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Maintain Voter Records

The voter node is where all voter-specific information is found. Once a voter has been entered into SVRS,

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

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

Key Terms

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

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

Provider: In SVRS, a Provider provides services for a municipality that does not have access to SVRS
(called a Relier). A municipality that uses SVRS only for their own municipality’s data is called a Self-Provider.

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

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

District Combo Code: 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 new standard format of AABCC-DDD-EEEE-F. In this
combination, AA is for County, B is for Town, CC is for Municipality, DDD is for Ward 1, EEEE is the School
District and E is for a Split in the Ward. (If there are no divisions within a ward, the last digit will be 1.)

See Districts and Offices.

MyVote: MyVote Wisconsin is a website that allows voters to access their district and voting location information
if they supply their full name and date of birth or address. It can be found at https:/myvote.wi.qov.
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Search for Voter Information

Ij The Voter node is where you access and modify the records of voters in your municipality. Examples of
the information available in a voter record include registration status, voting history, address, districts with
which the voter is associated, and other registration details. A person does not have a voter record until
their GAB-131 registration application has been processed in SVRS. See the Voter Application chapter
for more information.

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

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

a.

Single-click on the Voter node from the Main Menu. A search panel
should appear on the top half of the screen to the right of the Main

Menu tree.

There are four tabs on the search panel into which you can enter
search criteria. Enter your search criteria into one of the blank fields

and click on the Search button.

Enter multiple search criteria on several tabs to refine your search.
Keep in mind you will need to hit the Clear button before you do your
next search. The search criteria are also cleared when clicking on

another node on the menu tree.

General tab: You may
enter a voter’'s name,
date of birth, address
information or voter
status (i.e. Active) to
locate their voter record.

The less information entered as
search criteria, the more records
will be returned. It is often helpful
to enter in only the first 3-4 letters
of the voter’s last name to assist
in finding records with uncertain

spelling.
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Districts tab: Locate voter records by ward or other district information.

Other tab: Search for voter records that have particular registration dates or by the
voter’s age. Also search for voter records that were changed between specific dates

or by specific users.

Elections — Displays a list of elections for your municipality. Search for voters who
voted in particular election(s) by checking the box for those election(s). Options vary
with the amount of election history loaded into SVRS for your municipality.
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Results from your search are displayed in the data or results grid below the search panel.

=-
AT,

Whenever you are not getting the search results you expect, hit the Clear button and try

the search again, because search criteria still may be contained within other tabs.

-
AT e

The grid will return a maximum of 1,000 records. If you only need a count of records
meeting the search criteria, check the Count Only box. The Count Only box will give

you an accurate count even if the number of records exceeds 1,000. If you need a list of
all records, you must refine your search criteria to return less than 1,000 records, and the

results will be fully visible in the grid.

Mo

(upper right-hand corner).

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

General | Districts | Other | Elections |

Last Mame: Firgt M arne: Middle W arne: Sufie: o n ch
|FISH| | | j v Cancelled / Hon-\falld ‘Yoters >
Woter Reg Mum: D ate of Birth Soc Sec Mum: Statug: [ Praperty Owriers Only

| | | j Search Options

House Me: Shreet Mame: City: Shate: ZIP Code: [ Prior and Alternate Mames

| | j | j | j | j [[] Sounds - Like Search

[ Include pending Vater Apps

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

a. Sort by name. Left click once on the column

header containing the word Name. You will see a
clear right-side-up triangle appear which signifies
the results have been put in ascending order. Click
once more to put the results in descending order
(the triangle will be upside-down). Add a secondary
sort after sorting by one column by holding down
the Shift key and clicking on the second column
(e.g. sort by street name, then last name).

Resize your columns or Best Fit. Right-click once
on the grey title bar of the column you wish to resize
and choose Best Fit from the drop-down menu.
Alternately, you could choose Best Fit (all
columns) to resize all columns. To expand or
contract one column at a time, left-click and drag the
line dividing the columns to the desired location.

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

der here to group by that column

Jurisdiction = || Mame & || Date OFBith = |
b 13008 FISH. JAMES J % 1/1/1578
13002 FISH. PATRICL & 1411500
13002 FISH. STEPHEM F 1411500
13008 FISHER. KIMEBERLY & 1/1/15880
1 here to group by that colurmn
R | === - _— - |
» 1J;g;§mn FN|§:e JAI\ﬁE [ |2} sort Ascending
13008 FISH, FATRI.. %] Sort Descending
13008 FISH, STEFH..
13008 FISHER, KIM.. = Group By This Field

E Group By Box

i BestFit

€. Clear Filker

Best Fit {all columns)
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d. Remove unnecessary columns or add needed columns. If there are columns you do not
wish to see on the results grid, you can remove them by right-clicking on the grey title bar and
choosing Runtime Column Customization from the drop-down menu. This will bring up the
Customization box in the lower right hand corner.

The Customization box contains available column headers that could be displayed in the
data grid. Remove columns from the results grid by clicking and dragging them into the box.
Add columns to the results grid by dragging them from the Customization box and dropping
them onto the grid results. Close the Customization box by clicking on the “X” in the upper
right hand corner.

aroup by that column group by that column
jon =xeg,| [ Bith = || Place OFf Bir. & ~ || Date Of Bith = ||Place Of Bir. = || Party =]
SH. JAMES . /1978 [ JFISH, JAMES J 1411978 Mot Applicabls
FISH,PATRICIA & 114190 FISH, PATRICIA & 1411900 Mat Applicable
FISH. ETEPHEN F 1411900 FISH, STEPHEN F 1411900 Mot Applicabls
13008 FISHEFG KIMBERLY & 14141380 FISHER, KIMBERLY & 1411380 Mot Applicable
=l x|
Recard D < RecordiD o
Contact_Conta.. ontact_Conta.
NamePrefisCode Jurisdiction
.'.....> NameLast El g
NameFirst Namel ast
NameMiddle NameFirst
NameSuffisCode LI Namemiddle -

exporting of results to files or to print, see the Reports chapter.

3. Open avoter record to display more information on a single record.

Advanced Organization: For further suggestions and instructions for organizing and

a. To view more information for a voter record, open the voter record in the results grid by
double-clicking on the record. This will open the Voter Update screen.

' :2 New Quick Tasks

appear in the lower
left pane when a
record is selected.

File Edit View Tools Window Help

. ]Lﬁ} = HE Menu Shortcuts ‘ 3 Quick Tasks =
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12002 FISHER. RACHEL L Active Registered JB00°WEBB AVE

Quick Tasks

N

Add Mew Yater
Add Propety Owner
Add Federal Voter
Delete Voter

Send Mailings

Create Absentee Application

(A

Merge Yaters

4

Smart Buttons

4 Record(s) returned

i
4
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b. The General tab displays information including voter name and address, voter registration

number, date of birth, identification information, district combo number, registration date and

status, and the date of any recent activity for the record.

Yoter - Update - FISH, JAMES

_ (Ol %]

I _| Quick Tasks |¢=& &7 vater Initiated . I Set Defaults  Use Defaults v“ (/] v|

ME and Close ,_J Save and Mews x Close

ane: [FISH.IaMES J Water Feg Num: 0004040409 Ouwiner: TOWN OF BLO
Address “aoter Status
Home Address | 4112 MILwWAUKEE 5T ge | DtatusFessonscie - Registered ~||az002005  ~]
MADISOM, Wi 537141912
Statuz Comment: |
a “oter Activity

D ate Registered:

Mailing Addre.. 6/5/2012 v | LastDateChnod: | 7000012 +|

Date Last Woted: | 1952012

O Other
1 Poll*forker Interest ] Federal “ater
Identification UOCAVA Status: ’74
Diate of Birth =

,m Azsistance Req. ’7. Email Address: |
Drriver's License: ’m Ew=pr Date:
Soc Sec Mum: ,m Meither
Englizh j

~ | District Combao: ’m wtard:

j Signature
Protection Scheme: ’7. Confidential ID #
Rast/Renewal Dt ’7 Prot. Ord. E=p. Dt
Ewpire Date ’7

Change Reason: |

Language:

Contact Infarmation

Phone:

(2061845

More Contact Info

Motices

[] Photo ID Frovided for Mail-in Absentee
|| Phato ID Exempt

[ Unable to sign Poll book due to physical disability

c. Additional tabs:

i. On the Other tab the Proof of Residence (POR) fields are included. The Voter's POR
information is populated from their approved application POR Type, POR Account #,
POR Entity fields. The POR Required field will default to “No” for those applications
processed with POR.

ii. The Other tab also contains the Identity Check fields. These show information on HAVA
Checks conducted with the Department of Transportation and Social Security Administration.

[ voter - Update - FISH, JAMES » =10l =|
‘ |J SWSE "= Save and Hew x Close H J Quick Tasks ‘x;? Yoter Initisted H Set Defaults  Use Defaulks H o '|
ctlwt_l,ll Dlstnctsl “oting Actlwlyl Registration Hlstowl Documenlsl
Activitg rIdentlty Check.
Last Adrin liv Last Vater Activ: ,m ID Chk. Date 7222012 =) IDCHk Method ,m
Batch Name: ’7 “) Check Result |E0mplete Match j
Application Infa Alternate Mames
Prior Reg. Juris. ’7 Prior Voter Num: | Alternate Ma.. = || Prefis = || First Mame = || Middle Narne
App Souce: ’m App. Date: ’m 2
U Citizen: [res =] 18YRS? Yes -
Cusztom Fields
POR Type: |Eank Statement j‘ 1| ﬂ
POF Accttt: 4212 Out of State DL
POR Required Mo j Diiver's License: ‘
POR Entty: Morth Bark State: ﬁ Expites: lij
Comments
Last Chang.. = || Camment
*
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iii. The Activity tab

| auickTasks | <> &< vater initiated

JSe

-

shows any aCtiVity that J | save and = Save and Rew x Close |
occurs in SVRS for a General | Other Activity Wisticts | Wating Activity | Registration History | Documents |
voter record. Select the tﬂj

Activity Type from the
drop-down menu, and
click on the Search

Search

Activity Tupe:

-

button. For example, [SEleCtnCtiviy)
you can select Absentes Balot
HH H Candidate Filings
Malllngs to see If the Election “work Assignment
voter has been sent a r;uaa_n_ngss_
it k
letter or postcard, or il
select Voter Merged Vater Merged
. . Wote Recorded
to see if this record has x| =
been merged with a

duplicate record.

; 1ol x|

i i o il e 9K Ginse || 2 quickTasks |+ &2 voterintiated || Set Defauts e v|
Under Districts you will find 35 Wotina Aciviy | Regisraton sty | Doumerts |
the voter’s district information, Eloston rfomalon
including dlStrlCt Combination B‘;:E; 13008-007-3263-1 ;;g;;:_!:s;ﬁ;twim N |::::::z§:: lza: :::: (1880 ssr?ag“a;;;z RD , MADISON, ')
and normal polling place. Also Atemate Pling Flsce oo
H H H H Jurigdiction: S
InCIUded_IS I_nformatl_on on the Altemate Polling Place Location: I j
school district to which they Datics

belong, county supervisory

district, sanitary district, etc.

Office Holders are also listed T

in the lower grid if that i b P
information is recorded in e e
SVRS. . e

Office Holders

Office Holder
[4/0HN HENDRICK
KAREN A PETERS

‘DAVID WORZALA ‘EEILINTY TREASURER [CO13)

¥DIC T W P Com okl lpcrRIcTED NC ACERC (PNt ™

iv. The Voting Activity tab lists the elections in which the voter participated. Some
municipalities have many years of voter history uploaded in the initial conversion process.
Other municipalities will have voter history beginning with the use of SVRS.

=N

J l= Saveand close = Save and Close | J = Quick Tasks |@ &2 voter Initiated J Set Defaults )-)J o
Generall Other IActivityI Districtd_Yoting &ctivit'® Registration Historyl Documentsl

that colum

v ||ElecDesc = || Method v ||Election D~
4/5/2011 5 2011 SPRING.. At Palls Regular : I 700 ]
114242ma GEN 200 GENERA.. &t Polls Fegular FO000950
114442008 FRGE 2008 PRESIDE .. |at Palls Regular 124242008 FO000SE0
4/1/2008 SPRE 2008 SPRING.. &t Polls Fegular 472202008 0000378
21942008 SFRIP 2008 PRESIDE .. |at Palls Fegular 372008 FO000437
114742008 GEM 2006 GENERA.. |atPolls 1142742006 Fo0oo1 o
114242004 SPEC 11/ 2/2004 ELE... |At Polls 7/19/2006 51123058
241742004 SPEC 2AT/2004 ELE.. |At Polls 74192006 51129055
11,/542002 SPEC 11/ 6/2002 ELE... Ak Polls 7419/2006 51129052
4/3/2001 SPEC 4/ 3/2000 ELE..  |At Polls 7419/2006 51123005
114742000 SPEC 11/ 7/2000 ELE.. (&t Polls FA19/2006 511253004
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v. The Registration History tab shows an entry for each change in the voter registration
of the voter record. If you select an entry from the data grid, additional information is

Vi.

displayed in the lower Details grid.

J . Save and Glose = Save and Mew x chkﬁsks ‘@ Woter Initiated

= e =

| setDefautts Use Defaults vH %) .|

Genarall Other IAcllwtyI Dlslnctsl Yoling Activity

# Documents I

Resulk:

Eff Date A ~ | = || Status Re
3/10/2006 Active 4112 MILWALUKEE 5T MADISON. '/ 537141312 Mot Apphcable 13008-001-1 Heglsterac
3/10./2006 13008 |Active 4112 MILWALIKEE 5T MADISON, | 537141312 Mot Applicable 13008-001-1 Fegisterec
3/10/2006 13008 |Active 4112 MILWAUKEE 5T MADISONM, W 537141912 Mot Applicable 13008-001-1 FRegisterar
1143/2m0 13008 |Active 4112 MILWAUKEE 5T MADISONM, W 537141812 Mot Applicable 13008-001-1-1 Registerac
4/14/2011 13008 |Active 4112 MILWALUKEE 5T MADISON, | 537141312 Mot Applicable 13008-001-1-1 Suzpende
B/10/2011 13008 |Inactive 4112 MILWALUKEE 5T MADISON, | 537141312 Mot Applicable 13008-001-1-1 4Year Ma
416,202 13008 |Active 4112 MILWALKEE 5T MADISOM, W 537141912 Mot Applicable 13008-001-3269-1 | Registersc
< j
Detalls

The Documents tab will not be used in Wisconsin.
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Correct Typographical Errors or Add Missing Voter Information

o

.

Clerks may need to correct typographical or administrative errors. Clerks may also collect other missing
voter information or updates such as: telephone numbers or email address, or an accommodation needed
at a poll location. These entries do not need a new GAB-131, but any changes in voter name or voter

permanent overseas voters who are not required to provide POR.

home address do require a new GAB-131 and proof of residence (POR), except for military and

For instructions on updating a voter’s record from a GAB-131 (e.g. an address or name change), please

see the Voter Application chapter.

For instructions specifically on updating POR information (only for those appl
without POR prior to the April 4, 2014 legislative change), please see the Edi

ications entered into SVRS
t Proof of Residence section

of this chapter.

O,

1. Click on the Voter node from the Main menu.
2. Search for and open a voter record using the search panel.

See the previous Search for Voter Information section for details.
3. Enter the correct information or add the missing information.

] Ahsentes Applications

\Q Elections

Q Election workers

Polling Place Locations
Contacts
-2 Payment

734 Districts and Office Types
_@ Calendar

L.

a. Fields that may be

B ntar Lndate - FISH, JAMES : =N
Updated are: Name, Save and Close Y=l Save and Hew 94 Close _ J 3 auickTasks | & 52 voter mitiated J SetDefaults Use Defaults |J o ‘
HO me Ad d ress ] ! &l | Cther Actiwl}ll Districlsl “Yoling Actiwl}ll Registiation Histur}ll Documents |
Mailin g Ad dress y Hare EEEE | Water Heg Num: 0000040409 Quner: TOWN OF BLO
Date Of B | I’th ) Addrese Water Status
. , .
Driver’s License, Home Addiess | [AT1Z WILWAUKEE 5T ionsooropees | StatusAzason  Facive Regtered -|[sneme -]
MADISON, Wl 53741312
SOC SeC Number, Status Comment: I I
Ph on e, Statu S g Witer Activity
Reason, Status Maiing Adde .. DateRegistered:  [11/1915 - fLastDateCnad [4npom2
Comment, and Date Last Vated
Date Registered. Other
[ Poll'wWorker Interest [ ] FederalVoter
) Identification LIOCAYA Status: j
b' CIICk on the Diate of Birth 14141300 + || Assistance Req. j Email Address: |

Save and Close sl N ———

Blieilleense :E“p' Ll j District Combo: ,m wdand: ,ﬁ
button to save Soo Sec Num: : Neither j ’

h h t Sighature

t ec anges (0] Language: j Frotection Scheme: j Confidential ID #
the VOter record Contact Information Figat/Renewal Dt Prot. Ord. Exp. Dt

Phane: : More Contact Info Expire Date

Motices Change Reason: | j

j) Veleridently i not confimed. [_| Phata 1D Provided for Mailn Absentee
["] Photo 1D Exempt
] Unable to sign Poll book due to physical disability

If a voter has a name change, or moves to a new address, a new GAB-131 should be filled out and
processed. Proof of residence is required and entered into SVRS. Also see the Voter Application chapter.
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Change Voter Status to Inactive or Cancelled

v

For various reasons, a clerk may need to change the status of a voter. A few common reasons are:
e You may inactivate or cancel voters based on Felony or Death Record Matches in the Voter Match

node of SVRS. For more information, see the HAVA Interfaces chapter

e Felons still on supervision are changed to Inactive to prevent the voters’ names from appearing on

the poll book. Inactive voter records do not show up on the poll books

e To cancel the record of a deceased voter, clerks will need to change the Voter Status by selecting
the Cancelled — Deceased option that best explains how it was learned that the voter is deceased.

Cancelled voter records do not show up on the poll books

e To record voter participation after an election, a clerk may have processed an incomplete voter
application. After processing the application, the clerk needs to change the voter’s status to Inactive-

Incomplete EDR until the voter has provided the necessary information

o A clerk may also inactivate a voter if the voter verification card was returned as undeliverable

because the voter does not live at that address

e Certain records are automatically inactivated by SVRS during the 4 Year Maintenance of non-

participating voters. In rare cases, voters may need to be reactivated

After cancelling or inactivating a voter's SVRS record, you should pull the associated GAB-131 from the
files and mark it for destruction in four years. Providers need to communicate these updates to their
Reliers, who retain the original GAB-131s. In addition, check to see if any cancelled or inactivated
records have an Absentee Application associated with them. If so, the Absentee Application must be
cancelled as well. If you use SVRS to issue absentee ballots, this will happen automatically.

See the Absentee Applications chapter for more information.

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

2. Search for and open a voter record using the search panel. See the
previous Search for Voter Information section for more information.

3. Change Voter Status.

a. Locate the Voter Status section of voter record (on the General tab).

File Edit Wiew Tools Window Hg

J|'% Menu Shoreuts | =

~fat Wwelcome to AESM

er
[#-1Z5] Voter Applications
Abzentee Applications
[]---\u Elections
& Election workers
24| Paliing Place Locations
47 Contacts
----- <8 Payment
F-£47 Districts and Offics Types
| | Calendar

b. Use the drop-down

menu in the Status —

Reason field for

Address

er- Update- FIS ) o x l
‘ L] Bave and Close dHew ¥ Close _|| 2 cuick Tasks ‘ & 5 vater Initiated J Set Defaults ’:H L] _|
{ General I Other | Actiwlyl D\sllicts' WVating Activityl Registration H\slolyl Documenlsi

Mame: !FISH,JAMESJ |TDWN OFBLO

options. Expand the
menu by clicking and

Status-Reason
13008-001-3269-1

Home Address | |4112 MILWAUKEE 5T

MADISON, W 537141312

volerRegNum  [gopopygdos | Owner
“oker Status
{

Status Comment:

x| |ansia0z ~|

draggmg the bottom B Volertetiiy Active - CiviFlihts Restored Nofifcation L
. Active - President Only Ballot
right corner. Maiing Adre . Dals Regilered: | Active - Registered B
Active - Suspended (30 Day Moatice] —
Active - Suspended (4 Years Matice|
Active - Under 18
B Otk —
C. Select the approprlate = Cancelled - Administrative Action
[] Poll‘Worker Intey Cancelled - Confimed Registered Out of State
St a.t us ReaS on. o Cancelled - Deceased - Death Record Match
Identification UOCAYA Status: | Cancelled - Deceased - Letter of T estament
4 — " | Cancelled - Deceased - Obituary
Diate of Bith |1/1/1500 j Assistance Req. j Ermail Address: Canteled - Voler Request |
Driver's License: Expr Date: = - . Inactive - 4 Year Maintenance |
ot | = | DistictCamper {72200 . Adudioated 5 6 03(1 2]
D& ABCRL sither | = Inactive - Felon - Matification
| Signature 3 —
4, Save and Close the voter i [ ® Protoction Scheme: | nactive - Felony Record Match =
Inactive - Incomplete EDR
record . Contact [nformation Rgst/Renewal Dt | Inactive - Mailing Undeliverable E |
5 Inactive - Naotice From Clerk.
Phane. More Contact Info Expire Date | % )
Matices Change Reason: | e 'J
V4/20/2015 -10- Update Voter Status
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Add UOCAVA Status Indicators

o

In compliance with the Uniform Overseas Citizens Absentee Voting Act (UOCAVA) and the Military and
Overseas Voter Empowerment (MOVE) Act, an UOCAVA Status field drop-down was added to the

voter record in order to track military and overseas absentee electors in SVRS. Military and Overseas
absentee electors are exempt from all Photo ID requirements. Therefore, when either the military or
overseas status is selected from the UOCAVA drop-down list, the Photo ID Exempt checkbox is
automatically selected.

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

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

3. Select the UOCAVA Status.

a.

Click on the UOCAVA Status
drop-down list and select
Military or Overseas.

When the military or overseas
status is selected from the
UOCAVA Status drop-down
list, the Photo ID exempt
checkbox is automatically
selected because military and
overseas absentee electors are
exempt from all Photo ID
requirements.

4. Click Save and Close.

B~
-~ Abzentes Applications

far Wwelcome to AESM

a

5| Woter Applications

EEI---\_E,E Elections
----- o Electionworkers
----- gl Pualling Place Locations
----- i3 Contacts
----- Zd Payment
#-+34 Districts and Office Types
----- E Calendar
I
Oitker
[] Pall'Worker Interest [7] Federalaoter
LIDCANA Status: Military j
j Email &ddrezs: |— |
| Ditit Conbo: TR |0
j . Overseas
Signature
Fratection Scheme: D #
———  Rgzt/Renewal Ot p. Ot
Expire Date x| Y
e  Change Reason: | j

V4/20/2015

-11-
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Make a Voter Confidential

o

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

To get confidential status, a voter must provide the clerk a copy of a valid protective order, an affidavit
signed by a sheriff or chief of police, or a statement signed by the operator of residential shelter. After the
voter has presented this documentation, the clerk should issue the GAB-148 (confidential elector

identification card), and assign a confidential elector number. Only clerks may assign a voter confidential

status.

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

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

3. Make the record Confidential.

a. Locate the S|g natu re J er- Update - F\E:H.ﬂ.r-ﬂEE: x J j ‘ @ i . J — ;I%JI“L”
. - = Save and Close [= Save and Mew Cloge _ Quick Tasks +., Yoter Initiated et Defaults L
ﬁ;en% Igot::]nee:‘o(\)l\;etﬁ]élgdr:t-a ;GE”EH"él Oither I Acliwty' Dismcts' VotingActwityI Fiegistration History' Documentsl
Nermie: |F\SH,JAMESJ “ater Reg Mum: /M Owiner. ’m

entry form.

b. Choose Confidential
Voter from the
Protection Scheme

drop-down menu.
c. Enter the Confidential
ID #, which consists of Idenliication

the Active Jurisdiction’s
HINDI number and a
sequential number
tracked by the
jurisdiction itself

(e.g. 13008-1).

Address

Home Address

Date of Bith
Drriver's License: ,7 Expr Date:
Soc Sec Num:
Language:

Cortact Infarmation
Phaone:

Natizes

Woter Status

4112 MILWALIKEE 5T
MADISON, Wi 637141912

13005-001-3263-1

=

,7 Meither
i

1411900 j Assistance Req. ﬂ Email Address:
lij District Combo:

Status-Reazon:

- laeoz o

‘ Aclive - Registered

Status Comment: ‘

Water Activity

Date Registersd: 191 q1g - | LastDateChrod |4np/2012 -
£
Diate Last Voted

[] Federaloter

Other

[] Pol\Worker Interest

UDCAVA Status: ﬂ
13008-001-3263-  Wward

w1

TF Signature

—

More Contact Info

"

1300801

—
&

Protection Scheme: | tiantial Vater ,l Confidential ID #
Figst/Renawal Dt Prot. Ord. Exp. Dt.
| Expite Date 10/07/2015

Change Reason: ‘

d. Enter the expiration
date, regardless of the

j’l “oter identity is not confirmed

[] Phata 1D Provided for Mailln Absentes
[l Phata ID Exempt

[_] Unable to sign Pall baok due ta physical dizability

type of documentation,
in the Expire Date field.

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

By selecting the Confidential Voter drop-down,Photo ID Exempt box is automatically checked.

e. The Change Reason field is only used when the status expires early. Selecting anything
from this drop-down will remove the voter from confidential status.

4, Save and Close the voter record.

V4/20/2015
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Validate Voter Address

Ij Only voters with validated addresses will appear on poll lists. If an address will not validate, it means that
no address range in your municipality includes the address as it is listed in the voter record. If an address
won't validate because of a missing or incomplete address range, please see the Mapping chapter of this
manual. Use the Voters with No District Combination report to identify voters with invalid addresses. See

the Mapping chapter for directions on how to run that report.

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

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

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

3. Validate voter address.

a. Click the Home Address button to
open up the Address Detail
screen. Click the Map button to see
a map of the voter’'s address.

the address in the correct
location. Click on the Pin
and drag and drop it to its correct
position. (Even if the position looks
correct, you should always move the
Pin slightly to ensure that SVRS
districts it properly). Once you have
placed the Pin correctly, click the “X”
in the upper right-hand corner of the
map screen to close it.

b. Use the map to pinpoint %

c. When you see the message below,
click “Yes.”

-

voter - Update - FISH, JAMES

J _Eﬂ Save and Close _J Sawe and ew x Close

| 13 cuickTa

-

General | Other I .-’-\ctivityl Districtsl Yoting .&ctivit}ll Reqistration Histor}ll Doc

Address

Nae: |FISH,J.&MESJ

Home Address | B4112 MILWALIKEE ST
ADISOM, Wl 537141912

er - Update - FISH, JAME - y I [ | |

J LJ Save and Close J Save and Meyy Fomat | US Address j
Gienera! | Oinen | oty | Distiots | Vot ety | o | o
Name FISHJAMES J I
Address 4112 [MILwaUKEE 5T =l u
Home Address [ 4172 MILwWALUKEE ST Unit T - -_U it Murnb ?
MADISON, W 537141912 Y| I u

‘Addless Line 2

[MeDisoN =l[wr=[[ssramz =] B
M aiing Addre 2
[ E=TEE Distict Combo = =
Valdate |
5 d | = e
[zoom: %ﬁ] W e
|dentification ——————oo -~ 'nng o
% | Bear c o~
Date of Birth 1/1/1300 j Assistance | "iﬁ/’.\lilr‘.;alr & f‘z v\\?\
Diiver's License Expr Date ﬁg
Soe Sec Num Meither 2l ‘@‘ =
Language: j % St
b
Contact Infarmation 2+
@ Brurs Ave
Phane: ’7 More Conl Dental Health
Orthodontics
Notices =
%" Blyaraz fue
i) Voter identity s not confirmed. - 5
e g Mo Donald's =i
I EngindBervice 2 Milwa
Mitwaulles St Ty
Portlal
3 Park
il o 8 a

o Location cha

x|

V4/20/2015
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& i =l o %]
Fomst [0S Addess 7]
i U5 Address |
d. Click “OK.”
Do not click the “Validate” button. 412 | [MLwaLkee 5T [
Uni: Type [ [ Uit Number |
[Adross Line 2 |
[Mapison e =[ssramz
1300900732891 e ] |
ok Cancel
e. You will then return to the Home T
Address fields. Do not hit the TAB
Key to save the district combo. HomeAddess || | |MILWAUKEE 5T -
Instgad either: click anywhere |MADISDN j|w| j|53?141912 j
outside the Home Address fields — - : .
X |.~’-‘«ddress Line 2 ||Un|t lethumber |D
or - click the Save and Close .

buttons to exit out of the voter
record.

oter - Update - FISH WMES

f The district combo will save in the J 'Q Save and Close _.] Save and ke x Close _ J 3 Cilick T|
Home Address box. Make sure General |Dther I Activit_l,ll Districtsl Yoting Activit_l,ll Registration Histor_l,ll Do
that the district combo code N TFISH JAMES J
assigned sho_ws_ the correct ward Ao
and school district. H Add 4112 MILWALKEE 5T

ame [[=F=H
MADISON, Wl 537141912

: .} There is a green pencil icon in the lower right hand corner of the address field. The green pencil means
' that the address has been manually districted. In the past, we asked clerks not to use the green pencil,
but now it is fine to use.
B
? i j Also when you district one voter every voter at that address will be moved to the same district combo.
" This will not work for apartments or trailer parks, since each lot/unit has is a unique address.
5 e — | O |L|
I IE If the map function does not work (because SVRS Fomat: |US Addiess = Validated
" does not recognize the address), or you cannot find .S Address |
the correct location on the map, you can select the
correct district combo from the drop-down on the 4112 [MICwaUKEE 5T ]
Address Detail screen, and then, click the OK Unit Type [ [ Uit Number

button -- do not click the Validate button.

|Address Line 2 |

[MaDIsON ~llw ~][sEmamz ¥
13008-001 32651 <] | Map
)| | Valdate |
— th -
13008-001 32651
1300800232651

13008-002-3381-2

I ] Cancel

13008-003-3263-3
13003-003-3381-1 j
B 4

V4/20/2015 -14- Validate Address
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Edit the Proof of Residence Field

o

.

The ONLY time the POR Required field should be marked Yes in the Voter node is when a first-time
Wisconsin voter registered by mail prior to April 4, 2014 and did not attach any proof of residence.

With the April 4, 2014 legislative change, all voters (except military and permanent overseas voters) are
required to show POR. When voter applications are processed with POR documentation recorded, the
POR Required field will default to “No” on the Voter Record.

Voters with POR Required marked as Yes in their voter record will have a POR Required watermark to
the left of the voter's name on the poll book. This watermark alerts the poll worker to require proof of
residence before giving the voter a ballot on Election Day. Poll workers should record the type and
account number of the proof shown. After an election, clerks should review the poll book. When voters
have provided proof of residence, the POR Required field must be cleared in SVRS, and the proof of
residence information entered into each voter record. Voter records that are edited in this way will no
longer have the POR Required watermark in future poll books.

-
s

-|’

=
-

7.

Click on the Voter node from the Main menu. Genera‘,mh?l Activit_l,.ll Distlic:tsl “aoting .t’-'«ctivit_l,ll Registration Historyl Do
Activiity

Search for and open a voter record using Last Admin | x| LestVeterdctiv [pmypoz v

the search panel. See the previous Search BatchName: [

for Voter Information section for details. Aot il

Pricr Reg. Juris.: Pricr “foter Wum.:
App Source: Election Day Re AP Date: B/5/2012 |

Select the Other tab. Select the type of US Citizer: Yes ~| 18YRS? Yes -
proof of residence from the drop-down list in Custonn Fields
the POR Type.
yp Bank Staternent j
POR Accti:
; ; ; ; POR FRequired Affidavit for Homeless Electars
Corroborating Witness is no longer a valid FOR Entiy T ——"
POR Type option but it still remains on the Conoborating ‘witness
drop-down list for tracking purposes. Comments ————————— Employment ID Card
Last Chang.. = || Com Gowvernment 1D Card
= Other Document
Paycheck
Residential Lease
Enter the Account Number in the POR Acct # e
field. If the account # is seven or more enter Utiliy Bil
only 4 digits; if the account # is six or fewer B bRl N T Ao
> | Az
enter 2 digits
. . . Cugtorn Fields
Select No in the POR Required field.
FOR Type: |W| Dirivers License or ID Card j
Enter the POR Entity. This is name of the FOR Accti: 3303
issuer of the proof of residence. POR Required No -
POR Enfity: Dby

If the driver’s license was provided as proof of
residence, enter or verify the Driver License
number on the General tab. Then enter the
last four digits on the Other tab. Be sure to
change the POR Required to No.

Save and Close the voter record.

V4/20/2015 -15- Edit Proof of Residence
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Merge Duplicate Voter Records

o

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

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

master record is in a different jurisdiction.

HAVA requires that we maintain one and only one record for each voter registered in Wisconsin. Due to
multiple voter records in the source data at the beginning of SVRS, a voter may have duplicate records
that need merging into a single record. A list of possible duplicate records is presented to you in the Voter
Match node of SVRS. For further information on using the Voter Match node, see the HAVA Interfaces

chapter.

1. Click on the Voter e 'H S 2| 0 |8 s | Active Juisdiction: | TOWN OF BLOOMING GR.. +| _H )
node from the Main General | Districtsl Other I Electioml
menu.

Last Mame: Firzt Mame: Middle Name: Suaffis:

2. Enter in your search |HARTMAN | MaR | B
criteria, and in the In Water Reg Mum: Diate of Birth Soc Sec Num: Status:
drop-down list, select | | | |
the State of Wisconsin House Mo Sheet Mame: City: State: ZIP Code:
(to see all records in the | | - | -] | -] | -
state). Use the Search
button to locate them.
See the Search for Records Returned: 141 In | ATE OF WISCOMSIM -] [] Caunt Only Search Clear
Voter Information
section for more details.

3. Merge Voter Records.

a. First open and examine

each duplicate voter

[® voter - Update - FISH, PATRICIA
J ”,:ﬁ Save and Close =) Save and e x Close _H j

Quick Tasks | 4 B2 voter Initiate

o [=]p3

v“ Set Defaulks  Use Defaults v“ (/] v|

record to verify which

General | Other | Aclivityl Districtsl “Yoting Activit_l,ll Fiegistration Hislnryl Dncumentsl

record is the most

Name:
Address

|F\SH,PATF|ICIAA

Woter Reg Mum:

Woter Status

0000040410 Dwner:

TOWN OF BLO

recent.

4235 COUNTY ROAD AB
MADISON, W1 53718

Home Address
Check the Voter Status,
the Application Date on

~)e/30/2005 |

—
13003003.@2:;1 Active - Registered
HE —

the Other tab, Maling Addre .
the Date Last Voted,

Date Registered, and

Other

Date Registered: 1141918 -

- 5/6/2009

Date LastWoted: |11 2/2004

[] Poll*/orker Interest

[] Federal/ater

Date Late Changed.

Check them all, do not
rely on one single field.

[® voter - Update - FISH, PATRICIA

J g SME _J Save and Mev) x Close

J j Quick Tasks |C=> %{" “oter Initiaked

(=B

J Set Defaults  Use Defaults 'H L/

Identity Check

Application Info

Genery) Other ct\vit_p' Distlicts' “Yoling Activityl Riegistration Histnr_p' Documentsl
Activity
Ifft.f\dmm W Last Voter Activ: ’ﬁ ID Chk. Date
Batch Name:

ID Check Result

S

Frior Reg. Juris. ’7 P n ‘ ——
App Source App. Dat ’7v *l
US Citizen: ’ﬁ 18 el ﬂ
Custam Fields

Alternate Names

,ﬁ 1D Chk. Method ’ﬁ
| E

|Altemate Ma.. ﬂl Frefix

ﬂl First Mame ﬂl tiddle M ame
| |

V4/20/2015
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b. If the most recent record is in another municipality, that municipality must perform the merge. DO
NOT perform the merge. If the Voter Status of the record in your municipality is still Active, open the
record and make it Inactive so the voter no longer appears on the poll list.

ﬁ Admiristration Mame A x|[Plac.. =] F'art .

c. If the most recent record daillaillsbns ':'F'F":'”
[P [ : . ot Applicable
is in your municipality, go HARTMAN, MICHAEL & Mot Applicable
ahead and perform the HARTMAN, MICHAEL & Mat Applicable
merge. Highlight the first t HARTMAN, MICHAEL D Mat Applicabls
record by single clicking Quick Tasks HARTMAN, MICHAEL G Mat &pplicatle
on it. Highlight the second P Add Mewoter HARTHMAN, MICHAEL G Mot Applicable
by holding down the sn eld Propesty Duner HaRTHAM, MICHAEL J Notpplcable
CTRL key Whlle C|ICkIng » HﬁHTMAN,M'EH.&ELJ r"ll.lt.'-'.|:l|:l|I.!-:ltl":f

o 9 Add Federal Valer HARTHAM, MICHAEL J Mot Applicable
on the additional record. HARTMAN, MICHAEL J Nat Applicable
Only 2 records can be & DeleteVoter HARTMAN, MICHAEL J Nat Applicable
merged at a time. [y Send Maiings HARTMAN, MICHAEL J Nat Applicahle

HARTMAN, MICHAEL J Mot Applicable

@ Process As Andbsertes HARTHAN, MICHAEL JOHN Mot &pplicable

Merae Voters HARTMAN, MICHAEL JOHN Mot Applicable

. T HARTHAN, MICHAEL L Mot Applicable

d. Click on the Merge HARTMAN, MICHAEL L Mot Applicable
Voters Quick Task in the =
bottom left Quick Task panel.

e. Anew Merge Voters G || B venu shortcuss | ) quiskTasts - || 7 [ L | 2 [ |88 ay | active drisdction: [ 10w oF BLoominG GA. <] @ [0 || |

panel will replace the
Main Menu and the
Quick Task panel on

Select

x

oy a

| DatentBith

the left. Determine

MasterRecord \ | Mams
[e]

which record will be

the master record.

The merged record
will include voting

Woter Details

Field Name
3

~|[FieldData -]

history from both

Last Name

FISH

Middle Mame

records, if present.

Date of Bith

121241345120,

Social Secuity N..

Regishation Date

4/4/1994 12.00:0..

Voler Aegistiatio

ErErErthang..

0700138010

More information is

Gender

Diiver's License

WI111-1111-171.

(XD

displayed by clicking

Owiner

and dragging to the right

Address

3EEE COLINTY.

the gray bar separating
Merge Voters from the
search panel.

Merge Vaters

General | D\smclsl Other | E\ect\onsl

Last Wame:

First Name:

Middle Name:

Suiffir:

[FIsH @ \ |
Yoler Fieg Hum Date of Bitth 506 Ser Hum 5|
House M Street Hame: ity State Eal
Pecords Retumed: 2 In [T0wN OF BLOOMING GR ~| [ Count Only Seach
here to group by that solurn
Jurizdiction Mame v ||Date O Bith = || Place Of Bir.. ~ || Party
[ 1300 FISH, GOLDIE 111300 Nat Applicale
FISH. GOLDIE Nat Applicable

f. Information for the highlighted record will be displayed in the Voter Details grid. Select the
Master Record using the radio button to the left of that record.

W

Information from the other record will be archived, but not necessarily show up in the merged record.
For example, you may want to keep a middle name or initial or a Social Security number not present in

the Master Record. Write down this information now, and add it into the Master Record after the merge.

g. Click the Merge Voters button.

Merge Yoters

V4/20/2015

17-

Merge Voters
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h. A warning message will appear,
“The selected records will be merged... Do you wish to continue...?” Click Yes.

'E The selected records will be merged into a single master record that contains history From both voters. Do wou wish
*

to continue with the merge?

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

The selected voters were successFully merged,

j- The Merge Voters pane will automatically disappear and the Main
Menu will reappear.

V4/20/2015 -18- Merge Voters
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Unmerge Voter Records

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

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

2. Search for the merged voter record using the search panel. See the previous Search for Voter
Information section for details on searching.

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

4. Click on the Activity

tab.

5. Under Activity Type,
select Voter Merged
from the drop-down

box.

6. Click Search.

r - Update - FISH

| 4

J 2 auickTasks | < B voter Initiated

-

| AMES
J Save and C Bave andMew & Clase _
Generall Otkedl  Activity istrictsl Yating Activil_l,ll Fegistration Histu:ur_l,ll Dncumentsl

Search

Between:

Activity Type:

“Voter Merged =
[Select Activity]

Abzentes B allot
Candidate Filings
Election Work Assignment

Mailings
Petition Signatures

7. The date and details for the Voter Merged appear in the data grid. Click on the Quick Tasks and a list
appears on the right.

8. Click on the
Unmerge
Voters
Quick Task.

T voter - Update - ANDERSON, BRIAN
Save and Close [ Save and New X Close

7 vater Initiated 'H Set Defaults  Lse Defaults v|J /] v|

J 3 Quick Tasks

GeneraII Other  Achvity | Distlictsl Woling Aclivityl Wumentsl Quick Tasks
Quick Tasks
Search
Delete Yater
Eetween [ and (/2006 -] Search &
- ) _1 Send Maiings
Ackivity T ppe: |Vatar Merged j
_1 |Unmerge Y aters

that calumn

|| Created By
clerk09

Detalls

Master C

SOM, BRIAN D

ontact Name

= || Merged Contact Name = || Date Merged
AMDERSOM, BRIAM C 1

V4/20/2015
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9. A confirmation box appears. Click Yes to Unmerge the voter records.

This unmerge ackivity will result in bwo separate voker records, Do wou wish o continue to unmerge this voker record?

Yes Mo |

10. The Voter-Update screen will refresh with only the original master record information visible.

11. Click Save and Close.

¥ voter - Update - ANDERSON, BRIAN
J Save and Close ,_J Saye and e x Close '|J j Quick Tasks | - [E._,u) Woter Initiabed v|J Set Defaults  Use Defaults v“ L] v|

Generall Other  Activity | Distlictsl Wating Acti\-’it_l,ll Fiegistration Histor_l,ll Documentsl

Search
Betwesn: - and |g/1/2008 v Search
Activity Type: | Voter Merged j

0 group by that column

= || Created By

Creat
821/ clerk03

Details

Master Contact Name L” Merged Contact Mame j| D ate Merged ﬂ|

You can perform the Unmerge steps above even if the Master Record is not in your jurisdiction.
The unmerged voter records will return to their original jurisdictions. If the voter records belong to
the same person, but were merged into the wrong municipality, perform the Unmerge steps
above, then merge the records again, with the Master Record in the correct municipality.

5”...— iy

V4/20/2015 -20- Unmerge Voters
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Check Voter Transfers and Merged out Voters

o

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

absentee voters. The Voter Transfers node shows those voters that have moved to a new municipality
and submitted a new registration application. The Merged Voter Information Report shows voters that
have been removed from your municipality by the voter merge process described above.

After a voter moves out of your jurisdiction and registers elsewhere, you should pull the GAB-131 and
place it in the destruction file. Mark the date of destruction (in 4 years) on the top of the GAB-131. Please
note that records merged out of your municipality are often inactive. You only have to pull the GAB-131

if the merge pulls an active voter record out of your municipality.

Check Voter Transfers

1. Expand the plus sign (+) to the left of the Voter node in the Main menu.

2. Click to highlight
the Voter Transfers
sub-node.

3. Inthe From Jurisdiction
box, type or select your
municipality.

4. Inthe Transfer App Date
Between fields, enter a
beginning date equal to
the day after you last
checked for transfers.
You can enter a cutoff
date if you wish.

=
=

The results grid can hold
1,000 records. If there are
more than 1,000 records,
limit the dates of your search.

1=

File tdit ¥iew Tools Window Help

=10l x|

&l ] Voler Apetestons
I Abssentes Applications
&N Elections
& Election Workers
42 Paling Place Locations
4 Contacts
24 Payment
)-£54 Districts and Office Types
& Calendar
5] Reports
=] Labels and Maiings
- (3 Scheduler
&) [[] Administration

|[E= ey shorteuts | 5 quickTasks~

S| | s |[# v | Active durisdiction: [ TOWN OF BLODMING GR.. =]

|o

[

P ansie App Date B

From Jurisdiction: \(a Juisdiction:

4remz -

Transie

and |

First Mame:

TOWN OF BLOOMIN.. = E
Woter Fieg Mum

Fecords Retumned: 36

E |

Search Clear

roup by that column

fer Ap.. = || Approval Deadine

TOWN DF BLO.. [CITY OF 6/13/202
Approved Transfer Appioved TOWwN OF BLO.. |CITY OF FITCH.. |5/11/2012
Approved Transfer Appioved TOWN OF BLO.. |CITY OF MADIS.. |5/31/2012
pproved Transfer Approved TOWN DF BLO.. |TOWN OF JANE . |B/21/2012
\Approved Transfer Approved TOWN OF BLO.. |TOWN OF BEL. [4/4/2m2
Approved Transfer Appioved TOWwN OF BLO.. | TOWN OF BEL. |4/4/2012
\Approved Transfer Appraved TOWN OF BLO.. |VILLAGE OF CR.. |6/11/2012
pproved Transfer Approved TOWN OF BLO.. [VILLAGE DF CA_ [5/4/2M2
pproved Transfer Approved TOWN OF BLO.. |OITY OF RICE L. |B/6/2m2
Approved Transfer Appioved TOWN OF BLO.. |CITY OF MADIS.. |4/9/2012
pproved Transfer Approved TOWN OF BLO.. |TOWN OF SUM. |5/17/2012
pproved Transfer Approved TOWN DF BLO.. |CITY OF LAKE B/7/2012
Approved Transfer Approved TOWwN OF BLO.. VILLAGE OF MC.. |5/11/2012
Approved Transfer Appioved TOWwN OF BLO.. |CITY OF FORTA. |6/8/2012
pproved Transfer Approved TOWwN DF BLO.. |COITY OF EDGE.  |4/6/2M2
pproved Transfer Approved TOWN OF BLO.. [TOWN OF WIND. [5/9/2M2
Approved Transfer Appioved TOWN OF BLO.. |CITY OF MADIS.. |4/9/2012
Approved Transfer Approved TOWN OF BLO.. |CITY OF MADIS.. |5/22/2012
pproved Transfer Approved TOWN OF BLO.. |VILLAGE DF CO.. [BA1/2M2
pproved Transfer Approved TOWN OF BLO.. |CITY OF MADIS.. |5/23/2012
‘&pproved Transfer Appioved TOWN OF BLO.. WVILLAGE OF MA.. [6/13/2012
.i!\nnrnved Transfar Annraved TanN NnE RN TwM F WANK 1RA2/2m 2 ﬂ

5. Note the names of the voters who have moved out of your jurisdiction. If you do not use SVRS to
track absentee ballots, you will have to Cancel any absentee applications and/or absentee ballots
that exist for these voters. Mark the GAB-131 for destruction in four year’s time.

6. An alternate method for identifying voters who have transferred to another jurisdiction is
to expand the Voter Transfers node and highlight the Moved Out node. This will only
display voters who have transferred out in the past thirty days.

Z) The names of the voters in the Voter Transfers node can be printed or copied and pasted into an

excel spreadsheet. See the Reports chapter pg. 3 for information about working with a data grid.
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The Merged Voter Information Report

This report can be generated from both the municipal and county jurisdictional levels in SVRS. If filtered
properly, it will display any voter records that have been removed from your municipality through the
merge process.

Menu x x|
1. Onthe Menu tree, click the :5"? ecome g RE 7]
oler —
Reports node [#- =5 Woter Applications SelectR rt
Absentee Applications sesttepo Step 1 ol 2 Selected Report
- W&} Elections Vafar Lisfimg
2. On the Quick Tasks pane, & Election Workers _ _
lick P Qt R t p -3 Polling Place Locations Lategowy: |viter ﬂ Public Report
chie rm eports. &4 Contacts Reports ReportOptions
i;% Bhment Address Exceplions j Fil::r ¥
3. Leave the report Category  [|7 5 o T ddess Spon Litng = |
’ i 1BelectFiter] ... 7 l usiEm I
set to Voter, and select I : 21 Information St B
) [ =1 Labels and Mailings o S i j QiEhY
Merged Voter Information -3 Scheduler e ot ot [Gelect o) ¥] | Custom
from the I|St ([ Administration eigeayoterinomation
' More Report Options
4. C“Ck Next. ¥ Show Protected Information
Frinter Setup
- Print Options
@ Preview
Create Repart ; Q Prirt Mow
5 F| Iter your report Delete Madify Layout O Scheduls
[Select Sch.. ﬂ Cuztam
a. Click the Custom button next to the Filter drop- Back | Prview |
down list.

b. Create a Filter that matches the one displayed. In the Value column, enter a date in

mm/dd/yyyy format.
. - I o I X I

c. (Optlona.l) Onthe ([ useriter [ 5e = 5amas &K Detete | ] ciear @ Close ,|

second line, enter ~ o

And; DateMerged; e Heme: | |

Is LeSSThan; and a F|PTView_W'I_MergedVoter_Infolmation|

date in mm/dd/yyyy And/Or Field Name Condiion Valee

format |f you W|Sh to And Dateterged |sGreaterThan 01/mszme

use a range of dates ‘ - I X

for your search.

d. Click Use Filter.

@ For directions on how to save filters and sorts for future use, see the Reports chapter.

6. Sort your report.

a. Click the Custom button

next to the Sort By drop- | bl
down list. | Pl ame = || Drdes |
.an'llm:dchm :.:,SC
b. Copy the Sort displayed. ﬂﬂlﬁ .igg
ol - B

c. Click Use Sort.
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5 "I Counties should use the field name FromJurisdiction on the first line in order to sort by
(,;: municipality. Municipalities can omit this line if desired.

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

8. Click the Print Now radio button.

9. Click the Print button.

10. The Print or Export is Complete!
dialog box will open. Click OK.

More Report Options

| Printer Setup

Print Options
O Preview
= Print Mow
{3 Scheduls

[Select Sche. j Cuztani

Back |

Print ‘

Printing Notification il

-
\_1/‘ Report Prink or Export is Complete!

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

A sample of the Merged Voter Information report is shown below.

s

ekl

The Old Status and Old Address information matches the From Jurisdiction, and the Status Reason and
New Address information matches the To Jurisdiction. If the Old Status is Active, you need to pull your

hard copy of the GAB-131 and mark it for destruction in four years. You must also cancel absentee
applications if you do not use SVRS to track absentee ballots. If the Old Status is Inactive, those actions

should already have been completed.

it

e

If the Old Status is Active, and there is an Inactive Status Reason like Mailing Undeliverable or Notice
From Clerk, or a Cancelled Status Reason like Deceased or Administrative Action, your active record

has been merged into an inactive or cancelled record in another municipality. You may need to undo the
merge. See the Unmerge Voter section in this chapter, or contact the GAB Help Desk for assistance.

CITY OF MADISON

Merged Voter Information

J=l AND ¢ RPTVire_ W Mermad Vover_Mrsumen Dieabirsed = G G0 1 AND ¢ RFTVies W] _Merpedpver_byformedor Davel dergwal = TRR000GI 1

BTV T o pilT o lafermaiss

0088 100047 AND

[ To Surisdiction o i Skaburs Lastiame Frstiams 'n'nh-rRr-gHurn Dateffartt  Drivers Licerms iOid Address Bl Acicreys
TOWAR OF DM - 13025 [nactiva ABEL. EDVWARD DOOD04R009 1NE00 ADDDDO000-0000400 321 MARCY RD 4125 LODKOUT TRL
Ttatus Rexsom 54
R MEDIEON MIC FARLAND
Wi - BITDA000 i - BEMEETAS
To Jurisdection Menged Date  Odd Stabus LasiMamne, FirstMams WolerReglum DaieOfBirth  Drivers Licerss Oid Address Baw Address
COTY OF FITCHBURG - 13225 GrSa008 inastres ABERLE. JAVES QOOMITROOT  1e11e00 2001 MILWAUKEE 5T 4781 B CLAYTON
RD
Fram Mmsdichen Fiatun Reysom £ 14:%
CITY OF MADHEON - 13251 Pegaiared MABTHEON FITCHELURG
W - 53T W - 53T
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The Voter Listing Report

Ij This report returns a list of registered voters, regardless of status. This report can be generated from both
the municipal and county jurisdictional levels in SVRS. The basic report will show only voters’ names,
addresses and voter registration numbers, but it can be modified to include information like driver's
license, date of birth, or a voter’s district combination.

@ For more information on modifying a report, see the Reports chapter.

Meru x
1. On the Main Menu tree, click % Weloome to AESM
[+ Woter
the Reports node. 051 53] Voter Applications SelectReport —————— o
-+ Abzentes Applications = Report
- M Elections Seald 2 Vorer i isfing
g Election ‘wWorkers o ,7' )
2. Onthe Quick Tasks pane 224 Paling Place Lacatians S| o H Public Rieport
. i i ' @ Contacts Fieparts ReportOptions
click Print Reports. -3 Payment : TR
p et D‘ias}ti:?ciz‘and Office Types Voter; Eourit by o clecled st j Filter
ﬁ Calendr i |—[S
w2 L d b aili 0 Sort By
3. Leave the report Category L0 Sohoden : e
set to Voter, and under e 7] st T
Reports, select Voter Morelfie port ption=
L | St| n g . V' Show Protected Information
] Printer Setup
. PrintOptions
4. Click Next. ® Froviow

Cieate Report

O Print Mo
Delet todify L b
= = O Schedule
[Select Sch.. ﬂ Custom

Back | Preview |

5. Filter your report:

a. Click the Custom button next to the Filter drop-down list.

b. Copy the Filter displayed. This filter will produce a list of all Active voters in your
jurisdiction.

5%

J_‘z_'I Use Filker Save |= Save fis x Delete | clear B0 Close v|

Filter Marne: | j
RPTView AESk_‘oterlisting? I
And/Or Field Name Condition Yalug
And Status Code Equals AT

B - X

To filter for Inactive voters, use INACT* under the Value column.
To filter for Cancelled voters, use CANC* under the Value column.

LRl

c. Click Use Filter.
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Other Options for Filtering the Voter Listing Report:

% The Voter Listing report will also allow you to filter by a district the voter lives in. In the example

below, Ward has been selected. The user can then select from the listed wards in the Value
column. The filter below will produce a report of all active voters in the Ward selected.

=10l x|

J:aj Lse Filker Save _J SaEVE 5 x Delete j Clear W Close "

Filter M ame: | j
RPTWiew AESK_Yaterlisting? |
And/Or Field Mame Condition W alue
And Status Code Equals ACTI
I - | E
+ City af Bayfield - ward 4[178)

City of Bayfield - Ward 3[ 177 ]
City of Bayfield - Ward 2[ 176 ]
City of Bayfield - wWard 1 [175]

™

i
:.J%

The filter below uses the And(, Or, and ) functions to filter for multiple districts. It will return a list
of Active voters for Wards 4, 5, and 6. Please note that on the final line of the filter, something
must be entered after the ), or closing parenthesis. However, anything entered after the closing

parenthesis is just a placeholder, and will not affect the filter.

FilterForm = IDl Xl
I _":] Use Filter :;j Save _J SaveE s x Delete _1 clear W Close - |
Filter Marme: | j
RPFTView AESK_‘oterListing2 I
And/Or Field Name Condition Yalue
And Statuz Code Equals AT
And( “whard Equals City of Kiel -"ard 4 [ 2642 )
Or wiard Equals City of Kiel - wiard 5[ 2643 ]
Or ward Equals City of Kiel - wiard 6 [ 2644 ]
] Statuz Code Equals ACTI
: - I X

.
f ,g You may filter for any of the districts listed below, although you may not see every district in the
drop-down in your municipality (if you do not have a district type, nothing will appear in the drop—
down list).

Aldermanic District
Aszembly District
Circuit Court District
Commmon School District

Lake Management District
hulti-Jurisdicational Judge District
Municipality

Fublic Inland Lake Protection District

Congressional District
County

County Supervisory District
Court of Appeals District
District Attomey

First Class Schoal District

manitary District

otate Senate District
Technical College District
Unified Schoal District
Lnion High School District
WWard
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6. Sort your report:

a. Click the Custom button next to the Sort By drop-down list.

b. Copy the Sort displayed. This sort will group voters into wards, then put them in alphabetical
order by name. If you want your entire report sorted by the voters’ names, leave out the first
line. Counties may want to substitute MUNICIPALITY DESCRIPTION (municipality) or
JurisdictionID under Field Name on the first line. This will group voters into municipalities

before putting them in order by name.

A8 Sort

widl

I _&5_'1 Lse Sort E Save

Delete . Close 1,|

N =0l x|

Sort Name| ﬂ
FieldM ame = || Order |
1 WwARD DESCRIPTION - m E
Lazt Mame ASC
First Hame ASC
¥

c. Click Use Sort.

z

7.

9.

10. The Printing Notification
dialog box will open. Click OK.

For more information on customizing and saving filters and sorts, and methods of printing
or exporting files, see the Reports chapter.

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

Click the Print Now
radio button.

Click the Print button.

Selected Report
Vorar & isting
Public: Repart

Report Options

Filker
[Select Filker] ﬂ Cuztorn
Sort By

[Select Sort] ﬂ Custom

More Report Options

¥ Show Protected Information

Frinter Setup

Print Options
O Preview
@ Pririt Now
Q Schedule

[Select Sch.. j Custarn

Back ! Print | '

x|
r— Printer
& Default Printer
" Specific Printer |SEB0200F on PPWMADOPOTS (from 'wi_Pzhu ;I Froperties
" Export To File Status:
Type:
where:
Comment:
r—Other Options
[[] Track Report History  Repart Was Bun For:| m‘
I Save Settings I Cancel |

Printing Notification

-
\‘l‘) Repott Print ar Export is Camplete!
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I r"-. A sample of the Voter Listing report is displayed below. Because there is limited information
e displayed for each voter, you may want to use the Modify Layout button to add columns of
information to your report. You may add a column for:

= District Combo Code

= Voter Mailing Address (several fields)

= Voter Status (Status Code)

= Date Registered

* POR Required

= Date of Birth

= Driver’s License Number (Gov ID Num)
= Social Security Number

» Districts (several fields)

Z Remember that a report with confidential information like Date of Birth, Driver’s License
Number, and Social Security Number cannot be shared with the public.
For further information on modifying a report, see the Reports chapter.

CITY OF KIFL (00017 0T-00. -
§/29/100% 9:59:3% PM
Voter Listing
(I=1 AND ( RPTView_ARSM_Voterlistingl [Status Code] LIEE "ACTIOE ) )

YWoter Reg Yoter Name Yoter Address
0705343570 ABRAGHINGEY, AMANDA 629 FREMONT 5T EIEL, W1 53042

MARIE
0707961770 ADAMS, ANNE M 458 CLAY ST EIEL, WT 53042
0710027130 ADAMSE, ERICE JALMES 458 CLAY 3T EIEL, W1 53042
0707963110 ADE, MICHAEL ALAN 26 HORTH 5T EIEL, W1 53042
0706457470 ATBRECHT, HARLAH 1222 KRISTEL HEIGHTS 3T EIEL, W1 53042
0707965600 ALBRECHT, EAY LYHNN 813 4THET EIEL, W1 53042
0706427900 ALBRECHT, LAVERNE 1222 KRISTEL HEIGHTS 5T EIEL, W1 53042

ADELAIDE
0703198250 ALLCOX, BETH AN 07 ADANGE BT EIEL, W1 53042
0710027380 ALLMAN, BARBARA 65 RIVERVIEW RD EIEL, W1 53042

JEANETT A

4

3
I

¢

There are similar reports available which may be of use. The filters and sorts above may help
you run these reports. If you still have questions about them, contact the GAB Help Desk.

=

= Voter Listing with Districts displays the various districts the voters live in after their names

= The Walking List report, under the Elections Category, organizes voters by street name.
It includes a useful field unavailable in other reports called Date Last Voted, so you can
see how recently someone voted
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The Voter Listing with Districts Report

This report returns a list of registered voters and their voting districts, regardless of status. This report can be
generated from both the municipal and county jurisdictional levels in SVRS. The basic report will show voters’
names, voter’s addresses and the following voting districts:

e Ward
e Congressional
e Senate

e Court of Appeals

e  Multi Jurisdictional Judge
e County Supervisory

e Aldermanic

e Common School District
e Union School District

e Unified School District

e Sanitary

The report can be modified to include information like whether proof of residence (POR) is required. For more
information on modifying a report, see the Reports chapter.

Menu »
~fot Welcome to AESM
[ g Water o R
H [#-{£5] Woter Applications SelectReport I epol
1. On the Main Menu tree, At ot A Vater Listing wih Distrcts

click the Reports node. ¢ W Eectons e < Public Fepart

i@ Election Workers e @S
g Palling Place Locations

&7 Contact Reports Filter
-4 Contacts — -
. = “ater Listing iv|  Custom
2. On the Quick Tasks pane, P e Sont By
. . ¢4 Districts and Office Types
click Print RepOFtS_ @ Baeider " — [i5elect Sor) =] | Custem |
Wnter Redistictinn Generic

More Report Options

[E3] Labels and Mailings “oter Listing with Districts

-3 Scheduler
3. Leave the report Category o I Ampitaicn

¥ Show Pratected Information

o Frinter Setup

PrintOptions
@ Freview
O Frint Now
O Schedule

- Foa P [Select Sch.. - Custom
Quick Tasks m——
4. CI'Ck NeXt. Print Reports EElcs | lifaeliy L el ‘ Back | Preview |
=
Next

Create Report

set to Voter, and under
Reports, select Voter
Listing with Disticts

5. Filter your report:
a. Click the Custom button next to the Filter drop-down list.
b. Copy the Filter displayed. This filter will produce a list of all Active voters in your jurisdiction
c. Click Use Filter.

B FilterFarm - | ol x
J_&j Lze Filter ;ﬁ Save ,_J Save As x Delete j clear @ Close -
Filter Mame: | j
RPTView_AESM_VaterListDistict |
And/Or Field Mame Condition alue
And Woter Status Equalz ACT™
. : X
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Other Options for Filtering the Voter Listing with Districts Report

; L} The Voter Listing with Districts report will also allow you to filter by whether a voter is required to
‘E’ provide Proof of Residence (POR). The filter below will produce a report of all active voters who must
provide POR. (To filter for those voters who do have to provide POR, use NO under the Value column.)

i = | | | > I
J [® useFiter [=] save = saveas K Delete ] clear M Close ,|
Filter M ame: | ﬂ
RPTWiew AESM_WoterListDistrict I
And/Or Figld Marne Conditioh Walue
And “Woker Status Equals ACT™
And PORRequired Equals YES
¢ - X

£ In addition, the Voter Listing with Districts report can be filtered to show voters exempted from providing

Photo ID. The filter below will produce a report of all active voters who are exempt from showing Photo
ID at the polls. (To filter for those voters who are not exempt, use False under the Value column.)

™ FilterForm P [ |
J 4 Use Filter Save = Savets J& Delete ] Clear B Close v|
Filter Marne: | j
RPT4iew AESM_oterListDistrict |
And/Or Figld Hame Condition Walue
Aind “Woter Status Equals ACT™
And phatol DE =empt Equals True
“E X

f | The Voter Listing with Districts report can also be filtered to show voters who provided a Photo ID.

The filter below will produce a report of all active voters who provided Photo ID. (To filter for those
voters who did not provide Photo ID, use False under the Value column.)

B FilterFarm o =
| & useFitter [ save o savess K Delete ] clear M Close |
Filker Mame: | j
RPTView AESM_WoterListDistrict |
And/Or Field Mame Condition Value
Aind “Woter Status Equals ACT"
And photol DProvided Equals True
NN TAX
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6. Sort your report:
a. Click the Custom button next to the Sort By drop-down list.
b. Copy the Sort displayed below. This sort will group voters by last, first, and middle name.
=3
I 7 usesort =] save Delete @@ Close v|
Sort Name| ﬂ
FieldM ame = || Order |
Last Mame ASC
First Hame S50
tiddle Mame S50
i . — XK
c. Click Use Sort.
@ For more information on customizing and saving filters and sorts, and methods of printing
or exporting files, see the Reports chapter.
7. Click the Printer Setup button Repor Optians - O E|
and verify that your printer Fies Prries
settings are correct. Once they x| _Cusiem & Diefalt Frinser
are correct, click Save SurtBy € Enecic Printse [FEB020P o PPWHEDGPOTS from WP ]
Settings. B BN O Bxoot ToFle S
Mare Report Optsns m
8. Click the Print Now radio button. F St Prbacted Iformafion Commrert
( Piirdes Sehip
- it Oiore
9. Click the Print button. O Paiar Tiack epest Histy - Fetpost Wae Aum For
D Prrk How
Osouie [Gowioes ]
-G

10. The Printing Notification
dialog box will open. Click OK.

x|

Printing Hatification
L

“-lr) Fepont Print or Export = Complete|

@ See page 34 for a sample Voter Listing with Districts Report
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The Voter Listing with Photo ID Indicators Report

This report returns a list of registered voters and indicates whether the voters must provide Photo
ID or are exempt from providing Photo ID. This report can be generated from both the municipal
and county jurisdictional levels in SVRS. The basic report will show the following for each voter:

e Registration number

¢ Name and address

e District Combo

. Ward

e School District

e Uniformed Overseas Citizens Absentee Voting Act (UOCAVA) status
e Proof of Residence (POR) status

e |D Provided status

o |ID Exempt status

Menu »
1. On the Main Menu tree, click the D---% N eIHESH
oter
Reports node. 53] Voter Applications SelectReport
<] Abzentes Applications Step 1 of 2
A Elections 7 7 .
. . g Election “Workers Categon: [Bigter ﬂ Sel d Report
2- On the Qu IC k TaS kS pane. CIICk g Pualling Place Locations g Voter Linting with Photo i0 Indicato
I 43 Contacts — blic Fiepor
Prl nt Repo rtS ' -'; Papment 32:: t:z::g far B ediztrictiv ﬂ HP y HOD 'I
434 Districts and Office Types - T - eportOptions
~1&] Calendar ith Phalo ID I ﬁ!‘:ect | |
3. Leave the report Category set I8 TR Votor Lising it Pt D Sant By B
to Voter, and under Reports, 513 Scheduler Indicators (Setect 501) | Custom
select Voter Listing with Photo || O Adnisien More ReportOptons
. ¥ Show Protected Information
ID Indicators.
Printer 5 etup
Print Options
. © Preview
4. Click Next. QK Tode 8:2:;:3:
Delete | Modiy Lapout | [Select 5ch. w]  Custom
Create Repoart | Back Preview
5.  Filter your report: FiltarForm o e
a. ClICk the Custom bUttOI’] next to J _&_1 Use Filter :._ﬁ Save LJ Save A x Delete _1 clear B Close -
the Filter drop-down list. Fite Name: | [ |
b. Copy the Filter displayed. This RPTView AESH VoterLisDisict |
filter will pI’Od uce a list of all And/Or Field Mame Condition Walue
Active voters in your jurisdiction. And oler Status Equals AT X
. . i x
c. Click Use Filter. (-

More filters options are found on page 30 - Other Options for Filtering The Voting Listing with District
Report., These can also be used for The Voter Listing with Photo ID Indicators Report.

LA
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6. Sort your report:
a. Click the Custom button next to the Sort By drop-down list.

b. Copy the Sort displayed below. This sort will group voters by last, first, and

middle name.
EEIN————— = (e B
2 useson =l Sawe cietz @ Closs _
Sout Hanne .,i
[ | FiokiName = | Oudor -
Lt M ame ASC
| [First Mame lasC
| [Middie Name ST
(e] - I | 1 <

c. Click Use Sort.

@ For more information on customizing and saving filters and sorts, and methods of printing
or exporting files, see the Reports chapter.

7. Click the Printer Setup button and Repsiptions ——— | ¥
verify that your printer settings are Fiw Pirter
correct. Once they are correct, click *| Cuka  Dataont Printes
Save Settings. Son By © Soschc Prote M i x)
B  BootTofls S
. . . Mgre Report Optaony ——— Troe
8. Click the Print Now radio button Whas
W Shom Probecied Inlcmabon: Commart
(:
(e g
9. Click the Print button. O Tock Ppetibowy PopesWionPmFix D
) Prort M
= G
()

10. The Printing Notification dialog ,?_S,.I
box will open. Click OK. -

\_i.‘) Report Print or Export s Comglete!

o I

@ See page 34 for a sample Voter Listing with Photo ID Indicators Report.
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A sample of the Voter Listing with Districts Report is displayed below.

CITY OF MADISON 00000-VOT-019-C
& 472002012 3:05:09 PM

l{{—p_\E [ Voter Listing with Districts

= (1=1 AND ¢ RPTView_AESM_VoterListDistrict [Last Name] = 'APFLES" ) )

Madizonr

CITY OF MADISON - 13251

Vorer Reg Voter Name Voter Address WARD CONG SEN  ASSM  COA MIT COSUP  ALD Comm Union Unified Sani
0712239180 APPLES DEE 132 W WILSON ST MADISON, WI ~ WD032 CG02 8526 AST6 CA4 sUoL A4 3269
537033214
0712239170 APPLES, PEACH 132 EWILSON 5T MADISON, WI ~ WD032 CG02 5526 AST6 Ca4 SU0L AL4 3269
537033476
Voter Count: 2

w

13 A sample of the Voter Listing with Photo ID Indicators Report is displayed below.
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CITY OF MADISON A0OLVOT-C
£ 4202012 3:00:51 PM
fﬁ’_g_“[ Vater Listing with Photo ID Indicators
Llalal
G (1= AND { RPTView_W1 VoterListPhotoID. [Last Name] = AFFLES' ) )
Madizom
VoterReg  Voter Name Vorer Address District Combo  Ward ~ School District Sanitary District TOCAVA POR ID D
Status  Required Provided Exempt
0712239180  APPLES, DEE 132 W WILSON 5T 13251-052-3269-1  WD032  MADISON YES
METROPOLITAN
MADISON, WI 537033214
0712239170 APPLES, PEACH 132 EWILSON 8T 13251-032-3269-1  WD052 MADISON MIL YES
METROPOLITAN
MADISON, WI 537033476
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