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Voter Registration through the Voter Public Access Website 
 

Wisconsin voters may now register to vote through the Voter Public Access (VPA) website. After voters 
type in their information they must print the application form, sign it, and mail it to their Municipal Clerk.  
This can be accomplished by hand-delivering it during late registration or on Election Day. The 
information will be automatically pulled into the Voter Applications node of SVRS each night. Clerks need 
only review the information for completeness and accuracy and then process the application as normal. 
The following instructions describe how to search for these applications and process them in SVRS. 

  
 

Process Click and Mail Registrations in SVRS 

 
Search for Click and Mail Voter Applications: 
 

1. Go to the Voter Applications node of SVRS.  
 

2. You can search for Click and Mail registrations in a variety of ways. 
 

a. Use the Application Status field to search for all Pending 
applications. Note this will return ALL pending Voter Applications 
and not just those from Click and Mail. 

 
b. Use the Application Source field to search for all Online Mail, 

Online Late, or Online Election Day Registration applications.  
 

c. Use the Online ID field to search for an individual application. 
The Online ID will appear at the top of the Click and Mail paper 
registration form.  

 
 

 
 

 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 

 
 
 

The Online App ID column: All applications submitted through Click and Mail are given an Online ID. If a 
voter submits more than one application, you can use the Online App ID to connect the paper form you 
receive to the electronic application that was submitted. 
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3. Double-click on the desired record in the data grid to open the Voter Application.  
 

4. Change information in SVRS if necessary.    
 

a. Double check the information in SVRS against the paper copy you have received. Make updates if 
necessary. 
 

 
b. Double-click the Match (es) 

Found link. If 1 or more 
matches are found, you must 
click this link to check for 
possible matches. If the voter 
has another Voter Record 
somewhere in the state, you will 
confirm the match. If not, you 
can close the screen.  

 
c. If the voter provided proof of 

residence, enter the correct 
information in the Proof of 
Residence Type and Proof of 
Res Acct Num fields. If the 
voter is a first time registrant by 
mail and did not provide proof of 
residence, change the POR 
Required field to Yes.  

 
 
 
d. Click and Mail determines the App Source based 

on when the voter entered their Voter Application 
into Click and Mail. If there is a delay between 
when the voter entered the application and when 
they actually mailed it or brought it in, you may 
have to adjust the Date on App, Effec Reg Date, 
and/or App Source in SVRS. 

 
 

i. If the application was Online Mail and was postmarked before the close of registration for that 
election, you do not have to change the dates or the App Source. 

 
ii. If the application was Online Mail and was not postmarked before the close of registration, then 

the application is not valid for that election. Leave the App Source as Online Mail, but change 
the Date on App and Effec Reg Date to the day after the upcoming election.   

 
iii. If the application was Online Late or Online Election Day Registration, but the voter mailed in 

the form instead of bringing it to the Clerk’s office or polling place, change the Date on App and 
Effec Reg Date fields to the appropriate date. (If the form arrives on or before Election Day, 
choose the day after Election Day otherwise use the date you received the form.) 

 
iv. If the application was Online Mail but was turned into the Clerk’s office during late registration, 

adjust the dates and change the App Source to Online Late.   
 

v. If the application was Online Mail or Online Late, but was turned into the polling place on 
Election Day, you must change the App Source to Online Election Day Registration and 
correct both dates. Otherwise, the voting history will not be properly recorded.
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e. Check to make sure the voter’s address was assigned to the correct District Combo. If the district 

combo is not correct, click on the Home Address button to bring up the Address Detail screen  
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
i. Click the Map button and review 

where the address pin is located. 
 

ii. If the address pin is in the wrong location, drag the pin to the correct location and close the map 
screen. A message will appear noting changes were made to the address geo location and ask if 
you want to accept the changes. Click Yes. Then click OK to close the Address Detail screen.  

 
iii. If the address pin is in the correct location, but the district combo is still incorrect (due to a 

problem with the district line), leave the pin in the correct location and close the map. Pick the 
correct district combo from the District Combo dropdown. Click OK to close the Address Detail 
screen. Please contact the G.A.B. Help Desk to report the district line issue. 

 
iv. If the address is NOT within your municipality, please contact the G.A.B. Help Desk for further 

instructions. 
 

 
5. Process the application. 
 

a. Click the Quick Tasks button at 
the top of the form to open up 
the Process Application panel.  

 
 
b. Choose Approved – New Voter 

or Approved – Update Voter.  
Note - if the application is 
Online Election Day 
Registration, you will have to 
choose the correct election and 
the polling place as well. This 
will record the vote for that 
voter.  

 
 
c. Click the Process button.  
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Additional Notes about Click and Mail Voter Applications 

 
1. Voters may bring Click and Mail applications to their polling place on Election Day. Make sure your 

Election Workers are aware of Click and Mail and that they should accept these forms just like any other 
Election Day Registration application. Note the voter must sign the form in the presence of an Election 
Worker. If the voter has already signed the application, they should re-sign it at the polling place. They will 
still need to provide proof of residence and fulfill any other Election Day Registration requirements. 

 
2. If the voter never mails or turns in their application form, the application will remain in Pending 

status indefinitely. After 30 days, you may follow the directions above to process the application as 
Denied – Application Not Received. You may attempt to contact the voter to let them know the form 
was never received, but you are not required to notify the voter.  
 

3. If an application form comes in to your office after you have Denied the application in SVRS, you 
will have to enter the form from scratch. You may still choose Online Mail from the App Source 
dropdown list.  
 

4. If the voter submits multiple applications through Click and Mail, you should process duplicate 
applications as Denied – Duplicate Application. You may want to search by the voter’s name when you 
receive their paper application, in order to identify any duplicates.  
 

5. Before you print your poll book(s) for each election, you should search for all Pending 
applications, to check for applications that have not been processed correctly. However, you do not 
have to deny “Online” applications that have not been received yet. Any Pending applications that are 
not “Online” should be denied or approved as appropriate.  

 

Special Instructions for Entering Click and Mail Applications on Election Day 
 
Several Municipal Clerks have asked whether they could have voters, Election Workers or other staff enter Voter 
Applications online on Election Day. Voters and Election Workers can enter applications into Click and Mail by 
following the directions in this chapter. Remember this requires a computer with Internet access be set up at the 
polling place and a printer must be available so voters can print and sign their forms.   
 
There are three ways that Click and Mail can be used at the polling place on Election Day: 
 

 Computers can be set up at the polling place where voters who want to register on Election Day fill out 
Click and Mail instead of filling out a paper form. A printer must be connected to any computers set up for 
Click and Mail so that the voter can print the form. The voter simply needs to sign and date the form in the 
presence of an Election Day Special Registration Deputy.   

 
 Election Workers can assist the voter in entering their information into Click and Mail to speed things up 

at the polling place or for voters who are not comfortable with computers. The Election Worker would 
simply ask the voter the questions on Click and Mail and key in the answers based on the voter’s 
response. The Election Worker should allow the voter to view the Confirmation page so the voter can 
validate that their information was entered correctly. The Election Worker would then print the form and 
the voter would sign and date it. Note the form needs to be signed and dated in the presence of an 
Election Day Special Voting Deputy.   
 

 Election Workers can use Click and Mail as a data entry portal to key-in paper voter registration forms at 
the polling place. Using this option the Election Worker is not required to print the Click and Mail Voter 
Application (as the voter has already signed a Voter Registration Application) and the election worker is 
simply performing data entry. However, there are several things the Election Worker must note on the 
paper form submitted by the voter for every application they enter. 
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1. The Election Worker must 

record on the paper form that 
it was data-entered using 
Click and Mail. 

 
2. They must record on the 

form the name of the person 
who performed the data 
entry. 

 
3. They must record on the form the date and time the data entry was performed. 

 
4. They must record the Online App ID number on every application they enter. This will avoid possible 

confusion between duplicate applications. In order to see the Online App ID, Election Workers will Click 
Here to Save or Print Form after each application is entered and view the PDF. The Online App ID will 
be displayed at the top of the PDF file. Election Workers do not have to print out a duplicate form if they 
already have a paper copy. 

 
 
 
 

 
 
 
 
 
 

Here are some additional notes that should be kept in mind when using Click and Mail at the polling place: 
 

 Election Workers should never use the Back button on their internet browser and should be careful 
using the Backspace key on their keyboard as this activates the Back button. Using the Back button 
can cause you to lose all of the information you have entered so far. If an Election Worker submits an 
application and then uses the Back button, they will not be able to save the next application. They will 
return to the first screen and enter a new Voter Application, but the Election Worker will not be able to 
submit that information – their work will be lost. Election Workers should click the Close button after 
each application is entered and begin again from the VPA home page.  

 
 Applications entered into Click and Mail will not be visible in SVRS until the next morning. Clerks will 

still have to open the Voter Application form in SVRS and verify that the data was entered correctly.  
Clerks must also check for voter matches and add proof of residency information before processing 
the application.  
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How to Enter an Application through Click and Mail 
 
 
 
 
 
 
 
 
 

Instructions for Entering Voter Applications 
 
 

1. First go to the VPA website at https://vpa.wi.gov. 
 

2. Click on the Register to Vote link in the upper right 
or find the Register to Vote item on the home page 
of the VPA site. An informational screen will appear.  
 
 
 
Voters will be prompted to check their current registration before they register again. 
 
 
A link will be provided for voters who need information on registering in person at the Municipal 
Clerk’s office or at the polls on Election Day.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3. Click Continue. 
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4. Enter the required information in the Are You Eligible to Register?  
 

a. You must state that you are a U.S. Citizen and that you will be 18 years old by the next election.  
 

b. You will enter your Date of Birth.  
 

c. If you have a Wisconsin Driver License or State ID Card, you will enter its number and Expiration 
Date. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
d. If your Wisconsin Driver License or State ID Card is suspended, revoked or expired, you will also 

be asked to provide the last four digits of your Social Security Number  
 

e. If you do not have a WI Driver License or State ID Card, you will be asked to provide 
the last four digits of your Social Security Number.  
 

f. If you do not have a WI Driver License or State ID Card or Social Security Number, 
you will indicate that you have Neither.  
 

g. You must verify you have lived at your residential address for 28 consecutive days. 
 

h. Verify you are not currently on probation, parole, or other supervision for a 
felony conviction.  
 

i. Verify you are not otherwise disqualified from voting.  
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Required fields are marked with an Asterisk.  
 

 
Click on or hover over a Question Mark 
and a help dialog box will appear.  
 

 
 
 

 
 

5. When you have completed entering the required information click the Next button.  
  
 

6. Fill out the required information on the Current Personal Information screen.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

a. Enter your First Name, Middle Name and Last Name, including a Prefix and a 
Suffix if desired. If you do not have a middle name or a first name, you must check 
the appropriate box. 
  

b. Enter your Phone and Email if desired. Be aware that your phone and email address 
will become public information and may be shared with others.  

 
 

7. Click the Next button.  
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8. Enter information on the Current Residential and Mailing Address screen.  
 

a. Enter the House Number, Street Name and City. Please also enter the House Number Suffix 
and/or the Apartment/Unit Type and Apartment Number if they apply. You may also enter your Zip 
Code, which can help us to verify your address.  
 
 
 

b. Click the 
Submit 
Address 
button. 

 
 
 
 
 
 
 
 
 
 
 
 
 
c. If the system can verify your address, you will see a notice Your address has been validated.  

You may also see a message during the validation process if the address was changed into a 
standardized form. Another prompt asks you to verify the changes. If you need to change the 
address, you must click the Edit Address button.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
d. If the system cannot verify your address, you will see a notice that Your search found no matches. 

If your address cannot be validated, you will be unable to register using this system. You should 
contact your Municipal Clerk to discuss other forms of voter registration.  
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e. If you have a mailing address, you should enter that information in the fields provided.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

9. Click the Next button.  
 

10. Enter Other Information. 
 
a. Check the correct box to indicate whether you are a new voter, changing your name, and/or 

changing your address.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

b. Enter your Prior Residential Address. If you do not recall your entire prior address, just list 
the fields you remember. The City and State must be included at a minimum. 
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c. Enter your Prior Name, if any. Remember if you select the checkbox indicating that you are a 

registered voter who is changing their name, you must enter a prior name.  
 

d. If you are interested in being a poll worker, you may check the appropriate box. 
 

e. If you need an accommodation for a disability in order to help you vote, you may select it from the list 
provided.  

 
 
 
 
 
 
 
 
 
 
 
 
 

11. Click the Next button.  
 
12. The Final Review Page will appear. Review the listed information. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
a. If any information is incorrect, you may click the yellow Edit link to make changes in that area. 

Once you have corrected that information you must click Next through every screen to return to 
the Final Review Page.  
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b. If all the listed information is correct, you must read the Certification statement and check the 

appropriate checkbox.  
 

 
 
 
 
 
 
 
 

 
 
 

13.  Press the Confirm button.  
 
 
 
14. In the next screen, you will see 

a message to Please Verify 
the Code Displayed Below. 
You must Enter the code 
shown. This prevents 
automated software from 
entering in Voter Applications.  

 
 
15. Click the Submit button. The 

application will now be saved 
in VPA.   

 

 
 
 
Applications are loaded nightly and will be available in the Voter Applications node of SVRS the next 
morning.  

 
 

16. The To Finish screen appears providing instructions to the voter on how to complete their 
registration. Instructions will vary depending when the voter registers.  
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a. All registrations  

i. The instructions indicate the voter is not yet registered and will list the Municipal Clerk’s 
information (followed by the correct polling place). This information retrieved is based 
on how it appears in SVRS. If the Clerk information or polling place being displayed is not 
correct, please contact the G.A.B. Help Desk for assistance.  

ii. The bottom of the instructions informs voters that they can check the Voter Public 
Access (VPA) website for the status of their voter registration. 

 
b. Registrations entered during open registration (20 or more days before any election) 

i. The instructions will instruct voters to mail their form to the Municipal Clerk. The form must be 
signed and dated before mailing. 

ii. The deadline to postmark the application will be populated based on the next election in SVRS.    
If no future elections are set up in SVRS, the deadline will say 20 days before the next election.   

iii. A note will be included stating If You Are Registering in Wisconsin for the First Time, you 
must provide proof of residence. A list of valid proof of residence documents is provided.  

 
 

c. Registrations entered during closed registration (from 19 days before the election until 5:00 
pm on the fourth day (the Friday) before the election) 

i. The instructions will instruct voters to hand-deliver the form to the Municipal Clerk’s office.  
The form should not be signed and dated until the Clerk (or staff) can witness the signature.       
(If the voter has already signed the form when they bring it in, they should resign and date the 
form in the presence of an election official in the Clerk’s office.) 

ii. The deadline to deliver the application will populate based on the date of the next election in 
SVRS.   

iii. A note will be included stating that you must provide proof of residence. A list of valid proof of 
residence documents is provided. 

 
 

d. Registrations entered for Election Day Registration (including registrations entered the three days 
immediately before the election (after the close of late registration) and on Election Day)  

i. The instructions will instruct voters to hand-deliver their form to the polling place.     
The form should not be signed or dated until an election worker can witness the signature. 
(If the voter has already signed the form when they bring it in, they should resign and date 
the form in the presence of an election worker.) 

ii. The deadline to deliver the application will be Election Day.  

iii. A note will be included stating that you must provide proof of residence. A list of valid proof of 
residence documents is provided.  

 
 

17. Use the Click Here to Print or Save Form button to print your form or save it for future printing. 
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18. The printed form will contain two pages. 

The first page will contain instructions and 
the second page will be the application 
form itself. 

 
19. The same set of instructions that was 

displayed in the To Finish screen will be 
printed in front of the voter’s application 
form. The instructions will vary based on 
whether the voter applies during the open 
registration period, the closed registration 
period, or for an Election Day Registration.   

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The voter must print, sign, and date the 
application immediately if they are mailing 
in the form. If they are hand-delivering the 
form to the Clerk’s office during late 
registration or hand-delivering the form to 
the polling place on Election Day, then 
they should print the form, but wait to sign 
and date it until Clerk’s office staff or an 
Election Worker can witness their 
signature.  
 
Clerks can use the Online Mail App. ID 
field to search for this application in the 
Voter Applications node of SVRS. 


