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Manage HAVA Checks

When you perform a HAVA Check on a voter application, the results are not real-time. Instead, SVRS

communicates with the WI Department of Transportation (DOT) and Social Security Administration (SSA)
on a nightly basis. When clerks arrive each morning, SVRS will have run the checks. The system will also
produce a report for clerks to use to audit the results of the check.

A HAVA check compares the Name, Date of Birth, and Driver’s License or Social Security Number you
have entered into SVRS against the information contained in databases maintained by DOT and SSA. If
these pieces of information are not exactly the same in both databases, the voter will fail the check.

Your first job as clerk is to check for data entry errors that caused a person to fail the check. GAB has
created a report that will allow you to do this quickly by comparing the information on the report against
the information on the voter's GAB-131. If you discover a typo, you will rerun the HAVA check for that
voter.

If a voter fails a HAVA check and there was no typo, you will send the voter a notice informing them of
the problem. Providers will be responsible for sending out these notices, but the contact information on
the notices will be for the municipal clerk, so Reliers must handle voter questions. Reliers must also
forward any responses to their Providers to make appropriate changes or notations in SVRS.

Z

You must run a HAVA Check on each new voter application entered into SVRS. For more
information on running the initial HAVA Check, see the Voter Application chapter.

Generate the WI HAVA Check Report

1.

Click the Reports node.

2. Click the Print Reports quick task.

ot Weloome to AESM

H 3 Water

[#- 5] Woter Applications

<1 Absentes Applications
- W Elections

g Election Woarkers
Q Poling Place Locations
@7 Contacts

Category: |Voter =l

Reports

“oter Redisticting Generic... j
Woters with no District Combi.

inh [JE:;j Ez:::tand Difice Types Rl eckbispor
3. Leave the Category set to Voter, which is the default. S Cenda
Reports
[#-=4 Labels and Malings
4. Inthe Reports list, click WI HAVA Check Report. Eﬁﬁ% T
5. Click Next.
. Delete ‘ Modify Layout |
6. Create a custom Filter. i s
a. Click the Custom (oelectFiter......... v Custom
button to the right of
the Filter box.
b. Create afilter as o
shown in the J _ﬁ_] Use Fiter | Save = Save fs x Delete | clear B Close '|
screenshot. Enter Filkar Marne: | -
the desired
HAVACheckDate "WIHavaCheckliew |
in mm/dd/yyyy And/Or Field Marme Condition W alue
format on the first And HAVACheckD ate IzGreaterThan marmdd
line. Ad HewACheck Besult DoesMatE qual COM*
c Click Use Filter And HaMACheckResult DoesMotE qual FEN®
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: This filter will return all HAVA Checks run after the specified date that are not still pending, and were not

complete matches. These are the records that require further attention.

£

7. (Optional) Sort your report: =
! Sort

a. Click the Custom button next to the Sort drop- J Foilaser ™| S 30 o | | ks

down list. -
. SDrtName|

b. Sorting by HAVA Check Date; DESC
(descending) will put your records in order from FieldM ame || Drder
most recent to oldest. You may also sort by Hestt CheckD ate DESC
NamelLast (last name) and NameFirst (first Mamel ast ASC
name)_ MarneFirst ASC

c. Click Use Sort.

8. Click the Printer Setup button, and choose whether to print or :
export your report. For more information on printing and exporting, Friter S etup
see the Reports chapter of this manual.

Print Options

9. Select the Print Now radio button. SEe
O.é;hedule
10. Click Print. When the Print Confirmation dialog box (Select Sch. —| _ Custom |
appears, click OK. Back | Pint |

11. Retrieve the WI HAVA Check Report.

a. If you exported this report and need information on how to retrieve it from your My
Documents folder, see the Reports chapter. A sample of the report is displayed below.

12. Check for data entry errors.
a. Open the report.

b. Compare the Name, Date of Birth, DL# and/or SSN on the report against the GAB-131 for
each listed voter. If you find any data entry errors, follow the directions below to fix them.

c. If there are no errors, skip to the section with instructions on how to Generate the WI DMV
Ping Notification letter.

HAVA Check Report

First Hame Middls Mame  Last Name Suffix Dog DL# 35N HAVA Ck Date HAVA Ck Reault Ward
Lity of Madison
PAT SMITH 08101855 W1Z3-1234-1234-12 1234 03/19/2008 PEND{AI Fleids Mateh) Clty of Madison - Ward 42
" f - : r 4 4 . m | have neither a W1
Wisconsin Driver License/ID Number |\ {1232.1234-1234.12 D L D
Social Secunity Number - Last Four Digits (only if no license/ID number) I Wy x N ¥ A g‘;‘;ﬂ,r{.’?:ﬁn.ber_
Print your name exactly as it appears on the document, the number of which you provided in Box 2. (Driver Licens=/D Card gr Social Security Card).
Last Name [ SMITH First Name | PAT
Middle Mame I Suffix (e.g. Jr. 1L, ete) | Phone # |
Date of Birth paworvrre) |8f’] 0/1955 Email Address PAT.SM |TH@FAKECOM
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Fix a Data Entry Error and Rerun the HAVA Check from the Voter Node

1. Click the Voter node.

2. Search for the voter and open his or her

voter record.

3. Correct any data entry errors.

At Welcome to AE SM

T

oter Applications
Absentee Applications
‘v&f Elections

6 Election ‘Warkers
Palling Place Locations
o Contacts

4. Make sure you Tab out of the field you changed. This ensures that any
information you changed will be included in the HAVA Check.

5. On the toolbar above, click Quick Tasks. | uick Tasks |

6. Click the HAVA Check Quick Task.

Quick Tasks
B Delets Voter

] SendMailings

) ) . < _] HaVa, Check
7. In the confirmation box, click Yes to perform a HAVA
Check with the updated information.

0

erge Voters

hsentee

Running the HAVA Check means that the voter’'s Name, Date of Birth, Driver’s License,
and Soc Sec Num will be locked. You may not edit these fields until after the HAVA Check

is complete. Even if the information you entered is incorrect, you will have to wait until the
HAVA Check has run in order to change it.

8. On the Other tab, enter
HAVA Check - DE in
the Comment field.
This will allow SVRS to
track the number of
voters who failed their
HAVA Check because
of a data entry error.

9. You will receive a
prompt to Please
remember this is a
publicly available
document. Click OK.

10. Click Save and Close.

11. Repeat Steps 2-10 for
each voter whose
record contains a data
entry error.

Vater - Update - AALTONEN, ERIC
| 'JWSE Lj Save and ey X Close

J 1 Quick Tasks |¢-> 5 voter Initiated

| SetDefaults =g

Ge&ral Dther !9ivit}l| Districtsl Waling Activit_l,ll Reaistration Histor_l,ll Documentsl

Aetivity |dentity Check
If?t iﬂdmin 542042012 j Last Woter Activ: j |0 Chik. Date
Batch Mame: |0 Check Result

Application Info

Prior Reg. Juris.;

App Source:
15 Citizen:

Custom Fields

Praof of Residence Type | [Edit/alue iz null]

Alternate Mames

’71 1D Chik. Method IV
|

Prior Yater Num.: | —

L

App. Date:

F_ xR
Please remember this is a publicly available document.
| 18YRS? [Edif AR

Proof of Res Acct Mum | Dut of State DL
POR Required [Editv/alug is null j Driver's License: |
State: | j Expires; |
Camments
omment NG

-

_TIJ:W:... HaA Check - DE i

V12/28/2012
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Send the WI DMV Ping Notification Letter

If there are no data entry errors or you have dealt with all errors
for the voters listed on the WI HAVA Check Report:

a. Click the Labels and Mailings node.

b. Click the Generate/Print Mailings Quick Task.

c. Inthe Category box, select Voter Information.

d. Inthe Mailings list, select WI DMV Ping Notification.

e. Click Next.

f.  Filter your mailing: IE[SeIec:t Filter] ﬂ Cuzham

a. Click the Custom

| Meru
gt Welcome to AESM
- § Voter
-] Yoter Applications
1 Absentee &pplications
- Elections
- Election Workers
/=-'| Palling Place Locations
--@&3 Contacts
-2 Papment

_____

| Calendar

- a Reports

-3 Scheduler
&[] Admiristration

=1 Generate/Print Mailings

Select Mailing.

Categary:
|Yater Information =l

Maillings

Step1of 2 Mest

button next to the

Filter drop-down. I FitterForm I
J :3_1 st Filtber "j Save |m Save As x Delete | Clear @ Close _‘
b. Create a filter that T— 5
matches the
screenshot. Enter the “wfIb ailingsoterview oHist |
HAVA Check Date in And/Or Field Mame Condition Walle
mm/dd/yyyy format on And Hak4 Check Date |sGreaterThan o dd
the first line. And HaWA Check Result DoeshlatEqual Com”
And Hawa Check Fiesult DoestotE qual PEM*

-
Foni®

This filter will return WI DMV Ping Notification letters for all HAVA Checks run after the specified date that

are not still pending, and were not complete matches. These should be the same records that appeared

on your WI HAVA Check Report.

c. Click Use Filter.

g. Ifdesired, Sort your mailing:

a. Click the Custom button next to the Sort By drop-down. I[Sele-::t Sort] j Custom |
b. Create a sort -
that matches the Fieldh ame v || Order =
screenshot: SendT oLastM ame ASC
SendT oFirztM ame ASC
c. Click Use Sort. _ﬁ_'1 Use Sort =] Save Delete [ Close :
h. Adjust Printer Settings as needed. _ PinterSohp |
Print Options
i. Click the Print Now option button.

j-  Click Print Now. When the Print Confirmation dialog box appears, click OK.

k. Retrieve and send the WI DMV Ping Notification letters to the voters who
have failed the HAVA Check. A sample of the letter is on the next page.

O Preview

[Select Sch. ﬂ Custom

Back | Pririt |

V12/28/2012 -5-
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Respond to WI DMV Ping
Notification Letter Recipients

When a voter contacts you, verify
their name, date of birth, driver’s
license and social security
information.

Voters should be reassured that no
matter what the results of their
HAVA Check, it will not affect their
right to vote. Once you have sent
the WI DMV Ping Notification letter
to a voter, you have met your
responsibily to try and verify their
information.

You do not have to follow up with
the voter or do anything further with
the voter’s record in SVRS, unless
the voter contacts you.

Sample Letter:
City of Madison

MARIBETH WITZEL-BEHL/CITY CLERK
210 MARTIN LUTHER KING JR BLVD
MADISON, WI 53703

(608) 266-6574
mwitzel-behl@cityofmadison.com

September 22, 2011
0000518914

Ron F. Railing
1424 E Blair St 101

Dear Ron F. Railing,
This letter concerns the status of your voter registration in the State of Wisconsin. Please read it all.

Some of the information provided on your voter registration application does not match the records at the
Department of Transportation or Social Security Administration. Federal and State election laws require
the State to compare this information.

Please contact the clerk’s office immediately at the telephone number listed at the top of this
letter to verify and correct your personal voter registration information.

Personal information such as your date of birth, driver license number, and the last four digits of your
social security number is kept confidential and protected under state law. By providing correct
information, you protect yourself from the possibility of a mismatch with other voter information within the
Statewide Voter Registration System. Your cooperation assures the accuracy of the registration process
for all voters in Wisconsin.

Please respond today.

Thank you for your interest in voting and elections in Wisconsin.

Sincerely,

Maribeth Witzel-Behl
City Clerk
City of Madison - 13251

2. If the voter gives you corrected information:
a. Follow the steps to re-run the HAVA Check from the C t
Voter node Gl
’ Last Chang.., Comment \
E/16/2003 4$8&2.. [Hava CHECK - LR
b. Under the Other tab, enter the comment HAVA ,
Check — LR (letter response) in the Comments field
on the Other tab. This will allow SVRS to track the
number of voters who responded and corrected their
information. |
c. Save and Close the voter record.
3. If the voter verifies the information you already have in SVRS:
a. Search for and open the Voter record.
Cormrments o ——
_ Last Ehang../ﬂ Commett
b. Enter the comment HAVA Check — VV (voter CEra05 4 6t 2 HAVE CHECE v

verified) in the Comments field on the Other tab.
This will allow SVRS to track the number of voters
who failed their HAVA Check but verified that their
information was correct.

c. Save and Close the voter record.

V12/28/2012 -6- The WI DMV Ping Notification Letter
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The Voter Match Node

g The Voter Match Node is the place in SVRS where clerks go to perform three different tasks, each
required by HAVA. They are: 1) Death Matches; 2) Felon Matches; and 3) Duplicate Voter Matches.
SVRS users should check for matches at least once a month, and more often in the weeks before
elections.

or death record, or as a duplicate. Unless the Provider and Relier agree otherwise, this means that
Providers will have to generate and send lists of potential matches to their Reliers on a regular basis.
Reliers must examine these lists and note next to each potential match whether the Provider should mark
the record as a Confirmed Match or Not a Match. The Provider will then make the appropriate updates in
SVRS.

w It is the municipal clerk’s duty to decide whether to confirm or deny an SVRS suggested match to a felon

Death Matching

This HAVA requirement makes it the clerk’s duty to check the list of voters registered in their municipality against

death records maintained by the Department of Health Services (DHS). Voters who have passed away must have
their records cancelled, though unlike felon matching, there is no requirement to send a mailing when changing a

record based on a match to a death record.

Felon Matching

HAVA requires local election officials to regularly check the list of voters registered in their municipality against a
list of felons provided by the Department of Corrections (DOC). Felons on post-correctional supervision are not
entitled to vote in Wisconsin, so their voter records must be updated to reflect this.

Each person whose record is changed for this reason must receive a letter. The Provider will generate the WI
Felon Notification Ineligible letter, containing the Relier’'s contact information. The Relier will respond to inquiries
from ineligible voters.

Duplicate Voter Matching

HAVA also requires that election officials make efforts to ensure that each voter has only one record in SVRS.
This is partially accomplished through the Ad-Hoc matching process performed while entering each new voter
application in SVRS. Periodically, however, clerks should perform a Duplicate Voter Match search to check that
they have not missed a likely match when entering a new application, and to deal with existing duplicate voter
records.

V12/28/2012 -7- The Voter Match Node
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The WI Voter Match Report

It is often helpful to have a paper copy of your potential voter matches. Providers may generate reports

g for Reliers to use in deciding whether to confirm or deny felon, death, or duplicate matches. Reliers will
examine the report, confirming or denying each potential match, and returning the report to the Provider,
who will manage the results accordingly. Self-Providers may use this report to pull hard copies of the
voter registration forms after the voter has been inactivated or cancelled. Self-Providers may also use this
report to merge duplicate records. Once duplicate records are merged, they disappear from the Voter
Match node, and no further action is necessary.

(Optional. Self-Providers may choose to skip this step.) e [
% \\:\f:t::rume to AESM =
= Vater Applications SelectReport

bsentee Applications
i\ Elections Step1of2

& Election Workers

23] Poling Place Locations Cotegoy: [aler 7]
& Contacts

53 Payment

isicts and Dffce Types

1. Click the Reports node.

2. Click the Print Reports Quick Task.

3. Leave the Category set to Voter, which is the default.

[ =1 Labek and Maiings
o [T Scheculer
- {[] Adminisration W Yoter Mateh Repart

4. In the Reports list, click WI Voter Match Report.

5. Click Next.
<: Pint Feports
. T . 5 2] Creats Repatt
6. Filter your report: |§[Selec:t Filter] ﬂ Cuzbam B [
a. Click the Custom button next to the filter drop-down.
b. Create a Filter that And/Or Field Name Candition Value
matches this screenshot. land Matchs tatusCode Equals nCe

c. The filter displayed will return all unconfirmed matches, of any type. If you wish, you can also add a
line to filter by Match Type. Use MatchTypeCode, Equals, and FEL* to filter for only felon matches;
DEA* to filter for only death matches; and DUP* to filter for only duplicate matches.

d. Click Use Filter. I n_,‘ Use Filter

7. Sort your report:

| [Select Sart] ﬂ Cuztom

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

b. Copy the Sort displayed. Death, Felon, and Duplicate matches will be grouped together, and voters
within each group will be arranged alphabetically by name.

FieldrH ame = || Order =
M atchT ppe A5C
YoterLastH ame ASC
WoaterFirsth ame ASC
c. Click Use Sort. 5y UseSort [ Save Delete [ Close _ Printer Setup
Print Options

O Preview

8. Click the Printer Setup button to adjust Printer Settings, as needed.

O Schedule

9. Click the Print Now option button. [Gelect Sch. ¥|  Custom

Back | Print |

10. Click Print. When the Print Confirmation dialog box appears, click OK.

. \.

7 Providers — if you generate this report at the county level, and export it to an excel spreadsheet;
tr; each jurisdiction in the county will appear on a separate tab of the spreadsheet.

V12/28/2012 -8- The WI Voter Match Report
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Death Matching

g It is the municipal clerk’s duty to confirm or deny any death match based on the information provided by
SVRS and any other reliable information the clerk has on hand. For Providers, this may mean generating
reports for Reliers to use in deciding whether to confirm or deny a death match. For Reliers, it will mean
examining the report, confirming or denying each potential death match, and returning the report to the
Provider, who will manage the results accordingly. Self-Providers will perform each of these steps, but
they may choose to skip generating the WI Voter Match Report. When a user confirms a death match in
SVRS, the voter’s status is changed to Cancelled so he or she will not appear on a poll list.

Search for Potential Matches

b L

fat Welcome to AESM

1. Expand (+) the Voter node on the Main Menu tree.

2. Click on the Voter Match node. =& Voter
. --Eﬁi Yater Transfers
3. Use the Match Type drop-down to restrict your search. B - OtEr Match

a. Select Death Record to search for voters who are potential matches with DHS death records.

4. Click Search.

Lazt Mame: First M arne: Middle M arme: ¥ Unresolved Matches
Match Type: Drate af Birth: Soc Sec Mum:
| From Date: To Date:
L Between ﬂ and j
<\ Death Recard
B o \
Water Aecord [ Count Only Search Clear |
¥ | 2
S
-3

Leave the Unresolved Matches box checked to exclude those records you have already marked as a

- match or not a match. If you want to see those records as well, uncheck the box.

V12/28/2012 -9- Death Record Matching
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Manage Search Results

5. Double-click on the first record in the grid to open the Match Details screen.

6. Use the information on the Match Details screen to decide whether to confirm the suggested
match.
tatch Details
Source MName Date of Birth Gender Face Soc Sec Hum
| DOE_ MR E |01/01/1300 | | | VoterRecod
Add: | 230 RENDOLPH Diive
| DOE.MARY ELIZABETH [ovotnsn | | (HHERH0000  fDeath Recond
Adi |
Additional Infarmation
“oker
‘Waoter Status: Inactive Date Reqistered: 11/8/1338 Date Last Activity: Gow ID:
Death
Date OF Death: 0/01/2008 County OF Death: Reszidence Chty:
tdatch
b atch Status: Uncanfimed Match j Match Basis: | LMNFNDE Created O 8/25/2007
Match Rank: a5 Last Changed Or:
7. If you decide to confirm the match, change the Match -
Status field to Confirmed Match. Match Status: | Unconfimed Match B
a. (Confirming a Death Record match will : Corfirmed Match
) batch Histony —— Conection Espired
change the status of the person’s voter .
d to Cancelled — Deceased — Death Invalid Pelon, Clemency
recor Match Fell Below Threshold
Record Match.) Mot a match
[GE= R ELIEM | neanfirmed Match
Lkl Under [nvestigation
8. If you decide not to confirm the match, change the

Match Status field to Not a Match.

9. Click Save and Close.

»

EIE

Marking a match record as a Confirmed Match or as Not a Match will prevent SVRS from suggesting a

match between that particular voter and that particular death record in the future.

V12/28/2012 -10-
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Felon Matching

It is the municipal clerk’s duty to confirm or deny any felon match based on the information provided by

g SVRS and any other reliable information the clerk has on hand. For Providers, this may mean generating
reports for Reliers to use in deciding whether to confirm or deny a felon match. For Reliers, it will mean
examining the report, confirming or denying each potential felon match, and returning the report to the
Provider, who will manage the results accordingly. Self-Providers may choose to skip generating that
report. When a user confirms a Felon Match in SVRS, the voter’s status is changed to Inactive so he or
she will not appear on a poll list. These inactivated voters must receive a mailing informing them of that
fact.

Manage Felon Matches

kenu

1. Expand the Voter node on the Main Menu tree. o Welcome to AESM
Ela Yaker

2. Click on the Voter Match node. - s Voter Transfers

Yoter katch

3. Use the Match Type drop-down to restrict your search.
a. Select Felony Record to search for voters who are potential matches with DOC felony records.

4. Click Search.

Lazt Mame: Firzt Marne: Middle Mame: ¥ Uniesalved Matches

atch Type: D ate of Birth: Soc Sec Mum:

Kl | H|
| From Date: To Date:

Between j and ﬂ

< Felony Record >
alerRecarn D Count Dnl_',' Search Clear ‘

¥ | o

.,

Leave the Unresolved Matches box checked to exclude those records you have already marked as a match
or not a match. If you want to see those records as well, uncheck the box.

¥

i

5. Manage Search Results.

Match Details

Source Name Date of Birth Gender Race Soc Sec Hum

a. Double-click on the first record in = \DUE—KiTW e ]| | | VotesFecorf
. . Add: | 2902 HARVEY Street
the grld to open the Match Details Depattmentof C | DOE KITTY [CEGET [ I {Felonecord)
screen. Add [1738 ROTH T

Additional Information

b. Use the inf i the Match e o T )
* Se . e In ormatlon On e a c “oter Status: Active Date Registersd: 8/29/2007 Date Last Activin: | 8429/2007 Go [D:
Details screen to decide whether to Felon

confirm the Suggested match. Dept Cor Ref b | 00099359 Action Date: 10/4/2008 1D Type: 1D Number:
Match
. i . Match Status: | Unconfimed Match Match Basis LNFNDB Created On 1242672007
i. If you decide to confirm the MechRenk 80 Lest Chinged On: [ 372272008

match, change the Match
Status field to Confirmed Match.

a. Confirming a Felony Record Match will change the Status of the person’s voter
record to Inactive — Felony Record Match.

V12/28/2012 -11- Felon Record Matching
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ii. If you decide not to confirm the match, change the Match
Status field to Not a Match.

a. If the date in the Action Date field has passed, the felon
has finished his or her post-correctional supervision, and is
again eligible to vote. You should mark this record as Not
a Match, even if the voter record and the felon record
belong to the same person.

Action Date: | 10442003

c. Click Save and Close.

.,

|

Confirmed katch
Carrection Expired

|nvalid Felon, Clermency
tatch Fell Below Threzhold

Mat a match
Unconfirmed Match
|Inder Investigation

x| 4

t 1 Marking a match record as a Confirmed Match or as Not a Match will prevent SVRS from
suggesting a match between that particular voter and that particular felon record in the future.

V12/28/2012 -12-
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Generate the WI Felon Ineligible Notification Letter

The WI Felon Ineligible Notification letter must be mailed to the confirmed felon match. There are two

ways to generate this letter. For individual voters, this letter can be generated from the the Voter node.
For multiple voters, you may use the Labels and Mailings node.

Using the Voter Node:

1. Click the Voter
node.

2. Enter the voter’s

last and first names
and click Search.

3. Click once on
the voter record
to highlight it.

File Edit View Tools Window Help

J £t _ “‘% Menu  Shortcuts | = e

Abzentee Applications
[]---\&E Elections

----- Q Election “workers

----- gl Puolling Flace Locations
----- &3 Contacts

..... 2 Paymert

[-424 Districts and Office Types
----- ] Calendar

Reports

A

< j Send Mailings >

Buick
Quick Tasks

Q Add New Vater
"ﬁ idd Froperty Owner

R AddFederalVater
Q( Delete Viter

j Create Absentee Application
] Mergeoters

4. Inthe Quick Tasks pane, click Send Mailings.

5. In the Mailings list, select WI Felon Notification Ineligible.

6. Click Next.

7. Click Printer Settings, and adjust as needed.

8. Click the Print Now option button.

9. Click OK.

10. A dialog box will appear asking “Did the
mailing print successfully?” Click
Yes. This will create a record that the
voter was sent the WI Felon Notification

Ineligible letter.

11. Retrieve the letter and mail it.

Select Mailing

Category:
|\-"oter Infarmation ﬂ

Mailings

Step 1 of 2 MNext

Print Options

Frinter Settings

r Later Printing

ok

V12/28/2012
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Using the Labels and Mailings node

On the main menu tree, click the

Labels and Mailings node.

2. On the Quick Tasks pane, click

Generate/Print Mailings.

3. Change the Category to Voter
Information.

4. In the Mailings list, click WI Felon G-+

Notification Ineligible.

5. Click Next.

Step 1 of 2 I et

6. Filter your mailing:

a.

C.

]

Click the Custom button
to open a filter window.

Create a filter that
matches this
screenshot. Enter the
date desired (the day
before you began
making the latest
round of felon
matches) in
mm/dd/yyyy format.

Click Use Filter.

after the date specified.

7. Sort your mailing:

a.

Click the Custom
button.

Create a sort that
matches the following
screenshot:

Click the Use Sort
button.

ot Welcaome to AE S

Quick Tazks

Quick Tasks

] Bbs

i‘; Fay

Dish

L+d

== [

H- 2 Waoter

(= Generate/Print Mailings

[+-5] Water Applications

[3---";: Elections
- i@ Election Warkers

QI Palling Place Locations
Contacts

E Calendar

Feparts

F-[3 Scheduler
[EI---@ Adrniniztration

entee Spplications

ment
rictz and Office Types

els an

Select Mailing

Categony:

| Water Information

I ailings

E

|§W’I Felon Matification Ineligibls ﬂ

Mailing Dptions

Filter

o Fited " =] Custom

7l FilterForm

mn =1

J_&_] Use Filker Save =) Save fs x Delete | clear B Close T‘

Filter W ame: ‘ j
Wiktaings\ioleiiewhioHis |
And/Or Field Name LCaondition Yalug
And Woter Cument Reg Last Changed Date.. |lsGreaterThan e dd/
And Cument Req Status Reason Code Equals Felony Record Match

.

_

This filter will select all voter records that have had their
status changed to Inactive — Felony Record Match

Sart By

| [Select Sart)

ﬂ Cuiztom

J !% Use Sort |Q Save Delete [ Close T‘

ok Name| j
Fieldarme: v || Drder |
SendToLasth ame 450
SendT oFirstMame ASC

i

b T ¢

'.1‘3 This sort shown above will put your letters in order by the voter’s last name, then first name.
You can omit or adjust this sort if desired.
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8. Adjust Printer Settings, as needed. Print Options

Frinter Settings |
O:E_review
10. Click Print. @

9. Click the Print Now option button.

Later Frinting

11. A dialog box will appear asking “Did the mailing print
successfully?” Click Yes. This will create a record that the Ok,
voter was sent the WI Felon Notification Ineligible letter.

12. Retrieve and mail the letter(s).
Respond to WI Felon Notification Ineligible Letter Recipients

= A sample of the WI Felon
Notification Ineligible letter is

shovyn. Pleqse note that vyhile City Of Madison
Prowd_ers w!II generate this letter Maribeth Witzel Behl / ity Clerk
for their Reliers, the contact 210 MARTIN LUTHER KING JR BLYD
information is for the municipal leng) aomany T
clerk, so Reliers may need to
respond to questions.
August 26th, 2008
* Any person convicted of a felony
in the State of Wisconsin has Jane Smith
been informed multiple times that 25 [raison St
they will not be eligible to vote Wadison, W 53715
unt!l after they haye completgd_ Dear Jane Smith
their post-correctional supervision.
This latler condems your right 1o vale in the State of Wisconsin, Pleasa read il all.

" Someone may contact your office Information sent o the Statewide Voter Registration System recently from the Department of Corections indicates that

stating that they have completed ol Were convictsd of a felony in Wisconsin and have nat yet fulfiled the requirements of your sentencs. For that
. . L reason, your voling status has been changed to ineligible until you have comgieted the temis of your sentence
their post-correctional supervision. including any terms of supervision, probation or parole. At this time you cannot vole in Wisconsin,

If so, the Depe_lrtment of . If the above information is incomest, please contact us in the clerk's office at the address ksted 2t the top of this lether
Corrections will have prowded Our office will ask you for more information to verfy and comect your personal voter regesiration data.

them with documentation proving If he above information is commect, you must wait until you have completed the terms of your sentence including any

when their supervision ended. terres of suparvision, probation, of parcle belore you can vobe again in Wisconsin, State law doos nol allow residents
. . convicted of @ Telormy to vobe, register 1o vobe, or attempt 10 wobe until they have Bnished the terms of their sentence
This end date is also called the including any terms of swpervsion, probation or parole.
separation date. Once the person
: : If the above information was true, but have completed your sentence including any terms of supervision,
has prOVIded you with prOOf that probation or parole, please contact usﬁhﬁ clerk's office arrg-lshm\' us a copy of tIE'IE nécha:ge :erhjl:‘ﬁabe which
their separation date has passed, describes the restoration of your civil ights from the Depanment of Comections.
they can re'regiSter to vote with a Thank yau for wouwr interast in voling and elections in Wisconsin,
new GAB-131 Voter Registration
Application.
Sincerely,

= If someone contacts your office
stating that he or she received a
letter, but has never committed a ST ———
felony, and you cannot obtain any City Clerk
further information, please contact City Of Madison - 13251
the GAB Help Desk. We will work

with the Department of
Corrections to resolve the issue.

V12/28/2012 -15- The WI Felon Notification Ineligible Letter



I statewide
-

v r registration
Faystam

HAVA Interfaces

Duplicate Voter Matching

o

One of the main functions of a statewide voter list is to prevent a single person from having duplicate
voter records. It is the municipal clerk’s duty to confirm or deny any potential duplicate matches based on

the information provided by SVRS and any other reliable information the clerk has on hand. For
Providers, this will mean generating reports for Reliers to use in deciding whether to confirm or deny a
match. For Reliers, it will mean examining the report, confirming or denying each potential match, and
returning the report to the Provider, who will manage the records accordingly.

ot
3
1L

Providers and Self-Providers should first generate the WI Voter Match Report and follow the

directions below to merge any confirmed duplicate voter records. This will cause the suggested
matches to disappear from the Voter Match node. The Voter Match node will then show only those
records that are Not A Match, and users must deal with them by following Step 2 and Step 3 below.

Merge Duplicate Records

1. Click on the
Voter node.

2. Change the
jurisdiction
drop-down in
the search grid
to State of
Wisconsin.

3. Search for the
first person on
your list of
voters with
duplicate
records. Your
search should
return multiple
records.

File Edit W¥iew Tools Window Help

i ||[B men shorteuts | 5 quicktasks « || 7| [ | 2| [[@ gy | active duisdiction: [TOWN OF BLOOMNG BR. | | @ [ |
General |Distncls| Other | Electionsl
peCene 10 BE SN Last M ame: First Mame: Middle Mame: Suffix:
Yater Transfers | | | j
Woter Match Water Reg Mum: Date of Birth Soc Sec Mum: Status:
F-E5] Woter Applications | | | ,ﬁ
-] Absentee Applications
= \Q Elections Housze Mo: Street Mame: City State: ZIP Code:
& P | | H | H | H | B
Auchived Elections
N 2012 MAY 8 RECALL PRIM:
. 2012 PRESIDENTIAL PREF ETE OF WISCONSIN - Wi [ Count Orly Search Clear |
o= 2012 5PRING PRIMARY

o= 2011 SPECIAL ELECTION 2
o= 2011 SPECIAL PRIMARY EI
o= 2011 SPRING ELECTION
25 2011 SPRING PRIMARY

RUSK COUNTY - 55
SAUK COUNTY - 57
SAWYER COUNTY - 58

SHawWAND COUNTY - 53
SHEBOYGAN COUNTY - 60
5T, CROL COUNTY - 56
STATE OF WISCOMSIN -]

Q 2010 GENERAL ELECTION

Q 2010 PARTISAN PRIMARY -
‘| | v

4. Open up each voter record and verify which record is the most recent. See the Voter chapter of this

manual for more details.

a. Check the Voter Status, the Application Date on the Other tab, the Date Last
Voted, Date Registered, and Last Date Changed. Check them all, do not rely on
one single field.
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 your poll list.
V12/28/2012 -16- Search for Remaining Duplicates
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5. In your search results, Juisdiction = || Mame || Date OFB.. A ~ || Place OF Bir. = || Party ~||Gen.. ~|Status ]

click on the record of 50173 DOE, KAREN M 010115900 Not pplicable Active
h 16026 DOE, FATHLEEN KUR.  |07/01/1900 Not &pplicable Active
the \{o_ter in your 13251 DOE, KATHRYN 5 01/01/1300 Nat &pplicable Active

mUnlClpallty. 41251 COE, KAITH /011900 Mat Applicable |nactive
13154 DOE, KARL P 001715900 Not &pplicable Active
6. Find the record of the EO1ES DOE, KATHLEEN DISM..  |0%01/1900 Mat Applicabls Active
voter you confirmed as 30016 DOE_KATHLEEN T /011500 Mot &pplicable Active

32246 DO, KATHLEEN /0171500 BOSTOM.M&  |Hat Applicable Inactive
a match. Hold the Ctrl 13255 DOE. KAREN 0V 01/1900 us Mat Applicable Active
key and click on this 30241 DOE, KATHLEEN R 01/01/1300 Mot Applicable Active
second record. You 05106 DOE KATHY &, 0011500 Mot Applicable Active
£7241 DOE, KATHRYN J T/01/1500 Not &pplicable Active
should now h_ave tW_O 45034 DOEKAREN ANN 0%01/15900 Not &pplicable Active
records highlighted in 71020 DOE, KATHLEEN JEAN 01/01/1300 Not Applicable Active
the grid. Daz2 DOE KATHRYN 5 0011500 Mot Applicable Aotive

A 0
_KATHRYN & 01/01/1900

36024 DOE. KATHLEEN MAR.  |01/01/1300 Mot épplicable Active
B5006 DO, KATHLEEN /011500 Mat Applicable Active
50173 DOE_ KAREN L 001715900 Not &pplicable Active

7. Click the Merge Voter Quick Task to open the Merge Voters pane on the left

of the screen.

a. If one of the records belongs to another municipality, you will see the

following message. Click Yes.

Quick Tasks

Add Mew Water
Add Property Owrer
Add Federal Yoter

Delete Yober

merge?

One of the selected voter records is currently owned by CITY OF SUM PRAIRIE - 132582, Do wou wish to continue with the

X

Send Mailings

= n Ahzentes

Herge Waters

L\G L o o b5 b5

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

More information is
displayed by clicking and
dragging to the right the
gray bar separating Merge
Voters from the search
panel.

9. Select the Master Record
using the radio button to
the left of that record.
Information for that record
will be displayed in the
boxes on the next page.

=lol%]
Fle Ect View Toos Window Help ‘
[ || B v shorteuts | (5 quekasks + || [ L [ 21| o4 2 |[g v | Active aursditions | TwH OF BLOGMING GA | H CNIIE H .
x| General | Disticts | Other | Elections |
a3 Last Name: First Mame Middle Name Sulie
Select Magler [eme [ka ‘ ‘ -
AN Voter Reg Hum, Date of Birth 500 Sec Num Status:
asteFecar i
i [} kO [if ‘ ‘ =
O/ [DOE KATHRYN A 01701/1300 House No: Shieet Name: City: State: ZIP Cade:
: | gl o — —
Voter Details
Fiecords Fietumed: 108 In [ATE OF wiSCONSIN w1 =| L] Count Drip Search Clear
FieldName < |[FieldDala |
v : [ |
e o 0 group by that colun
MiddeName & Auisicton . |[Dats OFB. A ~||Placs Of B+ ||Party | Gen
Dt of Bith 01/01/1900 1200 ﬂ|@51 DOE, KARLF /11900 Mol Applable
Social Gecury .. F73 T, LAREN M 01/01/1300 Not Appiicable
Registialion Date_|1/1/1918 12000, 16028 DOE, KATHLEEN KR |0/01/1900 Mot Appiicable
Voler Ragistiatio_ | 0000040008 RES DOE, KATHRITN § /01900 Mol Applable
Last Date Chang.. |9/24/2007 8253, 41251 O, EATH 017011300 Not Appiicable:
Gender 13154 DOE, KARLP EITEL] Mot Appiicable
Diivers Lisense__|A#000-00004000 | |s0es DOE, KATHLEEN DIAN..  |01/07/1900 Mot Applable
uner TOWN OF BLO.. Eiig T, KATHLEEN T 017011300 Not Appiicable
Address 4028 UNDEFDA. 32205 DOE, KATHLEEN /T80 BOSTON.MA___|Not Appicable
13255 DOE, KAREN /01900 us Mot Applable
0241 DOE, KATHLEEN R 01/01/1300 Not Applicable
| UbrstEte | 05108 DO, KATHY & 077011500 Not Applicablz
57291 DOE, KATHRIYN J /11900 Mot Applable
45034 DOE, KAREN ANN 01/01/1300 Not Appiicable
71020 DOE, KATHLEENJEAN _|/01/1900 Mot Appiicable
BT DOE, KATHRIYN § /11900 Mot Applable
(13008 DOE, KATHRYN & 01/01/1300 Not Appiicable
3262 DOE, KATHRYN & /011900 Mot Applicable
38024 DOE, KATHRIYN J /1900 Mol Applable
55006 DOE, KAREN ANN 017011300 Not Appiicable
50173 DOE, KATHLEEN JEAN  |0/07/1900 Mot Appicable
e e i o Jj
S ’
108 Records) retumed v
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: [é Information from the other record will be archived, but not necessarily show up in the merged

{C 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 enter it into the Master
Record after the merge.

10. Click the Merge Voters button.

'E The selected records will be merged into a single master record that contains history from both voters. Do you wish
L

to continue with the merge?

11. A warning message will appear,
“The selected records will be Yes o |
merged... Do you wish to
continue?” Click Yes.

The selected voters were successfully merged.

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

13. The Merge Voters panel will disappear and the Main Menu and Quick Tasks will reappear.

For information on how to obtain a list of voters that have been merged out of your municipality,
see the Voter chapter of this manual.

©

Search for Remaining Matches in the Voter Matches Node

1. Expand (+) the Voter node on the Main Menu tree.

. ) Yater
2. Click on the Voter Match node. % Voter Trangfers

Yoter M atch

3. Use the Match Type drop-down to restrict your search.

4, Select Voter Record to restrict your search to voters with multiple records in SVRS.

Lazt Mame: First M arne: Middle M arme: ¥ Unresalved Matches

Match Type: Drate aof Birtk: Soc Sec Mum:

H | H |

| From Date: To Date:

Between i and i
Death Record J J

< tater Record [[] Count Only Search Clear
$ y |

5. (Optional ) Set a From Date and To Date to limit your search to just those potential matches created
between set of dates.

6. Use other search fields as desired.

7. Click Search.

. ".

Leave the Unresolved Matches box checked to exclude those records you have already marked as a
t[: match or not a match. If you want to see those records as well, uncheck the box.

V12/28/2012 -18- Search for Remaining Duplicates



I statewide

HAVA Interfaces

Manage Search Results

If you have already followed the steps above and merged any duplicate records, the search grid will only
show records that are Not a Match. If you find any remaining records that are duplicates, confirm them as
matches, write down the voter’s information, and follow the steps above to merge the records together.

oterMatch - Update Match Details- ADAMS KATHRYN | ll

1. Double Click on the first | & save andclose [ vt tiew 3K close -H F quikTasks | = _H SetDefauks s Defauits “ Je .
record in the grid to open the I
MatCh Details screen. Souice N arie Diate of Birth Gender Race Soc Sec Num
[12008 [ DOE KATHRYN & [ovmaao [ \ {VoierBeco)
g | 4028 UNDERDAHL Fioad
. . 13282 DOE KATHRYN A [ovmAao [ \ Dup Aecond
2. Usethe mfo_rmatlon on the A [143ROLAND voet
Match Details screen to AdkiinalInicmation
decide whether to confirm the S
su ggested match Voter Status: | Active Date Registered: | 1171918 Date Last Activity:. | 9/24/2007 Gow ID 00-0000-0000-00
) Duplicate
Water Status: Inactive Date Registered 114341932 Date Last Activity: Gov D
. . Match
3' If you deCIde nOt to Conflrm Match Status: Canfimed Match ™| Match Basis LHFNDE Created On: 342442007

the match, change the Match
Status field to Not a Match. atch History

b atch Rank: 85 Last Changed On.

|| Last Changed By = || Match Basis = || Match Rank il
LNFNDB el

4. |If you decide to confirm the match, change the Match Status field to Confirmed Match.

a. Write down the name of any voter you mark as a Confirmed Match. You will need to follow
the steps above and merge any duplicate records.

5. Click Save and Close.

r u-."’

s

. Marking a match record as a Confirmed Match or as Not a Match will prevent SVRS from
(:;' suggesting a match between those voter records in the future.
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