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Voter Application

The Voter Application mode is used to register a new voter or process a name or address change for an existing
voter. You will want to use the Voter Application node every time you are working with a new GAB-131 form. As
you enter each registration, SVRS prevents duplicate records by checking to see if the voter is already registered
in SVRS, either in your municipality or in another municipality. The system also checks to see whether the
address the voter provided is part of an address range in your municipality in SVRS. Finally, SVRS will validate
that the application has processed properly by assigning a unique voter registration number (or if already a
Wisconsin registered voter, by providing the registration number previously assigned to the voter). SVRS will
automatically associate the voter with the correct voting districts.

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-DDD-E where:

e AABCC is the HINDI, or Highway Identification number
AA is the two digit code for the county
B indicates the type of municipality (O=town, 1=village, 2=city)
CC is the two digit code for the municipality
DDD is the three digit code for the ward number

e E represents a division 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, 08 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
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.

Key Steps in Adding a Voter Application (GAB-131)

Enter information
into Voter I:@

Application Fields
If a Match is presented, %
open Voter Matches Screen

Determine if a %
true match
Link if Match, or

Close Match Screen if not a Match

Validate Address %

Screen appears, choose

l If Address Range Match
correct address range

Choose
Application Source

!

HAVA Check and
Process the
Application
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Enter Information from GAB-131 Form

R
@

Name
Date of Birth

Follow these steps whenever a new Voter Application (GAB-131) has been completed by an eligible
elector. If the application was received on Election Day, see the additional instructions for processing an
Election Day Registration.

The GAB-131 voter registration form is completed and signed by an individual when that individual
desires to participate in the electoral process. This applicant could be newly 18, a new resident of
Wisconsin, or a long-time resident of Wisconsin desiring to vote for the first time. A new form also needs
to be completed if a previously registered voter moves within Wisconsin or has a name change.

The following information is required for the voter registration application (GAB-131) to be considered
complete:
e Name
Date
Residential Address
Citizenship, Age, and Eligibility Certification (Boxes 8 and 9 on form)
Date of Birth
Valid Wisconsin Driver's License or Wisconsin State ID number
. The voter may provide the last four digits of his or her Social Security Number only if he
or she has not been issued a WI Driver’s License or State Identification Card. If the
voter does not have a Driver’s License, State ID, or Social Security Number, the voter
must indicate that fact.
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. Click on the Voter Applications node from the Main menu.

2. Click on the Add New Application Quick Task. A& Elections

You may also open a new application form by using the Add New Voter
quick task in the Voter node. i Patitions
=)

Jﬁ : Jl% Menu  Shorkcuts | H o

----- ot Welcome to AFSM

a Woter

Applications
éJ_, Batches
----- 1 Abgentes Applications

----- g Election \wWarkers

----- ﬂ Paolling Place Lozations
----- & Contacts

----- = Payment

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

£ Reports

[+ =" Labels and Mailings
-3 Scheduler

E]"-@ Administration

Add Hew A@
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3. Enter information from the
GAB-131 form into the Voter
Application screen. Please
use ALL CAPS when entering
any voter information.

a. Begin by entering:

Last Name
First Name

Middle Name or
Initial

Suffix
Date of Birth.

Use the tab key to
move from field to
field.

ﬂgh‘oternpplicatiun - Add Yoter Application

1H[=] E3
| [ sove nd close [ Savesndtew 3 dlose || 5 quickTasts | = b2 'H Set Defaults  Use Defauls .‘ |e "
“oter Application I Other | Acllwtyl Documemts'
Application Details Citizenship Affirmnation
[ Mew [ Addr ] Mams U5 Citizen ,ﬁ 18YRS? lij
Drriver's License: ,7 Ideritiny Check.
Soc Sec Mum: ,7 Meither ,7v Proof of Res/ID =
Hae: |ANDERSON ROBERT | = et b I =
Date of Birth: ,m Phone: ,7 D Required ,ﬁ
Address Other
i A Date on App: ,ﬁ App Source: lij
Effec Reg Date: ,ﬁ Language: lij
Status-Reason | New
Woter Aeg Mum: ,7 District Combo: ,7
Maling Addr [ettezs

Prior Registration

Prior Mame: |

Agsociated Voter

New Voter

Frior Addr

@

3IMatches Found!

b. If a name change has been listed on the GAB-131 form, enter the Prior Name in the Name fields
first. SVRS will then search for a previous registration to link with the new name. If no match is
found, you must later update the name and repeat this search process with the current name.

@If entering only a middle initial, the SVRS standard is to not enter a period [.] after the initial.

c. After you have tabbed through the Date of
Birth field:

d. Wait for the (number) Matches Found! to appear at the bottom center of the screen.

i. If 0 Matches Found! appears, go to Step 9 and continue data entry.

ii. If1(or More) Matches Found! appears, go to Step 4 for the Voter Matching instructions.
Steps 4-8 are required steps if SVRS suggests 1 or more possible matches.

8/31/2009
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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
voter. Based on entered information, SVRS will suggest possible matching records. It is your job to

evaluate these possible matches, decide whether the voter has an existing registration record, and if so,
to link the application to that record. Linking an application to an existing record automatically removes
the voter record from its previous jurisdiction and transfers it to yours, which is how SVRS ensures each

voter has one and only one voter record.

It is very important to carefully review the suggested matches. Linking two records when the records
belong to two different people will remove that person from the poll list in the correct municipality.

. [® YoterApplication - Add Yoter Application =]
4. Double-click on the (number) Matches | [ saveanddose [ save andew 9K Close _|| 5 quickTasks |+ &4 H T Bl s Bl ‘ o .
Found! text located at the bottom center | Ve Asicaion | ater | actiiy | Documents |
1 Application Details Citizenship Affimation
of the window. — — — WG [ RS [ E]
. . Driver's License: ’7 Identity Check.
5. Determine if any of the records on the Sooseotum [ Neihw [ | Putenen | B
Voter Matches screen are for the same Narte: [aNDERSON ADBERT Acganrt Nuer |
voter whose application you are 2:;“’3”‘“ [1nsez =] Phene = “;:equ"ed =
en_terln'g. The Prior Address or the e e | |
Driver’'s License Number can be ' BlechegDae | o] Lngws [+
helpful in determining matches. @ Stawsfemen  [Nay
Woter Reg Num: liDislncIEumhn ,7
. Motices
a. SVRS will search for matches based |[ =" |
on: ‘ ‘
i- LaSt Name! Da-te Of Blrth Prior Registration Hew Yoter
. . Priar Mame: | Associated Voter
il. Las_t Name, First Name, Date S
of Birth
iii. Date of Birth, Soc. Sec. Num.
. . 3Matches Found!
iv. Last Name, Date of Birth and ~——————
Driver’'s License Num.
ter Annlicatinn | ftkar | detivine ]| Naeomants | |
; ; [Evotertatches ________________________HEHy
b. The Match Basis column will | B _ _ — [-[O[x]
. . . . . Last Name: First Narne: Middle Mame: Suffi Driver's Licet
identify which information , [anoerson | [RoseRT | \ = vl Preview Record Deta
from the voter record was DazofBith  SocSecHum  Gender Race:
matched. [ [tnnmez <] [weeannen &
i LN _ |ast name match l 3 match(es) found. b atch | Clear | 1
.. . der here to group by that column | |
il. FN = fIrSt name matCh Yoter’Applic.. = || Match Ra.. @ = | MatchBasis  ~) RegularFed.. ~| Name = || Date of Bith = || Party =]|¢
. | vater Record \ﬂ. - ANDERSOM, ROBERT R 14141982 Mot Applicable
iii. DB = date of birth match 70 t%EB ENDERSON, REBECCA J 17171382
70 [LNDBE NDEHSDN,HDEIN M 14 2
iv. SSN = Social Security
Number match
v. GID = Driver’s License
match (Government ID)
X 4] | ﬂ
C. Cheqk the Preview Recprd | em——
Detail for more information for | [anerson.roemm  [eme0 |
each record or use the | [615CHRISTIANSON AVE [ 130080011 |
horizontal scroll bar to see e
additional voter information Qa‘?i'ﬂzm" I'?j:;”;;;“" I =
. y eqisters
such as Address or Driver’s
License Number. I
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@Clicking on the Match button
in the Voter Matches screen

refreshes the data grid based on

the criteria in the listed fields. It
does not ‘Match and Link’ the
voter. It should be thought of as
a Search button.

6. If a valid match is found, double-
click on that voter record line to
select and link. If there is no
valid match, close the Voter
Matches screen by clicking the
‘X" in the upper right corner of
the Voter Matches screen.

@You may Match and Link to
only one existing voter record.

If there are duplicate records for
the same voter, you must follow
the Merge procedure in the
Voter chapter of this manual.

7. |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.

8. If avoter has been selected as
a match, the previous voter
record information will
autopopulate fields on the Add
New Application screen. There
will also be information in the
Associated Voter portion of the
screen.

If the linked voter has had a
name change, be sure to
type in the new name in the
name fields.

a.

b.If the yellow yield sign
appears next to the Mailing

ter Annlicatinn | Athar | activin | Masments |

! @Unter Matches
Middle Mame:

Last N ame: First Marme:

Suffin: Driver's License:

| |&npERST
Date of Bith:
[ [1nnem

Soc Sec Num:

= | [t

:
3 matchles) found.

Race

[l Preview Recard Detal

H |

70 |LMDB

4/ oter Record

|4 |

Match | Clear ‘
der here ta group by that colurnn
W oterddp) = | Match Ra. ¥ = || MatchBasis  ~ || RegularfFed. = || MName = | Date i Bith = || Party =l|s
|| |voter Record 80 (LNFNDB ANDERSON, ROBERT R 14141982 MNat &pplicable
Vater Record 70 |LNDE ANDERSON, REBECCA J 1/1/1982 Mot &pplicable

ANDERSON, ROBIN M 1/

[ Record Detail
[+NDERSON ROBINM  [a0050 |
| [FI5CHRISTIANSON AVE_ 130080011 |

MADISON. w1 53714

Status - Reason: Date of Birth:

Soc Sec Num

[Registered [11/1382 [

Nat Applicable

i J ,:J Save and Close ,:J Save and New x Close J j Quick Tasks | Lo d 5/ - |J Set Defaults  Use Defaults -| J o
Woter Application | Other | Activity | Documents |
Application Details eI g ation
[ New [ Add [] Mame & ﬂ 18 YRS? ﬂ
Driver's License; |dentity Check
Soc Sec Munm: Meither | Proof of Res/D =
J Chk. | J
Mame: |ANDEHSDN,HDBEHT R Account Humber |
Date of Birth: 1411982 j Phone: 1D Required j
Address Other
Home Addr aigglggﬁgsﬂgsg?ig Date on App: ﬂ App Source: ﬂ
i B Effec Req Date: 1243041299 ﬂ Language: ﬂ
@ Status-Feason: |New
“oter Reg Mun: 40049 Diztrict Combo: 13008-002-1
Maiing Addr RELszs
Prior Hegfstration Update Yoter
Prior A arne: Azgociated Yoter
Prior Add ANDERSON, ROBERT R 40049
NG 4285 SPRECHER RD
MADISOM, W1 53718
O Status-Feason Date of Bith ~ Soc Sec Mu
Registered 14141382 Urlink
3MatchesFound!
u;

Address and the new application has only a home address, after processing the application, go to the
Voter node, find the voter, and delete the mailing address if it remains from the previous registration.

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

8/31/2009
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Voter Application

Enter Information from GAB-131 Voter Application
Driver’s License/Social Security Number/Neither

9. Application Details — Be sure to check either:

New — for a new voter application
Addr — for an address change application
Name — for a name change application

Occasionally you will check both Addr and
Name, if a voter is changing both.

ﬂglvoternpplicatiun - Add ¥Yoter Application

J ') Save and Close |5 Save and Hew x Close *H 3 Quick Tasks

*oter Application |Dther I Activit_l,ll Documentsl
Application Details
[ Mew [yl Addr [ Mame

Driver's License: A123-4519-8222.01
Soc Sec Mum: Meither

Mame: |ANDEHSDN,HDBEHT R

D ate of Birth: 1141982 j Phiane:

=)
Ii

10. Enter the Driver’s License number or last four digits of the social security number in the Soc Sec Num field..
(If more than four digits of the social security number are completed on the form, enter only the last four
digits.) You need to enter a capital letter in the first position of the Driver’s License. You do not need to type
the hyphens. Go to Step 11.

@Choose Neither in the drop down menu if the voter has neither a driver’s license number or social security number. You do
not have to run a HAVA Check for voters with neither a driver’s license nor a social security number.

8/31/2009
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Enter and Validate Address

R

When entering a voter’'s address, SVRS will check that address against the Address Ranges for your

municipality. If the address lies within an existing range, the voter will be associated with it. Validating the
address ties the voter to a District Combination, which ensures that the voter appears on the correct poll

book and receives the correct ballot(s) at the polls.

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.

11. Toe

nter the Address, click within the white rectangular field

to the right of the Home Address button.

ﬂg]\l'uternpplication - Add ¥Yoter Application

J _EJ Save and Close: _EJ Sawve and New x Close: 'H 3 Quick Tasks

Yoter Application I Other | .ﬂctivit}ll Documentsl

a. Enter the House Number in the first field and tab to &pplication Detals
the next field. [ Mew [wl Addr [ Marme
Diriver's License: A1 23-4519-8222.01
b. Use the second field if the house number includes a Scechum [ Neiher =
one-quarter, one-half, or three-quarters as a part of Name. =
the street name. You may also use this field if there is o |ANDEHS°N'H°BEHTH_
a letter at the end of the house number, e.g. W1234A. [ PaeoBith s «| Phone
Tab to the next field. IREETESS
, : Home dcdr (3580 [Har | oAEEE ~]
c. Begin to type in the Street Name. As you type, the [ FARLAND |[wn =][53s58 -
street name will populate based on the address [t e 2 [0 =][timer |2
ranges you have created in your municipality. You
must select the street name that populates for you. If you type in [z " an .
a street name that isn’t in the list of address ranges, your :D‘DIAT”‘D‘”' Ot | vty | Documers | g
address will not validate. O Mew @ Add 0 Home U
Driver's License: ,m Id
@As you type in the Street Name,City, and Zip Code, the fields will S el el B
autopopulate based on the information contained in address ranges. Once here |a+DERsONAOBERT A o
the correct information begins to autopopulate, there is no need to type in O "
the remaining letters. I o (T 5 o4
o . . [Mapison Rl R B
d. Type or select the city in the City field. Tab through the next [Faess e 2 o [ e ] S
field containing the state abbreviation of WI. vo
e. (Optional) Type in the Zip Code. Tab to the next field. (You may adress
choose to skip this step, because the zip code will automatically Homeadar (3850 e _Joreosin
populate based on the address range.) [MCFARLAND v|[wi ][5
‘ Address Line 2 ‘ j| Unit Mumber
f.  Use the next three fields, as needed. Tab through the remaining 2 ||
address fields if no additional information is to be entered. Mafing Add o
B
(1) Use the Address Line 2 if additional information is DEPT
provided such as the name of a dorm or trailer court. S T | |
If none, tab to next field. R ’75’;23“ =
) Frior Addr tEEL T
(2) Use the drop down menu to select the Unit Type. Tab to o
next field. oFC
FH
REAR
(3) Enter the Unit Number, letter, or other designation as RaHT a
provided. Tab out of this field. SIE n
UNIT
UPPR
x| 4
8/31/2009 -8- Validate Address
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12. E A 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. Go to Step 17 to continue
data entry.

@If the address field has a red “Do Not Enter” sign in the address
field, the address has not been validated and the voter will not appear
on the poll list. Continue with the steps below to validate the address.

T =TT T T T T T

Eglh'uternpplicatiun - Add Yoter Application
| J Lj Save and Close  |;] Save and Mew x Close

J j Quick Tasks | <=

| Voter Appication | Other | Activity | Dacuments |

Application D etails Citizet

[ New vl Addr [] Mame Us Cii

Diiver's License: Identit

Soc Sec Num: ,7 Neither ’7, Proof d
Chk.

Name: |#npERsONROBERT R Accou

Date of Birth 111982 j Fhone: 1D Reg

Address Other

Home Addr | [3560 BEEGS AD Date o

_ Honera_| WC FARLAND, Yl 53558 o0

Effec H

G Status:

Woter H

Lot

13. If the address does not automatically validate, SVRS may have identified more than one address range that
could fit the voter's address. The Address Range Matches Search screen will appear.

- . — T
ﬂgnddress Range Matches Search M= E3 i
@ Housge Mo: Fre Dir: Street Mame: Type: Post Dir. Unit Type: Unit Humber:
. 3560 ¥ | |BEEGS ¥ | |Road - - -
On the data grid, the | H| 5 Hl = 5
H Ciky: State: ZIF Code:
_Sec,ond column will [MC FaRLAND = [wiscorsin ] [5am <]
indicate the type of
house numbers seach | Qe |
included in the range: t . =]
0 =0dd e to graup by tha coumn. . . .
E = Even 7 v ||0 ~||House Numbers ~||Di <] Strest ~l|swe. =l|oi =]unt =] -Llnlt Hu.. ﬂ',\i
B = Both

5 M
15|E 3376 - 3408 KUEHLING DR M
15|0 3181 - 3623 SIGGELKDW RD M
15|E 3330 - 3536 SIGGELKOW RD M
15|E 3340 - 3404 JENMESS AVE M
15|10 3339 - 3403 JEMMESS AVE M

14. Look carefully at the Odd/Even/Both column, the Street Type column, and
the two Dir columns (the PreDirectional and PostDirectional) and select
the correct address range by double-clicking on the line in the data grid.

@The Address Range data grid can be sorted just as other data grids can be sorted. For instance, you may want
to click on the “Street” field name to sort by street names. This can be helpful if you are searching for a particular
address range.

15. The green box with the white checkmark should appear in the
address field. Proceed to the instructions for entering the
remaining information, Step 17. If the green box does not appear,

continue to Step 16.

T =TT

Eglh'uternpplicatiun - Add Yoter Application

Save and New x Close J j Quick Tasks | <=

| J Lj Save and Clos

| Voter Appication | Other | Activity | Dacuments |

Application D etails Citizet

[ Mew bl Addr [ Mame US Cit

Diiver's License: Identit

Soc Sec Num: Neither | Proafd
Chk.

Name: |#npERsONROBERT R Accou

Date of Birth 111982 j Fhone: 1D Reg

Address Other

Home Addr | [3560 BEEGS AD Date o

_ Honera_| WC FARLAND, Yl 53558 o0

Effec H

G Status:

Woter H

I bl ot

8/31/2009
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16. If no address ranges appear on the data grid or if no correct address matches appear, clear both the

“City” and “ZIP code” fields and click the Search button. If still no address ranges appear, close the
Address Range Matches Search screen by clicking on the ‘X’ on the upper right corner. Click on

“Save and Close” on the Voter Application to save the entered information.

ﬂgnddress Range Matches Search 9 =]
House Mo: Pre Dir: Street Name, Tppe, Post Di: ~ Unit Type: Unit Mumber.
[ H | RARGE TN IR
City: State: ZIP Code:
[mapison =] [wiseansn =] | -

Search Clear

group by that column

| = || Unit

15|E 512-E16 CHRISTIANSON AWE - Mi
15(0 505 - 611 CHRISTIANSON AWE - [0
15(0 E15-615 CHRISTIANSON AWE - s
15(0 3155 -3313 COMMERLCIAL AWE - [
15(0 3445 - 3445 COTTAGE GROVE RD - s
158 4447 - 5130 COTTAGE GROVE RD - s
15 3448 - 3484 COTTONTAIL TRL - hs
15(0 3447 - 3465 COTTONTAIL TRL - s
15 366G - 4086 COUNTY ROAD A - b
15(0 4223 - 4343 COUNTY ROAD AB - s
16|E 4232 - 4278 COUNTY ROAD AB - e
15(0 3808 - 3803 COUNTY ROAD AB - s
16|E H22-4122 COUNTY ROAD AB - e
15(0 3073 -4017 COUNTY ROAD AE - H:
15(0 4018 - 4179 COUNTY ROAD AE - H:
15(0 3233 - 3497 COUNTY ROAD BE - Hr
15|E 3260 - 3420 COUNTY ROAD BE - H:
15(0 3381 - 3487 COUNTY ROAD T - Hr
15(0 3475 - 3487 CYNTHIA LM - [0
15(0 3473-3495 DELL DR - j;,j
“ »

a. Determine if the voter belongs in your jurisdiction or should have registered in a neighboring
jurisdiction. This is usually done by comparing the given address with boundary maps or tax

records.

b. If the address belongs in your jurisdiction, go to the Address Ranges node. Create or extend the
address range to include the house number and street. See the Address Ranges chapter for

information. After creating or extending the address range, find and open the Voter Application
and begin at Step 11 above. You may have to change something in the address (i.e. delete the
zip code or house number) in order to get the address validation process to occur again.

c. If the address does not belong in your jurisdiction, and the voter registered on Election Day, you
must enter and process the application without a validated address in order to record the voter’s

history. See the Post Election Activities chapter for more information.

d. If the address does not belong in your jurisdiction, and the voter did not register on Election Day,
and the application came from an appropriate source, like a statewide special registration deputy
or by mail, you can forward the paper application to the correct municipality. It is not necessary to

enter the application in SVRS.

8/31/2009 -10-
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Enter Information from GAB-131 Voter Appl
e Mailing Address

Prior Address

U.S. Citizen

18 YRS?

Proof of Residence

Application Source

ication

Date on Application and Effective Registration Date

17. If the voter has filled out a Mailing Address
(Section 5 of the GAB-131), enter that address into
the Mailing Addr field in SVRS.

18. When you click into the Mailing Address field, it wil
divide into sections. Enter the address as given, but

do not use the Address Line 1b field. The Address
Line 1b field prints on the same line as the Address

Line la field, and may be cut off if the text is too
long. Instead, skip to Address Line 2.

b ailing Lddr |f—'«ddre&s Line 1a

[2ddress Line 1b

|.t'-‘«ddr33$ Lire 2 |

[City

Efw =l[ze E

i ailing Aaddr

BEMENT COMMUMITY |

Addrezz Line 1b

~
)23 SHADY FINES AVENUE |

tlAMI

RAGRRIEEE: -

Citizenship Affirmation

19. If the voter has an international Voter Application | Dther | Activty | Documens |
mailing address, click the Mailing Application Details
Addr button to open the Address [ New vl Addr ] Mame
Detail screen. In the Format drop Driver's License: ’m

down list, select Unparsed. This
will give you five unformatted lines
where you can type the address.

Soc Sec Num:

M armne:

’7 M either — =T Y Y
= : N il

!E! Address Detail

=

|ANDEF|SDN,F|DBEF|T R

S Citizen j

|dentity Check

Again, do not use Address Line 1b. | DatectBith  [11382 | Phone:  Fomat |Maiing E |
Address Maling A | n

@Pay close attention to the mailing m E-FCE E,EFEEESDF,‘E\M 53558 [Addres Eﬁ;llsri]cgal ] J
address if you use SVRS to print ma - J_
absentee ballot labels. If you do not i % i
specify an address in the absentee _ =
application, SVRS will next look to the R [cJiae) AEF B ]
voter’'s Mailing Address field, and print [cetess Line 4 | B
that on the voter’s absentee label. If the
absentee ballot label is incorrect, check
the voter's Mailing Address to see if ]
that has caused tr?e issue. Piior Regstration = Cancel |

@The mailing address does not have to be validated like the residential address, and will always display

the red “do not enter” icon in the lower right corner.

20. If the voter has completed the Prior Address
(Section 7 of the GAB-131), that address is entered
in the Prior Address fields. Out-of-state prior
addresses must always be entered. The Elections
Division will use this information to notify other
states to remove these voters from their rolls. You
do not need to enter a prior address that is already
shown in the Associated Voter panel.

@ The prior address will always have the red “do not e

Frior Reqistration

Prior Mame: |

Prior &ddr

nter” icon in the address field.

8/31/2009 -
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volker registration
system

[

21. Complete the Citizenship
Affirmation section.

J '] Saveand Close =l Save and Mew x Close _ J 3 Quick Tasks | <=+ ;/ '“ Set Defaults  Use Defaults v‘ J o
Voter Application | Other | Activiy | Documerts|
a. Norma”y, Choose YeS from Application D etails Citizeriship Affirmation
the drop down menu for US Ciey et I (s 5 Cten es | 197ReT es El
Citizen. Driver's Lissnss: | 4123.4519.8222.01 Identity Check

T S IR

b. Normally, choose Yes from the drop down menu for 18 Yrs?.

Citizenship Affimation

@ 15 Citizen m 18 VRS? Yes =
Remember, using the Set Defaults button saves data entry keying. | gty Creck
See the Set Defaults page in this section. || Fraofol ResfD | =

| Account Mumber
| 1D Required
(Other

Airplane Pilots Licenze

Bank Statement

Carroborating ‘Withess

Fee Card for Higher Education Facility
Govemment Check

Library Card

Status-Reason: Other Document

Paycheck

Woter RegNum: | Residential Lease

a. If the proof of residence is a WI Drivers License or ID Card, 7 Hetices Studert|D Card

Tax Bil

the number does not need to be entered a second time in the Uity Bl

22. If the application was received in the malil, in the clerk’s office during
the Late Registration period, or on Election Day and proof of
residence was included, choose from the drop down menu the Proof
of Res included.

. . . . W Dirivers Licensze or D Card
Account Number field since this has already been entered in x| 7
the Driver’s License field.

Update Yoter
b. If another type of proof was included, the applicable number
needs to be entered in the Account Number field. =TI DY
Citizenship Affirmation
23. If the application was received in the mail, the applicant has not voted u‘j c:ze; k [ ] eves? =B
in Wisconsin previously, and no proof of residence was included, I
“YES” needs to be chosen in the ID Required drop down menu. [ Acsaurt Hunt

| Date onepp.

@When poll books are printed, since “YES” was chosen in the ID Required e ReaNae
field, first time Wisconsin voters who submitted their application by mail and Batetceey
did not include proof of residence will have “ID Required” printed beside e J —

their name. This will alert poll workers to ask those voters for proof of

residence before ballots are given to the voters. It will also print on the ‘ ‘

absentee ballot label. In that case, you must ask the voter to return proof of

residence with their absentee ballot.

24. Using the date on the application, enter the Date on App ety
date. This can be done by using the drop down calendar or Yes J 1evRe es H L
by typing in the date. o i
/D |W’\ Drivers License or 10 Card ﬂ Clear |
25. Effec Reg Date is the same date as the Date on App. meer |
@ El
If the voter was previously registered in Wisconsin and the |
application was a “Match and Link”, the Date on App and © o [1w0s v| Aepseure I El
Effec Reg Date fields both need to be changed to the date _j2s—tesamg_~| enasaae |
of the application. Otherwise, the Effective Registration o New #umed Services Reciiting
Date, when linked, will have the date of the previous wi [ 4n04g )is"“ o b Fegistation
reglstratlon Election Day Registiation - Mo Ballot |s.

Federal Postcard Application
Late Registration
Iail

26. Choose the App Source using the drop down menu. This Registiation Drive
identifies how you received the GAB-131 form (office, mail, Special Registetian Deputy
late registration, etc.) x| 4
[V oter il

8/31/2009 -12- Add New Voter Application
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v r registration
Faystam

Enter Information from GAB-131 Voter Application
e The Other tab

27. If the voter registered via a Special Registration Deputy (SRD), J3® voterapplication - Add Vater Application
click on the Other tab and enter the SRD Number in the J[g saveand iize hsaveandtienw K Cose _|| 3 quikTasks

CO mm entS f|e|d . [ vater ADD“DatIW tivvity | Documents I

28. (Optional) Enter the Email address if given. Bl

lmg ‘ E 2
29. (Optional) If the voter indicated interest in becoming a poll worker \ F
on the GAB-131 form, check the box “Poll Worker Interest.” This e e
must be done before the application is processed. .
gﬁlﬁested ‘ j
| Pollwoaorker

Interrst

8/31/2009 -13- Add New Voter Application
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Process Voter Application

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

31. Click on the HAVA Check Quick Task.

v TIT T TT u T T T T S Il 1T T

[18 voterapplication - Add Yoter application

Save and Close Save and New x Close '“ | Quick Tasks | = _“ Set Defaults  Use Defaults _| J 9
Voter Appication | Other | Activity| Documents | N —
Application Details Citizenzhip Affirmation

[ Mew vl Addr O Mame 1S Citizen ,h 18YRS? [ - EF  AddMNew Application
Driver's License: ,m Identity Check ﬂ Process Application

Soc Sec Mum: Meither ﬂ ELokof of Res/ID |W’I Drivers Licerse of [0 Card ﬂ 25 Forward Application

Mame: |ANDEF|SDN,F|DBEF|T = Account Murber | caoelbdciliv
Date of Bith: 111962 ﬂ Phore: 1D Required @
Address Other

Home &ddr EdsgID:.EFEiEAG[s]SDREW - P D ate on App: 10/26/2006 ﬂ App Source: W ai ﬂ
: Eftec RegDats: | py26/2008 ﬂ Language: j

D Status-Reason:

|New

ater Reg Num: 0049 District Combo: 13008-003-2
I ailing Addr Molices

Prior Registration Update Yoter
Prrior Name: | Associated Yoter
: ANDERSOM, ROBERT R 40043
Fifi~iff 4285 SPRECHER AD
MADISOM, Wl 53718
Q Statuz-Feason Date of Bith ~ Soc SecNu

Registered 14141982 Uik
3Matches Found!

Smart Buttons

32. At the verification prompt,
click Yes. This will cause
the Driver’s Licen S€, Soc You are about ko submit a request for verification, Related fields will be disabled on the Form until a response is received from
Sec Num. Name. and Date the DMY. Are you sure you want ko procesd?
of Birth fields to become
gray, and you will no longer
be able to edit them.

33. Click the Process Application Quick Task.

) Fomward Application

] 5end Mailing
J Hara, Check

8/31/2009 -14 - Process Application
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34. Select the Status — Reason from the drop down menu.

pplication D etails

Status - Heason

| 4

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

denying the voter registration application. The two most common bosroved UpioVotr

. . enied - ication Incomplete
entries for Status Reason will be Approved - New Voter and Denid Duricsts Applkaton
Approved _ Update VOter. Denied - Felony Conviction

Denied - Incompetent | s.6.03..
Denied - Matching Death Recard
Denied - Not a Citizen

Mew - Pending &pproval

Pending - Application Incomplete
Pending - Mizzsing Additional Da..

] #

Frocess

(Optional) — Check the Send Mailing checkbox.

You might want to send a mailing if an application is incomplete (e.g.
if the signature is missing) and you need to let the applicant know

that their status will remain “inactive” until the application is Application Details
complete. Or, during the Late Registration period, you might want to Status - Reason
print the Certificate of Registration as you are processing the |pproved - New Voter E
application. Wl Send Mailing
Mailing
Select the type of Mailing to be Sent from the drop down menu. Mailing to be Sent
e Add any comments to the Comment on Mailing text list. | H
Click the Custom button, select comments from the (Eonentionlktaiing
appropriate drop down lists, and enter in data if necessary. (SelectMesssge) | | Custom |
e Click the Printer Settings button to verify the correct printer FierSetings |
is selected. [w] Submit For Printing Later

e Check the Submit For Printing Later if you do not want to
print the mailing immediately.
. . . - Process and Print
@ For more information on how to print mailings, please see the
Mailings chapter.

Save and Close Save and New x Close

35. Click on the J

Voter Application | ther | Activity| Documents |

| 3 cuckrasks |5 b2 || setpetas useperas | | @

P r O C eS S Application Detaily Citizenship Affirmation
Us Citi ~| 18%YR5? - - .
button. L New bl Addr L Wame zen Yes = [v=s El Application Details
Diiver's Licerse: [ 4123 4519.8222 01 Idznity Check Status - Reason
Soc Sec Num Neither j ELT(UF of Res/ID ‘WI Diivers License or ID Card j |Apprnv5d - Update Yoter =l
Hame: |ANDEHSUN,HUEEHT A Account Number ‘ [[] Send Maiing
Date of Birth: 111982 j Phore: 1D Required j Mailing
Address Other Mailing to be Sent
Home ad || S80BEERSFD 1so0s00z | DEEONAPRL [10/26/2008 [v| AP Source: Mai = =]
g EllecReaDale:  [qoyza/2006 ] Lenauage = Comment on Maiing
g Sushesson ey [Belect Message] ] | Custom |
vater RegMum: [ 40043 District Cambe: 13008 0032 Finten Seings |

Notices
Mailing Addr [ Submit For Printing Later

Priar Registration Update Voter Process
Prior Mame: ‘ Agsociated Yoter
Prior Add ANDERSON, ROBERT R 40043
MOGSACEY 4285 SPRECHER RD
MADISON, wl 53718
Status-Reason Date of Bith ~ Soc Sec Nu
Registered 1171982 Uik,
3Matches Found!
" Process Voter Application [ Cluick Tasks

Process Application



Voter Application

36. When the message box of “Application

onsonie | DA ONEDR. [10/26/2008 =] AppSource: [Mai =] I

successfully processed...” appears, 58 EffecRegDete: (/e ol Lnwwees [ =1 o
do the following: ¥oter Application )| [
Application successfully processed., Yoter Reg Number is 40049, Would vou like ko open a new data entry Farm? |
a. Write the Voter Reg Number onto [ w | =
the GAB-131 application form in the
upper right hand corner.
b. Click No if your are finished UpdateVoter
entering voter applications. fssociated Voter
ANDERSON, ROBERT R 40043
c. Click Yes if there are additional voter applications to enter. A i
blank Voter Application form will appear with the Quick Task o
right side panel remaining open. = AddNeo Appication
ZZ2|  Process Application
i. After you enter the next voter application, you must run the B Foward Application
HAVA Check and Process the application. If the next 9 Send Mailing
application being entered is of the same type (New or Update v Check
Voter) as the previous one, you may use the tabs at the
bottom of the Quick Tasks panel to toggle back and forth
between the HAVA Check and the Process Voter
Application screen.
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 click Process Application on the Quick Task
panel after you run the HAVA Check.. Doing this allows the
correct Status Reason to be available.
-m
<! Frocess: Yaoter Application  Quick Task_s|—>
8/31/2009 -16 -
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Election Day Registrations

Ij 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.

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

1. Click on the Voter Applications node from the Main

menu. ( Add Mew Application

2. Click on the Add New Application Quick Task.

3. Enter information from the GAB-131 form into the Voter Application screen. Enter all information as
you would for a non-Election Day Registration application, as described previously in Steps 1 — 22.
When you reach the App Source field, begin to follow Step 4 below.

If the voter’'s address does not validate, or the voter information is incomplete, see the Post Election
Activities chapter for directions on processing incomplete and problem Election Day Registration
applications.

4. If the voter cast a ballot, choose the App Source of Election
Day Registration using the drop down menu. If the voter Armed Services Fectuiting
completed an application and chose not to cast a ballot, -
choose the App Source of Election Day Registration —
Ballot Not Issued. (This will not record voting history for that Federal Postcard Application

voter.) Late Registration
Mai
. L . . Provigional EDR
5. Before processing the application, enter information on the Riegistration Drive
Other tab if applicable. See Steps 24 — 25 above. Special Fegistration Deputy

6. Runthe HAVA Check as described in Steps 26 — 28 above.
x| 4

7. Process the application by clicking on the Process
Application button from the Quick Tasks panel.

T I b

T T T T u T T TR AT Rl

T
-8 yoterapplication - Add ¥Yoter Application
= Save and New x Close v|J j Quick Tasks |4=:> #LZ v“ Set Defaults  Use Defaults v| J (/)

Yoter Application | Other I Activityl Documentsl

Application Details Citizenship Affirmation
[ Mew [l Addr [ MName U5 Citizen Yes j 18¥RS? Yes j ?E Add Mew Application
Driver's License: | 4123.4519-8222-01 |dentity Check Cez|  Process Application

8/31/2009 -17 - Add an Election Day Registration
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8. Choose a Status — Reason from the drop down menu.

a. If 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.

9. Fromthe EDR Election drop down menu, choose the correct election.

10. Choose the correct Polling Place Location from the drop down menu.

@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.

11. Click on the Process button.

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

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

CQuick Tasks

|<:=:> 2 _|J Set Defaults  Use Defaults " J /]

Citizenship Affirmation

ion Details

Status - Reason

|Apnroved - Mew Yater ﬂ
EDFR Election

|ZDDB FALL GEMERAL ELECTI.. j
Paliing Place Location

|F’UBLIC LIER&RY j
[[] Send Mailing

Mailing
taling to be Sent
| ]
Comment on Mailing
(Select Message] ﬂ Custam |

PFrinter Settings |

[ Subrit For Frinting Later

Process

=

S Citizen Ve j 18'YRS? |Yas j . ——
Identity Check Stalus - Feason
j E;?kof of Res/ID | Paycheck j ‘Appruved - Mew Yoter ﬂ
Aceount Number | AETEIEL EDF Election
I ID Required ,ﬁ ‘ZDDE FALL GEMERAL ELECTI ﬂ
A Polling Place Location
o [PUBLIC LIBRARY =]
05003 | D2t 0N APR 11/7/2008 | 4pp Source: v Redistiation = | [] Send Mailing
Effec Reg Date: 114742006 ~ | Language: j BT
Accenture .AES.AESM.UIComponents ———— d
I ailing to be Sent
Do you wank to process this application? | 120080032 ﬂ
fes Ho | Cancel | — Comment on Mailing
[Select Message) j Custom |
Frinter Settings |
[ Submit Fer Printing Later
— New Yoter 4

Aszociated Wober

Process

14. If you receive an error message, the application may not be able to be processed, or the vote history
may not be able to be recorded. See the Post Election Activities chapter for more information on

incomplete and problem applications.

8/31/2009
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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 automatically populate those values. Defaults
are most useful with Election Day Registrations when 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 CI|Ck on the VOter Applications anernpplicalinn - hdd Yoter Application _ ||:| il
' H J D Save and Close |5 Save and New x Close ‘H = Quick Tasks |¢=> %4 Set Defaulks ) Use Defaults _| J L /) -‘
nOde from the Maln Menu- Vater Application | Other IAclivilyI DU:umentsI S—
i Application Details Citizenship Affirmation
2. Click on the Add New O Mew O e O Name U3 Ciizen e =] 18vRS? o £
App“ca‘“on QL“Ck Task Driver's License: ’7 |dentity Check
Soc Sec Num: ’7 Meither ,ﬁ EthkOf of ResD | j
3. From the Voter Application — Hame \ Aocoun Nuber |
- - - Date of Birth: + | Phone: 1D Required -
Add Voter Application window, e E i ||
enter information into the fields "
that will be consistent for each s o ,7””’2””8 N =
. i Effec Reg Date: 11/4/2008 j Language:; | j
Voter Application. Suggested @ Stsuesn (o
information to enter: U.S. Citizen VoeRegum [ DkidCamba [
(Yes), 18 YRS? (Yes), Date on E—— Notices
App, Effec Reg Date, and App
Source.
4. In the toolbar, click on the Set N | N Newoter
Defaults buttor_1. Be car_eful to not —
enter personal information such
as Date of Birth before clicking e

the Set Defaults button.

5. Click on Use Defaults button. Information recorded from the Set (o || st oo ) [0
Defaults button will be entered into the form. Each time you open o
. . . . tizenship Affirmation
a new application, the defaulted values will be automatically o [re ] oY — 5
popu l ated . |dentity Check
7E’rqokol of Res/D | j

|| Account Number |

i

|

Q g — |
You can change your default settings by changing any one of the e El |

I

I

|

Il

defaulted fields and clicking the Set Defaults button again. The next | ™ _
new application you open will have the new information you entered. patoontr.  [anziaos [ eepseucs: - [Ceks e ]
Effec Reg Date: ,m Language: | j
Status-Reasor: | Mew
@ Woter Reg Mum: ,7 Digtrict Combo: ’7
The Set Defaults data you entered is cleared when you logout of | oties

SVRS. The values will need to be reset when you next log on.

8/31/2009 -19 - Set Defaults
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Search for a Voter Application

o

Applications entered into SVRS can be viewed in the data grid by entering the appropriate search criteria.

Applications can be saved or pended, and processed at a later time. Note that voters with saved and
pended applications will not show up on the poll book, so you must return to the Absentee Applications
node and process those applications. 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 The application is “saved and closed” instead of using the Process Voter Application Quick Task.
e The application is processed with Status Reason of Pending because the user was unable to validate

the address.

Once processed, applications cannot be changed. Any necessary changes are made to the voter record
(see the Update a Voter Record section in the Voter chapter).

@

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, search by

name to see if a duplicate Voter Application was entered and processed. If an application was Approved
for that voter, you may delete the duplicate New application. If no application has been Approved, follow

the directions below.

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

b enu x

et Welcome to AESM

B voter

' Foter Applications

] Abzentee Applications
' Elections

File Edit View Tools Window Help

2. From the Search Panel,

| 4t || v shortcuts | 2 quick Tasks - _” S| | 2 |8 |88 sy | Active dursdction: | TOWN OF BLOOMING GR_ = | VH )

|

enter the search criteria | - —

First Mame:

Middle Mame:

Suffiv:

Status Reasor

{a} Welcome to AESM ‘

into the appropriate field
and click on the Search

Application Status:

Application Tppe:

Batch Name:

Application Source;

H

Woter Fieg Num:

E

<1 Absentee Applications - H “
E+-AE! Elestions

button or hit Enter.

H

Last Changed By:

Last Changed Batwesn

- |

& Election Workers
23 Poling Place Locations
&3 Contacts

Denied

2 Payment

El \

rrds Retuned: 4

=l

[] Count Only

j and ‘

=

H-+34 Addressing and Districts
=] Calendar
5 Petitions
5] Reports
- =] Labels and Maiings
[T Scheduler

i by that column

1500 BEllaire ALY
1500 BE llaire ALY

-] Administration Samuel. Endres J

1500 BEllaire ALY

Blooming Grove, Wl 53716

5/411978

Samuel, Endres )

1500 BE llaire ALY

Blooming Grows, Yl 53716

8/20/1380

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
Pending Yes Yes No No
3. The search results will appear in the data grid.
8/31/2009 -20 - Search for a Voter Application




I statewide

}t;wgi

Voter Application

a. Toview the

Voter [— ; [
. . . 0 group by that column .
Application in

M ame

ﬂ| Home Address ﬂ| Application Status ﬂ| Application Type

=] | Application Source

the data grid,
select the record

4" 3THERIME SMITH

EDWwARD ROBERT SMITH

L&AWRENCE W/ILLIAM SMITH

E714 TARTAM TRL Mew Application
E714 TARTAN TRL
E7E2 MORTH STAR CIR Mew Application Election D .ay Registration

Clerks Office

to highlight and

|NDF|A BRIDGET SMITH

E7E2 MORTH STAR CIR Mew Application Election D .ay Registration

then use the
horizontal scroll

4

bar to view more
columns of
information.

4 Record(z] returned

b. To view the Voter Application — Update form, double-click on the record to open the application.

4. If you are reviewing an application for correctness and completeness, you
may need the applicant’'s GAB-131 available for reference.

5. Review these items:

a.ls the Driver’s License number
complete? If there is 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 Date of Birth
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 a Late or Election Day
Registration, has the Proof of Res
information been entered? Note: If
first time registrant by mail did not
include Proof of Residence, mark ID
Required as Yes.

f. Do the Date on App and Effec Reg
Date match the application?

g.Has the correct App Source been
chosen?

6. After reviewing for completeness, click the
Quick Task button and run the HAVA
Check.

7. Then click Process Application, choose
the correct Status-Reason (and other
information if it is an EDR) and click the
Process button.

LS AESM

File Edit ‘ew Tools Window Help
| & |1 menu sherteuts | 1] quekTasks + || 7| | 21 |8 0 |[@A gy | Active durisdiction: [TOWN OF BLOOMING GR. = | _

J Save and Close E Save and Mew x Close 'H 3 Quick Tasks |@ % 'H Set Defaults  Use Defaulks _| J (7]

“ater Application IDthel I Acllvll_l,ll Dn:umentsl

Application Detals Citizenship Affirmation
¥l Mew [ Add [ Mame US Citizen Yes j 18YRS? ey j
Driver's License: [ 5435.9219-7795-88 Identity Check,
Soc Sec Mum: Meither | Proof of ResdD P =
Chie ‘A\rplana Pilots Licenze J
Marme | samel Endres J Account Number | 34762954
Date of Birth: 2/2241977 j Phaone: ID Required j
Address Other
Home Addr || 1500 BElaire ALY Date on App: 1/7/2006 = | APPSource: y Riegistration = |
Bloaming Grove, wl

Effec Reg Date: | 11,7/2006 ﬂ Language: j

Q Status-Heason: ‘New
Woler Reg Mum: District Combo:
Hailing Addr Notices

3 Idzntity not confirmed

Pricr R egistration New Voter

Qusck Tasks
) AddNew Appkation — Application Details
etails
] Frocess Apphoation Status - Reason
& Fovaid Apphcstion Sletsihiesso Approved - Mew Vater j
i EDR Election
Send Madng 2006 FALL GENERAL ELECTI ﬂ
—
] HAMA Check :'— Foling Flace Location
N pproved - Update Voter FUBLIC LIBRARY =
3]
Denied - Duplicate Application [] Send Mailing
Denied - Felony Conviction LT
Denied - Incompetent ‘Wl £ 6.03. LD
Drenied - Matching Death Record Mailing ta be Sent
Denizd - Mot a Citizen | j
Mew - Pending Approval
Pending - Application Incomplete Comment on Mailing
Pending - Missing Additional Da.. [Select Message) j Custom ‘
Printer Settings |
= 4
[ Submit For Frinting Later,
Process ‘ Process ,
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