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Maintaining Voter Records

The voter node is where all voter-specific information is found. Once a voter has been entered into SVRS, you will
use this module to access and update their record. When a voter calls the clerk’s office and asks what their
normal polling location is, you can find that information on their record in the voter node. The voter node also
contains their assigned districts, voting history, mailings history and any changes that have been made to a
voter’s record. In essence, the voter node is a permanent record containing personal information about the voter.

In this module, there are instructions for searching for information from voter records, making administrative
changes to a voter’s record, updating a voter’s status and cleaning up duplicate voter records. This module will
also introduce methods of organization and exporting or printing of voter information. Anytime you make an
update to a voter record that was not initiated from an EB-131 form, the Voter node is used. For an EB-131 form
that is an address or name change for a voter who is already registered, you will need to access the Voter
Application node as opposed to the Voter node.

Key Terms

SVRS: The Statewide Voter Registration System (SVRS) is the computerized application that is used statewide to
register voters in the State of Wisconsin.

HAVA Check/Interfaces: In 2002, Congress enacted the Help America Vote Act (HAVA), which included
requirements for states to maintain an interactive computerized voter registration list to be coordinated with other
agency databases within the State. Wisconsin is coordinating the SVRS database with other agencies to check or
validate information supplied by persons registering to vote in Wisconsin. These agencies include the Department
of Health and Family Services (Division of Vital Statistics), Department of Transportation and Department of
Corrections. Once functional, these Interfaces will flag voter records in SVRS that are matches for death or felony
records and to confirm that driver’s license numbers match associated voter names.

Relier: In SVRS, a Relier municipality is one that is not directly putting information into SVRS, but instead is
relying on another municipality or the county to enter and maintain their voter registration information.

HINDI: A unique five-digit number (Highway Identification Number) that acts as an identifier for each municipality
in the state and forms part of a District Combination code.

VPA: Voter Public Access (VPA) is a website that allows voters to access their district and voting location
information if they supply their full name and date of birth or address.
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The Voter node is where you access and modify the records of voters in your municipality. Examples of
the information available in a voter record include status, voting history, address, districts with which the
voter is associated, and other registration details. A person does not have a voter record until their EB-

information.

A voter record contains confidential information; please maintain proper standards of security when
accessing voter information.

1. Search for voter record(s) using the search panel.

File Edit Yiew Tools ‘Window Help
a. Single-click on the Voter node from the Main menu. A search panel should || & _||[& e shorteuss | 5 o
appear on the top half of the screen to the right of the main menu tree. x
b. There are four tabs on the search panel into which you can enter search
criteria for a voter search. Enter your search criteria into one of the blank
fields and click on the Search button. o Absentee Applications
[EI---\L Elections
g Election workers
. . . i . g Paoliing Place Locations
Enter multiple search criteria on several tabs to refine your search. Keep in -.[a5 Contacts
mind you will need to hit the Clear button before you do your next search. | g4 Payment o
The search criteria are also cleared when clicking on another node on the g e bessng and Distits
menu tree. % Calendar
General | Districts [ Other | Elsctions ]
(1) Gen eral - You may enter \MEZ (ame: Middle Name: Sufiz: ;?:LE::?N‘::?;;?;:@
a voter's name, date of [FsH | = B
) . . Vater Reqg Num: Date of Birth Soc Sec Hum: Status [ Property Ovners Only
birth, address information | | | [ HE | seacnoptons
or voter Statl_JS (|e Active) |HDuSEND. |SI|EEtName. 5 |Eily 5 ‘Stale. . |ZIF' Code: - Eg;zunadr;dm:r?;:g;mes
to locate their voter record. Ll heniotos
Fracords Fletumed: 4 In [ T0/M OF BLOOMING GR =| [ Count Only Clear
The less information entered i G e W
@ as search criteria, the more E 5| e e - s [ | e [ el
records WI” be returned It IS 13008 PATFHAA : cllve elstera 5CDU‘
often he|pfu| to enter in on|y 13008 FISH, STEPHEN F Mot Appiizable Active Aegistered 4235 COUNT®
the fil’St 3_4 Ietters Of the 13008 FISHER, KIMBERLY A Mat Applicable Active Registersd 503 N FAIR 0.
voter’s last name to assist in
finding records with uncertain
spelling.
(2) Districts — Locate voter records by ward or other district
information.
(3) Other — Search for voter records that have particular registration
dates. Also search for voter records that were changed between
specific dates or by specific users.
(4) Elections — Displays a list of elections for your municipality.
Search for voters who voted in particular election(s) by checking
the box for those election(s). Options vary with the amount of
election history loaded into SVRS for your municipality.
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Results from your search are displayed in the data or results grid below
the search panel.

¢
%

Whenever you are not getting the search results you expect, hit the
Clear button and try the search again, because search criteria still may
be contained within other tabs.

The grid will return only up to 1,000 records. The number of records
meeting search criteria can be viewed by checking the Count Only box.
When the search is refined, the number of records may be reduced
below 1000, and the results will be fully visible in the grid.

When searching for cancelled voter records, you will need to check the
Cancelled / Non-Valid Voters box under the People Included in the
Search section of the search panel (upper right-hand corner

General | Districts | Other | Elections | \
|
Last Mame: First M amne: Middle M arne: Suffis: F'E‘eople ncludedintiesesich )
Cancelled / Monfalid Voters
|F|SH| | | | j [[] Federal Registrants Only
Woter Reg Mum: [ ate of Birth Soc Sec Mum: Status: [ Property Qwriers Orly
| | | j Sedrn .
House Mo Street Mame: City: State: ZIP Code: [ Prior and Alternate Mames
| | =] | =] | =] | - [ Sounds - Like Search
[ Include pending Water Apps

2. Organize your results in the data grid. [Optional]

a. Sort by name. Left click once on the field bar containing
the word Name. You will see a clear right-side-up

er here to aroup by that colunit

triangle appear which signifies the results have been put | |Juisdetion = || Name & 7| Date OfBith - |
in ascending order. Click once more to put the results in > ]3333 E:gﬂ“;’ﬁggﬁm [}\, ggfggja
descending order (the triangle will be upside-down). Add | {735z FISH. STEPHEN F THEATED
a secondary sort after sorting by one column by holding 13008 FISHER. KIMBERLY A 37131971
down the shift key and clicking on the second column
(e.g. sort by last name, then street name).

b. Resize your columns or Best Fit. Right click once on i oo by thal colimn
the grey title bgr of the column you wish to resize and : 1J;S;;iction FrTSa:eJAhi & s;{t:igéendingll momee ey
choose Best Fit from the drop-down menu. Alternately, T ron rarr.. T
you could choose Best Fit (all columns) to resize all 13008 FISH, STEPH..
columns. To expand or contract one column at a time, 13008 FISHER, KIM.. = Group By This Feld

left click and drag the lines dividing the columns

c. Move columns. A column appearing beyond the right
margin of the computer screen can be moved within
view by left clicking on the column title, holding the
mouse button down, and “dragging” the column title to
the left. Letting go of the mouse button will “drop” the
column into a new position.

E Group By Box

_ﬂ Runtime Colurmn Custamization

J

#-+ Best Fit

€. Clear Filker

Besl alumns )
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Remove unnecessary columns or add needed columns. If there are

columns you do not wish to see on the results grid, you can remove them

by right-clicking on the grey title bar and choosing Runtime Column

Customization from the drop-down menu. This will bring up the
Customization box in the lower right hand corner. The Customization
box contains available column field headings that could be displayed in

the data grid. Remove columns from the results grid by clicking and

dragging them into the box. Add columns to the results grid by dragging
them from the Customization box and dropping them onto the grid
results. Close the customization box by clicking on the “X” in the upper

right-hand corner.

group by that column aroup by that column
|| Jurisdiction .E A« || Date Of Bith = | Name: || Dats OFBith = || Place Of Bir.
» 13008 FISH, JAMES J 8/13/1348 ¥ [FISH. JAMES J 541311948
13008 SH, PATRICIA & 7/9/1954 FISH, PATRICIA & 7/9/1954
13008 FIM STEPHEN F 1/16/1950 FISH, STEPHEN F 1/16/1950
13008 JunsdieinpER TIMBERIA ammil FISHER. KIMBERLY & - =
Custor X Custor
RecordlD - RecordID -
Contact_Conta.. Contact Conta..
NamePrefixCode Jurisdiction D>
Namel ast MamePrefixCode
NameFirst MNameLast
NameMiddle MameFirst
NameSuffisCode LI MameMiddle LI
Advanced Organization: For further suggestions and instructions for
organizing and exporting of results to files or to print, see the Reports
section.
3. Open a voter Fie Edl View Tois Window Heb
record to display |6 |[B e shoncues | 3§ quektasis - || | | 21| ][ ' | astve Aaisicions [ 10N OF BL0OMING GR. -] “ o || -
. . Meru | Gerwsal | Disticts | Other | Elections |
more information on %%ﬂswﬁm - S T — Psapie Inchided in lhe Sesich |
H E Voler r = - . n i ali i
a single record. e & e e E Fodad PoatsOn |
. senics Appications Wiber Riag Mum Diale of Bath Soe Ses Mum Shatus: | Prapeity Dwrees Dnls
a. Toview more i W Ebotons | | seachop
} & 1 | ar plions
information for 5 E:mmmﬁkgfimw House Ha: Sireet Hame: Cilye Shater 2P Code: _:g'nu:nﬂtamsa.erd:m
a particular B o | = = | H Bl | O wcute pendrgvtséope
[ £ Addressing and Disicts
voter record @ Tisiveg Recoids Rstumad: & In [TOwN OF ELOOMING GF =| [ Count Oy D
than what is S
' Pelisons
i E é Reports .
avallable On the ;: é I‘c;d;:,a:him; Juiisdicion = || Name ~ || Place OF B, = || Farty = ||Gen.. = || Shouz ~ || Stotuz Fiess.. = || Addsess
results grld, & [fﬂn:mmmm 0 T Hol Appiicable ctive Fegister=d 4112 HILWA
i FISH, PATRICIA & Ective Fiegister=d 4235 COUNT"
SeIeCt the VOter (13008 IFISH_STEFHENF Echve R::;Lmed 4235 COUNT
i - ANIETT |FISHER, KIMBERLY A active Fiegislerad 503 H FAIR O
record in the i
results grid by (T=303
double- & AdNewon
. . T Add Fropery Dwnal
(_:Ilcklng on the S -
line for tha_t _ g Deievas
record. This will ] Send Maings
open the Voter A Prosess As An Abssnlen
Update screen. (3 Moot
i ¥
Smarl Butions 4 Recadls] etumad A
@ New Quick Tasks appear in the lower left pane when a record is selected.
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b. The General tab information is displayed, including voter name and
address, voter registration number, date of birth, identification
information, district combination number, registration date and status,
and the date of any recent activity for the record.
FEvoter - Update - FISH, JAMES M=l E3
md Close | Saveand Hew x Clase J J Quick Tasks |4=> Voter Initiated J Set Defaults  Use Defaults v|J L7} '|
General | Dtler I Actlwt_l,ll Dlstrlctsl Wating Actlwtyl Registration Hlstoryl Documentsl
| FISHAMES J Woter Reg Mum: 0409 Owner: TOwM OF ELO
Address oter Status
Home &dd 4112 MILWALUKEE ST Status-Reason: Active - Registered v | |4/19/2006 -
ome Address T 13008-001-1 | ctive - Registere J | J
Status Comment: |
D “Woter Activity
Mailing Addre .. D ate Registered: 123041899 j Last Date Chngd: j
D ate LastYaoted:
Other
[[] Pall'warker Interest [7] Federal*ater
Identification
Diate of Bith 14141974 j Agsistance Req. | Districts
Dttt Lfemiee DistictCombo: 120080011 | Ward: 1
Soc Sec Mum: Meither j X
Signature
Language: j Pratection Scheme: | Confidential D #
Contact Information Expire Date Prat. Ord. Exp. Dt
Phane: More Contact Infa | Change Reason: | j
Maotices
j') “oter identity is not confirmed.
c. Additional tabs: —
. _Eﬂ Save and Close =] Save and Mew x Close v|J 3 Quick Tasks |4=> Voker Initiated v|J Set Defaults  Use Defaults v|J L] v|
I) The Other tab éral Other |ACIQJ| Dlstnctsl Waling Actlwtyl Registration Hlstoryl Documents'
WI" InCIUde Activity |dentity Check
!mportar!t Last Admin | LastVoter Activ: ~| IDChk Date + | 1D Chk. Methad ﬂ
|nf0rmat|0n é;;ch I ame: 1D Check Result ﬂ
from the HAVA o
hecks W|th the Application Info Alternate Mames
Cc ' : .
Department of Prior Reg. Juris: Prior'/oter Num.: | |Altemate Ma.. ﬂ| Prefiz ﬂ| First Mame ﬂ| Middle Name
. App Source: App. Date: - *l | |
Corrections, US Ciizer: 18 YRS? ? =
Department of g M - [Editvale.. 7|
. Custarn Fiel
Transportation e
and taof of Fies/ID Chk. [[Edit/alue is ruil N ol
Department Of Account Mumber |
Health and Required Editvabeisrul] =]
Family Services
(Division of Cimments ~
. o Last Chang.. = || Comment
Vital Statistics). - i
1/8/2007 -6- Search for Voter Information
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i) The Activity tab shows ™ voter - Update - FISH, JAMES
any aCtiVity that occurs in J Save anwe anid Mew x Close v|J 3 Quick Tasks | = B voter Initiated '|J St Defal
SVRS for a VO-te.r record. Generall DWMSI ‘oting Activit}ll Registration Histor}'l Documentsl
Select the Activity Type
from the drop-down
menu, and click on the = B and [11/10/2008 =] C s D

v EE

Search button. El

(Select Activity) |

Search

Abzentee Ballot
Candidate Filings

Election Work Assignment
I ailings
Petition Signatures
Yote Recorded
Woter Change
Woter Merged
x| Y
III) Under Districts you will @ voter - Update - FISH, JAMES
ﬂnd the Voter!s dlstrlct J Save and Close va x Close v|J 3 Quick Tasks |¢=:> [E._Z ‘oter Initiated ‘“ Set Defaults  Use Defaults v“ (7]
|nf0rmat|0n, |nC|ud|ng Ganarall Other I Actﬁ'tt Districts |Va1g Actwityl Registration Hisloryl Documentsl
district Combination and Election Infarmation —————
normal polling place. Also Distict Comba:  [q3ppg.om-1  Nemal Poling Place Location: PUBLICLIBRARY (3115 THURBERAVE , MADISON, Wi)
included is information on 2006 FALL GENERALELECTION [N HaLL Ballot Style: [eLuE-130f

Alternate Palling Place Infarmation

the school district to
which they belong, county
supervisory district, Disticts
sanitary district, etc. Any
office holders are also

Jurizdiction:

H
[

Alternate Palling Place Location:

ta group by that column

listed if that information is Sl Eosbeam  [Effles) | 0ve;
. Town of Blooming Grove - Municipality
recorded n SVRS . noressional District Congressional - District 2 State 13008
State Senate District 16 State Senate - District 16 State 13008
Assembly District 48 Assembly - District 48 State 13008
Court of &ppeals District 4 Court af &ppeals - District 4 |State 13008
b ulti-Jurizdictional Judge... |02 b ulti-Jurigdictional Judge.. |County 13008
County 13 Drane County County 13008
County Supervizory District |6 County Supervigory - Distr... |County 13008
WA i —iber o Tmavin o Blemmivns (2 Wi —lites T anng
Office Holdzrs

aroup by that column

Offic:e: Holder . ﬂl Office Description
IV) The \/.Otlng J ?_Cei Save and Close _J Save a@gw_&ﬂ&e‘ Y|J j Quick Tasks | - l%ﬁ ‘oter Initiated Y|J Set Defaults  Use Defaults Y|J o Y|
ACt|V|ty tab Generall Other I Activit_n,ll Distwgshation Histor}ll Documentsl
lists the
elections in
WhICh the graup by that column
VOte.r . ElecDate ¥ + || Elec Tupe = ||ElecDesc  + || Method _+ || Reazon v ||Location  ~||Fecorded  + || ElectionlD  +|
participated. Y: SEFFG 2006 P4 4t Palls AMERICAN Fé.. 06 = | = enmin
Some 4/4/2008 SPRE 2006 SPRING.. |AtPalls AMERICAN FA.. |4/19/2008 70000053
] e 11/2/2004 GEM 11/2/2004 ELE... 331157

m'unICIpaIItleS 941472004 PRI 9/14/2004 ELE... 331156
will have 21772004 SPRP 21772004 ELE.. 331154
many years 4/1/2003 SPRE 4/1/2003 ELEC.. 331152
Of voter 11/5/2002 GEM 11/5/2002 ELE... 331150

. . 3/10/2002 PRI 9/10/2002 ELE... 331143
history if it 4/3/2001 SPRE 4/3/2001 ELEC.. 331144
was uploaded 11/7/2000 GEN 11/7/2000 ELE... 33142
in the initial 4/6/1393 SPRE 4/6/1933 ELEC.. 331133

conversion process. Other municipalities will have voter history
beginning with the use of SVRS.

1/8/2007 -7- Search for Voter Information
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v) The Registration —EE-
=TEY

History tab
shows an entry
for each change
in the voter regis-

ave and Close _'Ei Save and Mew x Close J j Quick Tasks | = & vater Initiated J Set Defaults  Use Defaults 'H (7] _|

GEneraI' Other | Act\wtyl Dlstnctsl ‘Woting Activity  Fegistration History I Documents|

Results

= Il

tration of the M : _ i
Voter record If tatus Code || Address v || Party (v || DistCombo = || Status Feas.. = || Status [
i o E & MMIE M. Mot Applicable 25008-001-2 Registerad

you select an e
entry from the
data grid, &
additional |
information is n
displayed in the i
lower details box. I

< i

E Details

vi) The Documents [

tab will not be P || Fisdame
H WNIE 3 ffective Date 7/19/2006 1:24:40 FM
Used n Site Null 25008 Juriz
Wisconsin. el | [Voter Status Nl ACTH Vtat
e Residential Address Null 3422 BONNIE MAE BLYD DOD.. |Addre
Party Mul M, Party
34 DistComba Null 25008-001-2 DistC
ted Status Change Reason Mul BREG ChangeReason
Woter nitiated 7 wul Falze Voterlnitiated j

1/8/2007 -8- Search for Voter Information
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Correct Typographical Errors or Add Missing Voter Information

Ij Clerks may need to correct typographical or administrative errors. Clerks may have collected missing
voter information such as Date of Birth or Driver's License number.

@ This process is not used for entering information from an EB-131. For updating a voter’s record from an

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

File Edit View Tools Window Help
2. Search for and open a voter record using the search panel. See the previous | & ,||[Bs mers Shorteuss |15 o
Search for Voter Information section for details. x

-t Welcome to AESH

Water Application:
<] Absentee Applications
Elections

@ ElectionWorkers
g Foliing Place Locations
-4 Caontacts
----- L8 Payment
[EI--EE Addreszing and Districts
I Training
-] Calendar

S Dalitio

3. Enter the correct information or add the missing information.

a. Fields that may be
updated are: Name ™ voter - Update - FISH, JAMES _ ol x|
Addl’eSS Date O.I: B’Il’th J ;ﬁ SaveandClose = Save and Mew x Close J j Quick Tasks |<=> & voter Initiated J Set Defaults  Use Defaults _H (%) '|

. y . General IDthEI I Activity' Disllicls' “ating Actiwty' Registration Hislory' Documantsl
Driver’s License

. . : Woter RegNum: | ponnn4n4ng Duner: TOwH OF BLO
number, Social Security | ;&= T |
ress “Water Status
Number, Tel ep hone Home Addiess | [FT72 MILWALREE 5T sonanty | SEusFReasn ok Registered ;I \9i0/2005 |
number, Status Reason, [MADISON. W1 53714 Status Comment — |
and Status Comment. @ Veleractiiy
Maling Addre.. DateRegistersd: [ 1918 |+ LestDaleChnad: 3100005 |
Date Last Woted
b. Click on Save and Close Other
button to save the [ Poll worker Interest [ Federal Vioter
changes to the voter Idsriication
record . Date of Bith 1/1/1974) - I Assistance Req ﬂ Districts
Driver's License: District Combo 13008-0011 ard: w1
Soc Sec Mum; Neither j S
If a voter has a name Language: ﬁ Protection Scheme: j Confidential ID #
Change‘ Oor moves to anew Contact Information Expire Date Prot. Oid. Exp. DL
address, a new EB-131 . — I Charge Fessan: | =]
should be filled out and el

processed. See the Voter
Application section.

j’l Woter identity is not confimed. ‘

1/8/2007 -9- Correct or Add Information
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Change Voter Status to Inactive or Cancelled

@ For various reasons, a clerk may need to change the status of a voter. A few common reasons are:

o Before each election, clerks will be sent an updated list of felons who are not yet eligible to vote.
The records associated with these names should be changed to a status of Inactive to prevent the
voters’ names from appearing on the poll book.

e To cancel the record of a deceased voter, clerks will need to change the Voter Status by selecting
the Cancelled — Deceased option that best explains how it was learned that the voter is deceased.
Cancelled voter records do not show up on the poll books.

e To record voter participation after an election, a clerk may have had to process an incomplete voter
application. After processing the application and recording the voter registration number on the
Election Day Registration form, the clerk needs to make the voter Inactive-Incomplete EDR until
such time that the voter has been contacted and has provided the necessary information.

and mark it for destruction in four years. Providers need to communicate Death Record Matches to their
Reliers, who retain the original EB-131s. In addition, check to see if any cancelled records have an
Absentee Application associated with them. If so, the Absentee Application must be cancelled as well.

@ After cancelling a deceased voter's SVRS record, you should pull the associated EB-131 from the files

Records are also assigned Inactive status when a voter verification postcard is returned as undeliverable,
or when there is a 4 Year Maintenance purge of records. In addition, check to see if any inactive voter
records have an Absentee Application associated with them. If so, the Absentee Application should be
cancelled as well. See the Absentee section for more information.

1. Click on the Voter node from the Main menu. e s
J fat = ”% Menu  Shortcuts | = o)

2. Search for and open a voter record using the search panel. See the previous Search | .z wekomswags *
for Voter Information section for details '

) ‘ater Applications
-] Absentee Applications
[]--\Q Elections

g Election Workers
g Palling Place Locations

r‘v% Payment N
3. Change Voter Status. D% Tairg
. [ Calend.
a. Locate Voter Status section of voter record (on the General tab). AT
b. Use the drop—down [ voter - Update - FISH, GOLDIE [_ O[]
menu in the Statu S — |5 save andclose (= Save and new X Close |J j Quick Tasks | 4 & vorer Initiated - |J Set Defaults  Use Defauls |J L] v|
1 eneral | Other | Activity | Districts | Yoting Activity | Registration Historw | Documents
Reason field for | other | activy | Distits | I | I
options. Expand the Name [FisH GOLDIE VoterRegum  [q7oppzzan | Owner TOWN OF BLO
menu by clicking and ~ fdess (/W\
dragging the bottom Home Address i%gégﬂ“\m%uﬁg 4B 1000022 T Heason, | [oeses
r|ght corner. : Status Comment: . = . |_
. D Voter Activity ic:we - glw\-F:lgh:js Restored Maotification L
Clive - Regisiens
C. SEIeCt Status Wlth e Date Registered: | Active - Suspended (4 Years Notics] _j
the appropna’[e Active - Under 18 -
Cancelled - Administrative Action
reason. it Cancelled - Confimed Fegistered Out of State
| Cancelled - Deceased - Death Record Match [

[ Poll'worker Inter Canceled - Decessed - Letter of Testament

e d - Dhituary
4_ Save an d CI ose the voter Identific:ation Cancelled - Incompetent W = B.03(1)(z]
. . Cancelled - Voter Reguest
reco rd . LSS 17171300 j Assistance Fieq j Diistricts Inactive - 4 Year Maintenance | -
Driver's License: Distict Combo Inactive - Felon - Matification |

Inactive - Felony Fecord b atch

Soc Sec Num: Neither j Sgreie Inactive - Mailing Undeliverable

Language: j Pratection Scheme: Inactive - Motice From Clerk,

E A
Contact Information Expire Date Frot Urd, EXp. U1 | —
Phora: | E— v n | Charoal | 1

1/8/2007 -10- Change Voter Status
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Make a Voter Confidential

Ij Marking a voter record confidential will prevent that voter’s information from appearing on poll lists,
walking lists, and the VPA website. Confidential electors are included in the Poll Book on a separate
page, and are identifiable by the Confidential ID # assigned by the clerk.

To get confidential status, a voter must provide the clerk a copy of a valid protective order, an affidavit

@ signed by a sheriff or chief of police, or a statement signed by the operator of residential shelter. After the
voter has presented this proof, the clerk should issue an EB-148 (confidential elector identification card),
and assign a confidential elector number. Only clerks may assign a voter confidential status.

1. Click on the Voter node from the Main menu.
2. Search for and open a voter record using the search panel. See the previous Search
for Voter Information section for details
3. Click the Voter Initiated button.
@ Changes to the record normally
are logged as administrative changes
unless this button is selected.

4. Maketherecord [ — T M= s = e e e
. . F® voter - Update - FISH, PATRICIA
Confidential. J Save and Close | Gave and e 9 Class _ J 2 QuickTasks | 4 & voter Inktiated _|J Set Defadlts  Use Defaults 'H ) _|

a. Locate the S]g n atu re General IDther I Acllvltyl Dlstnctsl Woling Achvltyl Registration Hlstnryl Dn:umenlsl
area in the lower right- Mame: | FISH PATRICIA & Voter Reghum: | 40410 Ouner TOWN OF BLO
hand corner of the data fddess elerStatus
entry form.  Home Address | SO T zt::z:::::m IAclive - Fiegistered > lanae -
b. Choose Confidential g Vet Acity
VOter from the Maiing Addre... Drate Registered: ,W Last Date Chngd: ’ﬁ
Protection Scheme Daolssvoed
drop down menu. Oter
c Enter the COI’]fIdentIBJ [ ] Poll'Warker Interest || Federalater

|deritification

ID #, which consists of
the Active Jurisdiction’s | “2®%  [nsm ] Asseweiiea e

Driver's License: ,7 et 5

H I NDI number al’ld a S . Di ambo: 13008-003-1 wiard: ‘3
Sequentlal number Language: g‘rgn:::;[:n Scheme: Confidential ID #
tracked by the = ficertial Voter v | 13008-01
h A Sl - Contact Infarmatian Expire Date 471242008 Prat. Ord. Exp. Dt
jurisdiction itself (e.qg. Phane: r T Crange Resson: | |
13008-1). M.

d. Enter the EXpI I’atl on j# Woter identity is not confirmed.

date, regardless of the
type of documentation,
in the Expire Date
field.

By entering the date in the Expire Date field, the date will appear in a mailing the clerk is
required to send notifiying the voter that the confidential status will be ending.

e. The Change Reason field is only used when the status expires early.

5. Save and Close the voter record.

1/8/2007 -11- Make Voter Confidential
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Validate Voter Address

Ij Only voters with validated addresses will appear on poll lists. If an address will not validate, it means that
no address range in your municipality includes the address as it is listed in the voter record. If an address
won't validate, please see the Addressing and Districts section of this manual to fix it. Use the “Voters
with No District Combination” report to identify voters with invalid addresses.

SVRS requires a voter’s address to be validated because a voter’s address ties him or her to a particular
district combination, which then determines which ballot will be given to the voter on election day.

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

2. Search for and open a voter record using the search panel. See the previous Search
for Voter Information section for details. If the record has a red “do not enter” icon, it
is not validated, and needs to be fixed in order to show up on a poll book.

3. Validate voter address.
a. Place cursor in the text area found next to the Home Address button.
The address field will parse out into house number, street name, etc.

b. Highlight the
house number. M voter - Update - FISH, GOLDIE [_ (O] x|

Press and hold e -
General | Other | Activity | Districts | “oting Activity | Registration History | Documents

down the CTRL

key while Name: [FISH.GOLDIE VoterRegMum:  [grgoogzzan | Dwner TOWN OF BLO

C”cking on the Address —_— Yoter Status

“X" key on the H [Hat || counTy ROAD 4B = Beason [ aciive - Registered | [10v25s2008 ~|

keyboard to [MaDISON =[w ][ssm1e -

ress | |

copy and cut [ &ddress Line 2 JJunic =][urit Mumber
the number. Maiing Addre... Date Regitered:  [10/25/2006 | LastDale Chnodt [10/25:2006 |
Tab throug h the Date Last Woted:
address field Other
u nt|| the cursor [] Poll'worker Interest [] Federalater
has passed the Identification
red “do not [ ate of Birth 14141900 ﬂ Assistance Req. ﬂ Districts
enter" Slgn . Driver's License: Digtrict Comba: 1 Precinct:
Soc Sec Munm: Meither j e
Language: j Protection Scheme: j Confidential [0 #
Contact Information Expire Date Prot. Ord. Exp. Dt.
Phone: More Contact Info | Change Reason: | ﬂ
Motices

j') Woter identity iz not confirmed.

1/8/2007 -12- Validate Address
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An Address Range

Matches Search
screen will appear.

Address Range Matches Search

Street Mame:

=lof x|

Type: Post Dir: Uit Type: Unit Mumber:

Click in the House
No. field. While

| [counTy ROAD 2B

City:

State:

ZIP Code:

Bl E[ B[ =

holding down the
CTRL key, click the
“V” key on the

keyboard to paste
the house number

j wigoonzin j | j
Search Clear |
group by that column
|| Street >||Stre.. =Dk =]| Unit

into the field. a0 COUNTY ROAD 48
hi 1W0E  |4223-4343 COUNTY ROAD AB MAD

Compare this 0B R 4 COUNTY ROAD AB MED
address with the 10/0 3509 - 3809 COUNTY ROAD AB MAD
WE  |[hz-a1z COUNTY ROAD AB MAD

address ranges on 100 [73-4179 COUNTY ROAD 4B MAD
the Matches Search 0o |17 -3227 COUNTY ROAD AE MCF
data grid. If the 000|228 327 COUNTY ROAD AB MCF

address falls within
one of the ranges

(remember to check
Odd/ Even/ Both), select this range by double clicking on it.

This will return

you to the J Save and Close =] Save and Hew x Close _‘

[®voter - update - FISH, GOLDIE

J j Cuick Tasks |G=> B-_,(J' Voter Initiated _H Sek Defaulks  Use

General tab of

General |Dther I .-’-‘«c:livityl Districlsl Wating Activityl Reqiztration Histor}ll Documentsl

the voter record,

tame:
Address

and the address |FISH,GDLDIE

Woter Beg Num:

0700003230 Ouner:

Woter Status

should validate,

changing the red
icon to a green
box with white

3666 COUNTY ROAD AB
MADISOM, W 53718

Home Address

Statuz-Reason:

13003-003-2

|.&c:tive - Registered

checkmark.
Save and Close Telie i
the Voter

Update screen.

10/25/2006 = | LestDat

Date La:

If no options or only incorrect options appear in the Address Range

Matches Search results grid, check to see that the address

was

entered correctly into the search panel. If it was entered correctly, and
no match appears, close the Address Range Matches Search
screen and close the voter record without saving. Carefully check the
address range under the Addressing and Districts node for this
street to see if this house number fits in the range. The Address
Range may need to be fixed, or the address may be incorrect. See the

Modify an Address Range section for more instructions.

Hint: Pay close attention to Zip Codes and City names, which are the most

common reasons for no options or only incorrect options.

Iy

1/8/2007

-13-

Validate Address



| statewide

y Maintaining Voter Records

volker registration
system

[

Edit the Proof of Residence Field after an Election

Ij Voters who registered by mail, and did not attach the required proof of residence, should have their Voter
record marked ID Required when their application is entered into SVRS. This will mark the poll book with

an ID Required watermark to the left of the voters’ names. The watermark alerts the poll worker to
require proof of residence before giving the voter a ballot on election day. Poll workers should record the
type and account number of the proof shown. After an election, clerks should review the poll book. Where
the voters have provided the Proof of Residence, the ID Required field must be cleared in SVRS, and the
Proof of Residence information entered into each voter record. Voter records that are edited in this way
will no longer have the ID Required watermark in future pollbooks.

Note: The ONLY time the ID Required field should be marked Yes in Voter Application is for first-time
Wisconsin voters who register by mail, but do not attach any proof of residence/ID. See Add New Voter
Application in the Voter Application section for more details.

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

[==T=ITHE Tk ¥ 1 il
J _EJ‘SyF_and.ﬂgae _J Save and Mew x Close "H 3 Cuick Tasks |¢-:’> L/

. Gergral  Other tivity | Districts | Yoting Activity | Redistration History | Documents
2. Search for and open a voter record using the U ! ! | ! _ |
search panel. See the previous Search for Voter Activity Identity C
Information section for details. Last Adrin | Lastoter Activ ~| IDChk.I
Batch Mame:
Application |nfo Alternate

Frior Req. Juris.: Prior Vater Mum.: | Alkerr
App Source: App. Date: ﬂ *
15 Citizen: j 18 vR57 [E ditt/alue... j

3. Select the Other tab. Select the type of proof from Custom Fields
?h(Tddrop down button on the Proof of Res/ID Chk Pioof of Res/D Chic [Ecit/alue s nul] =l =
lelq. I

Account Humber |

D Required Airplane Pilot: Licensze
Bank Staterment
Corroborating withess

Comments ———————————— Fee Card for Higher Education Facility —

Last Chang.. = || com| Govemment Check

5 = Bl J = Library Card
Other Document -
Paycheck
Residential Lease
Studert ID Card
Tax Bill

1 tility Eill
| Dirivers Licenze or 1D Card
x| %

4. Enter the Account Number in the Account Number Froof of Res/ID Chi. |[Eu:|iNaIue iz ] -
field. Select No or blank in ID Required field.
Account Mumber |
ID Frequired Yes |

If the driver’s license was provided as proof of |
residence, enter the license number on the General

tab in the DL field. Then there is no need to enter the Comments _£ I
number on the Other tab. Be sure to change the ID Last Charg.. =

Required to No or blank on the Other tab. " |

5. Save and Close the Voter's record.

1/8/2007 -14- Edit Proof of Residence
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Merge Duplicate Voter Records

o

If you find there are two or more records for one voter, you will want to merge those records into a single
“master record.” The master record should be the one with the most current and complete registration

information. A master record must always be located in your jurisdiction. You cannot merge a voter if the
master record is in a different jurisdiction.

@

HAVA requires that we maintain one and only one record for each voter registered in Wisconsin. Due to
multiple voter records in the source data at the beginning of SVRS, a voter may have duplicate records

that need merging into a single record. If the duplicate record is from another municipality, do not merge
the records until checking with the clerk of the other municipality. The ‘gaining’ clerk will merge the
records into one voter record, and the ‘losing’ clerk will pull the paper EB-131 and mark it Inactive.

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

2. Although duplicate voters can be noticed within SVRS, the duplicates are
often spotted by poll workers during an election. If duplicate records are
suspected, use the Search button to locate them. See the Search for Voter

Information section for more details

3. Merge Voter Records.

a. If two duplicates are
found, highlight the first
by single clicking on it.
Highlight the second by
holding down the CTRL
key while clicking on the
additional record. Only 2
records can be merged at
atime.

b. Click on the Merge
Voters Quick Task in the
bottom left Quick Task
panel.

i T
ﬁ Adminigtration

I amne:

A ||[Plac.. = || Party

HARTMAN, MICHAEL Mot Applicable

HARTHAN, MICHAEL & Mot Applicable

HARTHAN, MICHAEL & Mot Applicable

HARTHAN, MICHAEL & Mot Applicable

HARTHAN, MICHAEL D Mot Applicable

Quick Tasks HARTMEN, MICHAEL G Mot Applicable
D AddNewVoter HARTMAN, MICHAEL G Mot Applicable
HARTMAN, MICHAEL J Mot Applicable

B Add Property Dwner b HAFTMAN, MICHAEL J Mot Applicable
R Add FederalVoter HARTMAN, MICHAEL J Mot Applicable
HARTMAN. MICHAEL J Mot Applicable

B, Delete Vater HARTHMAN, MICHAEL J Mot Applicable
[y Sendaiings HARTMAN. MICHAEL J Not Applicable
HARTMAN. MICHAEL J Mot Applicable

@ Progess As fin Absentee HARTMAN, MICHAEL JOHN Mot Applicable
- HARTMAN, MICHAEL JOHN Mot Applicable
Helas et HARTMAN, MICHAEL L Mot Applicable
HARTMAN, MICHAEL L Mot Applicabls

Quick Tasks - ,H P 2[5 |88 sy | Active uisdiction: [TOWN OF BLOOMING GR.. ~| _|| @

@ If the dup!lcat.e voter ﬂ lieneral | Distlictsl Other I Electionsl

record exists in

another municipality, Last Mame: First Name: Middle Mame: Suffis:

you will need to HARTMAN [ MaRY] | E

search statewide. Woter Beg Num: Drate of Birth Soc Sec Hum; Statuz

Use the drop-down

menu on the search | | | |~

panel that has “In” House Ne: Street Name: City: State: ZIP Code:

and the name of | | - | - | - | -]

your municipality,

and change it to

“State of Wisconsin”. Records Fetuned: 141 [ Count Only Search Clear

1/8/2007
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c. Anew Merge
Voters panel will
replace the main
Menu area and
Quick Task panel
on the left.
Determine which
record will be the
master record.
The merged
record will include
voting history from
both records, if
present.

More information is

Q

- wenu  Sherteuks | 5 quickesks ~ || 7| [ 2] | 4 o ||y | actve ounsdiction: [T OF BLOOMING GR. | .H Gl -
x| General | Disticts | Other | Elections|
] - o Last Name: First Mame: Middle Mame: Siuftix:
Select Master |F‘SH ‘ & | j
Water Reg Mum: Date of Bith Soc Sec Num: Sty
MasteFiecord | Name | DateDiBith | 7]
i House Nao: Street Name: Clity: State: 2l
d | \ H | H | H [
Voter Details
Records Retumed: 2 n | TOWM OF BLOOMING GR = L Count Oy Search
FieldMame = | FieldData  ~|
3
L act Name FIsH here to group by that column
Middie Name Jurisdiction Hame - || Dale O Bith  ~ || Place Of Bir. ~ || Party
Date of Bith 12121945120, [ 13008 FISH, GOLDIE 14141900 Hot Applicable
Saocial Security M. Mot Applicable
Reqistration Date  |4/4/1994 12:00:0..
Water Registratio... (0700188010

Last Date Chang..

Gender

Driver's Licenss

w1 111111111 .

Owner

Address

3666 COUNTY..

Merge Waters

displayed by clicking and dragging to the right the

grey bar separating Merge Voters from the search panel.

d. Select the Master Record using the radio button to the left of that
record. Information for that record will be displayed in the boxes below.

e. Click the Merge Voters button.

f. A warning message will
appear, “The selected

records will be

merged... Do you wish

to continue?”
Yes.

Click

&

The selected records will be merged into a single master record that contains history From both voters, Do you wish
to continue with the merge?

g. A confirmation message will appear, “The selected
voters were successfully merged.” Click OK.

h. To return to the main menu area, select the Menu
button in the tool bar at the top of your screen. The

main menu area and Quick Task panel will

reappear.

Fil=  Edit VM

1 Show the main menu ree

Select Master

<

Voter Details

MasterR ecord Marne D ateDfBirth
Q FISH. GOLDIE 14141300
I (O] FISH, GOLDIE

1/8/2007
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Unmerge Voter Records

o

If, after merging two voter records, it is determined that the records were not the same person, you can
Unmerge the two combined records.

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

2. Search for and open the merged voter record using the search panel. See the previous
Search for Voter Information section for details to search for the merged voter record.

3. Open the record by double-clicking on it.

yoter - Update - ANDERSON, BRIAN

4. Click on the J Save and Closg ,..] Save and Hew x Close 'H E Quick Tasks | = I%._,{7 Water Initiated 'H Set Defaulks st

Activity tab. —
Generall Eltfer Activity |Di9ricts| Woting .&ctivityl Registration Histnl_l,ll Documentsl
Lo Search
5. Under Activity
Type, select Between: j and | 8/1/2006 j @
Voter Merged Activity Type: Woter Merged ﬂ

from the drop

down box [Select Activity] [+]

Candidate Filingz

Election Work Aszzignment
Mailings

Petition Signatures

Yote Recorded

6. Click Search.

T voter - Update - ANDERSON, BRIAN
Save and Close ,._J Save and Mew x Close

% Voter Intiated

J Set Defaults  Use Defaulks ‘|J /]

J 3 Quick Tasks . .

General | Other  Achivity | Districts I “Woting Activity I WUments I Quick Tazks
3 " Quick Tasks
earc|
7. The date and Bt ’ﬁ ; J B DeleteVater
H 2 - and | 8,/1/2008 -
detaI|S fOI’ the _1 Send Mailings

Voter Merged
appear in the
data grid. Click
on the Quick
Tasks and a list
appears on the
right. Click on the
Unmerge
Voters. Quick
Task.

Activity Tpe:

| “oter Merged

El

_1 Unmerge Voters:

ta group by that column

= || Created By
clerk 03

Detail:

Iaster Contact Name
ANDERSOM, ERIAN D

ﬂ Merged Contact Mame

|| Date Merged -]

IE:

1/8/2007
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8. A new screen appears.
Click Yes to Unmerge
the voter records.

This unmerge ackivity will resulk in bwa separate vaker recards, Da wou wish ko continue bo unmerge this voker record?

Yes Mo |

H voter - Update - ANDERSON, BRIAN
J Save and Clase =] Save and Hew x Close *H 3 Quick Tasks |<3=:> 5 vater Initiaked *H Set Defaulks  Use Defaults *H [ ] v‘

9. The Voter- —
General | Other  Activity | Districts | Yoting Activity | Registration History | Documents

Update | | s | ! | |

screen will s

refresh with Between: - and |8/1/2006 | Search

only the Activity Type: |V0te, Merged |

original

master

record o group by that column

information

- ~ || Created B

visible. - .::|:| -
10. Click Save

and Close.

Details
M aster Contact Mame ﬂ| terged Contact Mame ﬂl D ate Merged jl
@ If the unmerged voter is from another jurisdiction, the record will
return to that jurisdiction. Contact the clerk from the other jurisdiction,
since the paper copy of the EB-131 needs to be removed from the destruction file.

1/8/2007 -18- Unmerge Voters
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Check Voter Transfers

9

The SVRS list of registered voters will continually change as voters move in and out of your jurisdiction.
Regularly noting voter transfers can prevent confusion at a later date, especially with absentee voters.

After a voter moves out of your jurisdiction and registers elsewhere, you should pull the EB-131 and
place it in the destruction file. Mark the date of destruction (4 years) on the top of the EB-131.

=

Expand the plus sign to the left of the Voter node in the Main menu

2. Expand the plus sign to the left of the Voter Transfers subnode.

3. Click on the Moved Out subnode to display a list of voters who have recently moved from

your
jurisdiction.

Note the
names of the
voters who
have moved
out of your
jurisdiction.
Cancel any
absentee
applications
and/or
absentee
ballots that
exist for
these voters.
Mark the EB-
131 for

File Edit W¥iew Tools Window Help

‘ {at 5 “% Menu  Shortcuts | 2] Quick Tasks » _

2Id

2| =4 1 |[84 » | Active urisdiction: | TOWN OF BLOOMING GR.. v .H (7}

(o
= Woter Match
Yoter Applications

-] Absentee Applications
‘Q Elections

- i@ Election Workers

Q‘ Polling Place Locations
o Contacts

L Payment

-+ Addressing and Districts
! EH| Dictricts

B Office Type

‘it Address Ranges
@ Calendar

Transfer Statuz = || Transter Status Reaso.. = || From Junsdi. = || To Jutsdich. = | Transfer Ap.. = || Ap
b Spproved Transfer &pproved TOwWM OF BLO.. |VILLAGE OF MC.. [10/25/2008
Approved Transfer Approved TOwM OF BLO.. |CITY OF MADIS.. [10/23/2008
Approved Transfer Approved TOwWH OF BLO.. |CITY OF MILwWA.. [10/3/2008
Approved Transfer Approved TOwH OF BLO.. |CITY OF MADIS.. [10/27/2006
Approved Transfer &pproved TOWM OF BLO.. |CITY OF MADIS.. [10/27/2006
Approved Transfer &pproved TOwWM OF BLD.. [VILL&GE OF BER.. [10/4/2006
Approved Transfer Approved TOwM OF BLO.. [WILL&GE OF OR.. [10/19/2006
Approved Transfer pproved TOwM OF ELO.. |TOWN OF COT.. [101942006
Approved Transfer dpproved TOWwM OF BLO.. [CITY OF MADIS.. [10/9/2006
Approved Tranzfer pproved TOWwM OF BLO.. [WILLAGE OF CO.. [10/19/2006
Approved Transfer dpproved TOWwM OF BLO.. [VILLAGE OF CO.. (1041942008
Approved Transter Approved TOWwM OF BLO.. |CITY OF MADIS.. [10/23/2006
Approved Transfer Approved TOWwM OF BLO.. |CITY OF MADIS.. [10/22/2006

destruction in four year’s time.

5. An alternate method for identifying voters who have transferred to another jurisdiction is to
click on the words Voter Transfers. A search panel will appear. Recommended search
criteria are Dates (enter a beginning and ending range) and From Jurisdiction (choose
your jurisdiction). This can be printed or exported. See the Reports section for information
about working with a data grid.

@

Jurisdiction.

The Moved Out sub-node displays the last 30 days of activity. To see activity prior to 30 days, use
the Search panel to select the dates — and don't forget to enter your jurisdiction as the From

1/8/2007
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