you will most likely have more accepted 
absentee ballots than rejected absentee 
ballots, you should process the rejected ballots 
first.

• Once you have processed the rejected 
ballots you can process the rest of the 
absentee ballots as accepted.
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Processing Absentee Ballots

You can search for the ballot by barcode, absentee 
sequence #, or name.  
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Processing Absentee Ballots

• Choose the appropriate reason for rejecting the ballot.

• Follow these steps for all ballots that need to be rejected.
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I-VOTERS Changes for Replacement Ballots

• I-VOTERS has been changed to 
accommodate the change in Iowa law that 
allows a replacement absentee ballot to be 
sent to a voter who has not sealed their 
affidavit envelop or who has not included 
their ballot in the affidavit envelop.

• You will now be able to replace an 
absentee ballot with the same sequence 
number as the original absentee ballot 
once you receive the required follow up 
absentee ballot request.
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I-VOTERS Changes for Replacement Ballots

• After you have received the absentee ballot you will 
go into Process Absentees and reject the ballot with 
Defective Affidavit/ Envelope as the reason.
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I-VOTERS Changes for Replacement Ballots

• Once you receive the new absentee request form 
you will go into the voter record and go to the Issue 
Ballot screen under Elections.
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I-VOTERS Changes for Replacement Ballots

• When you issue the replacement ballot it will have 
the same sequence number as the original ballot.  It 
will also void the original ballot.
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I-VOTERS Changes for Replacement Ballots

• To view the ballot you can go into Active Ballots 
from the Elections dropdown menu in the voter 
registration record.  This is where the sent date and 
received date will be tracked for the second ballot.
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I-VOTERS Changes for Replacement Ballots

• Replacing the ballot with a new ballot with the same 
sequence number will not cause the ballots to show 
up on the Duplicate Ballot Report.



28

Questions?
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