Absentee Applications

Table of Contents

Search for an Absentee APPIICALION .......uueei i 2
Add an Absentee APPIICALION..........uuuiii e 4
Special Notes on Types of AbSentee REQUESES .........uuiiiiiiiiiiiiiiiiii e 7
Process an Absentee APPLICALION ........cooiiiiiiiiiiiii e 10
Alternative Ways to Add and Process an Absentee Application .............ccceeeveeeeeivveeiiiinnnn. 11
Absentee Application Data QUAlity ISSUEBS ........coeuuuiiiiiiiieiieieii e 12
Editing and Cancelling Absentee APPlICAtIONS........ccoiiiiiiiiiiiiiie e 13
Edit an Absentee APPICALION ..........iiii e 13
Cancel an Absentee APPIICALION .........ovviiiiiiii et e e e e e e e e e e e e eeeane 14
Adjust Permanent ADSENtEe VOIEr STAUS .........oouuuuuiiiiie e 15
The Absentee Application LiSting REPOIT ........oovviiiiiiiie e 15
The WI Notice to Permanent Absentee Voters Mailing ............uueoieiiiiiiiiiiiiiiiiieeeeeeeeeeiinnn 17
Update Permanent Absentee APPlICALIONS.........coviiiiiiiiiiiiiiie e 20

V9/15/2009 -1- Absentee Applications



| statewide
.~

e Absentee Applications

Search for an Absentee Application

You will use the Absentee search panel to search for existing absentee applications in SVRS. Important
information includes the status of the application (Approved or Cancelled), the application type
(Permanent, Regular, or Military); whether there is an absentee address and the end date of any
application set up for multiple elections. There are two places to search for absentee applications in
SVRS, the main Absentee Applications node, and the Absentee node within an election.

Using the Absentee Applications Search Panel e

1. Selectthe Absentee Applications node on the Main Menu tree. The
Absentee Search Panel will appear. This panel will display applications for
all elections, including past elections, unless you enter criteria on the
Elections tab.

Meru x
ot Welcome to AESM

Elections
i g Electionworkers

2. Enter your search criteria into one of the blank fields and click on the
Search button.

a. Search by Last Name or Voter Reg Num to find a specific voter.

General | Electionsl
b. Sear_Ch by Last Mame: First Mame: tiddle Mame: Suiffiee: “Woter Feg Hum:
Application | | | | =l |
Type to Date of Birth: Application Type: Application Status: Application Date:
identify your | | = | = B
Permanent, ) .
. Woting Method: “ote Location:
Military, or | [ ®
Overseas
voters.
Records Returned: [ Count Only Search | Clear

c. Search by Application Status to identify Approved or Cancelled applications. Only
Approved applications will produce ballot labels for an election. However, not all
Approved applications will produce ballot labels; for example, they may be approved for
a single election in the past.

d. Use the Vote Location drop down to search for Nursing Home voters, or voters that
receive a ballot in the Clerks Office, Via Mail, Via Fax or Via Email.

e. To limit your GenwralElociors |

search to
applications valid © Election: =
for one election o [=
Only’ _go tO the 2009 GEMERAL ELECTIOM
Elections tab. 2003 SPRING ELECTION

H 2009 SPRIMG PRIMARY
SEIeCt an electlon 2008 SPRIMG ELECTION
from the dl’Op 2008 PRESIDEMTIAL AMD GEMERAL ELECTION —
dOWﬂ |iSt and C”Ck 2008 PARTISAM PRIMARY ﬂ
search. = 7

f.  Double-click an application record to open it and see more details.

You may wish to limit your search to applications that would be valid for an upcoming election. However,
if that election is not yet active in SVRS, you cannot find applications that would produce ballot labels for
that election. You will either have to run an Absentee Application Listing report, described later in this
chapter, or wait until the election is set up in SVRS.
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Using the Absentee Search Panel within an Election

1. Expand (+) the Elections node in the Main Menu tree.
x
2. Expand (+) the desired election. \E Sping Specil-test 4
v Paolling Places
3. Highlight the Absentee sub-node. The Absentee Search Panel will appear. § lEjalfl'ﬁ:a\’D:ng Sites
This search panel will only show absentee applications active for the .53 szm;fts
selected election. -3 Petitians
-|B] Recard Vates
4. Enter your search criteria into one of the blank fields and click on the [;g unples
Search button. 51 Abzentee Ballots
_1 Early Wotes |
Provizional B allots
i i i i -2 Candidate Filings
Once ballots have been issued for this election, you can use this search panel to =
identify absentee applications that have not been issued a ballot. Each application D e
record has a plus sign at the far left of the record. If the plus is black and white, [T% heotocunts [
the application has been issued a ballot. If the plus is gray, no ballot has been 7l | o)

issued. You can click the plus sign to see a nested grid with more detals on the
issued ballots.

General |
Last Mame: Firat M arne: Middle Mame: Suffis: Yoter Reg Mum:
Date of Birth: Application Type: Application Status: Application D ate:
| | Permanent ﬂ | j | j
Woting kMethod: Woting Location:
Recordz Returned: 563 [ Count Only Search | Clear |

0 group by that column

I ame & | Waoter Reg Mum App Type Dateon App | Soc Sec Mum
» [+| ACHTEREERG, FRED 004 REEGE Approved
ACHTERBERG, JAMICE  |0046953033 Permanent Approved 242742009
ALBINGER. DISNNE 0046969107 Perrmanent Appraved 2/24/2009
(] = MDTA, CHRISTOPHE .. |00469659147 Perrmanent Appraved 2/24,2009
Election Descrip... | Ballot Type Ballot Status Ballot Status Re.. | Date Ballot Gen.. | Date Ballot Sent i}
»
i
ALLEM, GLEN P 0046969153 Permanent Approved 24272009
ALLEM, MARLEME J 0046969159 Perrmnanent Cancelled 7419/2006
ALLEM, MARLEME J 0046963159 Permanent Approved 242742009
ALYARES, MARLEME 0046363180 Permanent Cancelled 7#139/2006
ALVAREZ, MARLENE 0046969180 Permanent Appraved 24272009
APPLEGARTH, PAULA.. |0046969276 Perrmnanent Cancelled 7419/2006
AilLa, ROSEL 0046963367 Permanent Cancelled 7#13/2006
AvILa, ROSEL 0046969367 Permanent Approved 272742009
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Add an Absentee Application

To enter an absentee application in SVRS, the applicant must have a voter record. Military voters, who
do not have to register before voting absentee, should be entered into SVRS as a registered voter using
information gathered from the absentee application. See Voter Application chapter for more information.

al

All absentee applications are one of seven types: 1) Hospitalized; 2) Military; 3) Overseas; 4) Permanent
Q{ (Indefinitely Confined); 5) Presidential only; 6) Regular or 7) Sequestered Juror.

An absentee application must include the following to be considered complete: date of the election;
residential address; municipality; mailing address; and the signature of the voter requesting the ballot.

Absentee applications can be entered into and processed in SVRS in three ways: o R e s

J B Menu Shortcuts | 3 q

x

1. Absentee Applications Node (can be used for all absentee requests)

2. Absentee Node under a Specific Election (after an election has o} welcome ta AESM
been set up in SVRS, this node can be used for any absentee © g Voo
requests, including permanent requests or requests for multiple Dg r-I'ir-r-'-
elections.) Ix pplications

. . . . . . T S o Electionworkers
3. Voter Node (only if the application is for a single election, and you will £ Poling Place Locations
be printing the ballot label immediatelty.y ] - 27 Contacts
ra'.é F‘a_l,lmenF o
Using the Absentee Applications Node g Jonreeang andDistit
----- | Calendar
1. Select the Absentee Applications node on the Main Menu tree. Peitions
+-£2] Reports
; : . . [+ =4 Labels and Mailings
2. Click the Quick Task: Add New Absentee Application. - [T Scheduler
[]---@ Adrminiztration
If you are not sure whether you have entered an absentee application for
this voter, you may want to search for their name in the search panel to see

if an application currently exists for the voter. SVRS will also search to verify
that the voter does not have another active application before you process
the application. If another application is detected you will see the message
below. Click No. You should close the application without processing it, and
cancel the duplicate application as described later in this section.

Absentee Application

There is an existing application for this election, Are wou sure you wank to conkinue?

es Mo ! >
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3. The Absentee_ Ap p lication-Add bsenteeApplication - Add - New Application ngﬂ
New Application form appears. | swemtcos  soeandten X cie | 5 qukrats | & i VH et Defauls Lse el | m
Gerers! | Other | Balots|
Woter |dentficat Dwrier: ’M
Narme: Lipp Status - Reasan ‘ Pending - Incomplete Application
Date Of Birth: ﬁ Soc Sec Num ’7 For Elestion
Driver's License: li ® Election ‘ j
Water Reg Num: Phone O j
Addresses
Home

e

Enbsenteenpplication - Add - New Application

J g Save and Close ,j Save and Mew

4. Enter the applicant’s

J j Quick Tasks |4=> -%._(" 'H Set Defaulks  Use Defaulks ‘| J (7]

. General | Oty Ealls
name into the Name ot | ot

fields. Tab out of the e - | - — Coner | MONGHA 15258
- | hame __g |[Tilz| = | NDERSOM |BETTY J [5wffi] App Statuz - Reazon ending - Incomplete Apphication

name field. The voter's . ——— :

. . . - Date Of Birth j Soc Sec Mum Far Election

mformat!on will fill in . biveislimse | o Escin | 5

automatically. If there'|s VorReghum | Fhone | o B

more than one potential | addeses

match, The Voter Home | |

ﬂgVDter_SearchEuntainEr

Search Container will

[H[=1 E3

;"G'é'ﬁé’r’éi'] Other |
Open . Last Mame: First Mame: Middle Marme: Suffix: People Included in the Search
Absentes ‘ANDEHSDN |BETTY ‘J ‘ ﬂ [] Cancelled / Non-/alid Woters
3 Address " . [] Federal Registrants Dnly
5. SeleCt the matChIng | ‘Vnter Feg Mum |Date aof Birth |Snc Sec Num: Gender Status J ] Property Dwners Orly
VOter by dOUble- Application Dete House Mo.: Street Mame: City: Zip Code: State: SDE?::F;‘ZD:L[”E{E e
clicking on the record T \ | H H Hl S ) Sounds - Like Search
. . [ Inclhud iding ater &
|n the result§ grld to Ny VoteMethod | [CITy OF MONDNA - 13758 = ST - Hecr:dt; :Uz: :mg :er pps
link the application to a ™\ vet=Reasan
VOteI’ o group by that column
é = || DateOfBith || Birth Place *||Gen.. =] Status Aeas. = || Address
AMDERSOM, BETTY J Reaistered 250 FEMRITH
The Associated Voter area in the lower right shows Agsociated Yoter
information about the voter you linked. If you see that ANDERSOM ANITA G 40033
you need to make a change to the voter record, click on T .
Go to Voter. The voter record will open and you can ST
make the change and Save and Close. The voter MADISON Wl 53718 Date of Birth Soc Sec Mur
record will close and bring up the absentee application. Mailing Address o | 11419688
The Go to Voter button will now read Refresh Voter.
Click Refresh Voter on the absentee application and Party Language
continue processing. You can also Unlink the voter /\ K—\
record if the voter you chose was incorrect. < Voter Status Faason ater Fea e GoTavoter |
W 12:00:00 Ak Unlirk.

Make sure that the Voter Status Reason is Registered,
indicating an Active voter. Voters with reasons like Deceased,
Notice from Clerk, or 4 Year Maintenance are Inactive or
Cancelled and will not be issued ballot labels.

V9/15/2009 -5-
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6. Enter the Absentee Address if different from the

Abzentes

‘h.‘-\ddress Line 1a |

voter's home address. Avoid using Address Line Address

Address Line Tb | daress Line 2 |

1b. Do not type the voter’s name, or it will appear

twice on the label. |

City =lw =l|ze -

a) Military and Overseas addresses: Click on the Absentee
Address button to open the Address Detail form. Select
Unparsed from the Format drop down, enter the address and
click OK. Again, avoid using Address Line 1b.

b) Fax and Email applications: Use the Unparsed Format
described above, and enter the email address or fax number in
Address Line 1a. This will prevent you from accidently mailing
the ballot.

€) Nursing Home addresses: Enter the nursing home facility
name in Absentee Address Line 1a and the street number and
name in Address Line 2. This will allow you to easily identify
Absentee Labels for these voters. You also should choose
Nursing Home in the Vote Location field.

You will receive two labels for each absentee voter. The first label will
display the Residential Address and can be placed on the return
envelope. The second label is for the mailing envelope, and will contain
the Absentee Address you have entered. If you did not enter an
Absentee Address, the second label will display the Mailing Address
from the Voter Record. If there is no Absentee Address or Mailing
Address, the second label will display the Residential Address. If an
absentee label displays nothing but a “WI,” or has something else
wrong, it may be because of an incorrect Mailing Address in the Voter
Record. If you delete each field of the Mailing Address in the voter
record and regenerate your absentee label, the address may print
correctly. See the Examine your Absentee Ballot Labels section of the
Absentee Ballots chapter for more information.

|Address Line 1a |
[ddress Line 1 |
|Address Line 2 |
|
|

|Address Line 3
|Address Line 4

(] 8 Cancel |
| A O
Apr 07,2009 WASHINGTOMNC 7046925
CITY OF WEST BEND Ward:WD29
ODD DISTRICTS 0046969001

Wi
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Special Notes on Types of Absentee Requests

Application
Type

Qualification

Special Notes

Hospitalized

Registered voter in hospital up to 7 days
before election, including Election Day

See Wis. Stats §6.86(3) for procedure

Military

Military, Peace Corps, merchant
marines, spouses and dependents

Do not have to be registered to receive absentee
ballots, but a Voter record must be entered in SVRS.

Must be sent a write-in ballot 90 days before election
day.

These voters are allowed an additional 7-10 days to
return their ballots in September and November

Can request ballots indefinitely, receive ballots for 6
years (3 general elections), even after they stop
returning ballots.

Overseas

U.S. citizens who live abroad with no
intent to return and are registered voters

No longer Wisconsin residents, but they last resided in
your municipality. This may include adult children
whose parents lived in your municipality.

Only vote for federal offices in federal elections (U.S.
Congress, U.S. Senate, and President)

May request ballots for 4 years (2 general election
cycles) at a time

Must be sent a write-in ballot 90 days before election
day.

Permanent

Registered voter who must specify they
are “Indefinitely Confined”

If Nursing Home: you may use the Other tab to enter
Special Voting Deputy and facility name

Receive ballots indefinitely, until they are removed
from permanent list.

Regular

Any registered voter

Can request absentee ballots for a single election,
multiple elections, or all elections within a calendar
year

May vote absentee in the Clerk’s Office from 30 days
before the election to 5:00pm the day before

Sequestered
Juror

Registered voter unable to vote because
they are a sequestered juror.

See Wis. Stats §6.86(1)(b) for procedure

@ For Presidential and Provisional procedures, see Appendix F — Presidential Only and Provisional Ballots.

V9/15/2009
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7. Application Details: Anploation Deals
App Type: | ~| Date ondpp: -
a) Select the App Type: PR VR ] beoeucss El
Wate kethod: |
i. Permanent absentees will receive ballots };Dtet-tméimi Hospitalized
until they are removed from absentee e —
status. ID Check Date: | Parmanent =
Preszidential Only j
- . Regular
. Regglar absentgss can l?e for a s_mgle Sequestered Juror
election, or multiple elections within a
calendar year. x| Y

iii. Military absentees will receive ballots until 6 years have passed without returning a ballot.
Military absentees have special rules on registration, and different deadlines for returning
their ballots.

iv. Overseas absentees will receive ballots for federal elections only, and may request ballots
for four years at a time. The Overseas App Type is for U.S Citizens that live abroad with no
intent to return. Do not use the Overseas App Type for voters who are temporarily studying
or working outside of the country. These voters should have an App Type of Regular.

Both Military and Overseas absentee voters must be sent a special write-in ballot, containing only
contests, 90 days before each election. SVRS is unable to generate or track these ballots at this time
because Milestone #4 will not be checked when the write-in ballots must be sent. You must use some
other system to record the fact that those ballots have been sent and returned.

V. Hospitalized and Sequestored Juror absentees can be processed up to and including
Election Day.

8. The Vote Method will always be Absentee.

Application Details
9. Enter the Vote Location. The most commonly used App Type: Regusr  =| Datsondpp:  |3/15/2006 v
fields are Via Mail, Clerks Office, or Nursing Home. Vot Method: | Absertee v
When issuing ballot labels, you can filter by these \ote Location: || | Bateh Name:
options to produce groups of labels with the same Vote Idenity Check — | =]
Location. If the voter requested their ballot be sent Via ID Check Date: |, ) e
Fax or Via Email, enter the fax or email address Clonke Dffce . e
directly into the Absentee Address field so the ballot Courthouse '
is not accidently mailed. Hospital | |
Murzing Home
o ia Mal El
10. The Date on App should be the date the application is x| Y

entered, not the date it was signed. This will allow you

to produce labels for all applications entered on a certain day.

11.

The Batch Name field allows you to include other criteria you can use to generate batches of labels.

For example, in a busy election, you may enter AM or PM in the Batch Name field. Then you can print
absentee labels in two separate batches, one for AM, and one for PM.

12. Enter the For Election information: - —
App Statuz - Reazor: | Fending - Incomplete Application
a) For a single election: Click the Election For Election
ralldio_ button, and select the desired & Election |§an5 SEEING ELECTITT =
election.
O [
V9/15/2009 -8- Add an Absentee Application
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If you receive an application for an election
that is not yet active in SVRS, you must
select the second radio button and choose
All, and set both Election(s) Between
fields to that election date.

For Election

O Election

E

Oa  ~ E'ECHD”[S]BEtweeﬂmzfzmn | and| 117272000 |

b) For multiple elections: Click the second radio button.

For Permanent or Military applications,
select All and enter today’s date in the first
Election(s) Between field. Leave the
second field blank, so the voter will receive
absentee ballots indefinitely.

For Regular absentee requests for a
calendar year, enter today’s date in
the first Election(s) Between field,
and December 31% of that year in the
second Election(s) Between field.

For Overseas applications, select

Type Of and check off the correct
federal only election types: General
Elections, September Partisan
Primaries, and Presidential Primaries.

If a voter requests Regular absentee
ballots for non-consecutive elections, for
example the Presidential Primary and the
Presidental Election, you can select Type
Of, enter a date range for only that year,
and check off the desired election

types.

You may use the Selected option to check off multiple

elections that are already active in SVRS. Do not open old
applications and check a new Selected election that has
been inherited since the application was entered. Instead,
use All and a date range that covers all desired elections.
You should create a new application in SVRS to match each

paper request you receive.

For Election
{3 Election ﬂ
ol ﬂ Election(z) Betweer] 9/E/2006 j and| ﬂ
For Election
) Election | j

® |zl | Electionis)Betweer g0 0006 | ang| 12/31/2006 ~ |

@[ Type0t | E'EC“D”[S]EEMEE’]wwzuua | and|

5l

|| Description

General Election

i

General Election - Presidential

Recall Election

K| O &1 (&

September Partizan Primany

=

i M 4/7/2009 Spring...

Date || Ty, = || Description
2009 5PRING ELECTIOM

[w] (21742009 Spring.. 2003 SPRING PRIMARY
[ [11./4/2008 General.. (2003 PRESIDENTIAL AND GEM..
[ [3/9/2008 Septemn.. (2003 PARTISAN PRIMARY

13. Additional Step for Nursing Home Applications only.

a. Click on the Other tab.

b. Enter the name of the Nursing Home on the first line.

c. Enter the name of the Special Voting Deputy on the

second line.

The Nursing Home and Special Voting Deputy must be set

General Other |Ea||u:ut$|

Mursing Home |

Sp. Voting Dep. |

up as contacts in SVRS before being entered in this field. For
more on creating contacts, see the Contacts chapter.

V9/15/2009
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Process an Absentee Application

14. Click Quick Tasks on the toolbar.

15. Click Process Absentee Application to display the Absentee Quick Task Pane.

Egnhsenteenpplicatiun - Add - New Application
J =l save and Close = Save andNew J ) quickTasks | 4= B _ H et Defaults  Use Defaults | J L
General | Other I Ba\lotsl
Quick Tasks
Water [dentification Owrer rOMOMA - 13258
= . A Process Absertee Application
Name Title) ~ |[NDERSON [BETTY [0 [(suffid  App Status - Aeason | Penting - Incompizte Application
Drate OF Bitth 07140141300 j Soc Sec Mum For Election
Driver's License  [Ww111-1111-1111-11 @® Election ‘ SPRING PRIMARY j
Voter Aeg Mum | 0000833896 Fhane | o| |
Addiesses
H 280 FEMRITE DR ~
ome nartmort 107 13258-001-1
MOMONA, S 537163758
=
Absentee | | Hotices

16. The Create an Application Only box must
remain checked until you have reached
Milestone #4 in the election cycle. Once you
have reached Milestone #4, Create an Absentee 0 phions——_ Absentee Options
Application Only can be checked or
unchecked.

[ Create an Application Dnly lw| Create an Application Only

Application Status - Reazon

Application Status - Reason
|§i\ppr0ved - Walid Application j

a) To save an application and print the [iEiect Status - Feason] v
ballot label later, leave Create an
Application Only checked.

b) To print a label immediately, uncheck Create an Application Only. See L] Send Maling

the directions on how to Issue and Print Individual Absentee Labels in the
Absentee Ballots chapter.

Do not leave both the Create an Application Only and Send Mailing
Checkboxes unchecked. This will generate a ballot record for the voter, but you
will have no mailing, and so will have no way to print the label. If this happens,
you must cancel the first absentee ballot record and regenerate another correctly.

17. Select the appropriate Application Status Reason

a) To approve an application, choose Approved - Valid Application.

Frocess

b) To cancel an application, select Cancelled and the appropriate
reason for cancellation.

18. Leave the Send Mailing box unchecked.

19. Click Process.

V8/31/2009 -10- Process an Absentee Application
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Alternative Ways to Add and Process Absentee Applications

There are two alternative ways to process an absentee application. The first is through the Absentee
node you will find within a specific election. The second, generally used for “walk up” absentee voting in
the clerk’s office, is through the Voter node.

From the Absentee node within an election =3 2008 PARTISAN PRIMARY
| 3 e
1. Expand (+) the Elections node. 5 Poll Baok
----- 3 Payments
2. Expand (+) the election for which the voter :% et L
wants an absentee ballot. [;% upples

=] Absentes Ballats o

2] Provisional Ballots ’I

Candidate Filings
= Contests

3. Click on the Absentee node within the election.

1)

4. Click the Add New Absentee Application Syl
QUiCk TaSk. ..... i Reporting Units lLI
| v

5. Proceed from here as directed in steps 4-19, of
Add an Absentee Application Using the
Absentee Applications Node (pp.5-10). 1 AddNew Abssntes Application

From the Voter Node

You can also create absentee applications from the Voter node. This does not allow you to enter the Vote
Location (Clerks Office or Via Mail) or the Batch Name. In addition, you cannot adjust the Absentee
Address unless you are printing a ballot label at the same time you process the application. The Voter node
should not be used for applications if you are going to issue those ballot labels later as part of a batch. The
Voter node can work well for issuing individual walk-up absentee ballot labels in the clerk’s office, and if you
have an individual label printer. For that reason, directions on using the Voter node are in the next chapter,
Absentee Ballots. See the Issue and Print Individual Absentee Labels section for instructions.

V8/31/2009 -11- Alternative ways to Add Absentee Applications
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Absentee Applications Data Quality Issues

After your Absentee Applications have been entered, but before you issue absentee ballot
labels, you will want to check the data quality items below. Directions on editing and cancelling
applications are located on the following pages.

[ 1 Are the district details and district combos the same as when ballot styles were generated? If you
have changed a district combo after generating ballot styles, it will cause voters in the affected
districts not to receive absentee ballot labels. If you have changed these details since ballot styles
were generated, you will need to uncheck Milestone #4, delete your current ballot styles, and then
regenerate them. See Elections Setup for more details.

[ ] Have you checked and corrected any voters that have no district combo because their address has
not been validated? These voters will not receive absentee ballot labels. See the Addressing and
Districts chapter for instructions on how to run the Voters with No District Combination report, and
the Voter chapter how to fix these voters.

[ ] Have you checked for any underage voters, usually caused by a data entry error in the birth date
field? These voters will not receive labels. In the Voter node, go to the Other tab. In the Age
Range fields, leave the first field blank and enter 17 in the second field, then Search. If any voters
appear, verify if their date of birth is correct. If it is incorrect, open up the voter record and fix it.
See the Voter chapter for more help.

[ ] Have you checked to see if all Absentee Applications have been processed? If an application was
saved instead of processed, the voter will not receive a ballot label. In the Absentee node under
the election, search for New and then Pending applications. If any New or Pending applications
appear, search using the last name to verify that the voter doesn't already have an approved
application. Delete any duplicates, and process non-duplicate applications. See the Process an
Absentee Application section in this chapter for more details.

[] Have you checked to make sure all Absentee Applications are correctly linked to voters? If the
voter was not correctly linked, they will not receive a ballot label. In the Absentee node of an
election, search for all Approved Applications. (If you have more than 1,000, you will have to divide
up your search by Application Type, or run a report instead.) Sort your application records by Voter
Reg Num. Any applications that were not correctly linked to a voter will have an empty Voter Reg
Num, and will appear at the top of the list. You will have to cancel these applications and enter
another for each voter..

Your SVRS Specialist may contact you with other data quality issues, including duplicate applications, bad mailing
addresses, and applications linked to invalid voters. It is also possible to customize reports to help you find
possible errors like Permanent Applications assigned to only one election, or Regular Applications with no end
date. If you have absentee data quality questions, please contact the GAB Help Desk, or your SVRS Specialist for
help.

V8/31/2009 -12 - Absentee Data Quality
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Editing and Cancelling Absentee Applications

You may need to update or cancel Absentee Applications as circumstances change. This may occur
because of a mistake in data entry or a voter moves away or becomes deceased.

Editing an Incorrect Absentee Application

1. Select the Absentee Applications node on the Main Menu tree, or the

Absentee node within an election. .

2. Enter the desired criteria and Search for the application.

3. Double click to open the absentee application.

4. Edit the incorrect Absentee Address, App Type, Vote Location, or Batch
Name.

ﬂgnhsenteenpplicatiun - Add - New Appli_ation

J _EJ Save and Close

_EJ Save and New J j Quick Tasks | = =2 v|J Set Defaults  Use Defaults ‘| J (7]

Woter |dentification

General |Dther I Ballnlsl

N

Duarer MOMOME, - 13259 <

Mame [Titk) ~ |[NDERSON [BETTY [0 [(Guifie]  pp Status - Reason | Pending - Incomplete Application
DaleOfBith  [0/MA00 ~| SocSechum | ForElestion
DiiversLissnise  [WT1-111411111 @ Election | SPRING PRIMARY -
Yater Reg Mum ’m Phaone | O| j
Addresses
Home iig[fﬁg‘n?%%[m 13258-001-1
MONONA, Wl 537163756
=
Abffntee | | Motices

‘7  Process Absentee Application
-

5. Click the Quick Tasks button, then choose Process Absentee
Application.

6. Mark the application as Approved, and Process as hormal.

If you simply save your changes, they may not take effect as desired. You should

Process the application every time you make a change.

Absentee Options

vl Create an Application Only

Application Status - Reazon
|§A|Jpr0\red -Walid Application ﬂ

[[] Send Mailing

Process
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Cancelling an Absentee Application

SVRS will automatically cancel an absentee application if the voter is inactivated, cancelled or changes
addresses. You may need to cancel an application if you have accidentally created a duplicate. If the

voter has an issued ballot for an active election, the application may not be automatically cancelled, so
you may have to cancel it manually.

1. Selectthe Menu r—y General | Elections |
A b sen tee E]% V;ﬁc;ome ° Last Name: First Name: iddle Mame: Suffi: “Yoter Reg Hum:
A p p I | c atl ons [ oter &pplications | a ‘ ﬂ |
node on the Date of Birth: Application Type: Application Status: Application D ate:
. g Election workers | | j | j ‘ j
Mal n Men u QI Palling Place Locations “Yoting Method: Yoting Location:
tree, or the 43 Contacts | H | =]
L4 Papment
A b sen tee #-H5 Addiessing and Districts o o |
oy -[&@| Calendar Records Retuned: 20 ount Oniy Search Clear
node within an Fotiiom
election. & Reports
[#- =4 Labels and Mailings et (= il
E]--E Scheduler Mame Woter Reg Mum Lpp Type App Statuz Election Descrip... | Election
2. Enter the &[] Admiistation SAGERUR, KRISTINE M 0045383957 Freqular Appraved 2009 GENERAL.. |SINGL
. . . AAMODT, DAVID & 0046363001 Fiegular Approved Fecuring ALL
desired criteria [+] AAHMODT, DAVID A 0045565001 Reqular Eppraved 2009 SPRING E.. |SINGL
and Searc h ABDULRAHMAMN, ADE..  |0D4E! 0 Regular Pending Recuring TYFE
» [+ ACHTERBERG, FRED fO046 Permanent Approved Recuring
for the ACHTERBERG. JANICE | 0046369033 Permarient pproved Fiecuring ALL
i i [+ AHLERS, CAROL & 0046969083 Fegular tpproved 2003 SPRING E.. |SINGL
application. 3 AddNew Absentee Application EHLERS, JASON B 004538680 Regular tpproved 2003 SPRING E.. |SINGL
] Cancel Absentee Application ALBINGER, DIANNE 0046365107 Fermanent Approved Fecurring ALL
3. Click on the o ALBRECHT.JOYCEL  |0046335906 Regular Cancelled 2008 PERTISAN.. [SINGL
' ) . & Process Ahsentes &pplication ALI0TA, CHRISTOPHE... | 0045965147 Permarent ppraved Recuring ALL
application ALLEM,GLEN P 0453965153 Permanent ipproved Recuring ALL
yo u W|S h tO ALLEM, HEIDI M 0701067900 tilitary Approved Fiecurring ALL
cancel. -
Cancellation Reazon
H H H -
4. Click the Cancel Absentee Application J
Quick Task. The Cancel Absentee |
Appllcatlon pane will appear. . . Cancel 5elected Absentee App—
Administrative Action c ien
. Deceased ancellation Reason
5. Select a Cancellation Reason from the . 5 ,
Permanent Status Expired |§Deceased j
drop down. Water Initiated '
] Woter Provided Falze Information Cancel App
6. Click the Cancel App button.

7. You should see a dialog box confirming that the application has been
cancelled. Click OK. If you receive a notice that there is a ballot for an
active election, you will have to cancel the outstanding ballot first. See
the section on Cancelling Absentee Ballots in the Absentee Ballots

[ 4

Absentee Applicatic il

Application cancelled successfully,

chapter.

Absentee Application

This application has one or more ‘Pending’ balloks for an active election. ¥ou must cancel those ballots before the application can be cancelled.

x|

You may select multiple applications by holding down the Control key and clicking on each application.
This will allow you cancel several applications at once.
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Adjust Permanent Absentee Voter Status

In Wisconsin, permanent absentee voters must vote in the April and November elections (not the

Q{ primaries) or they must renew their permanent absentee application. A notice of renewal will be sent to
those voters who did not vote in the election. You should wait to send this notice until 30 days after
Election Day, to ensure that all voter participation has been entered into SVRS. If the voter does not return
the completed renewal form within 30 days of the date sent, their “Permanent” absentee voter status will
be adjusted to “Regular” with an ending date of 12/31 of the current calendar year.

DO NOT USE the Adjust Permanent Absentees Quick Task in the Absentee node of the election to adjust
permanent absentee status. Instead, follow the directions below.

Use the Absentee Application Listing Report

(Optional) You can use the Absentee Application Listing report to obtain a list of Permanent Absentee
voters who have not returned a ballot for a specific election. You may choose to send those voters a
mailing directly out of SVRS, or mail merge your list into another document. If you do not need a separate
list, you may skip to the next step, Use the WI Notice to Permanent Absentee Voters Mailing.

1. Click on Reports. Menu x
ot Welcome to AESM
-8 Voter
2. Click on the Print Reports Quick | = voter Appiivations SelectReport ——————— Selected Report
- Absentee Applications Clep 1 of 2 . L
Task. - \§} Elections tep 1o Abseniee Appiication L ifing
..... Q Election “workers Categony: | Public Repart

----- QI Palling Place Locations

3. Inthe Category drop down, | .. 25 Contacts

Report Options

Feports
select Absentee. | - Payment Fier
[-F34 Addressing and Districts . el L Cust
Application Statisti... WA
----- [#| Calendar -
Absentee Ballot Listing Sort By

4. Under Reports, select the

----- 2 Peitions
=] orts

Absentee Application L|St|ng []ﬂ Labels and Maiings

-3 Scheduler
[T Admiristration

Wl Absentee Application Ball.
Wl Aheentes Annlicatinn Rall J

Absentee Application Listing

[Select Sart) ﬂ Custom

More Report Options

5_ C||Ck Next_ ¥ Show Protected Information
. Frinter Setup
6. Filter your report: ] ]
Print Options
3 & Preview
a. Click the Custom button A O Fint Now
next to the Filter drop down. s O schedus
= Delete | b adify Layout | [Select Sch.. j Cuiztom
b. Copy the filte( displayed below. Type the correct Nest Back | Preview |
election date in dd/mm/yyyy format.
The filter di_splayed will 8 FitterForm _ ol x|
prOduce a list of J _&:1 Use Filker g Save _J Save fs x Delete J clear M Close .
Permanent Approved :
Absentee Applications with R0 | [
no vote recorded for the RPTView_AESM_AbsenteehpplicationListing |
election date specified. Ard/Tr Field Name Condition Value
The 6/6/2079 date is the tind Election Date Equals 4/7/2009
Way empw dates are And Abs App Type Code Equals Permanert{PERM)
stored in SVRS and will And Abz App Statuz Code Equals Approved[APR)
not Change from election And ‘ote Hecorded DateTime Equals E/B/2079
to election. ’ M T ¢

c. Click Use Filter.

V9/15/2009
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7. Sort your report:

a.

Click the Custom button
next to the Sort drop
down.

Copy the Sort displayed.
This will put your report in
order by the voters’
names.

Click Use Sort.

8. Click the Printer Setup button and
verify that your printer settings are

correct.

Once they are correct,

click Save Settings.

9. Click the Print Now radio button.

10. Click the Print button.

The Print Notification dialog box will
open. Click OK.

Sort

!I

‘ _'a_'] Use Sort _.j Save

pelete [ close _|

I [ .3

Back

[Select Sch. j Cuiztarn

| Presview |

Sort Name| -
FieldMame = || Order >
Last Mame ASC
First M ame ASC
; ~ 1 XX
VA
Frinter Setup
Printing Notification X |
Print Options
. -
Q Preview 1/] Report Prink or Export is Complete!
(® Print Now -
O Schedule

=D

@ For further information on printing and exporting a report, see the Reports chapter.

A sample of the Absentee Application Listing report is shown below.

¢
¥

Please note that this report also contains the voter’s date of birth, but that has been removed for
confidentiality reasons.

If you have a duplicate approved application for the same voter, they will appear on this list twice.
It is possible that the voter has a duplicate application with no ballot issued or no vote recorded.

They will appear on this list even if the first absentee application has an issued ballot and recorded

vote.
ELECTION: 2009 SPRING ELECTION (4/7/2008)
APPLICATION TYPE: PERM
ID Numher Name and Address District Political App. Issued  App. Ballot Ballot Yote Ballot Style
Combo Party Returned Sent Returned  Recorded
046969147 ALIOTA, CHRISTOPHER. 1 67201-012-1 Ha 22472009
3122009 ooD
DISTRICTS
1313 DANDELION LN WEST BEND, WI 530200000
048969505 BARBERCHECK, JOZEFH P 67201-001-1 H& 202412009
3122009 ooD
DISTRICTS
611 MULBERRY DE. E WEST BEND, WI 530200000
T0§ 233000 BAUER, MARY & 67201-021-1 HA 202612002
301202009 352472009 oDD
DISTRICTS
555 VETERANS AVE WEST BEND:, WI 53000
048969777 BECKEER, LAYEENEE A7201-004-1 H& 202512009
301202009 412372009 oDD
DISTRICTS
675 WASHINGTON ST E WEST BEND, WI 530050000
046969024 BEMEDICT, DOLOEES ¥ A7201-004-1 H& 202612002
30122009 oDD
DISTRICTS
743 IMPERIAL CT WEST BEND, W1 530950000
V9/15/2009 -16 - The Absentee Application Listing
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Use the WI Notice to Permanent Absentee Voters Mailing

Following the steps below will generate a letter addressed to each Permanent Absentee Voter who did
not cast a vote for the specified election. The letter can be folded to fit into a windowed envelope if
desired. If you export the Absentee Application Listing report described above, and use your own letter or
postcard if you wish.

teru x
1. Inthe Main Menu, £ Welcome to AEGM
CI'Ck on LabE| S []"'% EZ::: Applications Select Mailing -
an d M al I n g S. - Absentee Applications Selected Mailing
- Elections Categary: t}'\“l Motice to Permanent Absentee
I | = & Election Workers Ahsentee Applicati - aters
2. Clickonthe | .. £2Y Paling Place Locations | gkite s J Mailing O ptions
Generate/Print | - & Contacts [ peines M ] Fiter
. T B < Payment < ; : e -
Mai lin g S Qu ICk 454 Addressing and Districts .Mtlce 0 F'ermgngnty LT Cusztom
Task. ] o Sy
Feports [Select Sart] ﬂ Cusztam
3. Inthe Catego ry BRI ) L abels and Maiings Mezzages
d d -3 Scheduler o |
rop down, 5[] Administration [Select Message) ﬂ ustom
select Absentee More Mailing Options
App]ication_ [1 Schedule Mailing
(Select Sch. |  Custom |
4. Under Mailings, O
Sele.Ct the Wi S| Generate/Frint Mailings Step 1 of 2 Print Options ———
Notice to pue Mext Printer Settings |
Permanent O Breview
Absentee Voters. Q Print Mow
& Queus far Later Printing
5. Click Next.

Ok

6. Filter your mailing:
a. Click the Custom button next to the Filter drop down list.
b. Copy the filter displayed. Enter the correct Election Date in mm/dd/yyyy format on the first line. This will

generate a letter to every voter with a Permanent Absentee Application who did not have a vote recorded
for the specified election.

=1o] x|

J:B_] LIse Filker Save _J Save As x Delete j clear B Close '|

Filter Marne: | j
Wbk ailingzPermanentibzentees |
And/Or Field Marne Condition Y alue
And Election D ate Equals 44772009
And Ahsentese Application Type Equals FERM*
And &bz App Status Code Equals APR"
And Wate Recorded Equalz

- : ax

c. Click Use Filter.

V9/15/2009 -17 - The WI Notice to Permanent Absentee Voters
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7. Sort your mailing: =T

‘ _&‘_1 Use Sort H Save Gelete [ Close _‘

d. Click the Custom button Sort Namel -l
next to the Sort drop
down. FieldN ame || Ordler 52
SendTolastMame ASC
) SendT oFirsth ame ASC
e. Copy the Sort displayed. g M [N}.¢

This will put your report in
order by the voters’
names.

f. Click Use Sort.

A
8. Click the Printer Setup button and verify that your printer settings are
correct. Once they are correct, click Save Settings. Print Options

O Freview
9. Click the Print Now radio button. O

O Schedule
10. Click the Print button [Select Sch.. ~|  Custom

Back | Frint |

11. The Print Notification
dialog box will open.
Click OK.

12. You will then see a
dialog box asking “Did
the mailing print
successfully?” Click
Yes. Yes Mo |

Accenture.AES.AESM.UICompo

Did the mailing print successFully?

@ For further information on printing and exporting a mailing, see the Mailings chapter.

V9/15/2009 -18 - The WI Notice to Permanent Absentee Voters
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A sample of the WI Notice to Permanent Absentee Voters mailing is shown below.

Clty Of West Band

Amy Reuteman | Clark
1115 MAIN ST &

WEST BEND, WI 53095
(262) 335-5103

August 17th, 2009

Diedores A Bamande
1505 Hiltop Dr
Wesl Band, Wi 530950000

Dear Delores & Bemarde,

CAur records Indicate that we did not recelve an absentes baliot §om you for the 2009 SPRING ELECTION on
4TII008. Our ofice 15 responsible for comparing the list of permanent absanise balkt vatars o those voters who cast
and retumed an absentes ballot during this alection. 5. 666 (2)D), Wis. Stais. 1t 15 our responsibiilty to noty you that
YOur fiaime Wil b2 remiaved from the Ist of FIEITHE"IE"II: abeames volers, uniess wou submiT the renewal n!quest bl o
to our office wihin 30 days of recelpt of Mis notncation. Fallure to do 50 Within the 30-0ay pariod wil CIUSS your Name
b be removed fom the "EtﬂrFlElTﬂﬂ"lE"l[ absarmes volers. Please nole that the removal of Your name from this list
does nat afiect your voter registration.

We appreciate your prompt atienton io this notfcation. Piease feel fae 10 contact our ofMce I you have any questions
at (252) 335-5113.

Sincerely,

Amy Reuteman
CLERK

Ry o R ol Py Al Balicr

I request Mat an absentee balkk be sent fo me a5 provided by 5. 686 [2)(a), Wis. Stats., and | certity that 1 am a
United Siates Cltizen, age 15 of okles, and that | have resided at my lagal voting address for at laast 10 days.

| furmer cerify that | am Indefinttely comfined because of age, Mness, Imnmity o disabilty. | request that an absentes
allot be automatically provided for every eliection untl such time 35 | notfy youw or wntll such time 25 | fall to rzbum an
absantes ballob.

UL LTI T R

{Shgnature of Absentee Elector) T04T00E

@ If the voter responds to this letter within 30 days, they will remain on the Permanent
Absentee list. If they do not respond, you must open their application, change the end
date to 12/31 of the current year,, and process it again.

V9/15/2009 -19 - The WI Notice to Permanent Absentee Voters
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Update Permanent Absentee Applications

For those voters who do not contact you to remain on the Permanent Absentee list:

1. Open their absentee application by searching in the Absentee Applications node.

General | Elections |

a. Type name of voter or other : _ :
. . . . . Last Name: First Mame: Middle Name: Suiffix: Waoter Reg Num:
identifying information. [arac \ | = |
Date of Birth: Application Type: Application Status: Application D ate
b. Double-click the record in the grid e AL H
to open the application. S
Records Returmed: 1 [ Count Only Search Clear

11. Change the Application
Type from Permanent

ere to group by that column

Woter Reg Mum Soc Sec Num Dri

iver's License..

Gender

App Type

Peimanent

ﬂgnbsenteenpplicat' n - Update - BARAGA,RICHARD [ _[O] x|
J ] save and Close [ Save and New x Close -H 3 Quick Tasks |¢=> hj v|J Set Defaulks  Use Defaulks v‘ J 9

tO Reg ular General |Dther I Ballntsl
ater |dentification Owner TOWN OF BLOOK
12. In the For Election Name: BARAGA RICHARD K #pp Status - Reasor; | Anproved - Valid Application
section, add an end date DacOifity  [11/1982  »| sossectum [0
L . ar Elecion
of 12/31 of the current iy e _
year. Yoter Feg Num; | 40087 Phaone: O Election | j
Addrosses @an  v| EectienislBetveer s naay o] gngf 123122008 ¥
e 04 POWERS AVE
MADISOM, Wi 53718
=
Abeentes ettees
Address
Application Details Azzociated Wober
App Type | Date ondpp: 2411934 v| BARAGARICHARD K. 40087
‘ate Method - l_l‘ 304 POWERS AVE 13008-001-1
ote .Lucaliun. nﬁap;ahzed 1 MADISOM 'l 53718 Diate of Birth Soc Sec Mum
e Eieek = g:{en;:?;t T MalingAddiess —— | 1/1/1982
1D Check. D ate: Fresidertial Only Dirivers Lic... j Paity Language
Fegula . =
SeetnledJuror Le' e J
ﬂ 4 “oker Status Reason “oter Reg Date Go ToVater
Fegistered 12:00:00 A Unlink
13. Click the Quick Tasks button. The Process Absentee pane will open
. . . Absentee Dphions
14. Under Application Status — Reason, select Approved — Valid .
Application. [ Create an &pplization Only
. . . . Application Status - Reazon
15. Click the Process Button. If you simply save the application, your changes |§[58|ectstatu3.ﬂeason] v
may not take effect as desired. You should Process an application every
time you make a change.
_
Process
v
V9/15/2009 -20 - Update Permanent Absentee Applications
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