
Ballot Locations: Setting up a 
Municipal Main Ballot Location  

In order for a municipality (city or township) 
to utilize SVRS for AB administration—
whether they are designated to administer for 
state primary/state general elections or to ad-
minister their own AB voting at stand alone or 
special elections held on other dates—the 
municipality must have:  

 Their SVRS Profile reflect that they       
administer absentees    

 A Main Ballot Location set up in SVRS > 
AB > Ballot Locations  

 Any existing SVRS user profiles updated 
to incorporate the Ballot Location     

Complete these tasks in the order listed. The 
County is responsible for maintaining an 
MCD’s Profile and Ballot Locations. If a coun-
ty has assigned a clerk with an SVRS role of 
Municipal Senior clerk, the clerk can manage 
the city’s/twp’s SVRS user profiles.   
 
Part 1: Municipal Profile Update  
1. From the left Profiles menu, select Municipal.  

 
 
 
 
 
 

2. Select the appropriate city or township from 
the MCD dropdown list.  
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3. Click Update. 
  

4. In the Administers AB subsection of Election 
Information, mark the Issues AB checkbox.  

 
 
 

If the city/township will also conduct their own 
absentee ballot board, mark the Has AB Board 
checkbox.  

 
 
 

5. Click Continue.  
 

6. To submit the changes and update the Profile 
click Submit.  
 

Part 2: Main Ballot Location Set up 
1. From the left  Absentee Ballot menu, select 

Ballot Locations. 
 
 
 
 
 

2. Click Add. 
 

3. On the Add Ballot Location screen, from the 
Municipality dropdown list, select the appropri-
ate city or township.  

 
 
 

4. From Ballot Location Type dropdown, select 
Main Location.  

 
 
 

 
5. Enter the Ballot Location Name.  

 
The Ballot Location Name may only  contain 
letters, spaces, slashes ( / ) or dashes      ( - ). 
The name cannot contain a period ( . ) or pa-
rentheses ( ).  
 

Recommended naming convention for Munici-
pal Main Location: City/Twp Name  
Examples: St Cloud; Cambria Twp  
 

6. Enter the Building Name if desired.   
 
 
 

 
7. If this Location will provide in person AB voting 

(e.g. voter can vote their ballot and turn it in at 
the location), mark the In Person AB Voting 
checkbox. 
 
 
 

8. If this Location is part of the Election Office 
(e.g. the clerk’s office), mark the Part of the 
Election Office checkbox.  

 
 
 

 
9. Add the appropriate Contact and Direction  

information if desired.  

 
10. Enter the physical address of the Main Ballot 

Location. 
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4. To view all existing users for the municipality, 
click All.   

 
 

 
 

5. In order to access/utilize the AB module, all of 
the municipality’s users must be 
 
A) assigned to the Ballot Location 
 
and 
 
B) have an SVRS Role assigned 
   

6. To update a user, select the Blue cell to the left 
of the user and click Update.   

 
 
 

 
 
 
 

7. On the Update User Account screen: 
 
A) In the Ballot Location dropdown, ensure that 
the Ballot Location added in Part 2 is           
displayed. 

 
B) In the SVRS Role dropdown, change the 
Role from Read Only to an appropriate role 
based on their job duties. 

 
 
 
 
 

Notes:   
Senior Clerk: Full access to municipal functions, 
including creating new user accounts.  
 
Clerk: Full access to municipal functions, except 
creating user accounts.  
 
Local Election Judge: Limited to specific elec-
tions-related functions.  

8. Click Submit. 
  

9. The user can now access the SVRS Absentee 
Ballot module and complete AB administration 
tasks within the system.  
 

10. Repeat steps 2 thru 9 for all of the              
municipality’s users.   
 

  

11. All precincts within the selected city/township 
are assigned to the Main Ballot Location.  

 
 
 
 

Note: This feature designed for any future 
MN Statutes change allowing AB voting       
location to serve specific sets of precincts.  

12. Click Continue. 
 

13. Review the data for accuracy on the final 
confirmation screen.  
 
If corrections are needed, click Back to make 
the needed adjustments. 
 
 
To add the municipality’s Main Ballot        
Location, click Submit.  
 
 
Once submitted, the Main Ballot Location will 
be immediately available.  
 
Users in the appropriate jurisdiction can be 
assigned to the Location in their user profile 
and the Location will be available within 
SVRS reports.  

 
Part 3: User Management  
1. From the left Profiles menu, select Users. 

 
 
 
 
 
 

2. From the User Group dropdown, select    
Municipal.  

 
 
 
 

 
3. From the Municipality dropdown, select the 

appropriate city/township.  
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