
 
 

 
 
 

 
 

 
 
 

 
 

 

User Guide for Online Entry 
 

Of 
 

Official Elections Results 
Form A  

 
School Board Trustee Elections 

 
 
 
 

 
 

 
 
 

 
 
 

 
 

 

Last Updated: May, 2010 
Version:          5.0 

 



 

Official Form A Entry User Guide  
School Board Trustee Elections  

  Business Operations and Stakeholder Support/Strategic Services  
 

i 

Table of Contents 

 

Introduction........................................................................................................................ 1 

Before you start .................................................................................................................. 1 

Timelines ............................................................................................................................ 1 

Help Information ............................................................................................................... 1 

Official Elections Form A.................................................................................................. 2 

Add Candidates .................................................................................................................. 4 

Add Elected Candidate .....................................................................................................4 

Add Acclaimed / Appointed Candidate .............................................................................6 

Add Vacant position .........................................................................................................8 

Edit/View Candidate .......................................................................................................... 9 

Delete Candidate .............................................................................................................. 10 

Preview Form ................................................................................................................... 11 

Save / Print Form............................................................................................................13 

Important to remember .................................................................................................... 15 
 
  

 
 

 
 
  

 



 

Official Form A Entry User Guide  
School Board Trustee Elections  

  Business Operations and Stakeholder Support/Strategic Services  
 

1 

Introduction:    

 Form A is used for reporting School Board Trustee Election Results to Alberta 

Education as per the Local Authorities Election Act and the School Act. 

 All Candidates and their vote total, all Acclaimed, Appointed and Vacant 

positions in Wards (or Subdivisions), plus all relevant information requested 
must be reported on Form A. 

 

Before you start:    

 You can test the site before the election. 

 Have all your results ready before you start. 

 

Timelines:  
 

 As stated in the Local Authorities Election Act and the School Act. 
 

Important to know: 
 

 Once the web application is closed, you cannot go back and edit the 

information as all information you entered will be lost (except for the pdf copy 
you saved in your folder).  It is a good idea to preview the form periodically. 
 

 If the web based application is left idle for too long, the page session will 
expire and you will lose all entered information. 

 

Help Information:   
 

Business Operations and Stakeholder Support Branch 
Phone: 780-644-2483 or 780-427-2055 

 

 To be connected toll free from outside of Edmonton, call 780 310 0000 and 

give the operator the appropriate telephone number. 

 E-Mail address:  EDC.2010Election@gov.ab.ca 

 

  

mailto:EDC.2010Election@gov.ab.ca
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Official Elections Form A 

To find the link to the web based Official Elections Form A , scroll down to the 

"Reporting Forms" section of the School Board and Trustee Elections webpage. 
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Just click on the Official Elections Results Entry Form link, and the "Elections 
Form" will open.   

 

  

Click on "Add Candidate" button to start adding candidates.  

http://education.alberta.ca/admin/resources/election.aspx
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Add Candidates 

All Candidates and their vote total, all Acclaimed, Appointed and Vacant 

positions in Wards (or Subdivisions), plus all relevant information requested must 
be reported on Form A.  

Add Elected Candidate 

"Elected" is a default selection when adding a new candidate.   

 
 
Note: When adding a Candidate that has run but not been elected use ‘N/A’ on 

the drop down menu.   



 

Official Form A Entry User Guide  
School Board Trustee Elections  

  Business Operations and Stakeholder Support/Strategic Services  
 

5 

Enter all required fields and click "Save" button. 

 
 

Once "Saved" the entry form will close and the candidate will be displayed in the 

candidate list. 

 
 

  

Enter the Authority 
Code and Name 
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Add Acclaimed / Appointed Candidate 

Click on the "Add Candidate" button, and the entry form will open.  Please note 

that the "Authority" field is prefilled now, as you already entered one candidate.  

 Click on the down arrow and select "Acclaimed" or "Appointed" 

 Enter "0" for the "No. of votes received" for either selection 
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Enter all other required information. 

 

  

Once "Saved" the entry form will close and the candidate will be displayed in the 
candidate list.  Now the candidate list wi ll look something like this:  
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Add Vacant position 

In the entry form:   

 Enter the Subdivision / Ward name 

 Enter "0" for the "No. of votes received" for either selection 

 Click on the down arrow and select "Vacant"  

 

Save your entry, and the newly added "Vacant" candidate is added to the 

candidate list. 

 

All following fields are 
disabled as soon as 
"Vacant" position 

selected 
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Edit/View Candidate  

If you wish to view and/or edit any of the candidates you entered, just click on the 

 icon next to the candidate name. 

 
 

This will open the candidate entry in edit mode allowing you to make any 

necessary change.   
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Note: If you want to edit the "Vacant" candidate, for example, the position is filled 

and you want to add the candidate, just open this "Vacant" position and select 

other option than "Vacant".  This will automatically enable all following fields so 
you can enter needed information. 

 

Delete Candidate  

If you wish to delete any of the candidates you entered, just click on the   icon 
next to the candidate name. 

 
 

The following pop up message will appear asking that you confirm your decision 

to delete. 

  
 

Click "OK" and the candidate will be removed from the list.  
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Preview Form 

After you entered all candidates for a specific Authority through the web 

application, the next steps are to review all information, edit it if needed and print 
it for the Returning Officer's signature. 

Let us review the information we entered.  Click on the  "Preview Form" button. 

 
 

This will open a report in Portable Document Format (PDF).   Before we look at 
the actual information, let us review PDF elements that you will or may be using. 

 
 

 
 
 

 

  

Print 

Page number and 

total number of pages Decrease/Increase the 

magnification of whole page 

Page navigation 

Find specific word(ing) on the 
form. Note: found word will be 
highlighted.  

Find previous/next 
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Now that we understand the PDF document, let us review the information we 
entered in the Official Form A. 

 
 

If you notice that you need to edit this form because of spelling error, missing fax, 
wrong information, or any other reason, close this form as the editing cannot be 
done in PDF.  Go back to the web application, and edit candidate(s).  After this 

generate the PDF again, and the changes will be shown. 
 
  

The Authority Code and Name 

You can enter candidates in any order, this form will 
automatically sort the results first by Ward No./ Sub-Division 
then by No. of Votes Received. 
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Save / Print Form 

Once the form is complete, you can save a copy to your files.  Click "Files" and 

select "Save Copy".  
 

 
 
A confirmation dialog box will pop up. 

 

This will cancel the 
saving action.  
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 button will enable you to name the form, and select a folder 

where you would like to save it as a reference in your records. 
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 button will enable you to print this form as the hard copy needs to be 
forwarded the Returning Officer for signoff.  Note: If the form has more than one 

page, each page must be signed. 

Just select the printer, set any other properties you need and print. 

 
 
 
 

Important to remember: 
 

 Once the web application is closed, you cannot go back and edit the 

information as all information you entered will be lost (except for the pdf copy 
you saved in your folder).  It is a good idea to preview the form periodically. 

 

 If the web based application is left idle for too long, the page session will 

expire and you will lose all entered information. 


