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A. Navigating to Survey Sections. 
 
1. Within the survey, click on each tab to view content. 

 
2. Once you have read through the Overview and Instructions and Important Notes 

tabs, click on the drop-down arrow at the far right to view additional survey 
sections. All municipalities should select Section A – Qualifying Questions to 
begin entering your survey response. 
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3. To move between survey sections, click on the drop-down arrow again and select 
the next applicable section. 

 

 
 
 

4. If the following section does not apply based on previous responses, you will see a 
notification message directing you to the next applicable section. 
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B. Navigating through Survey Sections. 
 

1. Each section of the survey contains multiple questions. Additional follow-up 
questions may populate depending on the response to a preceding question. 

 

 

 
 
 

2. A scroll bar is located on the right side of the screen (or will appear as follow-up 
questions populate) to access the rest of the section. Please ensure that you 
scroll through the entirety of the section to respond to all applicable questions. If 
you miss a required response, the system may not generate an error until you try 
to submit your response to DLM. 
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3. Once you have responded to all questions in the section, you will see a 
notification message directing you to the next section. 
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C. Saving Survey for Future Completion. 
 

1. You may save the survey and continue to work on it at a later time. To save the 
survey, select the yellow “Save and Exit” button at the bottom of the screen. 
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D. Entering Data into Tables. 
 

1. Some questions include tables for entering data. 
 

 
 

2. Certain data fields contain drop-down menus. When you click into the data field 
(e.g., in the “Election Type” column, or the “Position Type” column for election 
worker questions), a drop-down arrow will appear.  
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3. Costs for a local election and, if applicable, a preliminary local election must be 
reported in separate lines. Please make the appropriate selection for the 
expense(s) you are reporting. 

 

 
4. There are no limits to the number of rows of expenses you can enter into a table. 

Extra rows will appear as you fill out your expenses. 

 

 
5. If the table column headings cannot be viewed in their entirety, the table can be 

expanded by selecting the expansion arrows at the far right of the table. 
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6. You can return to the main survey screen by clicking on the arrows in the 
expanded view.  
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E. Messaging DLM. 
 

1. We ask that you send inquiries regarding the survey to the DLM team through the 
portal. To message DLM, begin by selecting the Message DLM tab. 

 

 
 

2. Compose your message in the white text box at the bottom of the screen. Sent 
and received messages will be located in the grey section of the Message DLM 
tab. 
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3. Once you have finished composing your message, select the blue “Message DLM” 
button at the bottom of the screen to send your message. 

 

 
 

 
4. Your sent message will be located in the grey section of the Message DLM tab. 
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5. Once you have submitted your message, you will receive an email notification 
(outside of the portal) acknowledging receipt. 
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6. When a member of the DLM team has responded to your inquiry, you will receive 
an email notification (outside of the portal) that a response (within the portal) is 
available. 

 

 
 

 
 
 

7. The DLM response to your message will be located in the grey section of the 
Message DLM tab. 
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F. Submitting Survey. 
 

1. Once you complete the survey and are ready to submit your response to the DLM 
team for review, select the green “Click Here to Submit Survey” button at the 
bottom of the screen. 
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2. Once you have submitted your survey response, you will receive an email 
notification (outside of the portal) acknowledging receipt and starting the clock on 
the 24-hour review and editing window. 
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G. Correcting Errors. 
 
1. Once you select the green “Click Here to Submit Survey” button, if you have 

missed any required fields, including required uploads, you will receive an error 
message at the top of your screen.  

 
 

2. To make corrections, click on each error and you will be taken to the question that 
must be corrected. 
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3. Once all errors have been corrected, select the green “Click Here to Submit 
Survey” button to submit. Error messages will remain until all errors are corrected. 
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H. Editing Survey During 24-Hour Post-Submission Review and Editing 
Window. 

 
1. After submitting your survey response, you will have 24 hours (one business day) 

to review your response and make edits. To make edits, reopen the survey within 
the portal and select the orange “Edit Submission” button at the bottom of the 
screen. 
 

 
 
 

2. After clicking the “Edit Submission” button, you will see your survey as it appeared 
when the survey was first filled out. All questions in the survey are editable at this 
stage.  
 

3. Once edits have been made, select the green “Click Here to Submit Survey” 
button to submit. If you have missed any required fields, including required 
uploads, you will receive an error message at the top of your screen. Follow 
instructions in Section G above to correct. Error messages will remain until all 
errors are corrected. 
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4. After submitting your edits, your survey will be locked into read-only mode. If you 

need to make edits again, click on the orange “Edit Submission” button. You are 
permitted to make as many edits as needed until the editing period closes. 
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I. Accessing Original Submission After 24-Hour Post-Submission 
Review and Editing Window. 

 
1. Once you have submitted your survey response and the 24-hour review and 

editing window has passed, a read-only copy of your original submission, labeled 
“Original Submission,” will be available in the portal. You can review your original 
submission online at any time.  

 

 
 
 

2. A PDF of your original submission will be available in the Section F – Certification 
Clause tab above the certification clause. 
 

 
 

3. You will have the option to download your original submission for your records by 
clicking on the PDF attachment. 
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4. After the “Original Submission” copy is generated, a new copy of your survey 
response will be generated to preserve the original submission. DLM’s review, 
any requests for additional information, and any edits made by you or DLM 
will be conducted in the new copy labeled “DLM Review.” 
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J. Responding to DLM Requests for More Information. 
 

1. After the “Original Submission” copy is generated, a new copy of your survey 
response will be generated to preserve the original submission. DLM’s review, 
any requests for additional information, and any edits made by you or DLM 
will be conducted in the new copy labeled “DLM Review.” Your response may 
have statuses such as “Waiting for Verification” or “Verification in Progress” and 
will be locked from editing until DLM has a request for more information. 

 

2. During DLM’s review, if additional information is required, you will receive an email 
notification (outside of the portal). 
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3. If you receive this email notification, return to your survey within the portal. Your 
submission will have a status labeled as “Returned to Municipality – Attention 
Needed.”  

 

 
4. After opening your submission, you will see a Need More Info Sections tab for you 

to attend to specific questions needing more information.  

 

 

5. Each question needing more information will be identified with a message in large 
orange font and accompanied by a text box. 
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6. Note that the text box will include the analyst’s reason for requesting more 
information as well as communications. Similar to the Message DLM function, 
compose your response in the white section at the bottom of the text box. 

 

 

7. Once all requests for more information have been addressed, select the green 
“Click Here to Submit Survey” button to submit. 
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8. The communication history will be stored in the grey section at the top of the text 
box. 
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K. Editing Survey During 48-Hour Post-Certification Review and Editing 
Window – FINAL OPPORTUNITY 

 
1. Once your survey response has been certified by DLM, you will receive an email 

notification (outside of the portal) starting the clock on the final 48-hour review 
and editing window. 

 

 
 

 
 

2. Upon receipt of the email, you will have 48 hours (two business days) to review 
DLM’s proposed certification of your response and request edits. Your submission 
will be labeled as “DLM Review” with a status of “Certification Challenge 
Window.” 
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3. To request edits, reopen the survey within the portal and select the orange “Edit 
Submission” button at the bottom of the screen. 

 
4. All questions in the survey are editable at this stage. Once edits have been made, 

select the green “Click Here to Submit Survey” button to submit. 

  



Page 28 
v1.0 2026-01-07 

 

L. Accessing Certification Letter After 48-Hour Post-Certification 
Review and Editing Window 

 
1. Once the 48-hour review and editing window has passed after your survey 

response has been certified, you will receive an email notification (outside of the 
portal) that your submission has been certified with a PDF attachment of your 
submission. 

 

 
 

 
 
2. A read-only copy of your certified submission, labeled “Certified Survey,” will be 

available in the portal and can be accessed at any time. 
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3. A PDF of your Certification Letter will be available in the portal in the Section F – 
Certification Clause tab below the certification clause. 
 

 
 
 

4. You will have the option to download your Certification Letter for your records by 
clicking on the PDF attachment. 
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