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1. ROVC Management in CVR.  

On Election Night, the Warden at each voting district must complete the paper Warden’s Return of Votes Cast form provided with the election materials.  The Municipal Clerk must then enter each Return into the CVR.   This process is described in Chapter 5 of the CVR Guide, and summarized below.
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· Choose the correct election from the dropdown list (i.e. 11/8/16 – General/Referendum Election).

· You do not choose a party for the General/Referendum Election.

· Click the Search button.  

2. Select Wards/Precincts.  

The Wards/Precincts applicable to your municipality will be displayed:   
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· To enter results, check the box next to the Ward/Precinct and click the Update button.  


3. Enter results.  

The list of races/candidates and questions will be displayed.  Enter the results as recorded by the Warden on the paper Return of Votes Cast. 
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(This is an example from the 2014 General/Referendum Election)

· Enter the votes cast for each candidate and question, and the number of blanks for that race.   

Continued on reverse

[image: ]                                                                Notes:
The total votes for each race or question must be same as every other race or question.  (If the total votes are not the same, an error message will display, and you will not be able to save or certify the results until the error is corrected).






If you have multiple State Senate or State Representative districts in one voting place, the total votes for all districts of that type must be the same.
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4. Printing and Reviewing “Unofficial” copy.

After the results have been entered, save your results by clicking the “Save” button.  Click the “Print Candidate” button to print an unofficial copy of the results.
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For “Unofficial” copy – use to proofread



· Compare the results that are printed from CVR against the Returns that were completed by the Warden.  Make any necessary corrections to CVR.  

5. Save and Certify; print Certified Copy.

When the results in CVR agree with the Warden’s Returns, certify your results by clicking the “Save and Certify” button.  Click on “Print Candidate” again and print the certified CVR results (the certified copy has a place for the Municipal Clerk to sign and date).  Sign and date the certified CVR results on the bottom right.
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6. After “Save & Certify” has been selected, changes cannot be made to your results.  If you discover an error after selecting “Save & Certify”, contact the Division of Elections.  Elections staff will make the corrections.

7. Submitting copy of Certified Results to SOS.

Submit a copy of the certified CVR results you printed from CVR, as well as the paper Warden’s Return of Votes Cast for each voting district in your municipality.  You are not required to enter your results on Election Night, but please enter the results as soon as possible on Wednesday, November 9th.  The printed certified election results and the paper Return of Votes Cast must be received by the Secretary of State by 5:00 p.m. on the 3rd business day after Election Day (this is November 14, 2016, because Friday, November 11th is a federal holiday).
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