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1. Login Page 
Purpose:  TO ALLOW THE TOWN USERS TO LOGIN TO THE APPLICATION. 

1. SOTS will share the URL for the live system. Enter the URL in the browser’s address bar and click 

Enter. System displays the admin portal login screen. 

2. Enter the Username and Password on the Login screen. Use the same username and password that 

is used to login to CVRS.  

3. The password entered will be masked by default. Click the icon to view the actual password. 

 
4. If the user does not enter the username or password or enters incorrect username or password, 

system displays the below alert message. Clicking ‘OK’ closes the pop up. 

 
5. Click the “Sign In” button to login. 

6. Click the “Reset” button to clear the data entered. 

 

Login Screen 
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2. Dashboard  
Purpose:  TO ALLOW THE TOWN USERS TO VIEW THE COUNT OF ONINE ABSENTEE BALLOT 

APPLICATIONS RECEIVED IN THE PAST 15 DAYS. 

Once the user has logged in successfully, the system will display the Dashboard, with the following tabs 

across the top of the screen that allow the user to access the Online Absentee Ballot Admin functions: 

S. No. Menu Option Available to Town User? 

1. Dashboard  Yes 

2. Reports Yes 

3. Manage Password Yes 

 

Dashboard Screen 

 

1. This is the default screen which will be displayed when the user logs in. 

2. The Dashboard will display the count of application received(in a bar graph format) in the last 15 

days for the upcoming election. 

3. The dates are displayed on the X axis and count is displayed on the Y axis. 

4. Hovering over the graph displays the count of application received for that date. 

5. When the Town User logs in, they will see the count of applications for their town only. 
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3. Reports 
Purpose:  TO ALLOW TOWN USERS TO DOWNLOAD THE REPORTS GENERATED DAILY FOR AN ELECTION.   

1. From the Dashboard, select the “Reports” tab to display the Reports Queue screen. The screen will 

display the list of all existing reports. 

Reports Queue Screen 

 

2. System displays the reports generated on a daily basis in a queue for the users to download. The 

most recent report will appear on the top of the list. When the reports are generated successfully, 

the status will display ‘Completed’. 

3. If for some reason the reports could not be generated, then the status will display ‘Failed’. 

4. The grid displays the following fields: 

a. Select 

b. Report ID 

c. Town Name 

d. Report Name 

e. Election Date Name 

f. Date Time Created 

g. Status 

4. When the Town user logs in, they will see the reports for their town only. 

5. The reports list can also be filtered using the date. Selecting the date and clicking on the screen 

will list only the reports generated for that date. 
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5. The “Report ID” column is a hyperlink which upon clicking downloads the PDF report which 

contains all the applications submitted in the previous day for that town.  

6. The user can print the report for a particular date and scan the barcode located at the top left of 

the page into the CVRS Absentee Ballot module and issue a ballot like they normally do. The 

system generates one application per page. 

7. To indicate that the user has completed scanning all the barcodes from a day’s report the user 

can do the following: 

a. Select the checkbox under the ‘Select’ column for the report to be marked as completed. 

 

b. Click the ‘Mark Report as Processed’ button at the bottom of the screen. 

 

c. Upon clicking ‘Mark Report as Processed’ button, the system displays a confirmation 

message. 

 

d. The status of the report under the ‘Status’ column changes from ‘Completed’ to 

‘Processed’. 

 

8. By default, the screen will display the first page. If there are multiple pages the system provides 

the capability for the user to navigate to a particular page by: 

a. Clicking the corresponding page number. 

b. Clicking “Next” to navigate to the next page. 

c. Clicking “Previous” to navigate to the previous page. 

d. Clicking “First” to navigate to the first page. 

e. Clicking “Last” to navigate to the last page. 
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Sample Application Form 
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4. Manage Password 
Purpose:  TO ALLOW TOWN USERS TO CHANGE THEIR PASSWORD. 

1. From the Dashboard, select the “Mange Password” tab to display Mange Password screen. This 

functionality allows the users to change their password. 

Manage Password Screen 

 
 

2. To change the password, user needs to enter the  

a. Current password in the ‘Current Password’ field. 

b. New password and in the ‘New Password’ field. 

c. Retype new password in the ‘Re-type New Password’ field. 

All 3 are required fields. 

3. On clicking ‘Reset Password’,  

a. System validates that the current password entered matches the user’s current 

password else displays an alert message. Clicking ‘OK’ will close the pop up. 

 

b. System validates that the new and Re-type password entered matches, else displays an 

alert message. 
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4. If all the validation pass then the system updates the password and displays a confirmation 

message. Clicking ‘OK’ will close the pop up. 

 

Below are the requirements for the password. 

- Minimum 8 characters and maximum of 16 characters. 

- Allowed characters are  

o 0-9  

o A-Z 

o a-z  

o ?=.*[@!\"#$%&()``*+,-./:;<=>?_].  

- At least one number, one small letter and one capital letter.  

- The new password should differ from the previous password by at least 2 characters. 

5. Logout 
Purpose:  TO ALLOW USERS TO LOGOUT OF THE APPLICATION. 

1. Click the downward arrow icon next to the name. 

 

2. System displays an option with label ‘Logout’, clicking which will log the user out of the 

application. 
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Session Time Out 

The system automatically logs the user out after inactivity of 30 minutes. When there are 3 minutes 

remaining to complete 30 minutes the system displays a pop up with a countdown timer with following 

options: 

 

a. Clicking ‘Ok’ button extends the session. 

b. Clicking ‘Cancel’ closes the popup and session will expire in 3 mins 

c. Clicking ‘Logout now’ logs out from application immediately. 


