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Manage HAVA Checks

Ij 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.

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

4. Inthe Reports list, click WI HAVA Check Report.

5. Click Next.

6. Create a custom Filter.

ot Weloome to AESM

H 3 Water

[#- 5] Woter Applications

<1 Absentes Applications
- W Elections

g Election wWorkers

g Poling Place Locations
@7 Contacts

- ZH Payment

[-F34 Distiicts and Difice Types

& Calendar

=1 Labels and Mailings
=3 Scheduler
([ Administration

Category: |Voter =l

Reports

“oter Redisticting Generic... j
Woters with no District Combi.
edigricting A..
\eck Report

e Rennitt - |

Wl HAWA Check Repart

Delete ‘ Modify Layout |

Next

a. Click the Custom CIREN
button to the right of
the Filter box.

b. Create a filter as — .
shown in the J 2y UseFiter | save =] Savess x Delete | clear B Close '|
screenshot. Enter Fiter Name: | -
the desired
HAVACheckDate wiavaCheckiiew |
in mm/dd/yyyy And/Or Field M amme Candition Yalue
format on the first And HAVACheckD ate IzGreaterThan marmdd
line. Ad HewACheck Besult DoesMatE qual COM*

e Click Use Filter Aind HéwiACheck R esult DoesMotE qual PEN*®

12/28/2012 -2- The WI HAVA Check Report



| statewide
.~

‘v»fsvrs HAVA Interfaces

[

£3 This filter will return all HAVA Checks run after the specified date that are not still pending, and were not

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

7. (Optional) Sort your report:

a. Click the Custom button next to the Sort drop- J Foo oot ™ S Delete @ Close _

down list.
. SDrtName|

b. Sorting by HAVA Check Date; DESC
(descending) will put your records in order from FieldMams || Order
most recent to oldest. You may also sort by HesCheckD ate DESC
NamelLast (last name) and NameFirst (first MameLast 450
name). MarneFirst AGC

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.

O Scheduls
10. Click Print. When the Print Confirmation dialog box (Gelect 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. Ifthere 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 031972008 PEND{AI Fleids Mateh) Clty of Madison - Ward 42
e K N - n § e y - - | have neither a Wi
Wisconsin Driver License/ID Number [\W123-1234-1234-12 oDriver Licensel ID
Social Secunity Number - Last Four Digits (only if no license/ID number) I W w M w93 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) |8,~"] O/1955 Email Address PAT.SM |TH@FAKECOM

12/28/2012 -3- The WI HAVA Check Report
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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.

\ ater

==| Yoter Applications

] Abzentee Applications
‘v&f Elections

6 Election ‘Warkers
Palling Place Locations
o Contacts

4 Payment

4. Make sure you Tab out of the field you changed. This ensures that any

information you changed will be included
5. On the toolbar above, click Quick Tasks.

6. Click the HAVA Check Quick Task.

7. Inthe confirmation box, click Yes to perform a HAVA

Check with the updated information.

in the HAVA Check.

Quick Tasks
B Delets Voter

| uick Tasks |

] SendMailings
hientee
_] HANE, Check

-

erge Voters

("} Running the HAVA Check means that the voter's Name, Date of Birth, Driver's License,
‘E«’: 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

G Voter - Update - ASLTONEN, ERIC

HAVA Check — DE in

the Comment field.
This will allow SVRS to
track the number of

Activity
voters who failed their :
HAVA Check because Lol el
of a data entry error. Batch Name:

Application Infa

9. You will receive a
prompt to Please

| i}:JWSe = saveand New K close 5

1 Quick Tasks | = 5 voter Initisted

| SetDefaults  Lsg

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

|dentity Check

Prior Req. Juris.; Prior Yoter Mum.: | —

B/20/2012 j Last Yater Acti: j |D Ch. Date

—

’ﬁ 10 Chi. Method {

|0 Check Result |

Alternate Mames

remember this is a G 6400 el
publicly available UsCiteen | -| 18YRS? B
document. Click OK. Custorn Fields

— -

Plaase remember this is a publicly available document.

10. Click Save and Close. Proof of Residence Type | EdiValue i ] -
Proof of Res Acct Mum | Dutof State DL
11. Reprtlaat tStepf] 2-10 for POR Requied EdVahernd] 7] Diiver's Livense: |
each voter whose
. State: - | Expirez;
record contains a data o i i |
entry error. Comments
omment NG
(Go10... [HAvA Check - DE
b
Kl
12/28/2012 -4- Rerun the HAVA Check
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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 I || (= 3
for the voters listed on the Wl HAVA Check Report: o EX-EN @

-] Yoter Applications Select Mailing

1 Absentee &pplications

a. Click the Labels and Mailings node. L Elections Cotogo

- igg ElectionWorkers Nntar\nfnrmatmn ﬂ

Q Palling Place Locations
--@&3 Contacts

b. Click the Generate/Print Mailings Quick Task. 53 Paymert

_____

Mailings

| Calendar

c. Inthe Category box, select Voter Information. A et

-3 Scheduler
- [ Admiristration

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

e. Click Next.

f.  Filter your mailing: |§[Selec:t Filker) '] Custom - sent o2 N

a. Click the Custom

button next to the

Filter drop-down. 8 FitterForm
J :3_1 st Filtber "j Save |m Save As x Delete | Clear @ Close _‘
b. Create afilter that FiterName: |

matches the
screenshot. Enter the il ailingsYoterfiewt oHist |
HAVA Check Date in And/Or Field Mame Conditian Walue
mm/dd/yyyy format on And HaAWA Check Date |sGreaterThan o/ dd Ay
the first |ine' And HaYA Check Result Dioesh atEqual COmM”

And Hawa Check Fiesult DoestotE qual PEM*

L%
Sl 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. If desired, 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 FieldM ame || Order |
screenshot: SendT olLastMame 450
SendT oFirztM ame ASC

=] Save [Nelete . Cloze

=
c. Click Use Sort. | =1 YseSort

h. Adjust Printer Settings as needed. _ PinterSohp |

Print Options
i.  Click the Print Now option button. OFreview

O Schedule

j.  Click Print Now. When the Print Confirmation dialog box appears, click OK. (Select Sch. ¥] __ Cuson_ |

Back | Pririt |

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.

12/28/2012 -5- The WI DMV Ping Notification Letter
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Respond to WI DMV Ping Sample Letter:
Notification Letter Recipients City of Madison
MARIBETH WITZEL-BEHL/CITY CLERK
210 MARTIN LUTHER KING JR BLVD
MADISON, W1 53703
. (608) 266-6574
1. When a voter contacts you, verify itzel-behl@cityofmadison.com
their name, date of birth, driver's September 22, 2011
license and social security 0000518914
i 1 Ron F. Railin
information. 1424 € Blair 9t 101
. Dear Ron F. Railing,
; L{: Voters ShOUId be reassurEd that no This letter concerns the status of your voter registration in the State of Wisconsin. Please read it all.
’ matter What the re_SUItS Of thelr ) Some of the information provided on your voter regist_ration ._application does not match the records at the
HAVA Check, it will not affect their Department of Transportation or Social Security Administration. Federal and State election laws require
. the State to compare this information.
right to vote. Once you have sent ‘ === i :
the WI DMV Ping Notification letter | £5aE e antcored you poesna v caekaton momatan. 1 1™
toa VOter’ yOU ha.Ve met your Personal information such as your date of birth, driver license number, and the last four digits of your
responsib”y to try and Verify their 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
information. Statewide Voter Registration System. Your cooperation assures the accuracy of the registration process
for all voters in Wisconsin.
. Ple: d today.
You do not have to follow up with e
the voter or dO anything fU rther Wlth Thank you for your interest in voting and elections in Wisconsin.
the voter's record in SVRS, unless
the voter contacts you. 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 S
Voter node. Last Chang.. Comment \
E/16/2009 48¢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.
Carnrents

=

>
Last Ehang../ﬂ Commett
B/16/2009 4:8d:2.. [HAVA CHECE -

E—

b. Enter the comment HAVA Check — VV (voter
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.

12/28/2012 -6- The WI DMV Ping Notification Letter



| statewide
.~

b AL HAVA Interfaces

[

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.

12/28/2012 -7- The Voter Match Node
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The WI Voter Match Report

O

It is often helpful to have a paper copy of your potential voter matches. Providers may generate reports
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.) = Bl = |
o} Welcome to AESH SN AT il
- oter T —— —
1. Click the Reports node. : B e
. . : T I
2. Click the Print Reports Quick Task. g
3. Leave the Category set to Voter, which is the default. JL . Tiee
b P ft vt
. . -] Administiation ‘il Woter Match Report
4. Inthe Reports list, click WI Voter Match Report. .
5. Click Next.
i i : . 5] Creats Repatt
6. Filter your report: |§[Selec:t Filker] ﬂ Cuzbam N
a. Click the Custom button next to the filter drop-down.
b. Create a Filter that And/0r Field Name Canditian Value
maitches this screenshot. ltnd MatchStatusCode Equals ][
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 _ca_-,‘ Use Filtar
7. Sortyour report:
a. Click the Custom button next to the Sort By drop-down. hSElECt sort] ﬂ LU
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
oterlastM ame A5C
aterFirsth ame ASC
c. Click Use Sort. Y UseSat | Save Delete [ Close _ _ PinterSetp |
Print Options
8. Click the Printer Setup button to adjust Printer Settings, as needed. O Preview
9. Click the Print Now option button. [Gelect Sch. ¥|  Custom
10. Click Print. When the Print Confirmation dialog box appears, click OK. =N

. \.

itE:

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

12/28/2012 -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

Meru
fat Welcome to AESM

2. Click on the Voter Match node. E‘ﬂ Woter
' --Eﬁi “ater Transfers

3. Use the Match Type drop-down to restrict your search. B = d - 0t Match

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

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

4. Click Search.

Lazt Mame: First M arne: Fiddle M ame: ¥ Unresolved Matches
Match Type: Drate af Birth: Soc Sec Mum:
| From Date: To Date:
L Betweeh ﬂ and j
<\ Death Recard
=] Ol Y
Water Aecord [ Count Only Search Clear |
x| &
o
=7 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.

12/28/2012 -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 Lrate of Birth Gender Race Soc Sec Hum
| DOE_ MR E [ovoiason | | | {VoterBeconf
Acid | 230 RANDOLPH Drive
| DO MaFY ELIZABETH [ovotnsn | | (HHHHHO0000  fDeath Recosd)

Adi |

Additional Infarmation

“ater

‘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:
tatch
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 El

a. (Confirming a Death Record match will : Confimed Match
kM atch History ——

Carrection Expired
Imvalid Felon, Clemency

b atch Fell Below Threshold
Mok a match
G (R LV | | nconfirmed Match
Lkl Under [nvestigation

change the status of the person’s voter
record to Cancelled — Deceased — Death
Record Match.)

8. If you decide not to confirm the match, change the
Match Status field to Not a Match.

9. Click Save and Close.

F

t'i 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.

12/28/2012 -10- Death Record Matching



I statewide

-

[

v r registration
system

HAVA Interfaces

Felon Matching

o

It is the municipal clerk’s duty to confirm or deny any felon 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 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

1. Expand the Voter node on the Main Menu tree.

2. Click on the Voter Match node.

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

kenu

Ela Yoker

1o} Welcome to AESM

- Voter Transfers

Yoter katch

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
Match Type: D ate of Birth: Soc Sec Mum:
| From Date: To Date:
Between j and ﬂ
< Felony Record >
alerRecarn D Count Dnl_',' Search Clear
¥ | o
. ".
ilql 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.
5. Manage Search Results. T
Souice Name Date of Birth Gender Race Soc SecMum
a. Double-click on the first record in =2 [poE AT [ErEED | | (P
. . Add: | 2902 HARVEY Street
the g“d to open the Match Details Depatment of | DOEKITTY [m/o11300 I I {Fefon Aecord)
screen. Add [1738 ROTH T
Additional Information
. . Woter
b' Use the |nf0rmat|on On the MatCh Voter Status: Active Date Registersd: 8/28/2007 Date Last Activity: | 8/29/2007 Gow D
Details screen to decide whether to ey
Confirm the Suggested match. Dept Cor Ref #: | 00099359 Action Date: 10442008 1D Type 1D Mumbsr:
Match
. . . tatch Status: Unconfimmed Match Match Basis. LMFMDE Created On: 12/26/2007
i.  If you decide to confirm the Mechfark [0 Lot Changed e [ /2272008
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.
12/28/2012 -11- Felon Record Matching




| statewide

b AL HAVA Interfaces

ii. If you decide not to confirm the match, change the Match

Status field to Not a Match. Carfirmed Matzh
Carrection Expired
a. If the date in the Action Date field has passed, the felon Irvalid Felan, Clemency

has finished his or her post-correctional supervision, and is ~ |[Match Fell Below Thieshold

again eligible to vote. You should mark this record as Not Urcorfimed Match
a Match, even if the voter record and the felon record Under Investigation
belong to the same person. B o

Action Date: | 10442003

c. Click Save and Close.

Mot a match

.,

f [5 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.

12/28/2012 -12- Felon Record Matching
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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.

4. Inthe Quick Tasks pane, click Send Mailings.

File Edit View Tools Window Help

J £t _ “‘% Menu  Shorkcuts | g‘ Q
>

o} weloome to AESM

- g Wioter

3| Woter Applications

<] Abzentee Applications

[]---\&E Elections

----- Q Election “workers

----- gl Puolling Flace Locations

s Contacts

Payment

I:I---EE Districts and Office Types

----- @ Calendar

Reports

N

Buick
Quick Tasks

sﬁ Add New Vater
"ﬁ idd Froperty Owner

R AddFederalVater
Q( Delete Viter

j Send Mailings >

j Create Absentee Application
] Mergeoters

5. Inthe 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
O Preview

O Queue for Later Pritting

ok

12/28/2012
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Using the Labels and Mailings node

Quick Tazks
Quick Tasks

1. On the main menu tree, click the
Labels and Mailings node. 2k Welcome to AESM (= Generate/Print Mailings
[EI---R Water

2. Onthe Quick Tasks pane, click F-E5] Voter Applications
Generate/Print Mailings. -] Absentes Applications
[EI---‘D;E Elections

3. Change the Category to Voter . DR O
. QI Palling Place Locations
Information. - @3 Contact
r; F'Dn at: T Select Mailing
g . . e a_'.JITIBﬂ
4. In thg Ma_lllngs Il_st,_ click WI Felon G-+54 Districts and Office Types Category:
Notification Ineligible. Calendar | Voter Information [
-+2] Reports
5 Click Next. [EI--- Labels and Mailings b ailings
S i;hgqutlat_ (il Felon Notiication ineligible  ~ |
H- MINIEraran

Step 1 of 2 I et
$ Mailing Dptions
Filter

6. Filter your mailing: i =] Custom

a. Click the Custom button

7l FilterForm

to open a filter window. ] =
] J _&'_] Use Filker Save =) Save fs x Delete | clear B Close T‘
b. Create a filter that
matches this Fiter Wame: ‘ j
screenshot. Enter the
date desired (the day Wik aiings¥iaterviewMoHist |
before you began A/ Field Name Condtion Valie
making the latest And Woter Curent Req Last Changed Date.. |IsGreaterThan i/

round of felon
m atches) in And Cument Req Status Reason Code Equals Felony Record Match

c. Click Use Filter.

Sart By

r. \i . . . .

This filter will select all voter records that have had their

1z

%i;' status changed to Inactive — Felony Record Match |(Select Sor w|  Custom

after the date specified.

a. Click the Custom ‘I'_;a Use 5ort |5 Save [elere . Close T‘
button.
SDrtName| j
b. Create a sort that
matches the following Blaiilising v || Order o)
screenshot: SendT oLastame ASC
c. Click the Use Sort sendT of rsthame LG
button. f _m E

'.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.

12/28/2012 -14- The WI Felon Notification Ineligible Letter
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8. Adjust Printer Settings, as needed.
9.
10.

11.

12.

Click the Print Now option button.

Click Print.

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.

Print Options
Frinter Settings |

O :E_review
@

Later Frinting

0k

Retrieve and mail the letter(s).

Respond to WI Felon Notification Ineligible Letter Recipients

A sample of the WI Felon
Notification Ineligible letter is
shown. Please note that while
Providers will generate this letter
for their Reliers, the contact
information is for the municipal
clerk, so Reliers may need to
respond to questions.

Any person convicted of a felony
in the State of Wisconsin has
been informed multiple times that
they will not be eligible to vote
until after they have completed

their post-correctional supervision.

Someone may contact your office
stating that they have completed

their post-correctional supervision.

If so, the Department of
Corrections will have provided
them with documentation proving
when their supervision ended.
This end date is also called the
separation date. Once the person
has provided you with proof that
their separation date has passed,
they can re-register to vote with a
new GAB-131 Voter Registration
Application.

If someone contacts your office
stating that he or she received a
letter, but has never committed a
felony, and you cannot obtain any
further information, please contact
the GAB Help Desk. We will work
with the Department of
Corrections to resolve the issue.

City Of Madison

Maribeth Witzel-Behi / City Clark
210 MARTIN LUTHER KING JR BLVD
MADISON, W1 53703

(G0E) 266-4601

August 26th, 2009

Jang Smith
25 Davison St
Madison, Wl 53715

Dear Jane Smith,

This letter concems your right 1o vole in the State of Wisconsin, Please read it all.

Information sent o the Statewide Voter Registration System recently from the Department of Corections indicates that
you were convicted af a felony in Wisconsin and have not yal fulfiled the requirements of your santence. For that
rEasan, Your voling status has been changed to ireligibhe until you have comgleted the temis of your sentence
including any terms of supervision, probation or parcle. At this time you cannot vole in Wisconsin,

If the above information is incomect, please contact us in the clerk's office at the address ksted at the top of this letter
Crwr office will ask you for more information to venify and comect your personal voter regisiration data.

If the above information is comect, wou must wait until you have completed the terms of your sentence including any
lermmns of supanision, probation, of pancle befora you can vabe again in Wisconsin, Stale law doas nol allow residents
convicted of @ Telormy to vobe, register 1o vobe, or attempt 10 wobe until they have Bnished the terms of their sentence
including any terms of swpervsion, probation or parole.

If the above information was true, but you have completed your sentence including any tems of supervision,
probation or parole, please contact us in the derk’s office and show us a copy of the discharge cerificate which
descnbes the: restoration of your civil rights Trom the Depanment of Cormeclions.

Thank yau for wouwr interast in voling and elections in Wisconsin,

Sincerely,

Maribeth Witzel-Benhl
City Clerk
City Of Madison - 13251

12/28/2012
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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.

E 1;5 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 ¥iew Tools Window Help

“E Menu  Shortcuts | 3 Quick Tasks » _

G

| 2 [ ] 21| = |8 gy | Adive Jurisdiction: [TOWN OF BLOOMING GR. ~| ,H o [

General IDistnclsI Other | Electionsl

Last M amne: First Mame: Middle MName: Suffix:

| | [ B

Water Reg Mum: Date of Birth

House Ma: Street Name:

o4 Voter Transfers
<= Vaoter Match
ater Applications
Absentee Applications
2\ Elections

Soc Sec Mum: Status:

City State: ZIF Code:

B

=l | =

K Plans
Airchived Elections

T |

N 2012 MAY 5 RECALL PRI,
N 2012 FRESIDENTIAL FREF

. ! ] Count Orly
N 2012 SPRING PRIMARY

Search

Q 2011 SPECIAL ELECTION 2 =
N 2011 SPECIAL PRIMARY EI

Q 2011 SPRING ELECTION

up i FUSE COUNTY - 55
© | SAUK COUNTY - 57
SAWYER COUNTY - 58

Q 2011 SPRIMG PRIMARY
Q 2010 GENERAL ELECTION
Q 2010 PARTISAN PRIMARY -
‘| | v

SHawWAND COUNTY - 53
SHEBOYGAN COUNTY - 60
ST, CROL COUNTY - 56
STATE OF WISCOMSIN -l

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.

12/2
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5. 1In your search results, Jurisdiction = || Mame ~ || Date OFB.. A ~||Place OFf Bir. ~ || Party || Gen.. ~|| Status =]
click on the record of B0173 DOE, KAREN M 01/011/1900 Mot Applicabls Active
ih er i 16026 DOE, KATHLEEN KUR.  |D/01/1900 Mat Appiicable Active

€ Voter In your 13251 DOE, KATHFIYN 5 oV 0/1300 Mot Applicable Active
municipality. 41251 DOE, KAITH 0140141900 Mat Appiisable Inactive
_ 13154 DOE, KARL P 01/011/1900 Mot Applicabls Active

6. Find the record of the EOTES DOE, KATHLEEM DI&N.  [01/01/1900 Mot pplicable Aictive

voter you confirmed as 30016 DOE. KATHLEEN T 017011300 Mat Applicable Active
tch. Hold the Ctrl 32246 DOE, KATHLEEN O1/01/1900 EOSTOM,MA_ |Nat Applicable Inactive

a match. 1o ectr 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 5106 DOE, KATHY & 0170111500 Mat Appiisable Active
B7291 DOE, KATHRYN J 01/011/1900 Mot Applicabls Active
should now h_ave two 45034 DOE, KAREN ANN O1/011/1900 Mat Appiicable Active
records highlighted in 71020 DOE. KATHLEEN JEAN oV m/1900 Mot Applicatle Active
the grid. G201 DOE, KATHRYN 5 01/111/1 500 Mat Appiicable Active

A 0

-KATHRYN A 01/01/1900
36024 DOE, KATHLEEN WAF..  |01/01/A300 Mat Applicable Active
B5005 DOE, KATHLEEN 01/01/1900 Mat Applicable Active
BO173 DOE. KAREN L 01/011/1900 Mot Applicabls Active

< |
7. Click the Merge Voter Quick Task to open the Merge Voters pane on the left Quick Tasks
uc
of the screen.
[ AddMewvoter
. . . Add Py ty O
a. If one of the records belongs to another municipality, you will see the a 1apety Snet
following message. Click Yes. B AddFedersl Voter
B Deletevoter
il ] SendMailings
ggfgoez the selected voter records is currently owned by CITY OF SN PRAIRIE - 13282, Do wou wish to continue with the \5_2‘ B n Ahaentes
] Mergevaters
Mo

8. Anew Merge Voters panel =lol
will replace the main Menu Fie Edt View Tools Window Help _ ‘ \
d ick Task [ L[] B v stonauts | 5 quokasts = [ 7| [ 21| 4 3 [ sy | Ao drseicton: [Toven oF sioomie 67 | [ @ T[] |
area an QU IC as General | Disticts | Other | Elections |
panel on the left. |90 G, E Last Name: First Mame Middie Name Sl
. K d K -
Determine which record Select Masle o e | K
: e =\ Votet Reg Num Date of Bith Soc Sec Num Status:
will be the master record. AN i \ \ =l
H [e] DOE, KATHRYN & 014011900 House No: Shreat Mame: City: Shate: ZIP Code:
The merged record will - / = T ‘ HI H Bl B
include voting history from N
. I /7'
both records, if present. S — Fiecords Retumed: 103 " |ATE OF WISCONSIN -wi =| L] Count Drly Search Clear
Tw =
1 ? up by thet column
\ Last Name DOE !
f \j ; ; : Middle Name A [ st e || Dats 0FB. A || Place OF i = | Patty /G
12 More information is Do of Bih __|01/01/1800 1200 4@51 DOE, KARLP 01011300 Not épplcable
; i Alei Social Secuy .. EikE DEE, KAREN /011800 Mol Applicable
dlsplayed by CIICkmg and Regitraion Dtz 17171918 12,000, 16025 DO, KATHLEEN KR, |0va/1an0 Nol Appicable
H ; Voler Regisuatio 0000040008 13250 DOE, KATHR™N 5 0v/01/1900 Nol Applcable
draggmg to the rlght the Lt Date Chang., |9/24/2007 5,253, W] BOE, KAITH /011900 Not Applicable
i Gender [EE B0, KAFL P /0171300 Nol Applicable
gray bar separating Merge Diivers Liene_ /4000-00000000. BETS DOE, KATHLEEN DIAN. | 0V/01/1900 Mot Applicable
Voters from the search Quner TOWH OF BLD. 30016 BOE, KATHLEEN T /0171800 Not Applicabie
[Address 4028 UNDERDA, 2205 B0 KATHLEEN 70171300 BOSTON.MA__ [Nol Applicabls
pane . 1325 DO, KAREN 0v/01/1300 us Nol Applcable
2] B0E, KATHLEEN A 011800 Nol Appliable
[EMerecters] U106 TE_RATHY & A0 Mot ppiicstis
57291 DOE, KATHRYN J 0770171900 Not Applcable
9. Select the Master Record 35034 DOE, KAREN ANN T1/01/1300 Not Applioable
. . 71020 BOE, KATHLEENJEAN /0171800 Nol Appicable
using the radio button to | [osznn DOE, KATHRYN S 0170171300 Mot pplcatle
13008 BOE, KATHRN & 70171800 Not Applicable
the left of that record. NEER DOE, KATHRYN A [RE] Not Applicable
. 38021 DOE, KATHRYN J 0170171300 Nol Applcable
Information for that record e boe KAREN AN o700 et gpicote
: f ; 50173 DOE, KATHLEEN JEAN | 01/01/1800 Mol Apglcabl
will be displayed in the 4![W = e e
boxes on the next page. R .
———————————
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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
.

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.

Q,) 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.

1o} welcome to AESM

: 2 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 | El |
| 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.

12/28/2012 -18- Search for Remaining Duplicates
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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.

1. Double Click on the first
record in the grid to open the
Match Details screen.

2. Use the information on the
Match Details screen to
decide whether to confirm the
suggested match.

3. If you decide not to confirm
the match, change the Match
Status field to Not a Match.

oterMatch - Update Match Details- ADAMS KATHRYN | ll

| & save andclose [ vt tiew 3K close -H B QuickTasks | 4= _H Set Defauks  Lise Defaults " Je .
Match Detail:
Source Name Date of Birth Gender Race Soc Sec Num
[12008 [ DOE KATHRYN & [ovmaao [ \ {VoierBeco)
g | 4028 UNDERDAHL Fioad
[1382  [ooEketHRNA  |ovodso | [ \ (Bup Aecord)

Aokd: 143 ROLAND Stiset

Additional Information

WVoter

“aoter Status: Active Date Registered: 1141918 Date Last Activity: | 342472007 Gov D 00-0000-0000-00

Duplicate

Water Status: Inactive Date Registered 114341932 Date Last Activity: Gov D

Match

Match Status: Confirmed Match ™| Match Basis LNFNDB Created On: 9/24/2007
Match Rank: 85 Last Changed On

Match History

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

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.

: .j 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.
V12/28/2012 -19- Manage Search Results
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