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In real life, a person enters life as a voter by submitting a Voter Registration Application (EB-131). After a clerk
approves an application, the person who submitted it is officially a voter. SVRS works the same way. A person
enters life in SVRS by a clerk entering his or her Voter Application, which acts as an electronic copy of the
actual EB-131. Once the clerk marks the electronic application as “Approved,” that person has a Voter Record
created in SVRS and will appear on poll lists as entitled to vote.

In SVRS, the difference between a Voter Application and a Voter Record is very important. Voter
Applications are used any time a person submits a paper EB-131 to a clerk. Voter Records are used to track
the rest of that person’s activity as a voter, and to fix typos that were unnoticed before marking an application as
“Approved”.

As a clerk, you know there are times you will receive EB-131s that are incomplete or illegible. These forms
cannot be accepted and the person is not yet a voter. In SVRS, you can deal with this situation by marking a
Voter Application as “Pending” or “Denied,” as opposed to “Approved”. You should mark an application as
“Pending” if you expect to get the information that was missing or illegible. Once you have the new information,
you can revisit the pended application and mark it as “Approved” or “Denied,” as appropriate. You should mark an
application as “Denied” only if you know you know the person cannot be approved as a voter based on the
submitted EB-131 (The person is 14 year old, or indicates he or she is not a citizen, etc.).

Key Terms
District Combination (District Combo): A District Combo is a series of numbers that represent a unique
combination of voting districts in which the voter lives. District Combos have a standard format of
AABCC (the municipality’s HINDI humber)-DDD-EE where:

e AA s the two digit code for the county

e B indicates the type of municipality (O=town, 1=village, 2=city)

e CC is the two digit code for the municipality

o DDD is the three digit code for the ward number

e EE are any divisions within a ward
For example, one of the District Combos for the Town of Blooming Grove is 13008-001-2. In this combination, 13
is for Dane County, 0 is for Town, 8 is for Blooming Grove, 001 is for Ward 1, and 2 is for the second division in
the ward. If there are no divisions within a ward, the last digit will be 1.

Voter Matching: When you enter an application, SVRS checks to see if there is already a voter registration record
or registration application for that person in SVRS.

Linking an Application: When a voter match is identified, SVRS allows you to link a voter record to the application.
When you process the application, SVRS updates the voter registration record instead of creating a new voter
record. In this manner, the voter is maintained with one voter registration number in SVRS.
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Overview of steps in Adding a Voter Application (EB-131)

1. 2. 3. 4, 5.
Enter Voter Validate Address Choose Application Run the HAVA Process the
information Source Check Application

!

!

Handle Voter
Matches

If Address Range
Match Screen
appears, choose
correct address range

!

!

Determine if a true
match

If no matching ranges,
fix address ranges
and reenter app.

!

Link if Match

!

Close Match
screen if not a true
Match
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Add Voter Application
Enter Information from EB-131 Form

¢ Name

e Date of Birth

g Follow these steps whenever an eligible elector submits a Voter Application (EB-131). If the application
was submitted on Election Day, see the additional instructions for processing an Election Day
Registration.
The following information is required for the voter registration application (EB-131) to be considered
Q{ complete. Clerks may enter incomplete applications into SVRS, but only complete applications should
be marked as “Approved”:

Name

Date

Residential Address

Citizenship

18 years old on or before Election Day

Date of Birth

Valid Wisconsin driver’s license or Wisconsin State ID number or the last 4 digits of the voter's
Social Security Number. The voter may provide the Social Security Number only if he or she has
not been issued a WI driver’s license or state identification card. If the voter has neither a
driver’s license nor state ID, nor a Social Security Number, the voter must indicate that fact.

An affirmative answer to the questions in Box 8

An indication of having accepted the certification statement in Box 9

Applicant’s signature - If the applicant is unable to sign, another voter may be authorized to sign
the form on his or her behalf.

1. Click on the Voter Applications node from the Main menu.

2. Click on the Add New Application Quick Tasks. -\ Elections

Jﬁ . Jl% Menu  Shorteuts | = G

R oter
= ter Applications
4 Batches
----- i Abzentes Applications

----- g Election \Warkears

----- g Paolling Place Locations
----- &7 Contacts

----- Z=¥ Payrnent

[]E-E Addrezzing and Districts
----- E Calendar

----- 5 Petitiors

Feports

[+-=1 Labels and Mailings
-3 Scheduler

- Administration

Quick Tasksz
Quick Tasks

( ”E Add Mew bpplication
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. - I Save and Close Save and Mew x Close 'H 3 Quick Tasks |¢=(> &._z v|J Set Defaults  Use Defaults _‘ J 9
3. Enter. information from th'e EB 131 Vot oo | Dt | Ay D]
form into the Voter Application

Application Detals Citizenship Affirmation
screen. [ Hew [ Addr 1 Mame US Citizen ,ﬁ 18YRS? ,ﬁ
a. B eg in by ente” ng Driver's License: ,7 Identity Check
[ ) Voter’S Name . Soc Sec Num: ,7 Meither ,7v Erhokol of ResdD | ﬂ
o |Ifthe EB-131 form is e [#NDERSON FOSERT | Accaunt Number |
marked as a name DeteliBih 1Vinses | Phore: DReqies [ o
change and lists a Prior s Dtrer

Name, enter the Prior Home Ada poemtor [ s [ H
Effec Reg Date: ,ﬁ Language: ,ﬁ
name. Status-Feason: | Mew
. . Woter Feg Mum: District Combo
Do not enter a period (.) after a middle Ny
initial. Mailing Addr otices

e Date of Birth. .

Priar Registiation Mew Vober
b. Wait for the Matches Found! PiorNeme: | assacialed Vater
to appear at the bottom center of Prior et
the screen.
e |f 0 Matches Found! Q
appears, go to Step 9 and 3Matches Found!

continue data entry.
e If 1 (or More) Matches
Found! Appears, follow Steps 4-8, below.
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Voter Matches Found: Match and Link Voter

R

When entering an application, SVRS checks statewide to see if there is already a Voter Record for that
person. SVRS will suggest potentially matching records based on the entered information, and it is your

job to evaluate and either confirm or deny these potential matches. Confirming a match links the
application you are entering to an existing Voter Record. If that Voter Record exists in another
municipality, making this link will automatically remove the voter record from its previous jurisdiction and
transfer it to yours. This process, called Ad-Hoc voter matching, is one of the ways SVRS ensures each

voter has one and only one voter record

It is very important to carefully review the potential matches. Linking two records when the records

@

Wisconsin.

belong to two different people will cause one of the voters to not be recognized as a registered voter in

4. Double-click on the (number) Match 2:9“ | e New Voter
| rion Marne: ssociabed Yoter
Found! _text located at the bottom center -
of the window. ]
. - O
5. Confirm or deny potential matches. M atehes Found!
a. The information in the search panel at =S Bl=l
. . . . Last Mame: First Mame: tiddle Name: Suffix: Driver's License:
the top of this pane is the information ANDERSON  |ROBERT \ [ =l ¥l Preview Record Detal
yOU haVe already entered from the D ate of Birth: Soc Sec Mum: Gender: Race:
EB-131 111382 v | s anes
3 matchles] found. Match Clear
b. Each line in the match grid represents 1 et to g by tha colun
a voter SVRS is Suggesting as Voter/Applic Match Ra V%Malch Basic - ||RegulaFed. || Name || Dateoigith v ||Paty -]
. . . “oter Record 80 [LNFMDE ANDERSON. ROBERT R 1/1/1982 Not Applicable
potential match to the application you Valer Recard ENDERSON, REBECCA J 171/1982 Not &
are enterlng \/oter Record 70 |LNDB FANDERSON, ROBIN M 14141982 ot &2
c. The Match Basis column will identify/
which information from the voter
record matched what you have
entered from the application. =
e LN =last name match
¢ FN = first name match
e DB = date of birth match
e DL = Driver’s license match
d. Use the horizontal scroll bar to see additional information about the suggested match. Pay particular
attention to the Driver’s License listed in the last column.
e. If you decide to confirm a suggested potential match, double-click on that line in the match grid voter
. Yoter Matches [_ O]
d If you deCIde to deny a” Last Mame: First Mame: tiddle Name: Suffix: Driver's License:
SUggeStEd potent|al matches, ANDERSON  |ROBERT \ [ =l ] Preview Record Detal
D ate of Birth: Soc Sec Mum: Gender: Race:
close_ th_e Voter‘ I\/'I:?\tches screen 5] [aseomer
py clicking the ‘X’ in the upper — —— —
right corner of the Voter Matches
Screen . o1 here ta group by that column
Wotertpplic Match Ra. ¥ = ||MatchBasiz = || Regular/Fed. - || Name = || Date of Bith = || Party =
“oter Record 80 [LNFMDE ANDERSON. ROBERT R 1/1/1982 Not Applicable
@ “oter Record 70(LMDB ANDERSON, REBECCA . 117 Not Applicable
\/oter Record 70 |LNDB FAMDERSOM, ROBIMN M 1414 ot Applicable
Clicking on the Match button in the Voter
Matches screen refreshes the Data Grid based
on the contents in the fields. It does not ‘Match
and Link’ the voter.
6/11/2008 -6- Add New Voter Application
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6. If the voter’'s previous registration was in a different Wisconsin jurisdiction, click on the Yes button when the
“Current jurisdiction differs from the matching voter...” message box appears.

7. Manage the Results of the Match. IFErer e e e e
Voter Appication | Other | Activty | Documents|
a.  When you make a match, information from | 0 T e b
the previous voter record will auto-populate Diverstioerse: [ ity Check
certain fields on Voter Application screen. et | fedter - I El
IEIE SMDERSON.ROBERT R EERURIILEE]
) DaolBith:  [T75 =] Phene [ DReied [ 5
e Name: Make sure that, after the link, adtess Oter
the name field matches the EB-131 you | = Homwsi |[emserenenn oot [ Eltwies [ H
are entering. You will need to make g S |1Nif”m = =
changes if this application was VleRegtn [agngg DkelConbn  [(spgeai
submitted because the voter changed Ming Ads foties
his or her name.
e Date of Birth: If the date of Birth no A _— Tt
. rior Mame: szociated Yoter
IOnger matches what is on the EB-131, | ANDERSON. ROBERT R 0043
. | Proctdd | 4265 SPRECHER RD
you have made a mistaken match. HADISON, w1 53718
Status-Aeason Date of Bith  Soc SecMu
. Registered 1411982 Unlink
e Mailing Address: If you see a yellow 3Matchos Found!
triangle next to Mailing Address field, it

means SVRS has copied a mailing
address over from the record you have
linked. If you mark this application as
“Approved” and create a Voter Record
for this person, you will have to open
that Voter Record to delete the
incorrect mailing address.

@If you find that the voter link is incorrect, click on the Unlink button to unlink the records. Unlinking must be
done before processing.

8. Check the appropriate box under the heading of
Application Details: J | Saveand close | Save and Mew 9K Close - J 2 Quick Tasks

] “ater Application |Dther I Activit_l,ll Documentsl
New: There was no matching voter record

Addr: There was a matching record at a different address
Name: There was a matching record under a different name

Application Detail:
[ Mew [l Addr [ Marme

Diiver's License: | 4122.4519-2222-01
9. Enter the Driver’s License number or last four digits of | =M™ either Ei

the social security number. Rane: |ANDERSON ROBERT R

D ate of Birth: ’m Phane:
a. If you have linked to an existing record in previous
steps, double-check that anything populated in this field matches what appears on the EB-131 you are
entering.

b. (If more than four digits of the social security number are completed on the form, enter only the last four
digits.)

c. Choose Neither in the drop down menu if the voter has neither a driver’s license number or social
security number.

6/11/2008 -7- Add New Voter Application



| statewide

y Voter Application

Enter and Validate Address

g When entering a voter’'s address, SVRS will attempt to associate it (and therefore the voter) with the
applicable voting districts. This is called Address Validation. Address Validation begins by placing an
address within an Address Range. An Address Range is a set of addresses that the clerk has entered
into SVRS, indicating that the addresses within the range (eg 1-100 Main St) all share the same District
Combo. A District Combo is a code representing a unique combination of voting districts. Associating a
voter to voting districts through his or her address is how SVRS ensures the voter appears on the correct
poll book and receives the correct ballot(s) at the polls.

To summarize, Address Validation links a voter is to voting districts in the following manner:
Voters have an > Address, which is part of an 2 Address Range, each of which is associated with a

- District Combo that is simply a code representing a unique combination of-> Individual Voting
Districts

D This green box with white check mark is the sign that the address has been validated. Each voter’s
home address in SVRS needs to show this box or the voter will not appear on a poll list.

10. Enter the Address:
a. Click within the white rectangular field to the right of the Home Address button.
b. Enter the house number in the first field and tab to the next field.
e Full and partial grid addresses should be entered without spaces: Eg. W10N5429 or W1082

c. Use the second field if the street name includes a fraction as part of the house number. Otherwise,
leave it blank.

. The “half” field name is also used if grid addresses end with a letter, e.g. W1234A.

d. Begin to type in the street name, which will auto-populate based on your municipalities address
ranges.

If the street name field does not auto-populate with the data you are looking for, it means that your municipality does not have
an address range for the any street named as you typed it. Check the dropdown menu for appropriate alternatives. If you
cannot find one, it may be that the person does not truly live in your municipality. Or it may be that you will have to make
changes to your address ranges before proceeding (See the Address Ranges Tab). At this point, you could do the following
with the application:

e Close the application without saving, by clicking on the “x” in the upper right corner of the window;
e Click on Save and Close in the toolbar, which will save the application with a status of “New”; or,
e Use a quick task to Process the application and save it with a status of “Pending”.

In each of these three cases, you will have to take further steps to “Approve” the application and create a Voter Record. If
you discover the address does not belong in your jurisdiction, forward the application to the correct jurisdiction. See Forward

an Application for more information. If you have corrected an address range to include the address, see Manage New and
Pending Applications.

11. Tab past the final address field to Validate the Address. At this point, one of three things will happen:

a. D A white check mark within a green box appears in the address field. If it does, it means the
address has been “validated” in SVRS and you should proceed to Step 18 to continue data entry.

b. The red “do not enter” circle':}appears in the address field. If this happens, delete the house
number and tab through the remaining fields. This will prompt the result described as option c.

6/11/2008 -8- Validate Address
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c. The Address Range Match Screen opens. The information in the search pane is the information you
have entered from the voter's EB-131. Each line of the results grid shows an address range SVRS is
suggesting as one to which the voter’'s address might belong.

e Determine whether the address belongs to an address range for your municipality, if any.
0 An address belongs to a address range if:

= The house number you entered falls between the House Numbers for the range, inclusively
(meaning that 1 would fit into the range 1-110.

e A partial grid address only fits into a range with house numbers that begin with the
same letter. (Eg. House number W10 fits into the range W10 — W100, but not S10 —
S100)

e Afull grid address only fits into a range with house numbers that have the same first
coordinate (both letter and number, the same letter for the second coordinate, and a
final number falling between the final number in the address range. (eg. House number
N10W100 would fit in N1JOW10 — N10W300).

=  The house number is:

e Odd, if the range has an “O in the OEB field,
e Even, if the range has an “E” in the OEB field
e If the range has a “B” in the OEB field, the house number can be either odd or even.

= The city and zip on the EB-131 match the city and zip for the address range.

e You may have conflicts here because Address ranges should be built to reflect the
postal city that serves a particular address. This may not be the same name as the
municipality name, and may not be what the voter understood by city and zip.

e For example, the City of Fitchburg in Dane County does not have a post office.
Therefore, every address and address range for Fitchburg is recorded with a city name
of Madison. In this case, Madison is the postal city for a Fitchburg address.

e If the address does fit into a range, double-click on that line of the results grid to validate the
address. This will associate the voter with that address range, and will auto-fill the City and Zip
code fields.

e If the address does not fit into a range, close the Match Screen by clicking the “x” in the upper right
corner of the window, and refer to the italicized note on the previous page..

12. Enter any missing address information, if appropriate. If not, go to step 14.

a. Use Address Line 2 if the address contains additional information, such
as the name of a dorm or trailer court. If none, tab to next field.

b. Use the drop down menu in the next field (Unit is visible) to select an
Apartment, Lot, etc, if needed. Tab to next field.

c. Enter the Apartment, Lot or other unit number, letter, or other
designation, if needed. Tab out of this field.

d. Tab through the address range field to receive the green box and white
check mark.

6/11/2008 -9- Validate Address
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Enter Remaining Information from EB-131 Voter Application
e Prior Address

U.S. Citizen

18 YRS?

Proof of Residence

Date on Application and Effective Registration Date

Application Source

Special Registration Deputy Number, if any,

13. If the voter has completed the Prior Address (Section 7 of the :J\,f;,;p“:;;n'|mh;,j| Attlemﬂtl T
EB-131) with an out-of-state address, enter it into the Prior pr———
Address fields. This does not need to be completed if the prior & New O add O Name u
address is within Wisconsin. Diivers License: [B345.3413609301 | i
Soc Sec

@ The State Elections Board will use this information to notify other states that Rare:
a previous resident of theirs has registered to vote in Wisconsin. An out of

state address will always have the red “do not enter” icon in the address FENlEED T
field, and is unimportant in the prior address field. Homeddi | HR03ITTNER LN 13003 003-2 ;
=@ St

g

Maling Addr f

Date of Birth: 1411960 j Phore: [1o]

Prior Registration

Nurn: Meither j Fr
[

[YOUNG.CHARLES Ad

Prior M ame: | A
L
=)
14. Complete the Citizenship
. . . . |5 ¥OCEFAPPIICATION - AOO ¥OCEr Jppucacon
Affirmation section by making the | [ save and close [ Save andiew I close 'H ) Quick Tasks | o= B _“ Set Defaults  Use Defaults .‘ e .
correct selection from the drop Woler Application | Oiter | Activiy | Dacumerts|
dOWn menus. Application Details Cilizenship Affirmation
[ MNew Wl Addr [ MName U5 Citizen ez j 18¥RS? ez j
a. If a person haS Ieft these Diiver's License: ,m Identity Checl

check boxes blank on the EB-131, but has checked the
affirmation in Box 9, mark them as “Yes” in SVRS.

] Sf IS

@ Remember, using the Set Defaults button saves data entry keying. See the Set
Defaults page in this section.

15. Record Proof of Residence Information. Sometimes, registration
requires a person to provide proof of residence information. The i
person who accepted the form is responsible for making sure the -

type of proof and any associated number is recorded on the EB-131.

a. Select the type of Proof of Registration from the drop down i
menu.

b. Enter the account number in the Account Number field f

e If the type of proof shown was a WI Drivers License or ID
Card whose number you have already entered, you do not
need to enter it here for a second time.

Rleaed Airplane Pilots License

Other Bank Statement
Corroborating ‘witness

Date an App Fee Card for Higher Education Facilty
Govemment Check

Effec Reg Date: Library Cand

Status-Reasor: | Other Document
Paycheck

Woter ReaMum: | Residential Lease

' Moticas Student ID Card

Tax Bill
Lty Bill
"1 Drivers Licenss or ID Card
x| Y

Citizenship Affirmation

US Citizen Yos =] 18vRs? Yes =

|dentity Check
Proof of Res/ID -
Chk. ‘ J

Account Number

Update Woter

6/11/2008 -10-
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16. Adjust the ID Required check box, if necessary. Ignore this field,

unless:

a. The voter submitted the EB-131 by malil

b. You did not link this application to an existing Voter Record.
c. There was no proof of residence information sent along with

the EB-131. — I
| Date onApp:
If all three of these are true, set the ID Required field to “Yes.” Effec Reg Date:
This will cause an ID Required watermark to print on the poll list Status-sason
next to the voters name and will alert your poll workers to require Voter leg Nur: bo. [fageoz
the voter shows proof of residence at the polls before receiving a || ete=s B A —
non-provisional ballot..
17. Type the date on the application in both the App. Date Nes ] 167RS? = B B
and Effec. Reg. Date fields. " B
D Ll Dirivers License or D Card -
a. If you have linked this application in previous steps, |mber I _ [
these fields will have incorrect dates in them. Type =
over them to correct this.
[ozsrom <] op Source: [ B
\

18. Choose the App Source using drop-down menu. This
identifies how you received the EB-131 form. The
choices are:

a. Armed Services Recruiting: Not used in WI

b. Clerks Office: If the person registered in the clerk’s
office between the day after an election and 5pm on
the third Wednesday (20" day) before the next
election (normal registration).

c. Election Day Registration: If a person registers on
Election Day.

d. Election Day Registration — No Ballot Issued: If a
person registers on Election Day but does not take a
ballot and receive an election day voting number at the

polls.

e. Federal Postcard Application: If the application is
received from an overseas voter

hadi | e TreTT

Citizenship Affirmation

|dentity Check.

US Cilizen Yos = 1BvRs? Yos =

|| Proof of ResdD |
Chk

[ Account Number |

ater | 0/26/2006 j Language:

o | New

um | 40043 District Comba:

/oty

Armed Services Recruiting

Clerks Office

Election Day Registration

Election Day Registration - No Ballot Is..
Federal Postcard Application

Late Registration

4 ail

Registration Drive

Special Registration Deputy

x| Y

f. Late Registration: The voter registers after 5pm on the
third Wednesday (20th day) before an election but before

election day.

g. Mail: The voter submitted the registration form through

the mail

6/11/2008 -11-
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h. Registration Drive: The form is submitted by a group or
individual who collected it without being deputized to do
Sso.

i. Special Registration Deputy: The form was collected
by a person deputized to do so by the State or a
municipality.

19. Enter Special Registration Deputy Number, if applicable.
A Special Registration Deputy (SRD) accepting an EB-131
must record his or her SRD# on the form, next to his or her
signature. Clerks need to record this number in SVRS.

a. Click on the Other Tab of the voter application window

b. Inthe Comment field, type “SRD#" and then, without a
space, the deputy’s actual number.

e Eg. “SRD#13002001".

20. If the voter indicated interest in becoming a poll worker on the EB-
131 form, click on the tab “Other.” Check the box “Poll Worker [ CE—————
Interest.” Click back to the Voter Application Tab before J ave andcse [ swveandnen 3K cose
proceeding to Step 21. [ voteraopication Other | activiy | Documents |

. J E Quick Tasks

e This must be done before the application is processed. < Other nformation

Person Assizting E 2

Fi

jl:r
L

Ernail

Comments:

| D

Aasiat. ‘
Requested
| Pollwoaorker O

Interrst

H

6/11/2008 -12 - Add New Voter Application
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Initiate the HAVA Check

21. Click on the Quick Task button in the toolbar.
22. Click the HAVA Check quick task.

23. A pop up message will ask if you wish to continue. Click
Yes. Read the following note and then go to step 24.

See the Managing HAVA Check section of the Voter tab for instructions on
steps you will need to take to manage the results of the HAVA check. The
following note is taken from that section of the manual:

When you perform a HAVA check on a voter application, the results are not
real-time. Instead, SVRS communicates with the WI Department of
Transportation (DOT) and Social Security Administration (SSA) on a nightly
basis. When clerks arrive each morning, the SVRS will have run the checks
and, where applicable, made changes to certain voter records. The system
will also produce a report for clerks to use to audit the results of the check.

A HAVA check compares the Name, Date of Birth, and Driver’s License or
Social Security Number you have entered into SVRS against the information
contained in databases maintained by DOT and SSA. If these pieces of
information are not exactly the same in both databases, the voter will fail the
check.

Guick Ta
Quick Taszks

= Add Mew Application
2] Process Application

25 Forward Application

Your first job as clerk is to check for data entry errors that caused a person to fail the check. SEB has created a report that will
allow you to do this quickly by comparing the information on the report against the information on the voter's EB-131. If you

discover a typo, you will rerun the HAVA check for that voter.

If a voter fails a HAVA check and there was no typo, SVRS automatically flags his or her voter record as ID Required. This will
cause an ID Required watermark to print next to the voter's name on the poll list, and your poll workers will not let the person
vote without first showing acceptable Proof of Residence. To prevent this from causing a disturbance at the polls, you will
send these voters a notice informing them of the problem and of the Election Day consequences if the issue is not resolved.
Voters who resolve the issue before Election Day will have their HAVA check rerun and, if they pass, will have the ID Required
flag removed from their record. Providers and Reliers must decide for themselves who will send the required notice and how

to manage voter response to it.

6/11/2008 -13-
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Process Voter Application

24. Click on the Quick Tasks button from the Toolbar. The Quick Tasks
side panel will open.
25.

Click on the Process Application Quick Tasks.

T TIT

™ voterapplication

J

TT T

dd Yoter Application

Save and Close Save and MNew x Close

J j Guick Tasks

T T T T =

2

|

Yater Application |Dther I Activityl Documentsl

Application Details
[J Mew

Driver's License: | 4123.4519-8222-01
Soc Sec Mum: Meither

Citizenship Affirmation
[l Addr [ Mame US Citizen Yes ﬂ 18'YR5? Yes ﬂ
Identity Check.

ﬂ ELDkDf of Res/ID ‘W’I Dirivers License or 1D Card ﬂ

Name: |ANDEHSDN,HUBEHT R Account Number ‘
D ate of Birth: 1141982 j Fhore: 1D Required
Address Other
Home Addr EdSEEID:EHEEEr?DHEVI - 1a00s0na2 | Dte N AR 10/26/2008 | 4pp Source: Mail =l
’ Effec Feg D ate: 10/26/2006 j Language: ﬂ
@ Status-Reasan: ‘ Mew
Water Reg Mum: 40049 Diistrict Comba: 13008-003-2
Mailing &ddr Notices
Prior Registration Update Yoter
Prior Hame: | Azzociated Woter
Prior Add ANDERSOM, ROBERT R 40043
Q”m . 4285 SPRECHER RD
MADISON, Wl 53718
O Status-Heazon Date of Bith ~ Soc Sec Mu
Reqistered 14141982 Unlink
3Matches Found!

Send Mailing

HaWa Check

Smart B

26. Select the Status — Reason from the drop-down menu.

@The Status Reason identifies why you are approving, pending,

Details

or denying the voter registration application. The most common stat R
Status Reasons will be “Approved New Voter” and “Approved =
Update Voter.”

Appraved - Update Voter

Denied - Application Incomplete
Dienied - Duplicate Application
Denied - Felony Conviction

Denied - [ncompetent Wl +6.03..
Denied - Matching Death Record
Deeied - Mot a Citizen

MNew - Pending pproval

Pending - Application Incomplete
Pending - Mizzing Additional Da..

B 4

Process

(Optional) — Check Send Mailing checkbox

You might want to send a mailing if an application is incomplete (e.qg. if the
signature is missing) and you need to let the applicant know that their status will
remain “inactive” until the application is complete. Or, during the Late Registration
period, you might want to print the Certificate of Registration as you are processing
the application.

Status - Reason
[[] Send tailing
Mailling
Mailing to be Sent
Send to Address
Comment on Mailing
[ Submit For Printing Later
Process |;|

" Process Voter Application | Quick Tazks

6/11/2008 -14 -
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Select the type of Mailing to be Sent from the drop-down menu.

e Select the Send to Address from the drop-down menu.
e Add any comments to the Comment on Mailing text list.
[ ]

Q,) For more information on how to print mailings, please see Mailings section.

27. Click on the Process button.

W voterapplication - Add ¥Yoter Application

Check the Submit For Printing Later if you do not want to print the mailing immediately.

J Save and Close Save and New x Close: 'H j Quick Tasks ‘ - % 'H Set Defaults  Use Defaults v| J a9 ‘|

Vater Application | Dther | Activity | Documents |

Application Details Citizenzhip Affimation

O New ¥ Addr 0 Hame U3 Citzen es |- Gy [es El Application Details

Drriver's License: ’m Identity Check Status - Reason

Soc Sec Mum: ’7 Meither 'ﬁ ELDKDF of Res/D |W’I Diivers License or ID Card = ‘Appruved - Update Yoter j
Mame: ‘ANDEF\SDN,HDBEHT n Account Number | [1 Send Maiing

Date of Birth: 111982 j Phone: 1D Required j Mailing

Address Other Mailing to be Sent
QH e A R i 53558 rompanse | DHEEARE (1072672005 [+ | A Souce sl El N

: e S E— .

@ Status-Reason |New

40049 District Combo;

“oter Reg Mum;

Notices

13008-003-2

Mailing Addr

Pricr Registration

[Select Message] ﬂ Custum‘
PFrinter Settings |

[ Submit For Printing Later.

Update Yoter
Prior Mame: ‘ Agsociated Yater
ANDERSON, ROBERT R 40049
s =
Status-Reason Date of Birth  Soc Sec Ny
Registered 14141882 (Uil
3Matches Found! i
28. When the message box of “Application ramz | DR [T0/%/200 5] e el B I
successfully processed...” appears, P EfecRegDale. [1oms of Langeee [ o B
do the following: ¥oter Application | [
a. erte the Voter reglstratlon number Application successfully praocessed., Yoter Reg Mumber is 40049, Would you like ko open a new data entry Farm? E
onto the EB-131 application formin [ = =
the upper right hand corner. —
b. Click No if entering voter
applications is finished.
c. Click Yes if there are additional UpdateVoter
voter applications to enter. A blank fssoriated Voter
Voter Application form will appear ANDERSON, ROBERT A 40043
with the Quick Task right side panel remaining open.
i. If the next application being entered is of the same Status Reason
(New or Update Voter) type as the previous, continue to process.
ii. If the previous voter was new and the next voter is an update
because of an address or a name change (or vice versa), you will
need to close and reopen the Quick Task Process Voter Application
panel. Do this by double clicking on the Quick Tasks button. Doing
this allows the correct Status Reason to be available.
[1= YoterApplication - Add ¥oter Application
| Save and Close Save and Mew x Close 3 Quick Tasks ) &= 'H Set Defaulks  Use Defaults v| JI’} -
Woter Applieation | Dther | Activity | Documens |
Application Details Citizenship &ffimation
[ Mew vl Addi [ Mame 115 Citizen lm 18YAS5? [ves = R
Diriver's Licenss: m Identity Check. -
,ii: fec Murm: !7 Neitzer liv EEDED:D:,TS:E, !\.w Dirivers License or D Card - |i||jprnvfd“- I._Il.pdate\u"ﬂtel %
6/11/2008 -15- Add New Voter Application
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Election Day Registration

Ij Have the voter's EB-131 form from a specific election. Adding a new application with “Election Day
Registration” in the application source field will record a vote for that person for the election you select.

qz( Election Day Registration is when a voter registers to vote on Election Day at the polling place and
completes an EB-131 Voter Registration Application. Be sure to record the proof of residence on the
paper copy of the application (EB-131), and enter that information into SVRS.

1. Click on the Voter Applications node from the Main | = Quick Tasks
menu. 5 AddMNew Application

2. Click on the Add New Application Quick Tasks.

SmartB

\if Elections

- o B T T T R T ' ===y S

- i . - [ vorernopicotion - naavorer appication —— i g
3' Enter Informatl(_)n from the EB 131 form Into JLJ Save and Close ] Save andMew  $K Close _H = quick Tasks | 4= & v“ Set Defaults  Use Defaults v‘ Jt) .
the Voter Application screen. Enter Last Y Vot Applcaton | Ober | Aty Documents |
Name, F|rst Name, Mlddle Name or Inltlal 3 tpplication Detals Citizersship Affirmation
1 ew r arne: itizen = ] ’7v
and Date Of Blrth' ' DrlveE‘s Lr::ar\se S o L\‘dse:t:ty Check J o J
Soc Sec Mum ’7 Meither ,7. Proof of Res/ID | |
@” entering a middle initial, the SVRS standard isto 7 wewe |anDERSON AOBERT | s o [
not enter a period [.] after the initial. DeeolBit 11719 g Fheve I i I |
Addiess Other
| Date on & ~ | App Source: =
4. Enter a phone number or tab through the | et oo lij::w yij
Phone number fleld. =) Status-Reason: |New
5. If (number) Match Found! appears in the i VoterReghum [ D Conbes [T
bottom center of the screen, refer to the | Mt fotees
training guide for Match and Link Voter. Be -

sure to enter the new address in the Home\
Address fields after linking the voter record Piar
to the new application. If 0 Match Found!
appears in the bottom of the screen, e
proceed to the next step.

6. Application Details — Be sure to check

either:
a. New — new voter application

New Voter

PFrior Mame; Associated Voter

JMatchesFound!

b. Addr — address change application e -
c. Name — name change application il |||—|MEFAHLA|—|N; BB
7. Enter the driver’s license number or social security number. = [ Eloe=
*
@Choo_se Neither in the drop down menu if the voter indicates he or she has neither a Maling Add e .
driver’s license number or social security number. o
BLDG
8. To enter the Address, click within the white rectangular field to the right of i
the Home Address button. RinREHEn [ u
a. Enter the house number in the first field and tab to the next field. FiorHame: HHGR |
b. Use the second field if the street name includes a one-quarter, one- _ Pioddd | Lony
half, or three-quarters as a part of the street name. Tab to the next Lov
field. =
c. Begin to type in the street name. The street name will begin to i
autopopulate as letters are typed in to the field. Tab to the next field. M —
d. Type in the city name in the city name field. Tab through the next field ST
containing the state abbreviation of WI. UPPR
e. Type inthe zip code in the zip code field. Tab to the next field. x| 7
f. Use the next three fields, as needed. Tab through the remaining

address fields if no additional information is to be entered.

6/11/2008 -16 - Election Day Registration
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9. DA white check mark within a green box should appear in the
address field. This means the address has been recognized or
“validated” in SVRS as an address belonging to the
municipality and a District Combo will be assigned. Continue to

10.

11.

12.

13.
14.

15.

i Use the Address Line 2 if additional information is
provided such as the name of a dorm or trailer court.

ii. If none, tab to next field.

Use the drop down menu in the next field (Unit is visible)

to select. Tab to next field.

Enter the number, letter, or other designation as

provided. Tab out of this field.

process the voter application at Step 12.

If an Address Range Matches Search window appears, choose the

correct Address Range by double clicking it to select. Continue to

Step 12.

If a red “do not enter” circle appears, refer to the training guide for
Address Range Match and Address Ranges. If unable to validate the

address, be sure to choose the Status Reason of Pending - Address
Not Verified when Step 21 is reached.

131) with an out-of-state
address, the prior address is
entered in the Prior Address
fields. This does not need to be

completed if the prior addressis |, - " lngaf% e ey o ETT? b W
within Wisconsin.
Complete the Citizenship Affirmation section.
a. Choose Yes if the voter has answered Yes in Section 8 of the e

EB-131 or has checked the dot in the certification field, [ Podanen | =

Section 9. I Eginunwumhe.

. || 1D Requied Airplame Pilats License

Choose from the drop down menu the type of proof provided at Other Bark Statement
the pO”S | Date on App: Egg?;?;‘;?kﬁ;ﬂgséducat\om Facility
a. If WI Drivers License or ID Card, the number does not need to | erecregpaie | Forerin theck

be entered a second time in the Account Number field since Statusfleason: | Jhe Dooumert

this has already been entered in the Driver’s License field. B
If another type of Proof was used, the applicable number needs to Mefies Ta il
be entered in the Account Number field. % DvrsLcerse orID Cad

x Y

If the voter has completed the Prior Address (Section 7 of the EB-

J \= saveand Close =l Save and Mew x Clase v“ j Quick T

ﬂg]\l'oternpplication - Add yoter Application
| J '] Save and Close = Save and New x Close _ J 3 Quick Tasks | &=
| Voter Application | Other | Activity| Documents |

Application Details Citize
[ New vl Addr [ MName 113 Citi
Driver's License: Identi
Soc Sec Mum: Meither | Proof

Chk.
e |#NDERSON ROBERT R oo
Diate of Birth: 1/1/1982 j Phane: ID Re:
Address Other
Home addr 3560 BEEGS RD e Date g

Q MC FARLAMD, ' 53558

Effec H
= Status
“Woter

Il hlogi

T Sip} T

ater Application IDther | Activity | Documents |

Application Details Ci

[ Hew vl Addr [ Mame U
Driver's License: | 4123.4515-8222-01 Id

Soc Sec Mum Neither - | Fri
J Chy
Nare: |#MDERSON ROBERT R Ag

Drate of Birth: 14141962 j Phone: [1o]

Address ul
Homeaddr (360 [[Har [[BeEas D ~] o4
[MapisoN [ ~|[ssse =] e

‘Addrass Line 2 ” Unit jl Uniit Nurmber |O St
i)

asks | B _“ Set Defauks  Use Defauls v‘ |o _‘

Woter Application |Dther | Activit}l' Documentsl

Application Details

Citizenship Affirmation

@Do not set the ID Required field to Yes because the ID was already

provided at the polls. ID Required is used for mail in registrations that did not include

proof of residence.

16. Using the date on the application, enter the Date on App date. This can be done by
choosing the date through using the drop down calendar or by typing in the date.

17. Effective Registration Date is the same date as the Date on App.

@If the voter was previously registered in Wisconsin and the application was a “Match and
Link”, the Date on App and Effective Registration Date need to be changed to the date of the
EDR application. Otherwise, the Effective Registration Date, when linked, will have the date of

the previous registration.

18. If the voter cast a ballot, choose the App Source of Election Day Registration
using the drop-down menu. If the voter completed an application and chose not
to cast a ballot, choose the App Source of Election Day Registration — Ballot Not

Dther

/72006 v
EffecReaDate:  [11/7/2008 =

tatusFeason bl

Date on App:

App Source:

Language:

Armed Services Aeciuiting
Clerks Office
Election Day R

District Combo:

ion
Election Day Registration
Federal Postcard Applicat..
Late Registration

Mail

Registration Drive

Special Registration Depu

x| Y
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Issued.
19. If the voter indicated interest in becoming a poll worker on the EB-

J .:J Save and Close .:J Save and New x Close

E\futerhpplicatiun - Add Voter Application

. J 3 Quick Tasks

131 form, click on the tab “Other.” Check the box “Poll Worker
Interest.” This must be done before the application is processed.

Other Information

[ Woter Application  Other |Act|v|ty| Dncumenlsl

Person Assisting ‘

Email ‘

Comments:

Az
eauested
20. Process the application by clicking on the Quick Tasks button a1

from the Toolbar and then clicking on the Process button from the
Quick Tasks Panel.

-8 yoterapplication - Add Yoter Application
J _Ed Save and Close _EJ Save and MNew x Close ‘

Yoter Application | Other I Activityl Documentsl

Application Details Citizenship &ffirmation
[ Mew [ Addr [ Mame US Citizen Yes j 18%vRS5? Yes j
Driver's License: | 4123.4519-0222-01 ldentity Check

T bl P B T T T T T T T T 1

Quick Tasks

zég Add Mew Application

2| Process Application

21. Choose a Status — Reason from the drop-down menu.

@The Status - Reason identifies why you are approving or pending
(Election Day Registrations cannot be denied within SVRS) the voter
registration application.
22. Choose a Status — Reason from the drop down menu
a.lf this voter is registering for the first time in Wisconsin,
and if the address validated (green check box and correct
district combo), choose Approved - New Voter.
b.If this voter is updating the address through the “Match and Link” process, and
the new address validated (green check box and correct district combo), choose
Approved - Update Voter.
c.If this voter is either registering for the first time or is transferring from another
Wisconsin municipality and the new address does not validate (has red “do not
enter’ or district combo is not correct), choose Pending — Address Not Verified
(this means address not included in SVRS address ranges). If this status reason
is chosen, a vote will not be recorded. You will need to create or expand the
address range through the Address Range node then follow the steps for
Searching for Status Reason of “New” or “Pending” instructions on next page,
and process as an Election Day Registration.
d.If this voter is either registering for the first time or is transferring from another
municipality and the new address does not validate because the voter voted in
the wrong jurisdiction, contact the SVRS Help Desk.
23. In EDR Election, choose the election from the drop-down menu at which this
application was completed by the voter.
24. Choose a Polling Place Location from the drop-down menu where the voter was
issued the Election Day Registration.

@By choosing the EDR Election and Polling Place Location, the
voter’s participation in this election is recorded at the same time the
applicant is processed as a voter in SVRS. This means that there is no
need to separately use the Record Vote node to record participation for
EDR applications.

ion Details

Status - Reason

|Apprnvad - Mew Yater ﬂ
EDR Election

|2DDB FALL GENERAL ELECTI.. j
Paliing Place Location

|F’UBLIC LIER&RY ﬂ

[ Send Maiing

Mailing
Mailing to be Sent
| ]
Comment on Malling
(Select Meszage] ﬂ Custam |

Printer Settings |

[ Submit For Priting Later

Process

6/11/2008 -18 -
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25. Click on the Process button.

26. Click “Yes” when the message “Do
you want to process this application?”
appears.

27. When the “Application successfully
processed...” message box appears,
write the voter registration number
on the EB-131 application form.

28. If the voter left any portion of the EB-
131 blank, go to Recording
Incomplete Election Day Registrations

——r

on the next page for additional
instructions.

@Note: You may receive an error
message telling you the Record History
process has failed but the application still
processed. If so, you will need to manually
record the vote history. To manually

Quick Tasks | o B - |J Set Defaults  Use Defaults " J o
Citizenship Affirmation
S Citizen m 18'YRS? |Yes j o D
Identity Check Shatus - Feason
j g?ko.f of Res/ID | Paypcheck j ‘Approved - Mew Voter ﬂ
Account Humber | AETEIEL EDF Election
D Fequired lij ‘ZDDB Fall GEMERAL ELECTI j
Other Poling Place Location
‘PUELIE LIBRARY ﬂ
(so0sange | D3SO ARR 11/7/2006 =] App Source: v Registation [ | [ Send Maiing
Effec Rea Date: m Language: ’ﬁ Mailing

u Accenture AES.AESM.UIComponents E

Do you wank to process this application?

Yes Mo

I ailing to be Sent
[12008.003:2 \ =]

Cancel | Carment an Mailing

[Select Message) j Custam|

Printer Settings |

Aszociated Wober

[ Submit For Printing Later
New Voter &

Process

A

The Record Yote process has Failed; however, the application was still processed and a Yoter record was created,
Please review ko determine whether the vote should be recorded,

X

o

[

record vote history, do the following (for additional information,
see Record Vote in the Post Election Activities section of the

training guide):
Expand the Elections node

Click on the Record Vote Quick Task
Click on the Record Votes tab

Select the appropriate polling place
Click Record

CoNoOA~WNE

Type the voter’'s SVRS ID# in the Voter Reg Num: field
Select At Polls from the Method drop-down menu

Expand the node for the election for which you are trying to record votes
Click on Record Votes in the menu tree

6/11/2008
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Recording Incomplete Election Day Registrations

o

@

A voter who cast a ballot and has an incomplete Election Day Registration must be processed first as an
Election Day Registrant. Once the voter registration application is processed and the vote recorded, the
status of the voter record should be changed to “Inactive”. Clerks should attempt to contact the voter to
obtain the missing information, and only once the information is obtained should the status of the voter
record be changed back to “Active”. To be on a future poll list, a voter record must have an “Active”
status.
The following information is required for the voter registration application (EB-131) to be considered
complete:
e Name
Date
Residential Address
Citizenship
18 years old on or before Election Day
Date of Birth
Valid Wisconsin driver’s license or Wisconsin State ID number or the last 4 digits of the voter's
Social Security Number. The voter may provide the Social Security Number only if he or she has
not been issued a WI driver’s license or state identification card. If the voter has neither a driver's
license nor state ID, nor a Social Security Number, the voter must indicate that fact.
e An affirmative answer to the questions in Box 8
¢ Anindication of having accepted the certification statement in Box 9
e Applicant’s signature - If the applicant is unable to sign, another voter may be authorized to sign
the form on his or her behalf.

1. Follow all the steps found in the Election [ i S
Day Registration process. After the T
. < oter - Updato - DXAMPLE, NICE ;Iﬂlﬁl
application has been processed and the 3Kk 5| 3 o0 e i) i | [ 9
voter has been automatically assigned a -4 e
i 1 T EXAMPLE NICE Vo Reghun  (gogigpag Ovees e
SVRS Voter Registration Number, use the X - Vot i .
following steps. s [ R e swero | SN | -
2. Click on the Voter node Rre @ Hawhcaay —

3. Search for and open the record for the -l
voter whose application was incomplete. i ; S - T
4. Change the status to Inactive — TH N ebionn- Rt

Incomplete EDR
5. Click the Save and Close button.

. X 4 Addhe Language: = Protection Scheme: «| Confidertisl 1D B
6. Repeat steps for all voters with incomplete || # “s asimme o et

Election Day Registrations 2 savaioes

@Note: Clerks should attempt to contact the
voter and get the information required to

e T Dke Ragesn (T

Dintrcts | Regiied |
Dustret Comber 1 Precnet:

71 St

& AddFede Phane: More Contact frl CancelFeamon

complete the registration application. If able to do so, the following steps are then necessary. Voters must have a
status of “Active” to appear on future poll books.

agrwONE

Click on the Voter node.

Search for and open the record for the voter whose status was changed to Inactive — Incomplete EDR.
Change the status to Active.

Click the Save and Close button.

Repeat steps for all voters with incomplete Election Day Registrations whose application is now complete.

6/11/2008 -20 - Recording Incomplete Election Day Registrations
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Forwarding a Voter Application and Processing a Forwarded Application

o

Application Quick Task.

You may also receive a forwarded Voter Registration Application.

If you receive a Voter Registration Application, and it is for another jurisdiction, or you are a Provider for
several Reliers and an application has been entered in the wrong jurisdiction, you can use the Forward an

To Forward an Application
Instructions for the forwarding jurisdiction

1. Click on the Voter Applications node from the main menu.

2. If you have already entered the voter application, saved it because you were unable
to validate the address or somehow determined that the voter does not live in your
jurisdiction, search for the saved application. If not yet entered, use the Add New
Application Quick Task to add a new voter application.

3. Enter information from the EB-131 to the Add Voter Application screen. Note that you

will not be able to validate the address. Close the Address Ranges Matches screen
whenever it appears by clicking on the small X in the upper right corner of that

screen.

Follow all Business Processes for entering an application. Make notes on the EB-131
form if needed. It will be sent to the receiving jurisdiction’s Municipal Clerk. If a Match
Found appears, and it looks like a match, link the application. If not sure, make a note
on the form. The receiving jurisdiction can complete a match and link when they
process the application.

Click on the Quick Task button at the top of the screen.

Select Forward Application from the Task list in the pane on the right.

Select the Jurisdiction the application should be forwarded to from the drop down

list.
Click on Forward button.
ﬂgh'utempplication - Add Yoter Application =] B3
J _Ej Save and Close |4 Save and New x Close J 3 Quick Tasks | o B2 - |J Set Defaults  Use Defaults | J 9
“ater Application | Other | Activity | Documents I
Application Details Citizenship Affirmation
H Add N U5 Citizen ~| 18YRS? =
[ New [ Addr [ Mame Ves | ‘ Tes B Forweard Application
Drriver's Li : |dentity Check
river's License: | 993.9999.0999.93 g Ei=E Fonward TaJurisdiction
Soc Sec Num: Meither | Proof of Res/ID i il - N -
[~ Bty [t Diivers License or ID Card | [omroF MonaKs 13288+
Mame: ‘QUAMME LalsC Account Humber |
posems: — —

Date of Birth; 14141950 j Phone: 1D Required j
Address Other

Home Addr || 1200 MONONA DRIVE Date on App 92172006 v | App Source: Mail -

MONONA,
Fflar BanNate [0 ocee | | smanizaa | —— |
By transFerring this application, you will no longer be able ta view or work with this application. The application will be viewabls
only ta the jurisdiction where you are forwarding the application. Are you sure you want to forward the Application?

blalpacdy Yes Mo | Cancel |
Friar Registration New Voter
Priar Narne: | Aszociated Yoter

Priar Addr

0Matches Found!
Forward Yaoter Application | Quick Tasks

9. When the message box appears, explaining “By transferring this application,
you will no longer be able to view or work with this application.... Are you

sure you want to forward the application?”

Click Yes.

6/11/2008
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10. A message box asking if you want to
enter more applications will appear.
Click No.

@At this time, a problem occurs when

Accenture. AES.AESM. UIComponents il

entering multiple forwarded applications. If you clicked “Yes”, when the new entry
form appears, close the Quick Task pane that displays the Forward information.

Click on Quick Task button to open the Quick Task pane again, and Forward

Application again.

11. Mail all EB-131s, plus notes, to the Clerk for the Jurisdiction you have
forwarded the application(s) to.

12. You may wish to include a report listing the entered applications with the
forwarded applications. If you choose to include a report, follow these

File Edit Yiew Tools Window Help

Jﬁ JE Menu  Shorbcuts | 3 o]

&

SelectReport

Step1of 2

Categony: |5

instructions: Repats
a. From the Reports node, select Quick Task of Print Reports. Ve
b. Select Category of Applications. _ ey
c. Select Report — WI Voter Registration Batch List
d. Filter the report selecting Status Code equals NEW and e
UserName equals your User Id (lowercase). If more than one
person entered the applications, include their ids also, with OR r———
selected at the beginning of the filter line.
Delete | Modify Layout |
MNext
ﬂg FilterForm e | Ijlil
J i] Use Filker Save ._J Save fs x pelete | ] Clear M close .‘
Filter Mame: | j
RPTwiew W_oterRegdpplication |
And/Or Field Marme Condition | Walue
And Statuz Code Equals |NEW
And |dzeiame Equalz rozboe
I _ Ll X
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To Process a Forwarded Application
Instructions for the receiving jurisdiction

1. Expand the Voter
Applications node
by clicking on the
plus sign to the left
of Voter Applications
Click on Batches.
In the Search pane,
each application
forwarded will have
its own batch name.
Expand to see the
details of the Voter
Application.

To complete the
process, search in
the Voter
Application node,
using the applicant’s
name or using
Application Status of
“New”.

Open the application
by double clicking on
the highlighted

% aEsm

File Edit Wiew Tools ‘Window Help

=]

b | B venu shortcuts | 5] quickTasks

|21 E] 25 A8 o | Acewrisdction: [crvormonone 13258 =] [ @ 11

[

Toler
( ‘oter &pplications

Absentee Applications
NG Fee

g Election Workers
2 ﬂ Polling Place Locations
-3 Contacts
Payment

2l E%} Addressing and Districts
3 @ Calendar

¢ Petitions

[ =1 Labels and Maiings

{3 Scheduler
(-[[] Administration

o} Weloome to AESM
)

Created Between: Batch Status: Batch Name: Batches Included:
-] wd | S
All Batch
Image Status: Assigned Tor Agency Source; Batch Tupe: @ =enes
=]
ﬂ ‘ ﬂ | j ‘ j O Nordmage Batch.
Records Retumned: 1 [1 Count Orly Search Clear

Date Created = || B

oup by that column

NERAETI

] = || Batch Name v ||Batch Type.. = || Record Cow. ~||Batch Stan.. +|[Assigned To  ~ || Priority
70000001 [Fud App-QUAMME(S... [Voler Application | 1 [New | |

[ aEsm

File Edit Yiew Tools ‘Window Help

M=l B3

Jﬁ o “E Menu  Shorteuts | ] Quick Tasks = _

|2 ] 2|4 |[ad v | Acive dunisdicton: [CTY OF MONONA - 13258 = | ,H e [

[

Menu x
o} Welcome to AEGM

%

E

<] Absentee Applications
-\ Elections
& Election Workers

24 Paliing Place Locations

[-+24 Addressing and Districts
-{E2] Calendar

g3 Petitions
3] Reports

Narme

Last Name: First Mame: tiddle Name: Suffix Status Reason
\ | | H | ||
Application Status: Application Type: Batch Name: Application Source: Water Reg Num:
[New H | H | | H |
Date on Application Between: Last Changed By: Last Changed Between:
- N w— - e —
Records Retumed: 3 [ Count Only Search Clear

group by that column

|| Home Address = || Home City/State/ZIP = || Party || Date of Bitth
reco rd ) then Process [l =1 Labels and Mailings Forcade, Rose 2021 16th Street MONrae, \wl 53566 941541948
-3 Scheduler OLMAM, R&LPH 104 ACACIA LM MONDNA, W1 53716 A, 4/4/1944
as normal. A= i TN THEE ST 17171550
Add Mew Application
== Delete Application
] SendMaiing
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Manage New and Pending Applications

o

criteria.

Applications entered into SVRS can be viewed in the Data Grid by entering the appropriate search

Applications can be saved or pended, and processed at a later time. To find the saved or pended
applications, use the Application Status search choice in the Search Panel

Voter applications may have the status of New or Pending for a variety of reasons. Common reasons

include:

e Application “saved and closed” instead of Quick Task Process Voter Application

¢ Unable to validate address so processed with Status Reason of Pending

e Voter application received and entered at another jurisdiction (usually the State) and forwarded to
voter’s jurisdiction for address validation and processing

Once processed as “Approved,” applications cannot be changed. Any necessary changes are made to
the voter record (see Update a Voter Record).

@

Voter node to see if a duplicate Voter Application was entered and processed.

Prior to an election, it is a good practice to search for new and pending applications. Use the Application
Status search choice in the Search Panel. After identifying the new or pending applications, check the

1. Click on the Voter Applications node from the Main menu.

2. From the Search Panel,
enter the search
criteria into the
appropriate field and
click on the Search
button or hit Enter.

Fle Edit Wiew Tools ‘Window Help

£

m o

e | Aﬁsentee Applications
- N Elections

Q Election \Woarkers
g Folling Place Locations
@7 Contacts

<2 Payment

[]--E{} Addrezzing and Districts
@ Calendar

&3 Pefitiors

- Reports

[#- =1 Labels and Mailings

|% Menu  Shortcuts | 3

Lol

File Edit ‘View Tools Window Help

]{S} . J Te Menu  Shorteubs | | Quick Tasks ~+

|22 ] 2 b [[# | adive dursdiction: [TOWN OF BLOOMING GR.. =]

|e

[

Menu x
far Welcome ta AESM

B Voter

oy

1) Batches
<1 Absentee Applications
-\ Elections

& Election Workers

23 Poling Place Locations
&3 Contacts

ZH Papment

[-£3] Addiessing and Districts
----- | Calendar

5 Petitions

Reports

- =1 Labels and Mailngs
(3 Scheduler

B[] Administration

Last Mame:

First Mame:

Middle Mame: Suffiv:

Status Reasor

\ \ \ H | H
Application Status: Application Type: Batch Name: Application Source, Water Fieg Hum:
H | H | | H
| Last Changed By: Last Changed Betwesr:
A H 2] B~ | -
prroved
o 1 Count ony Clar

rrds Retuned: 4

ip by that column

1500 BEllaire ALY
1500 BEllaire ALY

Samuel, Endres )

1500 BE llaire ALY

Blooming Grows, Wl 53716

8/4/1978

Samuel. Endres J

1500 BEllaire ALY

Blooming Grove, Wl 53716

8/20/1380
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a. Application Status is a commonly used search field with the following options.

Application Status Application Application Voter Voter Number
Options Record Created Processed Record Created Issued
Approved Yes Yes Yes Yes
Denied Yes Yes No No
New Yes No " No No
i Pending Yes Yes N No

@SVRS will only display 1000 records for any search. If more than 1,000 records
meet your search criteria, the count of Record displayed will be 1000+.. By
checking the Count Only check box, you can find the total number of records
that meet the search criteria.

3. From the Data
Grid results, you

qo group by that column

Mame ﬂ| Home Address ﬂ | Application Status ﬂ| Application Type ﬂ| Application Source ﬂ|
can view the Mew Application Clerks Office
H : Approved Transfer Witer |
Voter Application -

Mew Application

Election Day Registration

record in Data |NORA BRIDGET SMITH |E752 NORTH STAR CIR |&pproved |New &pplication

|Election Dray Registration |

Grid mode or

open in Data

Entry Form mode.
a. Toview the

4 |

4 Record(z] returned

i

Voter Application in Data Grid mode, select the record to highlight
and then use the horizontal scroll bar to view.

b. To view the Voter Application in Data Entry Form mode, double-click
on the record to open the Voter Application Record.

4. If you are reviewing prior to an election, it is likely that you will need the

applicant’'s EB-131 available for reference.

Review these items:

a.ls the driver’s license number
complete? If no driver’s
license, did the applicant
provide the last four digits of
the Social Security number?
Or did the applicant indicate
that neither DL or SSN has
been issued to the applicant?

b. Is the Name and Birth date
correct?

c.Has the address been
validated and shows the
correct district combo?

d.Does it indicate Yes for US
Citizen and 18 Yrs?

e.If this was a first time
registrant by mail, or an
Election Day Registration, has
the Proof of Residence
information been entered?

LIS AESM

File Edit “iew Tools Window Help
Jﬁ . “% Menu  Shortcuts | 3 Quick Tasks ~ _ J = | _,._J | 21 ‘ =] _j Hﬁ &y | Active Jurisdiction: |TDWN OF BLOOMING GR.. j .
J "La Save and Close ave and Mew x Close v“ j Quick Tasks | - -%.j _“ Set Defaults  Use Defaults '| J L] ‘
Water Application IDthel I Aclivilyl Documantsl
Application Details Citizenship Affirmation
vl MNew [ add [ Mame 1S Citizen m 18YRS? es B
Driver's License: ’m Identity Check
Soc Sec Num: ,7 Neither ,ﬁ ELnknf of ResAD ‘A\rplane Pilots License j
Marme | samel Endres J Account Humber | 34767954
Date of Birth: W Phone ,7 1D Required ﬁ
Addiess Oither
Hame Addr | 1500 BElaire ALY Date or App: ’m App Source: W
Blooming Girowe, 'l Effec Reg Date: ’m Language: ,ﬁ
o Status-Reason: ‘New
Woter Reg Mum: ’7 District Combo: ’7
Maling &k eteEs
A dentity not confimed
Prior Registration Mew Yoter

Note: If first time registrant by mail did not include Proof of Residence,

mark ID Required as Yes.

f. Is the Date on App and Effec Reg Date the date as written on the

application?

g.Has the correct App Source been chosen?

6/11/2008
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6. After reviewing for completeness, click the Quick
Task button, choose the correct Status-Reason
and process the application.

Details

Statuz - Reason

Approved - Update Yoter

Drenied - Application Incomplete
Denied - Duplicate Application
[Drenied - Felony Conviction

Denied - Incompetent w1 s6.03.
Deried - Matching Death Recaord
Deried - Mot a Citizen

Mew - Pending &pproval

Pending - Application Incomplete
Pending - Mizzing Additional Da...

= 4

| E

PP Details

Status - Reason

|Appr0ved - Mew Voter j
EDR Election

|2DDB FALL GEMERAL ELECTI.. j
Falling Place Location

|PUBLIC LIBRARY j
[ Send Mailing

Mailing

Mailing ta be Sent

Comment an Mailing

[Select Messane] ﬂ Cust0m|

Frinter Settings |

[ Subrmit Far, Frirting Later.

Process

6/11/2008
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Set Defaults Button

Ij When entering several forms where the information in certain fields is always the same, you can use the
Set Defaults and Use Defaults buttons from the Toolbar to auto-enter the repetitive values. Defaults are
most useful with Election Day Registrations where the date on the application and application source
remain the same for all applications. When using the default setting, ensure that all defaulted information
is accurate for each application.

1. CIICk on the Voter vErppt-Add Vterppcatiun R (3]
Applications node from the | 1 saveand Cose [ saveandhien X close | | 2| quikTasks | < &0 || setpefauks Useoefaks | | @ |
Ma|n menu. Woter Application I Other | Act\wtyl Documenlsl
2. Click on the Add New Application D etails Cizenship &ffation
Application Quick Tasks. | e Ll Add L Hame Yes =] 1vRs? Ve 5]
3. From the Voter Application — et o [
A(.jddVOter At\ppllcfatlon t Marne: ‘ .gglébunlNumbar I j
win OW' enter intormation Drate of Birth; - | Phone: ID Required -
into the fields that will be o - ' o =
consistent for each Voter e A baconipr  [qr7ns ] 49PS0ue  [Chke Gifer 5]
A?pllcatt[on.tSug%est(Last EfecReoDote. [gr7/me ) Longuose | |
information to enter: U.S. StetusFiessor:  [Fiam
Citizen (Yes), 18 YRS? (YES), @ Vater Fleg Num: li Distit Combo: [
Date on App, Effec Reg Date, siling Ak oliees
and App Source.

rior Registration Hew Voter

4. Inthe Toolbar, click on the /

S tD f It b tt B Prior Mame: | Azzociated Voter
et Defaults button. Be —

careful to not enter

information such as Date of °

Birth before clicking the Set
Defaults button.

|+ b .|J Set Defaults | Use Defaults -| Ju -|

5. Click on Use Defaults button. Information recorded from the S (’
tizenship Affirmation

Default button will be entered into the form. Ut [ g 8" — 5

|dentity Check
|| Proof of Res/ID -
Chk. | J

i
|
|| Account Mumber | !
|| ID Required lij i

Other |

@The Set Default options memory is cleared when you logout of [ Doeenter:  [arzane g AepSouee  [oketiies 8]
SVRS. The values will need to be reset on your next logon. EflecRegDater [g/17/2006 |v] Lancuoge | = f
I

I

Status-Reasor: | Mew

Woter Reg Mum: Digtrict Combo:

|| Hotices
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