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Absentee Applications

Special Notes on Types of Absentee Requests

*

Photo ID requirements means Wisconsin residents who are eligible to vote are
required to show an acceptable photo ID at any elections either in person or by
absentee ballot.
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Proof of Identification is now required
for the types of absentee request listed
below.

Definition: Any otherwise qualified elector who for any reason is unable or unwilling to appear at
the polling place

Proof of identification * Duration of Requests:

« If application is received by mail, proof of ID e As specified on the application
must be received with the application in order
for elector to receive a ballot

»  Proof of identification must be provided only o If aballotis not returned, stop sending ballots
once, either with the application or the ballot
(unless the voter re-registers with a new name
or address) o Voter can reactivate request by contacting

. Providers clerks will keep track of electors who you
provided photo ID in SVRS

. Reliers must send list to their Provider to update

e For calendar year applications (1/1 — 12/31)

0 Send notice within 5 days

SVRS Application Requirements:
. Reliers must request from their Provider alistof | «  aApsentee applications must be received no later
regular absentee voters who have shown a than 5pm on the Thurs_day

photo ID in prior ballot request
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Special Notes on Types of Absentee Requests

*

Proof of Identification is now required for the types of absentee request listed below.

Definition: Any qualified elector may register and request an absentee ballot by agent if
hospitalized. Registered voter in-hospital up to 7 days before election; including
Election Day.

Application Requirements:

Proof of identification: ’Ir
e The absentee ballot application may not be filed

Proof of identification is required with the absentee earlier than 7 days before the election and no
application unless otherwise exempt or eligible to later than 5pm on Election Day

provide an alternative document (military, indefinitely . o
confined, etc.). e If not already registered to vote, the hospitalized

elector may register to vote by agent up to 5pm
on Election Day. Proof of residence must be
provided

e Must submit a signed absentee application
(GAB-121) which indicates that the elector is
hospitalized and provide proof of identification

See Wis. Stats §6.86(3) for procedure.

Definition: U.S. military service (at home or away), members of the merchant marine, U.S. civilian
employees serving abroad, peace corps volunteers; and their spouses or voting-age
dependents.

Proof of identification: * Application Requirements:

Is exempt from Voter ID. . . . .
exempt e No voter registration form is required

The clerk must initial the absentee certification
envelope indicating the voter has met the photo ID
requirement before sending the absentee ballot to
the military elector. e Absentee applications must be received no later
than 5pm on the Friday preceding the election

e Must have resided in municipality immediately
before entering the military

Duration of Requests: o . .
« Can request ballots for specific elections and for | ¢  Military electors away from their residence on

all elections within the calendar year in which the Election Day may apply for an absentee ballot
request was made until 5pm on Election Day for federal elections

* Canreceive ballots for all offices e The Federal Post Card Application (FPCA) is a

d If a m|l|tary elector does not return their absentee common alternative form that is used by m|||tary
ballot or the ballot is returned Undeliverable, the electors. It counts as both a voter registration and
municipal clerk continues to send absentee absentee ballot application

ballots through the remainder of the calendar,
unless the elector is no longer in the military, no | ®  Eligible to receive an absentee ballot via mail,
|0nger resides in the municipa"ty, or the elector email or fax. However, absentee ballots must be
asks not to receive any more absentee ballots returned via mail
|
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Special Notes on Types of Absentee

Requests

Proof of Identification is now required for the types of absentee request listed below.

residence.

Definition: An elector whois permanently outside of the U.S. with nointent to return to their

May only vote for federal offices
(President, U.S. Senate, U.S. Congress).

*

The clerk must initial the absentee certification
envelope indicating the voter has met the photo ID
requirement before sending the absentee ballot to the
military elector.

Proof of identification:
Is exempt from Voter ID.

Duration of Requests:

One absentee ballot request is valid for all elections
within the calendar year in which the request was
made.

Application Requirements:
Standard “by-mail” rules apply:

Voter registrations that are postmarked after the
20th day before the election cannot be accepted

Are exempt from Proof of Residency
requirements

Must have lived in the district immediately before
moving overseas

Voting-age children of an overseas elector are
eligible to vote as permanent overseas electors

Votes from last address in the district
(Home may not be owned by them anymore or
not exist anymore)

Absentee applications must be received by 5pm
on Thursday

Eligible to receive an absentee ballot via mail,
email or fax. However, absentee ballots must be
returned via mail

Definition: Any eligible registered elector who indicates that the reason they are requesting an
absentee ballot is because they are a sequestered juror.

Proof of identification: *

Proof of identification is required with the application.

Application Requirements:

Must submit an absentee application to the clerk that
indicates the elector is a sequestered juror no later
than 5pm on Election Day.

See Wis. Stats §6.86(1)(b) for procedure.
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Special Notes on Types of Absentee Requests

* Proof of Identification is now required for the types of absentee request listed below.

Definition: Voters indefinitely confined due to-age, infirmity, disability orillness. Elector must
have applied for absentee ballots as an indefinitely-confined elector.

Proof of identification: * Duration of Requests:

Is exempt from Voter ID. Indefinitely Confined electors can receive ballots
automatically for as long as the ballots are returned

= Proof of identification is not required for (‘permanent” status).

indefinitely confined voters If a ballot is not returned, send 30-day notice:

= By signing the certificate envelope, the witness = Send 30-day notice only after general elections
is certifying that they have verified the name and | = If voter responds to notice, keep on permanent
address of the voter. This satisfies the ID list
requirement for indefinitely confined electors = If voter does not respond to notice, cancel
. . absentee application (remove from permanent
» The clerk must initial the absentee certification PP ( P

A list
envelope indicating that the voter has met the )
photo ID requirement before sending the Application Requirements:
absentee ballot to the indefinitely confined voter

= Absentee applications must be received no later
than 5pm on the Friday prior to the election

e Voters must indicate on the absentee application
they are indefinitely confined
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Search for an Absentee Application

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

Use the Absentee Applications Node Search Panel

1. Selectthe Absentee Applications node on the Main Menu tree.

The Absentee Search Panel will appear. This panel will display applications | . £} welcome ta AE5M
for all elections, including past elections, unless you enter criteria on the

Elections tab.

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

Search button.

File | Edit View Tools ‘Window Help

J = Menu  Shortcuts | 3

Menu

[

; g "ioter

oter Applications

g ibrentes Applications
\ﬁ Elections
& Election wWorkers

a. Search by Voter Name or Genera | Elocions|
Voter Reg Num to find a Last Narne: First Marne: Middle Mame: Suffis: Yoter Reg Nurm:
specific voter. | | | | =
Drate of Birth Application Type: Application Status: Application D ate: ward
b. Search by Application Type | : | : _ H| H| ] H
to |dent|fy yOUr Perm anent |Vot|ng Method: |V0t|ng Location: |Ballol Status: J |Ballot Statug Heasol |A|3|3 Source J
K ' - - = = =
Military, or Overseas voters.
[ Count Orly Search | Clear |

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

election in the past.

d. Use the Vote Location drop-down to search for Nursing Home voters, or voters that receive

a ballot in the Clerks Office, Via Mail, Via Fax or Via Email.

e. Search by Ballot Status or Ballot Status Reason to identify the applications with ballots that
were issued, returned, or cancelled, and why they were returned or cancelled.

f.  To limit your search to
applications valid for

General | EIectionSI

. Last Mamne: First M ame: Middle Mame: Suffix: “Water Feg Murn:
one election only, go to | | | | = |
the EI eCtIO ns tab D ate of Birth: Application Type: Application Status: Application D ate: Wwiard
Select an election from | | = = = | -]
th_e drop' down “St and Woting kethod: Wating Location: Ballat Status: Ballot Status Reason:  App Source:
click search. | = | = | =l =l | =]
g. DOUb|e-C|iCk an [ Courtt Oy Search | Clear |

application record to open
it and see more details.

£ 1 You may wish to limit your search to applications that would be valid for an upcoming election.

However, if that election is not yet active in SVRS, you cannot find applications that would
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produce ballot labels for that election. You will either have to run an Absentee Application Listing

report, described later in this chapter, or wait until the election is setup

Use the Absentee Search Panel within an Election

in SVRS.

[

1. Expand (+) the Elections node in the Main Menu tree.

2. Expand (+) the desired election.

3. Highlight the Absentee Applications sub-node. The Absentee Search Panel
will appear. This search panel will only show absentee applications active for
the selected election.

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

|

=] \af Elections

15 Plans
Archived Elections

%% 2014 GENERAL ELECTION
MM AL A Glance

-y Polling Flaces

Poll Boaok,

2 Payments

8] Record Vates

~{7P Supplies

- =] Ballot Styles

A pplications

- 5 Absentee Ballots
5 Pravizional B allats

1] |

-

s

Once ballots have been issued for this election, you can use this search panel to identify
absentee applications that have not been issued a ballot. Each application record has a plus
sign (+) at the far left of the record. If the plus is black and white, the application has been
issued a ballot. If the plus is gray, no ballot has been issued. You can click the plus sign (+) to
see a nested grid with more details on the issued ballots.

General |
Lazt Mame: First Mame: Middle Marme: SLffis Waoker Reg Mum:
Date of Birth: Application Type: Application Status: Application Date:
| | ﬂ |Ap|:un:u\-'ed ﬂ | ﬂ
Woting Methaod: Yating Location: Ballat Status: Ballot Statuz Reazon:
| Bl | = | H | i
Records Returned: 955 [ Count Only Search | Clear
group by that column
| M armne Water Reg Mum App Type App Status App Statuz Rea.. | Election Descrip..
3 B ~AEDALLAH, AMal & 0705421130 Regular Walid App 2010 PARTISAN ..
ABITE, aMDY LEE Q1 e0vane Sequestered Juror Walid Application Recuring
ABITE, PHYLLIS aoenyana Permanent A pproved Walid Application Recuring
ABITZ, SHERRY L Q012078020 Regular Approved Walid Application 2010 PARTISAM .
ABT, JULIE M Q01 E100s06 Permanent Approved Walid Application Recuming
/ cHTERBERG, IREME .. |0018072034 Permanent Approved Walid Application 2010 PARTISAM
\ A[,QMS, A 018096440 Regular Approved Walid Application 2000 PARTISAM
N—fiRENS, CLAREMCE F 0018092180 Permarnent A pproyved Walid Application Recuming
V4/20/2015 -7- Absentee Applications
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Add an Absentee Application

g To enter an absentee application in SVRS, the applicant must have a voter record. Military voters, who

do not have to register before voting absentee, should be entered into SVRS as a registered voter using
information gathered from the absentee application. See Voter Application chapter for more information.

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

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

Four Ways to Enter and Process Absentee Applications in SVRS:

1. Absentee Applications Node (Can be used for all absentee requests.)
2. Absentee Applications Node under a Specific Election (After
an election has been setup in SVRS, this node can be used for any
absentee requests, including permanent requests or requests for
multiple elections.)

3. Voter Node (Absentee application is generated from the voter
record. Can be used for all absentee requests.)

4. Voter Applications Node (Absentee application is generated from
the voter application. Can be used for all absentee requests.)

Use the Absentee Applications Node

1. Selectthe Absentee Applications node on the Main Menu tree.

2. Click the Quick Task: Add New Absentee Application.

L

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

-

Absentee Application

There is an existing application For this election, Are wou sure you want ko continue?

Yes Mo |

B
[

B

-t Weloome to AESM

- 8 Voter
H-{Z25] Woter Applications

----- s '\ bzentee Applications

7\ Elections

----- Q Election “wWarkers

----- g Fuolling Place Locations
----- 47 Cortacts

----- =3 Paymert

+

]--’Ef} Digtricts and Office Types

----- & Calendar
Reparts

- = Labels and Mailings
(3 Scheduler
o[ Administration

Quick Tasks

¥ Add Mew Absentee Application

D
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3 . The AbS entee Absenteeapplication - Add - New Application B _I- _ID 5'
Apphcatlon' J Save and Close Save and Mew x Close J j Quick Tasks | o= B v|J Set Defauls  Use Defaults v| J o
Add NeW General | Other | Ballots |
Application L [CITY OF FOND D
form appears Water dentification Qe CITY OF FOND D
Hame: Application Detailz
Date OFf Birth: j Soc Sec Mum: App Status - Feasor: | Pending - Incomplete Application
Diriver's License: App Type: Regular j Date on&pp: j
Woter Reg Munm: Phane: Batch Mame: App Source: j
Yoter Status - Reason: |
POR Requirad: 1IOCAYA Status: Far Election
11D Provided for Maiin Absentes [T] Phaoto ID Exempt & Election |2014 GENERALELECTION j
4. Enter the applicant’'s name into the
Name flelds' T,ab out Of the name_ FE absenteeApplication - Add - hew Applical =10l x|
field. The voter’s information will fill J Savzand Cose o Save andiien 9K Chse J 3 ouickTasks | B2 J Sef Defauks UseDefoults _ I 0
in automatically. If there is more Gerersl | Ot | Balos |
than one potential match, the Voter Veer denticaion Durer OFY OFFOND D
Search Container will open. Hene lrwejzfsmre 1 [vsae] cure —
CECUR-LR ¥ voter Search =100 x|
DiversLicense:  Genesal | Gther | |
Yober Reg hum: Last Mame: Fist Name: Midcle Mame: Suifiz: Peaple noiided n the Sssch
T — | — T
5. Select the matching voter by PCR Raquisd: |VDbarHeg Mam: |Dale of Birh |5ucse:wm Status 5 ] Proetty Junsts Crly
* - Search Options
s . [ ID Provided lo
double-cllcklng on the record in the — L House Mo: Syeethame Ciy State: 2P Code EPnorandA\temateNames
. . . . JEEECHEY = = = = Sounds -Like Seach
results grid to link the application t0 | suswoms | 2l | I DN N G
Wele Location
a voter. i [ Zount Orig F— Clear
Adres:
~— re t3 group by that colimn
v | Status Reas. = || Address
Vater Maing Regstered 731 FOREST CT
Addres: Regstersd 3635 SEYMOUR 5T
2028 [SMITH, JANET§ 4141368 | |adive [Regittered |247E 4RNDT ST |
e |l | »l
. Absenteefpplication - Add - New Application

The Voter Identification area in the upper
left shows information about the voter you
linked. If you see that you need to make a
change to the voter record, click on Go to
Voter. The voter record will open and you
can make the change and Save and Close.
The voter record will close and bring up the
absentee application.

The Go to Voter button will now read
Refresh Voter. Click Refresh Voter on the
absentee application and continue
processing. You can also Unlink the voter
record if the voter you chose was incorrect.

[ _.:i Save and Close |_.j Save and New x Close

General | Other | Ballots]
Yoter |dentification —)

| 5 quickTasks

=

Name: | SMITHJEAN M
DateOfBith:  [171/1900 | SocSechum | BHE#H564S
Driver's License: [ |

Woter Reg Num: [UﬂSﬂiSBé " Phone:

Woter Status - Reason: |Aclive - Registered

POR Requied: | NO UDCAVA Status: |
[11D Provided for Mailin Absentee || Photo ID E xempt
Go ToVoter Unlink |

&
EE: In the Voter Identification area of the absentee application you should also:
V4/20/2015 -9- Add an Absentee Application
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a. Check that the Voter Status Reason 1 is Active -
Registered, indicating an Active voter. Inactive and
Cancelled voters with will not be issued ballot labels.

b. ?ﬁegotgego'[er_'s gfoﬁdRe(leu [ rtedg;t]atus't AbsenteeApplication - Add - New Application
e equired field indicates the voter's - T . T
proof of residence. If POR Required is marked | o seveanddlose [ Seveendiien K Close || 3 quekTass
NO then the voter does not need to provide General | Other | Ballots |
any proof of residence with th_eir rgturned  Voter Identiication
absentee ballot. If POR Required is marked : :
YES then the voter does need to provide proof | Nam | SMITHJEAN M _
of residence with their returned absentee DateOfBith:  |1/1/1900  v| SocSecMum | HHH-HH-5645
ballot. To change a voter's POR Required Diiverslicensa: |
status, click the Go To Voter button and |0[|51145359 e r
change the POR Required field in the voter faterfieg Nuse : |.
record. 1 ‘oter Status - Reason: |AC“V9' Registered
2 POR Requied  |NO 3 UOCAVA Status: |
@ For more information see: Edit the Proof of £hiLIID Proveled jor b st absonies S5 ) Phoko ) Eeored
Residence Field after an Election in the Voter GoToVoter | Unlink |
Chapter.

c. Check that for military and overseas voters the 3
UOCAVA Status is listed. The UOCAVA Status=
will indicate whether the voter is a Mlitary or
Overseas absentee elector. When the UOCAVA
Status is military or overseas, the Photo ID Exempt
checkbox will be automatically selected, since
military and overseas absentee voters are exempt
from showing Photo ID. You cannot select the Photo
ID Exempt checkbox for permanent or nursing home
elector because they are not exempt under the
Photo ID law. To change a voter's UOCAVA status,
click the Go To Voter button and change the
UOCAVA status field in the voter record. For more
information see: Add UOCAVA Status Indicators in
the Voter Chapter.

d. Check that for mail-in absentee requests, a Photo ID
was provided with the request. Note: that as of April
27,2012, all Photo ID requirements are lifted by
court order. Therefore, voters who currently request
an absentee ballot by mail do not have to provide
Photo ID. If the voter does provide an Photo ID,
however, you can select the ID Provided for Mail-In
Absentee checkbox. 4

V4/20/2015 -10- Add an Absentee Application
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6. Enter the Vote Location. The most commonly used fields are Via <
Mail, Fax, Email, Nursing Home, and Clerks Office. When issuing
ballot labels, you can filter by these options to produce groups of

labels with the same Vote Location.

a. If the voter requested their ballot be sent Via Mail, enter the
voter’'s mailing address in the Absentee Address field. Do
not type the voter's name, or it will appear twice on the label.

If a voter already has a mailing address in SVRS, then it
will appear in the Voter Mailing Address field. When an
absentee address is not entered, SVRS will use either the
Voter Mailing Address (if available) or the Home Address

as the absentee address.

Send Ballot Options
Vote Location: ia Mail j
Home | = li
Address SWD Care Facility
Online
Unknown
“ia E-Mail a
Yoter Maiing | | ViaFax
Address e
. |W|ung Polling Place ||
X Vi
Send Ballot Options
Vote Location: Via Mail j
Home 23 COLINTRY CLUB LN 202260751355
Addiess | |FOND DL LAC, Wi 549353703 Fpzaetased
[~
Yoter Mailing
Address
Absentee
Address
<

The Voter Mailing Address and Home Address fields are grayed out, because they can only be
change from within the voter record. Use the Go To Voter button if you wish to change those fields.

For Military and Overseas addresses: Click
on the Absentee Address button to open the
Address Detail form. Select Non US Addr
from the Format drop-down, enter the address
and click OK.

You will receive two labels for each absentee voter.

The first label (shown to the right) will display the Home
Address and can be placed on the return envelope.

The second label is for the mailing envelope, and will
contain the Absentee Address you have entered. If you
did not enter an Absentee Address, the second label will
display the Mailing Address from the Voter Record. See
the Examine your Absentee Ballot Labels section of the

Absentee Ballots chapter for more information on what

appears on the absentee ballot labels.

Format: imddr"
Non U.S Address |
[
| 0K Cancel

(RO

Feb 21, 2012 DANE COUNTY 10789167

TOWN OF BLOOMING GROVE Ward:WD1

NP-1 0000040232

EUGENE A CAMPLIN

604 CHRISTIANSON AVE 1D Provided

MADISON, WI 53714-1533 REG

Via Mail

V4/20/2015

-11 -

Add an Absentee Application




I statewide
-

v r registration
Faystam

Absentee Applications

b.

If the voter requested their ballot be sent Via Fax or

Send Ballot Options

Via E-Mail, enter the voter’s fax number or email VoteLocaton: ViaEMal
address under the Home Address field. (Only Military i) | S COUNTRVCLUB LN o svasazsosae
and Permanent Overseas are eligible for this option.)
When you print the absentee label the voter’s fax =
number or email address will appear on the label. <’Emﬂ: | JSM,TH@SW
I \i wWh H H ballot f : : il Send Ballot Options
37, en issuing a ballot for a Via Fax or Via E-Mai . CTEE
Q;' application, you may choose to print of the Official ioin Dt ——
Absentee Ballot Certification, so you can fax or email it i | e T 2002602515621
along with the ballot.
— =
@ More information on this is available in the Absentee <£ 508'123'4537>
Ballots chapter.
c. Ifthe Vote Location is a care facility visited by special voting deputies, use the SVD Care
Facility field. If the Vote Location is a care facility not visited by special voting deputies, use
the Non SVD Care facility field. (Optional) For SVD Care Facilities use the Nursing Home
field to pull in the nursing home’s address from a contact record.
S epgl Ballallhmis - - S e Ballakhmi : :
< Yote Location: |5VD Eﬁfﬁ@ < Yote Location: |N0" SWD EB'D
[ — = X \H—*‘ X
Home ey AR e 20226-025-1262-1 ome ey AR e 20226-025-1262-1
Addiess FOMND DU LAC, W g Address FOND DU LAC, Wi 5 |
[~ [~
Nursing Home m| ] Vomxng@
e e
< <
i. (Optional) To use the Nursing Home contact field:
a. Click the Address Book Icon to the right of Nursing Home | SHADY PINES REST HOME E|
the field. This will open up a Contact
Search Screen where you can search for s 123 MADISON ST
your contact record. Address FOND DU LAC, W 54935
@
b. Check the Non-Person checkbox under . BEE
Search Options.
Inchade Retised Contact Reconds
c. Enter in the name of the nursing home Ee= == =
under Description. o e 2P Cote
X (=)
d. Click Search. — Dee
mhhm
e. When the nursing home record appears in |» i e e e o
the lower grid, double-click to select it.
V4/20/2015 -12 - Add an Absentee Application
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f. You may still click into the Absentee Address fields and add information, like a room number.

Nursing Home CSHADY PINES REST HOME > (]| NusingHome | SHADY PINES REST HOME (3]
BAbzentes 123 MADISOM 5T - Absentee 1123 MADISON 5T
Address I—I | J Address 214

FONDDU LA w|[wi ~|[5a335  +| T |FONDDULAC,WI 54335

L JuieEle O o

ii. (Optional) Additional Step for SVD Care Facilities Torea P o]
only.

a. Click on the Other tab. svawgoen | M|
b. Use the Address Book Icon to open a contact

search screen and pull the Special Voting ey
Deputy information into the application.

Him

The Special Voting Deputy must be setup as a contact in SVRS before being entered in
this field. For more on creating contacts, see the Contacts chapter.

-
-

Send Ballot Options

c. If the voter voted and returned

their ballot in the Clerks Wate Locatian: Clerks Office »|

Office, no absentee address is Heme 401 PRESIDENTIAL LK P —
i Address 4

required. MADISON, W/l 53711

=

SVRS will automatically mark Clerks Office absentee ballots as returned when processing the
absentee application. As a result, SVRS will not automatically generate a label for Clerks Office
applications.

@ To generate absentee labels for Clerks Office applications see Issuing Clerk’s Office Absentee
Ballots in the Absentee Ballots chapter.
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7. Application Details - Select the App Type:

| 4

Application Details
a. Permanent absentees will receive ballots until they are App Status - Reason: | Pending - Incomplete Application
removed from absentee status. App Type: [ ~| Dasonap: |
Batch Name: ‘
b. Regular absentees can be for a single election, or multiple Hospitalized
elections within a calendar year. For Election —— ;?nf::'esfe'eﬂ“m'
QO Election Dvelsyeas
c. Military absentees must continue to receive absentee | - | Ef;;ﬂj;:;;mn,y
ballots throughout the calendar year, unless the elector is Regular
no longer in the military, no longer resides in the Ed i

municipality, or the elector asks not to receive any more
absentee ballots.

d. Overseas absentees will receive ballots for federal elections only. The Overseas App Type
is for U.S Citizens that live abroad with no intent to return. Do not use the Overseas App
Type for voters who are temporarily studying or working outside of the country. These voters
should have an App Type of Regular. An overseas elector’s absentee application is valid for
all elections within the calendar year in which the request was made. An overseas elector
may request ballots for a shorter time frame, for example one or more elections during a
calendar year, but their requests for absentee ballots are not valid for longer than the
calendar year.

| 1+ Forthe April Presidential Preference Election both Military and Overseas absentee voters
must be sent a Presenditial Preference Only Ballot 47 days before the election. For military
absentee voters the ballot must be a “full” ballot that includes all federal, state, and local
contests. For overseas absentee voters the ballot must include only the Presidential Preference
contest since overseas electors are only eligible to vote for federal offices and the only federal
office on the ballot is the Presidential Preference vote. For more information on sending military
and overseas Presidential Preference Only Ballots see Issuing Presidential Preference Only
Ballots in the Absentee Ballots chapter.

e. Hospitalized and Sequestered Juror absentees can be processed up to and including
Election Day.

f. Presidential Only ballots may be issued to absentee voters or at the polling place.

8. The Date on App should be the date the application is Application Detals : —
entered, not the date it was signed. This will allow you to  |2#pStatus-Ressor: | Pending - Incomplete Applcsiion

produce labels for all applications entered on a certain App Tppe: | Dateontpp E
day. Batch Mame: App Source; j

9. The Batch Name field allows you to include other criteria
you can use to generate batches of labels. For example, in
a busy election, you may enter AM or PM in the Batch

Name field. Then you can print absentee labels in two AppSouce: || d ]
separate batches, one for AM, and one for PM. } |
|
Rec’d by Email
Rec'd by Fax -
10. The App Source should be how the application was received. Federal Postcard Aoplication Rec'd by Email

Federal Postcard Aoplication Rec'd by Fax
Federal Postcard Asplication Rec'd by Mail
FwiAB Affirmation/Declaration

In Person

Rec’d by Mail

Online

x| 4
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11. Enter the For Election information: -
For Election

a. For asingle election: Click the Election radio @ Election |2D14GENEFIAL ELECTION Rd|
button, and select the desired election. If you O ~

receive an application for an election that is not
yet active in SVRS, you must select the second
radio button and choose All, and set both
Election(s) Between fields to that election date.

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

For Election

) Election | ﬂ
@ all =| Election(s] Between |8/5/2014  w|and | 117472014 = |

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

field.
For Election
O Election ‘ ;|
© Al R E|ecum[s]|33[mm|?a‘3f2014 > |and | 1213172014 ¥ |

The end date cannot be left blank; this includes Regular, Overseas or Military applications.

For Overseas applications, select Type Of and check all election types that include a federal
office occurring in that calendar year. Federal election types include August Partisan Primaries,
General Elections, and Spring Election — Presidential Preference.

® Type0f  v| Electionfs] Between | 1/1/2014 = |3nd | 12/31/2014 |

= || Description ==

August Partizan Primary

August Partizan Primary - Governor

General Election

General Election - Presidential
Eacall Flaction

| | &I

ii. If a voter requests Regular absentee ballots for more than one election, for example the
General Election and the Spring Election, you can select Selected, verify the date range
is for only that year, and check off the requested elections.

@! Selected ﬂ
|| Ty. || Desciiption |
I 1\1 11/4/2014 General.. 2014 GENERAL ELECTION
[1184112/2014 August.. 2014 FALL PARTISAN PRIMARY
[w! 44172014 Spring.. |2014 SPRING ELECTION
il [114/2/2013 Spring.. |2013 SPRING ELECTION
Clonamma Crdna 12017 CORING PRIMABRY

s

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

oK
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Process an Absentee Application

12. Click Quick Tasks on the toolbar.

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

[ Absenteeapplication - Add - New Application - -10] x|
J |l saveandClose [ SaveandNew K close - 1 Quick Tasks | < & ‘ | Set Defaults  Use Defaulks J o _ ‘
General I Other | Ballats | Quick Tasks !‘
Quick Tasks m—
Voter Identification Owner: CITY OF FOND D
- A Process Absentee Application
Name: | SMITHJEAN M Application Details
’ [ - == Z  Update Ballot Sent Dal
Date Of Birth: 111300 v| SocSecMum | HH#BHSE4S  AppStatus-Reason | Pending - Incomplete Application & Update Balot Sent Date
Driver's License: | 4pp Type: | Regular _v_‘ Date on App: 2/5/2014 L ] RelssueBallot
Voter Reg Num: | 0051145863 Phone: Batch Name: ‘ App Source: Rec'dby Mail v | 23 RePrint Ballot
Voter Status - Reason: | Active - Registered [} RecordVote
POR Required: NO UOCAVA Status: For Election 33 Cancel Ballot
] ; il Election | 2014 GENERAL ELECTION - 23 Prnt Clerk's Office Label
_ID Provided for Maikin Absentee [} Phato I Exempt @ | = =
Go To Vater Unlink () Mark Ballot(s] as Retumed

14. The Create an Application Only box
must remain checked until you have
reached Milestone #4 in the election
cycle. Once you have reached
Milestone #4, Create an Application
Only can be checked or unchecked.

Absentee Dphions

[ Create an Application Drly

Application Status - Reason
|§[Select Status - Reason) j

a. To save an application and print the
ballot label later, leave Create an

Application Only checked.

b. To print a label immediately, uncheck Create an Application Only.
See the directions on how to Issue and Print Individual Absentee
Labels in the Absentee Ballots chapter.

oy
i ._g For Clerks Office absentees, the Create an Application
" Only checkbox must be unchecked, because you will always

create a ballot record when you enter the application. You
may choose whether or not to print a label. For other types
of applications, if you uncheck the Create an Application
Only checkbox, you must then check Send Mailing and
issue a ballot label.

15. Select the appropriate Application Status Reason:

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

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

16. If you are not issuing a ballot immediately, leave the
Send Mailing box unchecked.

17. Click Process.

Absentee O plions

|| Create an Application Only

Application Status - Beason
|ipproved - Yalid Application j

[ Send Mailing

Process

V4/20/2015 -16 -
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Alternative Ways to Add and Process Absentee Applications

There are three alternative ways to process an absentee application. The first is through the Absentee
node you will find within a specific election. The second is through the Voter node. The third is from within

the Voter Application.

From the Absentee node within an election

Lo

Expand (+) the Elections node.

2. Expand (+) the election for which the voter wants an
absentee ballot.

3. Click on the Absentee node within the election.
4. Click the Add New Absentee Application Quick Task.

5. Proceed from here as directed in steps 3-16, of Add an
Absentee Application Using the Absentee Applications
Node.

From the Voter Node

lections

% Plans

Archived Elections

----- 25 AL Glance
----- =y Polling Places
Poll ook,
----- i Payments
----- E Record Votes
-~ Supplies
----- 5 Ballot Styles
----- [ e Applications
Abzentes Ballots
ﬁ Provigional B allats
25 Candidate Filings

Contests
' Election Results

Reporting Units

o |

- ﬁ 2014 GENERAL ELECTION

Duick Ta
Quick Tasks

— L
< 1 Add Mew Abzentee Application
—~ —

O ——

. ] AcsM LIES
1. Click on the Voter node. Fle Edt View Tools ‘window Help
| || e [ snontats | 21 quckvasts - |2/ | 215 (D[4 iy | mtwe drstin [e7v o7 FobD U Lec 2. =] [ @ 10 ]|,
X | General | Districts | Other | Elections
2. Use the SearCh Panel to LaslNlarne:I tl | I Fir‘stNalme Middle Name: Suffi: SppEleedn et =
search for the absentee . [staTH [sean v | | N g
elector’s voter record. : @?FST'EEAW"@W Vter RegNum Date of Bith Soc Sec Nua: Status 1 Propety Duwners Orly
@ ) ZZ:Z:S orkers ‘ ‘ | Search Options
-3 Enumtg P:cellncahnns House No: Street Nae, City State: ZIP Code: ] P and Alternate Names
3. Highlight the voter record | o= | [ H B[ H| oo WA
|n the data rld. ED\str\ctsandUlhceTypEs
9 g ;Z‘;;'r‘?:f Flecords Retumed 1 In [CTv OF FOND DU LAC 2 =] L Count Oriy Search Clear
(- = Labels and Maiings
i [T Geheduler at column
4. Click on the Cre-ate- @'gmmnm Juisdicton = || | DateDfBith - || UOCAVA Gt. = || Sta || Status Rreas. - || Add
Ab_sentee Appllcatlon """ SMITH, JEAN M 1171900 Wity | Acive Fegslwed  923COUNIAYCLUBLN
Quick Task.
Quliek Tasks
5. Proceed from here as B s
directed in steps 5-16 of | & ftete
Add Property Owner
the Add an Absentee 2 L
Application Using the L D
Absentee Applications T Sondings
V4/20/2015 -17 - Process an Absentee Application
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From the Voter Application

1. From the Process Voter Application Quick Task, click the Create Absentee

Application checkbox.

2. Click Process.

3. When the voter application is processed, SVRS will then open an absentee application
populated with the voter information.

4. Proceed from here as directed in steps 5-16 of the Add an Absentee Application Using
the Absentee Applications Node.

‘YoterApplication - Add Yoter Application

J Save and Close Save and Mew x Close

| 2 cuckTasis |5 s || sekpefauts usepstais |

Vter Application | Other | Actwltyl Ducumanlsl
Application Details

[ New [ Addr

Driver's License: | 1111111111111

Soc Sec Num

Expr Date:

[ Mame

Citizenship Affirmation

S Ciizen Ver ] 18vRs?

1411900 j Identity Check.

Effec Feg Date: (1250014 j Language:

’7 Heither lij POR Type: |Bank Statement ﬂ
Name: | D DORIS POR Accti: | 1244
Date of Birth 12141900 j Phine: POR Entity: |M\DTDWN BANK.
Address Other
Horme ddr ({100 14TH 5T Dateondpp: |12/5/2014 v | App Source: Clerks Office |
FOMD DL LALC, '+ 543355804

|

Status-Heasan: | Mew

Vater Reg Mum:

Mailing Addr

Notices

Diistrict Comber

20226-006-1862-

ion Details

Status - Reason
Approved - New Vater j
[[] Send Mailing

Mailing
Mailing ta be Sent
| =]

Comment on Mailing

(Select Message] j Custum‘

Frinter Setiings ‘

[ Subrmit For Frinting Later

=]
Prior Registration [ Unable to sign Poll Book due to physical disabiity
Prior Narne: | Associated Voter Process
Prior &ddr
=]
1MatchFound!
V4/20/2015 -18 -
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Absentee Applications Data Quality Issues

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

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

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

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

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

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

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

Edit an Incorrect Absentee Application

1. Select the Absentee

T8 AbsenteeApplication - Add - New Application

Appllcatlons node on the [ Save and Close [ Save and Mew 3¢ Close _H 3 Quick Tasks |« & _H Set Defaults Use Defaults _H v
Main Menu tree, or the Gonwe | Ot | B |
Absentee node within an ot ‘ - | | e
election. Name: [DLCK DORALD PR _2; Fiacass Absenlee Applcalion
DaeOBit (171195  v| SocSechem | AppStaus-Reasor | Pendng- Incamplets ppicaion [ Updele Balut Sert Dats
Driver's Ligense: | W111-1111111111 A Type: [Regdar  ~| Dacondpe  |vZHED | [] Relssue Ballat
) X i VoterRegNum: | 0710368160 Phone: Batch Name 3 RePint Balot
2. Enter the desired criteria and | v suus-reson 2o Regsioes O Fodion
Search for the application. DRemies | UDcawaSwws | FeElesion 5 Cancel Dl
GaTaVater | Urlick | @ Elecion  EDNEY T£8T ELECTION o] || By s Otfoe Labe
. o - e Ballos) az Achume
3. Double click to open the R 1 Mo o] Fetuned
absentee application. VotoLocation: [Viatial ]
. . A, | Nekoo i
4. Edit the incorrect Absentee .
Addrgss, App Type, Vote etz Maiing
Location, or Batch Name. e
5. Click the Quick Tasks [l .
button, and then choose
Process Absentee
Application.
6. Mark the application as Approved, and Process as hormal. Ab Options

.

£ 1 If you simply save your changes, they may not take effect as desired.
You should Process the application every time you make a change.

L

[ Create an Application Only

[] Send Mailing

Process

V4/20/2015

-20-

Edit an Absentee Application




I statewide

Absentee Applications

Cancel an Absentee Application

SVRS will automatically cancel an absentee application if the voter is inactivated, cancelled or changes
addresses. You may need to cancel an application if you have accidentally created a duplicate, or if a
voter is no longer a permanent absentee. If the voter has an issued ballot for an active election, the
application may not be automatically cancelled, so you may have to cancel it manually.

1. Selectthe
Absentee
Applications node
on the Main Menu
tree, or the
Absentee
Applications node
within an election.

2. Enter the desired
criteria and Search

Menu
4ot Welcome to AESM
[]---g Woker
-5 Woter Applications

i@ Election wWorkers
ﬂ Poling Place Locations

[]--EE Addressing and Districts
2] Calendar

&2 Pelitions

Repoits

B-=1 Labels and Mailings

-3 Scheduler
(-] Administration

for the application.

x

General | Elections |

Last Mame: First Mame: Middle Mame: Suffiv: WVoter Reg Mum:
s [ [ \ H |
Date of Birth: Application Type Application Status: Application D ate:
Wating Method: “oting Location:
| H | [ |
Records Retuned: 20 [ Count Only Search Clear
aup by that calumn
Name ‘oter Reg Mum App Type App Statuz Election Descrip... | Election
AAGERUP, KRISTINE M |004E989587 Regular Approved 2009 GENERAL.. [SIMGL
AAMODT, DAVID A 0046363001 Regular Approved Recuring Ll
[+] AAMODT, DAVID & 046363001 Regular Approved 2003 SPRING E.. [SINGL

3. Click on the
application you
wish to cancel.

%9 fdd New Absentee Application

34 Cancel Abzentee Application

#  Process Absentes Application

ABDULRAHMAN, ADE.. |004E580310 Regular

[+| ACHTERBERG, FRED
[+] ACHTERBERG, JAMICE

Permanent

(0046363033 Permanent

Recurring TYPE
Recurming

Recuring

Pending
Approves

Approved

ALL

AHLERS. CAROL & (046363053 Regular Approved 2003 SPRING E.. [SINGL
AHLERS, JASON B O04E38E520 Regular Approved 2004 SPRING E.. |SINGL
[+] ALBINGER, DIANME 0046369107 Permanent Approved Recuring ALL
[+] ALBRECHT, JOYCE L (O04E385506 Regular Cancelled 2006 PARTISAN... (SINGL
[+] ALIOTA, CHRISTOPHE.. |0046363147 Permanent Approved Recuring Ll
[+ ALLEN, GLEN P (0046969153 Permanent Approved Recuring ALl
[+] ALLEN, HEIDI M 0701067300 Military Approved Recuring ALL

4. Click the Cancel Absentee Application
Quick Task. The Cancel Absentee
Application pane will appear.

5. Select a Cancellation Reason from the
drop-down.

6. Click the Cancel App button.

Cancellation Reazon

B

Adrinigtrative Action

Deceazed

Permanent Statuz Expired

“oter Initiated

‘oter Provided False Information

[ 4

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

chapter.

Cancel Selected Absentee App—
Cancellation Reason

Cancel &pp

Deceased

Absentee Applicatic il

Application cancelled successFully,

Absentee Application ]

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

x|

LY
|

s . 7 . . . .
tli:' application. This will allow you cancel several applications at once.

F-1 You may select multiple applications by holding down the Control key and clicking on each

V4/20/2015
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Adjust Permanent Absentee Voter Status

In Wisconsin, permanent absentee voters (i.e., indefinitely confined electors) must vote in every general
election or they must renew their permanent absentee application. A notice of renewal will be sent to
those voters who did not vote in the election. You should wait to send this notice until 30 days after

Election Day, to ensure that all voter participation has been entered into SVRS. If the voter does not
return the completed renewal form within 30 days of the date sent, their “Permanent” absentee

application should be cancelled.

Use the Absentee Application Listing Report

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

list, you may skip to the next step, Use the WI Notice to Permanent Absentee Voters Mailing.

1. Click on Reports.

MEnU

ot Weloome to AESM

. . . - B Voter
2. Click on the Print Reports Quick 153-53] Voter Applcations
-] Absentee Applications
TaSk [ _* Elections

- i Election Warkers

- gl Palling Place Locations
- 47| Contacts

- Zd Payment

[ EE Addressing and Districts

.. ‘@i Cal !

3. Inthe Category drop-down, select
Absentee.

4. Under Reports, select the
Absentee Application Listing.

[ Scheduler
[-[F] Administration

5. Click Next.

SelectReport

Step1of 2

Categony: |

Reparts

zation Listing
ization Statisti..
Abzentes Ballot Listing

Wl Abgzentee Application Ball.

‘Wil dhsenter Annlication Ral j

Absentee Application Listing

6. Filter your report:

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

&3 Prirk Reports

fdodify Layout |

Delete |

b. Copy the filter displayed below.
Type the correct election date in
dd/mml/yyyy format.

Next

Selected Report
Absentas Application £ isfimg

Public Fiepart

ReportOptions

Filter
[SelectFiter]  iv| Custam
Sort By

(Select Sort) ﬂ Cusgtom

More Repaort Options

V' Show Protected Infarmation

Printer Setup

Print Options
® Preview
Q Print Now
O Schedule

[Select Sch.. ﬂ Cusgtam

Back | Preview |

*  The filter displayed will produce a list of Permanent Approved Absentee Applications with no ballot returned
or vote recorded for the election date specified. The 6/6/2079 date for Vote Recorded Date Time is the way

empty dates are stored in SVRS and will not change from election to election. In order for this filter to work,
you must have cancelled all of your unreturned ballots after Election Day. Directions on how to do this are in
the Post Election Management of the Absentee Process section of the Absentee Ballots chapter.

— |0 Xl
J :a_ﬁ Use Filter E Save | Save s x Delete ] clear M Close . |
Filter Name: ‘ j

RPTView_AESM_absentesdpplicationlisting |

And/Or Figld Name Condition Value

Wnd Election Date E quals 44742009

Wnd \ibs App Type Code Equals Permanent [ PERM |

Wnd \bs App Status Code Equals Appraved [ &PR ]

Wnd \&bs Bal Status Code Equals Cancelled [ CAMC |

wnd Wbz Bal Status Reason Code Equals Ballot Mot Retuned [ CEMR |
- T X

V4/20/2015 -22 -

The WI Notice to Permanent Absentee Voters




I statewide

Absentee Applications

c. Click Use Filter.

L

1; The Absentee Application Listing can also [

{t.- be Used to get Informatlon on app“cat|0ns < Ii] UseFiter  J Save _J Saye fis x Delete _1 Clear W Close |
that are approved for a certain election. N——"

! A . Filter Marne: -
If you copy the filter displayed (and specify R— | *
the correct Election Date), you will receive ”P;";”;—"‘ESM—A"“"‘:al‘:’:"°="“°“‘3“”9| _ -
. . . . iyl 1l = arne ondition aluz
a list of all appllcathns that will produce e Electonlise Eautk P
ba||0tS fOI‘ that eIeCt|On. Remember the _And bz App Status Code Equals Approved [&PR )

election must be inherited for this filter to 1 | T 4
work. You may also add a filter for Abs
App Type Code, if you just want to see a
certain application type.

7. Sortyourreport o]
a. Click the Custom button next to | 2 usesont [ save  oelere B Close _|
the Sort drop'dOWn. SortName| ;|
b. Copy the Sort displayed. This will FieldName || Order b2
put your report in order by the o e o
voters’ names. 0 i {
c. Click Use Sort.

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

. . . Frinter Sek Printing Notification x
9. Click the Print Now radio button. e X
LY DRAIr i Report Frink or Export is Complete!
) X O Preview '\-/‘ :
10. Click the Print button. ® Print Now
O Scheduls
. e . . Select Sch. - Ci
The Print Notification dialog box BN B
will open. Click OK. Back | Preview |

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

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

ELECTION: 2009 SPRING ELECTION (4/7/2009)

APPLICATION PERM

ID Number Name and Address District Ballot Type App. Issued App. Ballot Ballot Yote Ballot Style
Combo Returned Sent Returned  Recorded
000469187 ABRAHAMSEON, JAMESE 13251-093-1 OFCL 11152008
3110i2009 Iladison?
DOB: 1i1/1900 7401 LINDEMANN TRL MADISON, WI 53719
000439603 ADAMS, PHYLLIS & 13251-025-1 OFCL 22812008
3110i2009 Iladisonl8
DOB: 17171900 5341 CORANCHE WAY MADISON, WI 53704
000336133 AHRENS, JUME & 13251-070-1 OFCL 02712006
311302009 Iladisonl1

DOB: 171/1900 228 WESTMOBLAND BLYD MADISON, WI 53705
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Use the WI Notice to Permanent Absentee Voters Mailing

Following the steps below will generate a letter addressed to each Permanent Absentee Voter who did
not cast a vote for the specified election. The letter can be folded to fit into a windowed envelope if
desired. When you print this notice, SVRS will note each voter was sent the mailing. This can be found on
the Activity Tab of the Voter record.

[T x
1. Inthe Main Menu, £k Welcome to AESM
CliCk on Labels and S ESE::Appllcatlons Select Maili
Mailin gs. --<_] Absentee Applications s Selected Mailing———F———
¥ Elect 2 b : W Motice to Permanent Abzentes
§ s d==p IR
2. Click on the -4 Polling Place Locations T — SEREECpEEET — M ailing Dptions
Generate/Print | 43 Contacts Mailings e
- T —§ Payment 5 : o :
Mai |Ings QU|Ck [-Fi4 Addressing and Districts [ Nolie fo Pemenent A6 7] ) Cuztom
Task S Sot
Reports _ [Select Sart) ﬂ Cusztam
3. Inthe Category u---é ael -n-ﬂ Mailings Messages
drop-down, select o2 [ Acmisration (Select Message)  v|  Custom |
Absentee More Mailing Options
App“cation_ [[] Sehedule Mailing
(Gelect Sch. |  Custom |
4. Under Mailings, o
Sele-Ct the WI Print Optiong ——
Notice to S ez Next Printer Settings |
Permanent OFbiveo
Absentee Voters. Q Pint Now
& Queue for Later Printing
5. Click Next.

ok

6. Filter your mailing:

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

b. Copy the filter displayed. Enter the correct Election Date in mm/dd/yyyy format on the first line. This
will generate a letter to every voter with a Permanent Absentee Application who did not have a vote
recorded for the specified election, and whose ballot was cancelled because it was not returned.

=10 x|
J _&_] Use Filker Save ,._,] Save is x Delete j Clear B Close = ‘
Filker Mame: | j
“Wikd ailingzPermanenttbrentees I
And/Or Field M amne Condition W alue
And Election Date Equals 4/77/2009
And Ahsentees Application Type Equals PERM*
And Abs App Status Code Equals APR®
And “ote Recorded Equalz MO
Ballot Statusz Reazon Equals Ballot Mot Returned [ CENR )
— ST X

@ In order for this filter to work, you must have cancelled all of your unreturned ballots after Election Day.
Directions on how to do this are in the Post Election Management of the Absentee Process section of the
Absentee Ballots chapter.
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c. Click Use Filter.

7. Sort your mailing: o/ x|
‘ _a'j Use Sort H Save Gelete [ Close _‘
d. Click the Custom button 5ot Nane B
next to the Sort drop-
down Fieldtame = || Order |
' SendTolastMame ASC
) SendToFirsthame ASC
e. Copy the Sort displayed. |l - [
This will put your report in
order by the voters’
names.
f. Click Use Sort.
4
8. Click the Printer Setup button and verify that your printer settings are
correct. Once they are correct, click Save Settings. Print Options
) Preview
@ Fi i
O Scheduls
9. Click the Print Now radio button.
[Select Sch. ﬂ Cuztarn
Back | Frink |
10. Click the Print button.

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

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

Click Yes. Did the mailing print successfully?

es Mo |

@ For further information on printing and exporting a mailing, see the Mailings chapter.
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A sample of the WI Notice to Permanent Absentee Voters mailing is shown below.

Clty Of West Band

Amy Raweman ! Clerk
1115 MAIN ET 3

WEST BEND, W1 53085
(252} 335-5103

August 17th, 2009

Diedores A Bamande
1505 Hiltop Dr
Wesl Band, Wi 530950000

Dear Delores & Bemarde,

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

We appreciate your prompt atienton io this notfcation. Piease feel fae 10 contact our ofMce I you have any questions
at (262) 335-5103.

Sincerely,

Amy Reuteman
CLERK

Ry o R ol Py Al Balicr

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

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

UL LTI T R

{Shgnature of Absentee Elector) T04T00E

/

/

,_\3 The residency requirement has changed from, 10 days to 28 consecutive days.
SVRS is in the process of updating this change.

@ If the voter responds to this letter within 30 days, they will remain on the Permanent
Absentee list. If they do not respond, you will cancel their absentee application.

V4/20/2015 -26 - The WI Notice to Permanent Absentee Voters



I statewide

Absentee Applications

Update Permanent Absentee Applications

For those voters who do not contact you to remain on the Permanent Absentee list:
1. Openthe Absentee Applications node underneath the election.

2. Select the Application Type of Permanent, Application Status of Approved, and Ballot Status
Reason of Ballot Not Returned.

% | General |
N 2010 STATEWIDE TEST ELE;I . . .
4 ABSENTEE TRYOUT Last Mame: First N ame: Middle Mame: Suffie: Woter Reg Mur:
+ N 2010 SPRING FIELD SPECIA | | | | ﬂ |
& Q 2309 SPRING ELECTION Drate of Birth: Application Type: Application Status: Application D ate:
----- AL Gl
_____ Paling ;T:;es | |F'ermanent ﬂ |Approved ﬂ | j
% Pall Book. “Woting Method: ‘Woting Location: Ballot Status: Ballot Status Reasor:
< Payments | ﬂ | ﬂ | j |Ba||c|l Mot Retu.. j
----- B] Record Votes
----- ] Supplies b
Ballot Styles Records Returned: 430 [ Court Qnly Search | Clear
=2 Applications
Absentee Ballots
Provigional Ballatz © i LiEieely
Candidate Filings “ater Reg Mum App Status App Status Rea.. |E Iaction Descrip Election

S Contests
5 Election Results »

Reporting Units -
| v

| ] ; 3 .
< 53 Cancel Absentee Application 0000043073 Permanent

I ) 0000508725 Permanent
}m e W - . =

3. Select the applications that can be cancelled. Use Ctrl-A to select all, and Ctrl Click to deselect any
applications that should not be cancelled. You can also use Ctrl Click to select them one by one.

s

L3 In addition to the voters who responded to the notice and should not be cancelled, your search may turn up
voters who did vote but whose ballots were not marked as Returned. You can use the Absentee Application
Listing report to help you verify the applications to be cancelled.

LA

4. Click the Cancel Absentee
Application Quick Task. The

Cancel .Absentee Appllcatlon Cancel Selected Absentee App— < Cancel App
panel will open.

Cancellation Reazon

Fermanent Status Expired ﬂ

5. Under Cancellation Reason, select | Absentee Applicat

Permanent Status Expired.

x|

19 Absentee Application(s) Cancelled

Adrniniztrative action
Deceazed

6. Click the Cancel App button. You Voter Irilisted
should see a box confirming how ‘oter Provided False Information
many applications have been
cancelled. [= A
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