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Generating Reports 
 

 
 
 

1. Click the Reports menu 
2. Select Reports Module 

 
 
 
 
 
 
 
 

 

 

Format Options 

 

*Please note -Only two reports are designed to be shared with the public in .csv 

format: Custom Voter List and Daily AV.  All other reports in .csv format are 

intended for internal office use only and would require redaction of some data in 

order to fulfill a FOIA request. 

 

 

 

 

Click to preview 

 

Click to print 

 

Click to save as a .pdf file 

 

Click to save as a comma separated value (.csv) file* which can be opened with 

Excel. To save a report as .csv file, you must first click the preview icon, and then 
click the save as text icon 
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Special Instructions 

 

To generate each report, you must select an election, region and precinct; however, the region 

and precinct types you choose will vary by election.  For example: 

 

Region type – For elections in 

which you are using consolidated 

precincts, you may need to select 

something other than Jurisdiction.  

 

 

For instance, in consolidated elections where the voters may be mixed across city or 

township boundaries, the Mixed region type can be selected for certain reports. 

 

Note:  If you only need voters from certain jurisdictions within a district, select the  

“Juris” checkbox for a breakdown of jurisdictions within that district (see example below) so that 

you can select the specific voters you need.  For Primary and General Elections you should 

choose Jurisdiction as the Region type. 

 

 
 
 
 

 
 
 
 
 
 
 
Precinct type - Select Combined Precinct for elections in 
which you are using consolidated precincts. For Primary 
and General Elections you should choose Ward Precinct. 
Reports may also be viewed by Ballot Style or Counting 
Board. 
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Precinct List 
 
QVF Precinct Lists are the official lists of voters that are qualified to vote at a given election.  

Precinct lists can be printed in different formats and paper sizes.   

 
To generate a Precinct List: 
 

1. Select Precinct List  

2. Select a Region Type and Region (Special Instructions, pg. 3) 

3. Select an Election 

 

 

4. Select a Precinct Type and Precinct(s) 

(Special Instructions, pg. 3) 

 
 

 
 

5. Customize the Precinct List by making selections in the following fields: 
a. Group by Precinct 

 
 
 
 
 

 
b. User Defined Fields- select additional 

information to display next to a voters 
name 

 
 

c. Report Options: 

 To print barcodes and select barcode placement on the left or right of the 
page 

 To include a page break on last name character change 

 To print ballot styles 

 To print a compressed list with 20 names on a page in portrait orientation 
 
 
 

6. Click preview  
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The Precinct List includes the following information: 

St – Voter Registration Status 

BS - Ballot Style or Ballot Style Alias if a ballot style alias was assigned in QVF, and then 

enabled in QVF Options (See QVF Reference Manual Ch. 3, pgs. 44-46) 

DOB- Date of Birth 

AV - AV Ballot Status 

 av-s = absentee ballot sent by clerk 

 av-r = absentee ballot received by clerk 

ID - Federal ID Requirement Status 

Notes - Status code associated with the reason for a “Verify” or “Challenged” status  

MVIP - Must Vote in Person 

User Defined Field – Include optional information such as: Name, School District, Split 

Districts, or Beige List  

Bar Code – QVF voter id number in bar code format  

 
 
A voter with a “Verify” or “Challenge” status will have a “V” or “CH” next to their name in the 
Status column and a numeric code to the right of their name to identify the 
specific reason for the status code assignment.  For a list of status codes and 
other abbreviations, click the Precinct List Notes button. 

  

http://michigan.gov/documents/sos/Chapter_3_Election_Administration_Module_192465_7.pdf
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Absentee Voter Reports: 

 
There are six Absentee Voter reports in QVF:  

 

 Ballot Sent and Returned Summary: a statistical report including total number of 

ballots sent, ballots received, and ballots not yet received. This report also includes a 

break-down of overseas, military and Federal Write-In Absentee Ballots (FWABs). 

 

 AV List: a detailed report of absentee voter ballots which includes names, sent to 

address, ballot number, dates, and status of spoiled or rejected ballots. 

 

 Daily AV: a customizable list of AV transactions within a specified date range. 

 

 UOCAVA & MOVE: an absentee ballot list of military and overseas voters which 

includes federal post card applications, FWABs, transactions dates, UOCAVA status, 

and delivery method. 

 

 Election Day FWAB No AV Ballot: a report of FWABs which should be duplicated and 

tabulated on Election Day because the original/regular ballot that was issued to the 

voter has not been returned in time.  

 

 Cancelled/Rejected Ballots List: a list of cancelled and rejected absentee voters 

whose ballots were automatically rejected as a result of their status change. 
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Special Absentee Voter Report Instructions 

 

To generate each AV report, you must select an election, region and precinct; however, the 

region and precinct types you choose will vary by election.  For example: 

 

Region type – For elections in 

which you are using consolidated 

precincts, you may need to select 

something other than Jurisdiction  

 

 

 

Note:  If you only need voters from certain jurisdictions within a district, select the  

“Juris” checkbox for a breakdown of jurisdictions within that district (see example below) so that 

you can select the specific voters you need.  For Primary and General Elections you should 

choose Jurisdiction as the Region type. 

 

 
 
 
 

 
 
 
 
 
 
 
 
Precinct type - Select Combined Precinct for elections in 
which you are using consolidated precincts. For Primary 
and General Elections you should choose Ward Precinct. 
Reports may also be viewed by Ballot Style or Counting 
Board. 
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The Ballot Sent and Returned Summary Report 

 
To generate the Ballot Sent and Returned Summary: 

 
 

1. Select Ballots Sent and Returned Summary  

2. Select a Region type and Region (Special 

Instructions, pg. 7) 

3. Select an Election 

4. Select a Precinct Type and Precinct(s) 

(Special Instructions, pg. 7) 

5. Click 

preview  

 

 

 

 

 

 

 

 

This report includes: 

 Total number of AV ballots issued  

 Total number of AV ballots returned on time  

 Total number of AV ballots that are not yet returned 

 Number of AV ballots for Overseas Civilians issued, returned on time, and not yet 

returned 

 Number of AV ballots for Military voters issued, returned on time, and not yet returned 

 Number of Federal Write-In Ballots (FWABs) received and returned late  
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Absentee Voter List (AV List) 
 
The AV List produces a list of voters who have been issued an AV ballot via the QVF software.   
 
To generate the AV List: 
 

1. Select AV List 

2. Select a Region type and Region (Special Instructions, pg. 7) 

3. Select an election 

4. Select a Precinct Type and Precinct(s) (Special Instructions, pg. 7) 

5. Choose a Display or Sort Option if you wish 

6. Click preview 

  

 
 

 

Note: The totals at the end of the report reflect the totals within each column; therefore, the 

rejected ballots are not automatically subtracted from the Ballots Returned column. 

 

If using the AV List to check in ballots at the precinct or counting board, it may be helpful to 

enable to options to “Show Returned Ballots First” and “Exclude Rejected Ballots” 
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The AV List includes: 

 Voter’s name and mailed to address 

 UOCAVA status 

 Date the application was received 

 Date the ballot was mailed 

 Date the ballot was received 

 Spoiled ballots and rejected ballots are also included on the AV List 

 
Note: Ballots Returned – Ballots Rejected = # of AV return envelopes to deliver to the 

precinct. Again, you can also choose to exclude rejected ballots from this report if you prefer 

Ex: 7 Ballots Returned – 1 Ballot Rejected = 6 AV return envelopes to deliver to the precinct 
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Daily AV Report 
 

The Daily AV is a customizable report used to show which AV transactions occurred within a 

date range.   

 

The name and mailed to address for every voter whose AV transaction occurred within the 

specified date range will appear on the report.  If a transaction was queried AND occurred in 

the specified date range, it will be represented by a “Y” (yes). If a transaction was not 

queried, or did not occur within the specified date range, it will be represented by an “N” (no). 

 

To generate the Daily AV Report: 

 

1. Select “Daily AV” from the list of reports 

2. Select a Region Type and Region (Special Instructions, pg. 7) 

3. Select an Election 

 
 

 
 
 
 
 
 
 
 
 

4. Select the AV transactions to include 

5. Enter a date range 

 
 
 

6. Select a Precinct Type and Precinct(s) 

(Special Instructions, pg. 7) 

7. Choose a Report Style 

*Choose your label size if you 

chose to create labels in Step 7 

8. Click preview 
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This report is useful as a means to double-check work completed in QVF compared to 
applications or ballots processed within a day or even a week, and this report is often used 
to fulfill FOIA requests. 
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UOCAVA & MOVE Report 
 

The UOCAVA & MOVE report shows UOCAVA voters – those identified in QVF as military or 

overseas civilian - with absentee ballot activity in an election.  

 

To generate the UOCAVA & MOVE Report: 

 

1. Select “UOCAVA & MOVE” from the list of reports 

2. Select a Region Type and Region (Special Instructions, pg. 7) 

3. Select an Election 

4. Select a Precinct Type and Precinct(s) (Special Instructions, pg. 7) 

5. Select a Sort Option 

6. Click preview  

 

 

 

 

Note: Only those identified in QVF as military and overseas voters with absentee ballot 

activity in the specified election will appear on this report.  Additionally, a military or overseas 

voter with an FPCA or regular absentee ballot application and no ballot assigned yet will not 

appear on this report. 
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This report includes: 

 Voter name and mailed to address 

 Precinct and ballot number 

 Date an FPCA was received 

 Date a FWAB was received 
 

 Date application was sent and received 

 Date ballot was sent and received 

 UOCAVA status and delivery method 

 Rejection status and reason 
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Election Day FWAB No AV Ballot Report 
 

This report contains a list of military and overseas voters for whom a Federal Write-In 

Absentee Ballot was recorded and the regular ballot sent to them has not been returned in 

time to count on Election Day.  The FWAB ballots on this list must be sent to the polls to be 

duplicated and tabulated by Election Inspectors. 

 

To generate the Election Day FWAB No AV Ballot Report: 

 

 

 

1. Select “Election Day FWAB No AV Ballot” from the list of reports 

2. Select a Region Type and Region (Special Instructions, pg. 7) 

3. Select an Election 

4. Select a Precinct Type and Precinct(s) (Special Instructions, pg. 7) 

5. Select a Sort Option 

6. Click preview 

 

  



 

Qualified Voter File Reference Manual Ch. 7 
Michigan Bureau of Elections 

Updated 1.3.2017 

 

Page 16 of 30 
 

Cancelled/Rejected Ballots List 
 

This report is populated with absentee voters whose AV ballot was automatically rejected 

when their voter status was changed to either Cancelled or Rejected. Rejected ballots for 

active, verify, or challenged status voters will not appear on this report. 
 

 When an absentee voter’s status is changed to Cancelled or Rejected the following 

window appears explaining that proceeding will automatically reject the voter’s 

absentee ballot 

To generate the Cancelled/Rejected Ballots List: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

1. Select “Cancelled/Rejected Ballots List” from the list of reports 

2. Select a Region Type and Region (Special Instructions, pg. 7) 

3. Select an Election 

4. Select a Precinct Type and Precinct(s) (Special Instructions, pg. 7) 

5. Select a Sort Option 

6. Click preview 
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Statistical Reports 
 
There are three statistical reports available in QVF designed to give you information about 
your jurisdiction in several different formats: 

 Challenged or Cancelled Voters 

 Custom Voter List 

 Voter Turnout 

 

Challenged or Cancelled Voters Report 
 
This report is designed to give you a list of voters whose status was changed to 
Challenged or Cancelled within a given date range. 
 
To generate the Challenged or Cancelled Voters report: 
 

 
1. Select “Challenge or Cancelled Voters” report 

2. Select a Region Type and Region 

3. Select either “Challenged” or “Cancelled” 

4. Enter a date range 

5. Click preview 

 
 

 
This report includes: 
 

 Voter’s name 

 Address 

 Date of birth 

 Date of 

cancellation or 

challenge 

 Reason for 

cancellation or 

challenge 
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Custom Voter List 
 
The Custom Voter List is a powerful tool in which you can customize the data and the format 
of the report. Often used to fulfill FOIA requests, the Custom Voter List report automatically 
contains the following information:  

 
 
Optional Data 
 
Options exist for including additional information. However, it should be 
noted that “Non-Public” information is exempt from disclosure under FOIA.  
 
 
Selection Criteria 
 
To run a Custom Voter List, select criteria for the report, defining which voters to include. The 
Custom Voter List includes all registered voters by default. Narrow the search by selecting 
one or more of the following criteria:  
 

 County 

 Jurisdiction 

 Districts 

 Election Dates 

 Precincts 

 Age 

 MVIP 

 UOCAVA 

 Challenged reasons 

 Verify reasons 
 

 Registration dates 

 Gender 

 Status 

 Perm AV’s Only 

 Exclude voters on Inactive Voter File 
(IVF) 

 
All items in each category are included by 
default. To select only specific items to 
include, add a check to the box. 

 
 
 
 

 *To select multiple items in a list, hold the Control (Ctrl) 

 key down while you click items with the mouse. 
 

 Name  Precinct  Residential address 

 Permanent AV status  Vote/AV  Year of birth 

 Gender   
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Click Reset to revert options back to default settings 
 

Click Count to see a count of voters included in the report with current 
selections 

 
Click OK to run the report so it can be previewed and printed or saved 
 

Output Format Options 

 
Available formats include: 

 Listing: a listing of names with default fields and any optional data that was included 

 Labels: name and address in label format. To change label style (14 large or 30 small 

labels per sheet) go to File>Options>Default Label Size 

 Household Labels: creates 1 label for every address in the list 

 ID Cards 

 Master Cards 

 Number of Registered Voters 

Grouping Options 

 
Results can be grouped and each group can be sorted. Available grouping and sorting 
options vary by Output Format.  
 
 
 
 
 
 
 
 
 
 

Report Title 

 
This report is given a title of “Custom Voter List” 
by default. To name a report, type a different title 
in the field(s) 
 
Report Settings  
 
The settings of popular reports can be saved to the computer and loaded back into QVF later. 
This makes it easy to run the same report without having to choose the criteria or options every 
time. 

Click Load to load the voter extract settings (.ves) file of a report that were previously 

saved to the computer 
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Click Save to save the voter extract settings of the current report so that they can 

be loaded at a another time  

Click Report to see the criteria and settings for the current report 

 

To Generate a Custom Voter List: 
 

1. Select Custom Voter List  

2. Click Selection Criteria 

3. Select the criteria to include in the report 

and click OK  

4. Select an Output Format 

 

 
 
 
 
 

5. Select different options from the Grouping and 
Sort menus to use something other than the 
defaults.  

 
 
 
 
 
 
 
 
 
 
* Don’t forget to select an Optional Data item to include if necessary.  
 

6. Click preview   
 
 

Popular Custom Voter Lists 
 
List of who voted in a particular election* = County + Jurisdiction + 
Election Date 
*This list will only contain voter’s with voting history who are still registered in the specified jurisdiction 

 
List of voters by address = County + Jurisdiction; Sort = Address/Last/First/Middle 
 
Determine precinct size (max. 2,999) = County + Jurisdiction + Exclude voters in the IVF; 
Output Format = # of Registered Voters; Grouping = Ward/Precinct 
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List of Permanent Absentee Voters* = County + Jurisdiction + Perm AV’s Only 
*This list does not take into account eligibility to vote in a particular election. See QVF Chapter 6 for instructions 
 on generating mass av applications.

http://www.michigan.gov/documents/QVF6_157566_7.pdf
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Voter Turnout Report 
 
The Voter Turnout Report and the Voter Turnout Report (Legacy) provide a statistical break 
down of the number of voters who participated in an election by precinct, gender and age. 
This report is frozen 45 days after an election; therefore, any changes made to voting history 
after that day will not be reflected in this report.  
 
Note: Updating voting history does not instantly populate this report.  
QVF Lite users can see this report the day after history is updated.  
QVF replica users can see this report after two overnight replications or after 1 overnight 
replication and one manual replication.  
 
 
To generate a Voter Turnout report for elections occurring on or after 05/04/2010: 
 

1. Select Voter Turnout  

2. Select an Election 

3. Select a Region Type 

4. Select a Region 

5. Select a Total/Subtotal 

option 

6. Click preview  

 

 

 

 

 

To generate a Voter Turnout (Legacy) report for elections prior to 05/04/2010: 

1. Select Voter Turnout (Legacy)  

2. Select a Region Type and Region 

3. Select an Election 

4. Select a Precinct Type and 

Precinct(s) 

5. Click preview 
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The Voter Turnout report includes: 

 All - Number of eligible registered voters by precinct, grouped by gender 

 Voted - Number of those who voted by precinct, grouped by gender 

 Percentage - Percentage of voters who voted, by precinct, grouped by gender 

 Breakdown of totals by age group 

 

 

 

Election Inspector Reports 
 
DISCLAIMER: Since 2005, the Election Inspector module and all related reports in QVF are 
no longer supported.  Election Inspector Reports are considered legacy reports and should 
be used with caution if necessary. A user should not attempt to use the QVF to track election 
inspector information if they have never used it before or have some other means of tracking 
their information.   
   
Legacy instructions for Election Inspector reports can be found here: 

http://www.mi.gov/documents/sos/QVF_Chapter7_ElectInspectReports_TOC_484070_7.pdf 

  

http://www.mi.gov/documents/sos/QVF_Chapter7_ElectInspectReports_TOC_484070_7.pdf
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NVRA Statistics 

 
The National Voter Registration Act (NVRA) of 1993 requires data collection regarding voter 
registration activity. The Qualified Voter File (QVF) has been designed to collect a substantial 
amount of this data simply through regular data entry; though, some NVRA statistics need to 
be recorded manually.  See EAC Survey Reporting Requirements , pg. 3 for instruction on 
how to use QVF’s Tweak NVRA module to adjust the NVRA statistics. 
 

To generate the NVRA Statistics report: 

 

1. Select NVRA Statistics 

2. Select a Region Type and Region 

3. Enter a date range 

4. Click preview  

 

Note: For a detailed report that 
includes the date of each transaction, 
add a check to the Show Details box. 

 

 
 

 
 

The NVRA Statistics report includes: 

 Agency type 

 Applications Submitted 

 New Valid Applications 

 Duplicate applications 

 Cancellations 

 Confirmation notices sent* 

 Confirmation notices returned* 
 
 
*Note: Confirmation notices are not automatically tracked by QVF. Numbers shown here are 
entered manually using the Tweak NVRA module.  
 
 

http://www.michigan.gov/documents/sos/NVRA_Reporting_Tips_415588_7.pdf
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Street Index Report 
 
A QVF street index report can be generated in order to see a list of streets and house 
number ranges within a jurisdiction, a particular precinct or district.   
 

To generate a Street Index Report: 

1. Select Street Index  

2. Select County and 

Jurisdiction 

3. Select a Precinct(s) 

4. Click preview  

 

 

 

Note: Additional criteria can be specified to narrow a search, and the report can be grouped 

by Jurisdiction or Jurisdiction & Precinct.  

 

 
 

 
 
 

 
 

 

This report includes the following information: 

 Street name 

 Date the record was last updated 

 Street Range; low-high 

 Parity; odd (O) numbers, even (E) numbers, or both (B) 

 Extended Range 

 Zip code 

 Jurisdiction, School, and Village Precinct number 

 Congressional, State House, State Senate and County Commissioner District number 

 School District 

 Village District 
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Candidate Listing Report 
 
The Candidate Listing Report can be used to preview an unofficial or official listing of 
candidates or proposals that will be appearing on ballots in an upcoming election. Offices 
appear on this list in the order that they would appear on a ballot. 
 
It is good to review this report to proof the data entered into QVF and make sure ALL information is 
correct.  Discrepancies could indicate problems, such as: 

 ballots were printed incorrectly, 

 MOVE ballots generated from the Elections Management Portal (EMP) may be incorrect, or 

 sample ballots on the Michigan Voter Information Center (MVIC) may be incorrect. 
 
Any errors found after the filing deadlines should be reported to the County clerk immediately. 
 

Note: The Candidate Listing (Legacy) report is a legacy report for elections prior to 2008. 

 
To generate a Candidate Listing Report: 

 
1. Select Candidate Listing 

2. Select an Election 

3. Select a Region Type and 

Region  

4. Select Offices and 

Candidates or Proposals 

5. Click preview  

 

 

 

 

 

Note: To add the title of “Official” rather than “Unofficial” click the Official box. 
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Clerk Contacts Report 
 
The Clerk Contacts report can be used to produce a listing or a mailing label for any County, 
City, or Township Clerk in Michigan. For a simple clerk lookup function or for the ability to edit 
contact information for your jurisdiction, please see QVF Reference Manual Chapter 4. 

 
To generate the Clerk Contacts report: 

1. Select Clerk Contacts  

2. Select a Region Type and Region  

3. Select a Report Style 

4. Click preview 

 

 

Note: Include additional contacts 

by clicking the boxes to add people 

assigned roles other than “clerk”. 

Audit Report 
 
The Audit Report is a customized report of QVF transactions for a given time period. QVF 
Lite users should include a username or jurisdiction code in the text search to avoid a list 
of QVF transactions from the rest of the State as there is no ability to filter by county or 
jurisdiction in this report. 
 
To generate the Audit Report: 
 

1. Select Audit Report 

2. Select a pre-determined date range or 

select Custom and specify a custom date 

range 

3. Enter text to narrow the search, such as  

a jurisdiction code or username 

4. Choose a Sort By option 

5. Click preview 

 
 

http://www.michigan.gov/documents/QVF4_157560_7.pdf
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Pre-Print Back Sides  
 

 
Pre-Print Back Sides prints the back side of QVF printed forms.   
 

To generate the back side of a form: 

 

1. Select Pre-Print Back Sides 

2. Select a Region Type and Region 

3. Select a Card/Notice Type 

4. Click preview 

 

 

Note: The number of copies to print can be specified from the Print dialogue window after 

clicking the printer icon from the preview screen. 

Signatures Report 
 
The Signatures report can be run as either a summary of the number of people you have 
digital signatures in QVF or a detailed listing of the voter names with and without digital 
signatures. Replicated signatures include those voters who have either a Michigan driver’s 
license or a Michigan ID card. The signature in QVF matches what is on that id card. 
 
To generate the Signatures report: 
 

1. Select Signatures 

2. Select a Region Type and Region 

3. Select a Report Format 

4. Click Replicated 

(the Non-Replicated option is 

obsolete).  

5. Click preview  
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E-Wizard Proof Report 
 
The E-Wizard Proof report can be used by a County Clerk’s office to proof the data they 
entered in the E-Wizard Candidate, Office, & Proposal Detail (Stage 2). 
 
To generate the E-Wizard Proof report: 
 

1. Select E-Wizard Proof  

2. Select an Election 

3. Select the Ballot Items to 

review 

4. Click preview  

 
 

 

Cancellation Countdown Report 
 
The Cancellation Countdown report provides a summarized or detailed listing of the voters 
within a jurisdiction that currently have a Cancellation Countdown running on their QVF Voter 
Registration record.  It can also provide a listing of voters whose names were removed from the 
Cancellation Countdown, or a listing of voters who have already been cancelled by the State 
due to their Cancellation Countdown having run out. 
 
To generate the Cancellation Countdown report:  
 

1. Select Cancellation Countdown 

2. Select a Region Type and Region 

3. Select a Precinct(s) 

4. Select a Status  

a. Active - currently on 

the countdown 

b. Removed - formerly 

on the countdown but 

was removed 

c. Cancelled  - 

countdown timed out, 

cancelling a voter’s 

registration 

 

*Additional instructions on the 

next page… 
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Additional selections are optional in order to customize the report and how it can be viewed. 
 

5. Specify a date range the 

cancellation countdown 

was turned on between. 

Without a date range all 

voters within the selected 

status will be included in 

the report. 

6. Select an Eligible for 

Cancellation date for voters 

who may be cancelled at a 

specific time 

7. Select a Group By option  

8. Select a Report Format option 

9. Click preview  

 
 
 
Note: To exclude Date of Birth from this report, click the DOB box to remove the checkmark. 

 
This report includes the following information: 

 Voter name and ID number 

 Residential or Mailing Address 

 Precinct 

 Gender 

 Year of Birth or Date of Birth 

 Registration Date 

 Date added to the Cancellation Countdown 

 Date eligible for cancellation 

 User who started the Countdown 
 


